2023-2024 Open Enrollment
Frequently Asked Questions

When is Open Enrollment?

Open Enrollment begins Monday, May 01, 2023 and ends on Tuesday, May 16, 2023. Coverage and
premium cost share will become effective July 1, 2023 and last until June 30, 2024.

Why should I enroll?

All benefits-eligible employees must make an active health plan election during Open Enrollment. [f
you do not go online to elect coverage, your existing benefits will default to current coverage and tiers.

In addition to making new elections, you can also:

¢ Confirm your current elections
¢ Confirm spouse coverage and dependents
e Update your Life Insurance Beneficiary

e Ensure all information is accurate
How do I find out what my current benefits are today?

Employees can log into RetaEnroll 360 at www.retatrust.org to access their current benefit elections. For
assistance in obtaining your User ID and Password, please click Reta Trust User Guide.

Can1 add or remove my eligible dependents during Open Enrollment?

Yes. Youmay add orremove eligible dependents during open enrollment. Eligible dependent(s) include:
spouse, child(ren) up to their 26 birthday, step or adopted child(ren), and disabled children over age 26,
with required documentation.

What’s new for the Reta Plan Year 2023-2024?

« Reta’s integrated wellness plans are now offered through Reta’s medical plan providers: Kaiser
Workforce Health and BSC Wellvolution

s MyCatholicDoctor programs offered by BSC and now Kaiser
When will these changes happen?

Coverage and premium cost share will become effective July 1, 2023 and last until June 30, 2024.

Will I be able to keep my doctor?

Although there’s a very good chance your providers are included in the BSC network, it’s a good idea to
check. To find doctors, urgent care centers, mental health providers and medical equipment providers in
the BSC California provider network, click here.



How do I verify my Dependents?

If you are adding a dependent to your health insurance that has not been previously verified, you will
need to provide documentation to prove dependency. All documents can be uploaded directly into the
benefits platform via Reta Trust. Alternatively, you can fax your documents along with bar coded fax

coversheet (provided by Reta) at 1-888-265-2144.

Dependent #of Primary Required | Secondary Required Tertiary Required
Type Docs Document Document Document
Spouse 2 Marriage Certificate | - Jointly filed 1040 * N/A
- Separately filed 1040
with same address *
- Financial documents
in both names
- Utility bill in both
names
Child 1 Birth Certificate N/A N/A
Or
Hospital Birth
Record
Stepchild 3 Birth Certificate Marriage Certificate - Jointly filed 1040
- Separately filed 1040
with same address
- Financial document in
both names
- Utility bill in both
names
Disabled ] Birth Certificate - Employee’s form N/A
Dependent 1040 with dependent
listed
- Dependents 1040
filed from employee’s
address
- SSDI Documentation
Adopted child 1 Court document N/A N/A
Legal 1 Court document N/A N/A
Guardian
Foster child 1 Court document N/A N/A

* Not Required if Marriage is less than 90 days old

How do I complete the enroliment process?

Y ou must go online to the RetaEnroll 360 website (click Log In on the Reta Members and Employers
comer at www .retatrust.org) and complete the enrollment process.




What if I need to make a change after I’ve completed my enrollment?

If you change your mind after submitting your enrollment online, simply go back to RetaEnroll360,
make your changes, resubmit your elections online and print or email a summary of your employee
benefit elections to your Benefits Administrator. The deadline for making changes is 11:59 p.m. on

Tuesday, May 16%.

Can I enroll using a paper form?
Open Enrollment is online only. If you need help enrolling, please contact your Benefits Administrator.
What should I do if I don’t receive my ID card?

Employees who have not received their identification card may not have a current mailing address on
file. Please verify your current mailing address via the RetaEnroll 360 website. Otherwise, you may
contact your provider to request a new card or register online to print a temporary card.

What if I need to make a change after open enrollment?

Changes to your benefits elections after Open Enrollment require a Qualifying Life Event (QLE). You
must go online to the RetaEnroll 360 website and submit life event. Click here to access instructions on

how to submit a Life Event.

What is a Qualifying Status Change Event that will allow me to make changes to my Open
Enrollment benefit elections?

