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Description 

Learn what you need to know about your payroll  
obligations in Alberta. In this workshop the topics  
include employment standards, payroll deductions  
and remittances, recording benefits, T4’s and year  
end reporting, and issuing Record of Employment forms. 

Objectives 

By the end of this workshop you will be able to  
identify your responsibilities pertaining to: 

 Hiring Employees 
 Paying Employees 
 Statutory deductions 
 Terminating employees 
 Year end payroll responsibilities 

 

Target Audience 

This information based workshop is intended as an  
introduction to Payroll. No computers are used  
and there are no prerequisites to taking this  
workshop. Individuals with payroll responsibilities  
seeking basic knowledge in this field are encouraged  
to attend. This workshop is an excellent introduction  
to our computerized accounting software courses  
QuickBooks or Simply Accounting. 

 

Content 

 Hiring Employees 
o Privacy Act 
o New Hire Forms 
o Collecting SIN#’s 
o Under age employees 

 Paying Employees 
o Types of earnings 
o Commission pay 
o Vacation pay 
o Hours of work 
o Overtime 
o Holiday Pay 
o Allowances 
o Benefits 
o Expense reimbursements 

 Statutory Deductions 
o Canada Pension Plan 
o Employment Insurance 
o Federal and Provincial 

Income Taxes 
o Calculating and remitting 

deductions 
 Terminating Employees 

o Notice and severance pay 
o Final pay 
o Record of Employment forms 

 Year End Payroll Responsibilities 
o Preparing T4’s 
o T4 Summary Reporting 
o Bookkeeping requirements 

 
 
 
 
 

 

 


