NEW EMPLOYEE CHECKLIST
ROMAN CATHOLIC

DIOCESE of ORANGE

Roman Catholic Bishop of Orange, Inc. | 13280 Chapman Avenue, Garden Grove, CA 92840 | 714-282-3000

Employee Name Hire Date (DOH)
] Exempt [_] Non-Exempt
Department / Location Supervisor
Benefit Eligible (]Y [N
Position Waived Oy N $ Salary / Pay Rate
Action Date  Completed by

PrSONNE] Fle SEU-UP..........oooosceeeesieevesvesssssseesssssssassssssssssss s ssesssss st sessssessssessss s e ST
["1Manila Jacket — Complete with LAST NAME, First Name and DOH........
[_]Personnel Action FOrms FOIAEr — BIUE........wwwremmumsmusssssessresssassmssssseoneee
[JPerformance Evaluation Forms Folder — Green ...
[]Private Medical Information FOIAer — REd...........wrmrermrersersereessvesssmaermsisnsnrss

Before New Hire Orientation/After Job Offer:

Pre-Employment Checks..........c.covmriisisnsin s s snssss s sssenes

[1Background Check DiSClOSUre FOTMS.......ccooummmmmmssmmsisisensssssssssssmsssssssenns

(] Credit Check Disclosure Forms - For specific managerial positions or for those with access to
specific personal information and/or regular access to cash totaling $10,000 or more, etc...

[]Life Scan Fingerprinting Information Form to Child & Youth Protection

Computer Access/Set-up... -
[_INotification to IT of New Hire for Set up of Emall Address Telephone
Computer & Website ID's & Passwords....
[ JAdd New Hire to Distribution LIS'(S
New Hire Orientation/ HUMaN RESOUICES...........ccconieermemmssesms s isssne e s ssssssssssesssssssssns
ID Badge — Regular Employees Only

R
Picture...
ID Badge / Access Badge R e

EMPIOYMENT FOIMIS......oooocove e oes e seeneresssss s ssssesssssessssssesssssesssssesssesssssssssss e S |
B

[ JNew Hire Form (formerly PAF) — Completed Copy to Accounting............

[ ] JOD DESCHPHION. .....oooceeseecees s esssnsss s s s s s sessesssssesessssass s

[ ] Diocesan MiSSiON StAtEMENt..............c.cemmesmesissssssessssssssssmssssasssssssss s
[_]Organization Chart ...
[_]Diocesan Employment Applucatlon ......................................................................

[ JW4 Form — Completed COpY t0 ACCOUNTING.......uruummmvmeiessssssssssmssnssssssssressees By
[ ]1-9 Form — Employment Eligibility Verification FOrm...........c.ccccommmnicnns

[]Equal Employment Opportunity (EEO) Self-Identification Form .............

[]Direct Deposit Authorization — Completed Copy to Accounting.............. B
[ ]Instructions for Time & Attendance for Non-Exempt, Hourly Employees

[]Pay Day Notice...

[Iworkers' Compensatlon Wntten Notlce to New Employees (WC880405)
[ ]Personnel Action Form (review time away from work procedures).....
[]Required New Hire Information form — Website access & Required Pamphlets

Information Added to Employee Databases.......o. i sreeiseeseeereenresessonnes
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Lay Employee Handbook - Acknowledgment of Receipt Form...
Review Employment Policies and Benefits, Revision 11/1/06 & Updates Effective 7/1/2010
Pastoral Center Policies ... e

Policy Against Sexual Misconduct (PASM) Acknowledgment of Receipt.. [N |EEEEN
Form - Review Policies & nghllght Reportlng Line, 1-800-364-3064 in
Appendix 5 - Revision 11/1/05.... o

Other Services / Benefits

SchoolsFirst Federal Credit UNiON......... e

BENETIS.......ooooe oo esee e srees e ssenesssesee st s sesssseesssos st sossssssessssssssmersssrensos |

[(IBenefits at @ Glance BOOKIEL ..........c....ccouvinnimmmismissimsmmsessssisssssssssssssessasasss
[ JMedical —Dental — ViSion INSUFANCE FOMM .........uuuwemmemsmsssssssnssnsssssssssssssnees
[C]Life Insurance BeNEfiCiary FOIM.... .. emmmmesmmmssssssessesssmesessssssenesseseoe
[CJRetirement BenefiCiary FOIM............oummmmmsimssmsess ossessssssssssscssssesssmsessesecs
[CJLay Employee Pension Plan HandbooK..........cmmmnmnses
[]403(D) PlAN....ovucreeeeeervssammnssnssesssssss st smsssssese s sesessssessesssssssesesesses st sssssssssssis

If Driving while Performing Job Duties...........c..onii e,

[ TProof of AULO INSUFANCE.......commrmerurerssmsssrssenesssess s sessesns sessessesssssessesessessons s
[T]CUITENt CA DIVEI'S LICENSE.......esesaesesssammmsessssssssssssssessssssssssssesessessesessssesees

[Jinsurance License INfOrMatioN.............cmenrsrmssssmsessssesessssssssssessssmmsssoresens
[]Bonus and /or COMMiSSION AQre@MENT..........ceeesmmrreemssmscseresssessesssseneeene

Teaching Positions - Credential Information.............coucninnie

TRAINING ..o et s rer s b s RS EE Ses R bR b s b Ra R R

[[]safe Environment Training / Shield the Vulnerable
Refer to Child & Youth Protection / Safe Environment...........cccoececerveervecrnnns

[]Sexual Harassment Prevention Training - Enroll supervisors in on-line
OF ON-SItE COUTS uuiniuuiesswsss oris iy auisivevassvabuomsiamabuissvsioesbmmsisosiosse iussve st hviaseoowsoisivy

[CFRISK Training for Supervisors — Enroll all SUPEIVISOrs ..., DN
EEEE

Location Policies & Procedures ...
[ ]Welcome and Introductlon to Staff ......................................................................
[]Update Directories...
| lISafety Procedures wismsmmssssmisismssisismssmmis i i
[ ] OFIENTAtION TOUR et sesessess s s smsssas sssssss st s sss st sonsss s srans
[_]Point out Required Employment Posters (usually in break room) .........
[ ILunch Arrangements for First Day or Week.... :

[|Performance Appraisal — 90-day and annually thereafter - forms on Employee Extranet Website

Cemetery Pre-Need and At-Need Counselor POSHIONS...........ccc..ooureererrcssmseessensesnnn. s
e |

Welcome to the Diocese!
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