Qualifying Event means a change in your family, employment or group coverage status which would
affect your benefits due to one or more of the following:

1. Marriage

2. Birth, adoption or placement for adoption of a dependent child
3. Divorce, legal separation or annulment

4. Death of a dependent

5. A change in your or your dependent’s employment status, such as ending employment; strike;
lockout; taking or ending a leave of absence; changes in worksite or work schedule, if it causes you or
your dependent to gain or lose eligibility for group coverage.

6. Increase/Decrease in hours significantly changing cost charged to employee.
7. Ineligible Dependent

Where can I get more detailed information?

Detailed information about your benefits plan is available on the Reta Benefits Center through the
RetaTrust.org website. If you require assistance accessing your account, with information on the Reta
Benefits Center, or you do not have access to the Internet, call the RetaEnroll Client Services
Department toll free at 1.877.303.7382 from 8:30 AM to 8:00 PM ET, Monday through Friday, or send



an email to Service@RetaEnroll.org. The Reta Client Services team will either directly assist you or
connect you with the best resource for help.

Who do I contact If have questions?

CARRIER DIRECTORY

Blue Shield of California

www.blueshieldca.com
(888) 772-1076

Kaiser

www.kp.org
(800) 533-1833

Health Equity HSA

www.healthequity.com
(877) 713-7712

CVS Caremark

www.caremark.com
(800) 844-0719

Delta Dental

www 1.deltadentalins.com
(800) 765-6003

VSP

WWW.VSp.com
(800) 877-7195

Sun Life Financial

www.sunlife.com
(800) 247-6875

EAP Services

www.guidanceresources.com
(877) 595-5281

Travel Assistance

WWW.assistamerica.com

Services (800) 872-1414 inside USA - Toll Free
(609) 988-1234 outside USA - Collect Call
Reta Trust www.retatrust.org

(877) 303-7382

Additional Information:

LAY PERSONNEL OFFICE
Phone: 916-733-0239
Fax: 916-733-0238
E-mail: benefits@scd.org

» Click here for Emplovee Benefits Brochure

Click here for Reta Trust User Guide

Click here for Employee Assistance Program

Click here for Travel Assistance Program

Click here for Sun Life Financial Enrollment Packet

Click here for Sun Life Financial Evidence of Insurability (EOI)

Click here for Benefits Directory

VVVVVVY

Click here for 403(b) Enrollment Guide
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Waiver of Group Health Benefits

Employee Name

Job Title

Employee Number (ID, Social Security, etc.)

For the plan year effective I am waiving Medical coverage for:
[ myself

[0 spouse/Domestic Partner

[J Dependents(s):

If selecting Dependent(s), piease list their name(s):

I am waiving coverage due to:

[ My preference not to have coverage

[C] Coverage under my spouse’s/domestic partner’s plan

[] other coverage

This other coverage is:

[0 Employer-sponsored Group Plan [J Individual policy [JMedicare [J COBRA [JTRICARE [ Medicaid

Special Enroliment Notice and Certification - Please review and sign below if you wish to waive
coverage

By signing below, I certify that I have been given an opportunity to apply for coverage for myself and my
eligible dependents, if any. I am declining enroliment as indicated above. I understand that, if I am
declining enrollment for myself or my eligible dependents (including my spouse) because of other health
insurance or group heaith plan coverage, I may be able to enroll myself and my eligible dependents in this
plan if I lose, or my eligible dependents lose, eligibility for that other coverage (or if the employer stops
contributing towards my or my eligible dependents’ other coverage).

I understand that I must request enrollment no more than 30 days after the date the other health plan
coverage ends (or after the employer stops contributing toward the other coverage). If I do not do so, I
will not be able to enroll until my employer's next annual open enroliment period.

In addition, I understand that if I have a newly eligible dependent as a result of marriage, birth, adoption,
or placement for adoption, I may be able to enroll myself and my eligible dependent(s). However, I must
request enrollment within 30 days after the marriage, birth, adoption, or placement for adoption.

I understand that in order to request special enroliment or obtain more information, I should contact my
group administrator.

