Title 41, Chapter 10

S. C. Code of Laws, 1976, As amended

Payment of Wages

Every employer is required to notify his employees in writing at the time of hiring of the normal hours and wages agreed upon, the time and place of payment, and the deductions which will be made from the wages, including payments to insurance programs. The employer has the option of giving written notification by posting the terms conspicuously at or near the workplace. Changes in these terms must be made in writing at least seven calendar days before they become effective. Every employer is required to furnish each employee with an itemized statement showing his gross pay and the deductions made from his wages for each pay period. Whenever an employer separates an employee from the payroll for any reason, the employer is required to pay all wages due to the employee within forty-eight (48) hours of the time of separation or the next regular pay day which may not exceed thirty days. Any employer who violates the recordkeeping and notification requirements of this act must be given a written warning by the Director of Labor, Licensing & Regulation for the first offense and must be assessed a civil penalty of not more than $100.00 for each subsequent offense. Any employer who fails to pay an employee all wages due at the time and place designated must be assessed a civil penalty of not more than $100.00 for each violation. Each failure to pay constitutes a separate offense. In the case of failure to pay wages due to an employee, the employee may recover in a civil action an amount equal to three times the full amount of unpaid wages, plus costs and reasonable attorney’s fees as the court may allow. For more information, contact the South Carolina Department of Labor, Licensing & Regulation, Office of Labor Services.

Provided by South Carolina Association of Christian Schools

615 St. Andrews Road, Columbia, SC  29210 ( 803-798-7558

(School Name)

Terms of Employment Notice

	Name of Employee:


	Social Security Number

	Address:




 FORMCHECKBOX 
 full-time
 FORMCHECKBOX 
 part-time
 FORMCHECKBOX 
 seasonal
In compliance with §41-10-30 of the S.C. Code of Laws, 1976, as amended, you are hereby notified of the terms of employment:

1. Normal hours of work:

(i.e. number or range of hours) per week, day, other, etc.


2. Rate of pay:  Wages $
; Salary $
; Commissions
%; Other


Bonuses:
 Expenses:


3. Payday is:
Weekly
Bi-weekly 
Monthly
Other

Place of payment is


Time of payment is


Day of payment is


4. Deductions to be made from wages such as, but not limited to, insurance deductions, documented debts/offsets, etc. (excluding income taxes and FICA):


Any changes in these terms shall be made in writing and at least seven (7) days before they become effective.


Additional Terms

The following terms may be provided at the discretion of the employer in accordance with individual church or school policy.

5. Vacation policy is:




6. Paid holidays are:


7. Sick leave policy is:




8. Other:





Church or 



School



Employee signature


Address



Employer signature


Telephone