Employee Signature Date

L2624 Zywenve, Ine At ngtis peser ved,
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DIOCESE OF SACRAMENTO

2110 Broadway ¢ Sacramento, California 95818 ¢ 916/733-0100 ¢ Fax $16/733-0195

LAY PERSONNEL

December 5, 2022

To: Pastors, Agency Directors, Office Managers, School Principals, and Human Resources
Representatives

FR: Anna Schiele

RE: Lay Personnel Handbook Revisions and NEW Arbitration Agreement

There have been a number of updates made to the Lay Personnel Handbook, which will
go into effect January 1, 2023. Below is an overview of the main changes but does not
encompass all of the changes. Please provide each employee with a copy of the revised
Lay Personnel Handbook. Ensure each employee reviews the revised Lay Personnel
Handbook in its entirety. The employee will then need to sign the acknowledgment
forms from the back of the handbook and provide them to you no later than January
1, 2023. The signed acknowledgements must be placed in the employee’s personnel file.
If the employee is a Diocesan employee, please send the acknowledgement forms to the
Office of Lay Personnel,

In addi’tion, the're is a new Arbitration Agreement that is a standalone document. The
Arbitration Agreement will need to be provided to each employee as well. Once the
agreement is signed by all parties, it will need placed in their personnel file.

Overview of Changes:

1. Revised 7.0 Work Hours/Attendance
a. The policy has been updated to include remote work as applicable.
i. All remote work will require prior approval by the supervisor and
will only be granted on a case by case basis.

2. Revised 31.2 Holidays
a. The policy has been updated to reflect the addition of the Juneteenth
holiday.

3. Revised 31.3 Sick Pay Policy
a. The policy has been updated to expand the relationships eligible for use
of accrued sick pay.
i. An employee may use 50% of his or her accrued sick pay to
address illnesses of a spouse, child, grandchild, sibling,
grandparent, parent (biological, adoptive, foster, step-parent, or



legal guardian) of the employee or his or her spouse, or a
“designated person”.

ii. “Designated person” under this policy includes any individual
related by blood or whose association with the employee is the
equivalent of a family relationship. Employer reserves the right to
determine, in its discretion, whether the association is “the
equivalent of a family relationship.” Employee may identify one
“designated person” per rolling 12-month period.

4. Revised 31.4 Bereavement Pay Policy
a. The policy has been modified to extend bereavement time to ineligible
employees.

i. An occasional part-time and temporary employee, who has been
employed at least 30 days, may be granted up to five (5) days off
from work without pay in the event of the death of a relative of
the employee.

5. Revised 32.1 Medical Family Leave Policy
a. The policy has been updated to expand the relationships eligible for a
leave of absence.

i. An employee may take a leave of absence to care for their own
needs or for the needs of a spouse, child, grandchild, sibling,
grandparent, parent (biological, adoptive, foster, step-parent, or
legal guardian) of the employee or his or her spouse, or a
“designated person”.

ii. “Designated person” under this policy includes any individual
related by blood or whose association with the employee is the
equivalent of a family relationship. Employer reserves the right to
determine, in its discretion, whether the association is “the
equivalent of a family relationship.” Employee may identify one
“designated person” per rolling 12-month period.

6. Revised 42.0 General Standards of Conduct
a. The policy was modified to include expectations for reporting
arrest/convictions of a crime.
i. Employees will be expected to notify the Employer within 3 days if
they are arrested or convicted of a crime.

7. Revised 51.0 Workplace Violence/Workplace Security
a. The policy has been updated to reflect the Employers right to permit a
designated employee to carry a firearm.
i. The Employer may determine to permit a designated employee
(who is duly-licensed) to carry a firearm on work premises. Such
permission must be granted in writing by the Diocese. No other



DIOCESE OF SACRAMENTO

2110 Broadway * Sacramento, California 95818 « ?16/733-0100 * Fax 916/733-0195

circumstances will allow for an employee to carry a firearm or
other weapons of any kind on the premises.

8. Revised 56.0 Expense Reimbursement Allotment Policy (Policy specific to the
Pastoral Center)
a. The policy has been updated to increase the daily per diem as the result
of inflation.

i. This revision has increased the per diem reimbursement rates for
meal expenses incurred by the employee when traveling on
behalf of the Diocese and dining on an out-of-town business trip
(90 miles or more one way). Approximate meal expense
guidelines are as follows:

1. $15/day for breakfast, per person
2. $25/day for lunch, per person
3. $35/day for dinner, per person

9. Revised 57.0 Employee Referral Policy (Policy specific to the Pastoral Center)
a. This policy has been updated to increase the referral award.
i. An employee who refers a candidate, who is then hired and
employed for at least 6 months will be awarded $100.

New Policy:

1. New Agreement Regarding Arbitration of Disputes
a. The new Arbitration Agreement is a standalone document.

i. Ensure the employee has read and understands the document
before accepting the terms of the document.

ii. Ensure that the Employer Name is filled in at the beginning of the
document. Be sure to use the legal name of the organization such
as Pastor of St. Mary Parish, Sacramento. Be sure to include the
name of the city as we have multiple sites with the same name.
Note: Schools will use the same Employer Name as the parish, as
you are under the same FEIN Number.

iii. Ensure the form is also signed by the organizations designated
representative (i.e. Pastor, Supervisor, Office/Business Manager).

If you have a question, please contact Lay Personnel at 916-733-0239.






DIOCESE OF SACRAMENTO
2110 Broadway * Sacramento, California 95818 » 716/733-0100 ¢ Fax 916/733-0195

LAY PERSONNEL

November 21, 2022

To: Pastors, Agency Directors, Office Managers, School Principals, and Human Resources
Representatives

FR: Anna Schiele

RE: State-Required New-Hire Documents

As a nonprofit religious organization, we are exempt from the California Fair
Employment and Housing Act (FEHA). (See California Government Code sections
12926(d) and 12926.2.) However, there are provisions in California law that require all
‘employers to provide workers with pamphlets at the time of hire containing information
regarding regulations that we are exempt from.

To ensure empioyees are informed of this discrepancy, we have created a template
memo to be used as a cover letter informing employees that while we must remain
compliant with our legal obligation and provide the pamphilets to them, the information
contained does not necessarily apply to them (as we are exempt from FEHA).

Going forward we would like to ask each site to modify the attached template memo so
it contains your site specific information, place it on your site letterhead, and
immediately begin using the memo as a cover letter for the materials provided at the
time of hire. The template memo has been placed on the Diocesan Website for your
convenience.

Please feel free to contact the Lay Personnel Department with any questions or
concerns at 916-733-0239.






DIOCESE OF SACRAMENTO
2110 Broadway * Sacramento, California 95818 ¢ 916/733-0100 ¢ Fax 916/733-0195

LAY PERSONNEL

December 20, 2021

To: Pastors, Agency Directors, Office Managers, and School Principals
FR: Anna Schiele
RE: Updated Legal Requirement for Retention of Personnel Records

Effective January 1, 2022: Governor Newson signed Senate Bill SB 807 which has expanded the
number of years that an employer is required to maintain personnel records. All personnel files
are now required to be retained for four (4) years opposed to the previous requirement of three
(3) years. As such, we have updated our HR Records Retention Guide and HR Records Retention
Drawer Set-Up to reflect our compliance with the new requirements. The revised documents are
attached to this memo for yourconvenience.

Note: The freeze on the destruction of personnel files is still in place. Any personnel files older
than four (4) years should be placed in boxes marked with the year of separation and stored
until the freeze has been rescinded.

Please feel free to contact the Department of Lay Personnel with any questions or concerns at
916-733-0239.






Human Resources Records Retention Guide

It is the responsibility of the Diocese of Sacramento to comply with Federal, State, and Local laws and
regulations with regard to the management and retention of its Human Resources records. Failure to
properly maintain Human Resources records may lead to significant fines for our organization. These
guidelines are intended to assist management. Litigation holds may necessitate deviation from the
retention schedule. Please check with the Director of Lay Personnel with regard to records storage
guestions.

Definition

Human Resources records are a collection of documents related to the hiring and employment of an
employee retained under the emplioyee’s name, including but not limited to: new hire paperwork,
annual reviews, performance counseling, employee wage/salary notices, pre-employment, post-
employment documentation, etc. These records serve as the historical record of documents pertaining
to the employment of an employee from the date of hire to the date of separation.

Confidentiality

It is essential that employee information be kept confidential and secure. All records must be,__st'q'r,ed in
a secured location at all times. L

Record Categories

There are seven (7) categories that make up the Human Resources Records:

1. Applicant Records (initial contact forms, applications, interview guides, and pre-
employment screenings; this includes documentation for applicants not hired)

Employee Personnel Files

Form |-9 Employment Eligibility

P WM

Employee Medical Documentation (ML, FML, LOA, etc.)

‘Workers Compensation and Safety-Related Documents

Inactive Eﬁipldyee Records

N o w

Payroll Records (stored in a separate binder or drawer)

Effective 9/2016

Revised 12/2021



Record Categories (continued

Human Resources records are retained in all of our locations. To assist our leaders in organizing their
Human Resources records, the following Guide has been created. See Drawer Setup Guide for how to
properly set up each drawer.

Applicant Records

Applicant records are anything used in the interview and hiring process for a prospective employee.
The documents include the initial contact form, job application, interview guide, and pre-employment
screenings such as the background screening authorization form.

NOTE: The documents for applicants who were extended a conditional offer of employment but not
hired must be retained in the section labeled “Contingent Offer of Employment”. The application,
interview guide, and background authorization form for these applicants must be retained in the
same manner as a hired employee per Fair Credit Reporting Act (FCRA) guidelines.

Employee Personnel Files

Employee Personnel Files contain records related to the employment of an employee. Active
employees' personnel files should be retained together in a drawer or cabinet (depending on the
number of files your building maintains). Please reference Drawer Setup Guide for additional
information regarding permissible and non-permissible documents in an employee’s personnel file.

The following documents must legally be in each employee’s personnel file:
e Form W-4
e Notice of Wage Rate (Employees hired after 8/16/2010)
¢ Work permits for employees under the age of 18
e State required documents (please reference the HR Records Retention Document Checklist

for the most current required forms)

Partner with the Lay Personnel Department if you have questions regarding documents that are not on
the permissible list but that have employment history information before including the document in
the personnel file. Do not destroy or throw away documents uniess directed by your Human Resources

Representative.

NOTE: Each personnel file should contain an HR Records Retention Document Checklist to help make
sure that all required documents are in the file.

Employee Employment Eligibility File (Form |9

All I-9 Forms are to be filed in a separate manila folder alphabetically along with proper supporting
documentation (after 9/8/2009). Please refer to the Drawer Set-Up Guide for direction on retention of
the 1-9 Form and the Form I-9 FAQs for specific guidelines regarding procedures for completing the 1-9
Form.

NOTE: Form 1-9 should never be placed in the personnel file.

Effective 9/2016

Revised 12/2021



Employee Medical Documentation (ML, FML, LOA, etc.)

Medical, Family, and Leave of Absence (LOA) documentation are not permitted in an employee’s
personnel file. You must create separate files for Medical/Family Leave documentation as well as all
LOA documents and documents related to the interactive process. Any doctor’s notes brought in by
an employee must be retained in the separate medical file.

Workers’ Compensation Documentation

Workers’ Compensation (W/C) Documentation: W/C documents are not permitted in the
Employee’s personnel file. All locations should create separate files for all Workers’ Compensation
related documentation.

Inactive/Terminated Employee Records

Terminated employee personnel files must be kept in file cabinets for a period of four (4) years from
the date of termination. After the period of four (4) years the files may be stored in records storage
box until authorized to destroy per the Diocesan Document Retention Policy.

Payroll Records

At the conclusion of each payroll cycle, the ADP Payroll Report for the previous pay period is
generated. The ADP Payroll Report lists all employee time records (punches) from the selected pay
period. All employees must review their pay records and revisions listed on the report. By signing the
document (timesheet), the employee confirms that the time records are accurate.

Locations are required to retain payroll records for seven (7) years. Payroll records consist of time card
reports, weekly work schedules, and State specific payroll documents. Records should be separated by
year and stored in a secure manner in either binders or drawers. Payroll records older than four (4)
years must be placed in a records storage box, labeled, and stored in a secure location.

Each current employee must have a manila folder for personnel records. Documentation must be
maintained as follows: New Hire Paperwork, Payroll, Training, Coaching/Counseling, Performance
Reviews, and Miscellaneous. At each location, HR records must be stored in two separate drawers;
one drawer for the current year and one drawer for the prior three years.

DRAWER 1: Current/active employees and terminated employees in current year.
DRAWER 2: Inactive employees and files from the previous three years.

Any records older than four (4) years must be stored in a records storage box in a secure location and
labeled appropriately. Refer to the Diocesan Document Retention Policy for proper storage of inactive
personnel files.

Effective 9/2016
Revised 12/2021



Recreating a Personnel File

In the event that a personnel file has become lost or irreparably damaged, the file must be recreated.
The required documents need to be put into the file and we must go back to the employee when
necessary to fill out paperwork and obtain signatures where applicable. Only legally required
documents should be obtained from the current employee if they are found to be missing from an

employee’s personnel file.
Note: Never backdate a legally required document that is being replaced.

Additional Resources

Website---Diocese---Lay Personnel---Handbook and Forms

Drawer Setup Guide
Diocesan Document Retention Policy
-F9Q&A

Auditing I-9's

Effective 9/2016

Revised 12/2021



Human Resources Records Retention - Drawer Set-Up Guide

Human Resources Record Retention Responsibilit

It is the responsibility of each site to maintain complete and accurate Human Resources (HR) records at all
times. HR records must be maintained in the appropriate file drawer, by year, utilizing section dividers.
Section dividers sort the records by active/inactive employee status, document type, and year. Failure to
properly maintain HR records may lead to significant fines for the location.

HR Records: Current Year Drawer

The Current Year Drawer should contain HR records for all active employees as well as employees
terminated during the current year. Section dividers are used to organize HR records for the current
calendar year.

The following list describes the type of HR records to be filed in each section:

¢ Employment Applications — Employment applications, filed by month, for applicants who have not
been hired.

¢ Active Personnel Files — All new hire paperwork, excluding the I-9 Form.
Note: All I-9 Forms and supporting documents must be kept in a separate file apart from the
personnel file labeled Active Employee Employment Eligibility. Refer to the Permissible
Documents List on page 3 for more information. ' '

o The following documents are legally required and must be in each employee’s personnel
file:
= W-4 Form
* Notice of Wage Rate (Non-exempt employees hired after 8/16/10)
*  Work Permits (for employees 18 year of age or younger and still enrolled in school)

o Any document required by law must be obtained from current employee, if missing from
the personnel file.
Note: Do not back date any forms.

o Ifthe Background Screening Consent and Authorization Form is missing from the personnel
file, explain to the employee that we would like to have a complete personnel file for
him/her and ask, but do not require, the employee to complete the missing form.-

o Ifthe Diocese of Sacramento Application or Interview Guide is missing from the personnel
file, do not complete the missing forms.

o The following new hire documents should be in each employee’s file:

1



* Employee Handbook Acknowledgement Forms
* Employee Live Scan Approval
= PT100
= Signed Job Description
Contact the Lay Personnel Department to determine where you should file any additional documents that
are not on the Permissible Documents List before including these documents in the personnel file.
* Do not destroy/throw away any documents not on the Permissible Documents List.
* Personnel files for all active employees must be maintained and retained for the duration of the
employees’ employment with the location.
* When the employee terminates employment, move the file to the /nactive Personnel File section

for the year they were terminated.

¢ Active Employee Employment Eligibility (1-9 Form) — -9 Form Employment Eligibility Verification
Forms

I-9 Form is NOT required for employees hired on or before November 6, 1986

o File I-9 Form documents in alphabetical order.

o Staple copies of supporting documentation, such as passport, driver’s license, social security
card and/or other acceptable documents to the back of the I-9 Form.

o When an employee terminates employment, his/her I-9 Form and supporting documentation
must be moved to the /nactive Employment Eligibility file for the year they were terminated.

* Forexample, if an employee terminates their employment in 2016, place their I-9
Form and supporting documentation in the 2016 Inactive Employment Eligibility file.
¢ Workers’ Compensation Documentation

o Create a separate file for each Workers’ Compensation claim.

o Maintain the Physical Capabilities/Work Restriction Forms and other supporting Workers’
Compensation information in this file.

o When the employee terminates employment, move the Workers’ Compensation file to the
Inactive Workers’ Compensation file in your HR records drawer for the year they were
terminated.

¢ Employee Medical Documentation (ML, FML, LOA, etc.) — All Medical/Family Leave documentation
as well as all LOA documents and documents related to the interactive process should be kept in this
file.

o Doctor’s note pertaining to restrictions of the employee that are not Workers’ Compensation
related should be placed in this file.

o When an employee terminates employment, move the file to the /nactive Employee Medical
Documentation (ML, FML, LOA, etc.) section of your HR records drawer for the year he/she
was terminated.

¢ Current Year Inactive Employee Personnel File

e Current Year Inactive Employee Employment Eligibility File (Form 1-9)

e Current Year Inactive Employee Workers’ Compensation File

¢ Current Year Inactive Employee Medical Documentation (ML, FML, LOA, etc.) File




HR Records: Previous Three Years Drawer

HR records for the previous three (3) years are filed, by year, in a drawer separate from the current year.
There are section dividers for records from the previous year and for records that are four (4) years old.
Guidelines for documents filed in these sections are the same as those for the current year sections.

Only inactive employees HR records are filed in the Previous Three Years drawer. All HR records for active
employees are maintained in the Current Year drawer.

Records older than four (4) years should be placed in a records storage box. The records are not to be
destroyed until they meet the requirements of the Diocesan Document Retention Policy.

EXCEPTION: Inactive Employee Employment Eligibility File (1-9 Form)
Destroy the I-9 Form four (4) years after the employee has been terminated.

The following dividers are used for records from the previous three (3) years:

e Employment Applications

¢ Inactive Employee Personnel File
¢ Inactive Employee Employment Eligibility File (1-9 Form)

e Inactive Workers’ Compensation File
e |nactive Employee Medical Documentation (ML, FML, LOA, etc.) File

Legally Required Documents

All employees must have the following legally required documents available in the appropriate file. If any of
these documents are missing from the HR Record files, obtain a new copy form the employee.

¢ Personnel File
o W-4 Form
o Notice of Wage Rate (Non-exempt employees hired after 8/16/10)
o Work Permits (for employees 18 year of age or younger and still enrolled in school)

¢ Active Employee Employment Eligibility (I-9 Form) File
o I-9 Form
o Clear copies of supporting documents used for employment eligibility verification

Personnel File Permissible Documents List

The following documents should be filed in an employee’s personnel file:
¢ Employment applicant and resumes
e Background Screening Consent and Authorization Form (if applicable)
e Employee Interview Guides
e Job Offer Letters
e All applicable new hire paperwork as listed below:
o Employee Handbook Acknowledgement Forms/Addendums
o Employee Live Scan Approval Email
o PT100



Signed Job Description
W-4 Form
Notice of Wage Rate (Non-exempt employees hired after 8/16/10)
Work Permits (for employees 18 year of age or younger and still enrolled in school)
PT800 Direct Deposit Form
New Employee Safety Orientation Checklist
Transcripts (if applicable)
Letter of Recommendation (if applicable)
¢ New Hire Checklist
¢ Benefit Enrollment items as listed:
o PT1001 Benefit Payroll Deduction Authorization
o PT10 Employee Benefit Election Form
o SACL201 Lay Employee Pension Plan Beneficiary Designation
o 403(b) Savings and Investment Forms
o 403(b) Beneficiary Designation Form
Notification Letter/Terms of Employment (PTOU)
PT200 Personnel Transaction — termination/change
PT690 Separation Checklist
Resignation Letter
Sexual Harassment Training Certificate (if applicable)
Leadership Training (if applicable)
Catechistic Training (if applicable)
Blood Bourne Pathogens Training (if applicable)
TB Clearance (if applicable)
Shield the Vulnerable Certificates
Continuing Education Documents (if applicable)
PT501 Paid Leave/Time Off Request
Employee Evaluations/Reviews
PT900 Documented Corrective Actions
PT655 Request to Inspect Personnel File
Credentials/Required Certification

O 0O O 0O 0O 0 0O

e & & 2 & O ¢ * ¢ o

® © © & ¢ @

ATTENTION: The I-9 Form and documentation MUST be kept in the Employee Employment Eligibility
Files.

Questions: If you have any questions regarding the disposition of other documents not listed, contact
the Lay Personnel Department.



At the conclusion of each payroll cycle, the ADP Payroll Report for the previous pay period is generated.
The ADP Payroll Report lists all employee time records (punches) from the selected pay period. All
employees must review their pay records and revisions listed on the report. By signing the document
(timesheet), the employee confirms that the time records are accurate.

Locations are required to retain payroll records for seven (7) years. Payroll records consist of time card
reports, weekly work schedules, and state specific payroll documents. Records should be separated by
year and stored in a secure manner in either binders or drawers. Payroll records older than four (4)
years must be placed in a records storage box, labeled, and stored in a secure location.



Human Resources Retention Quick Reference Guide

HR Records for the Current Year Drawer
Example: All 2016 Personnel Records

Back of drawer

S
Inactive Employee Medical Documentation Files
Drawer 1:
P Section 2
(_‘i" Inactive Employee Workers' Compensation Files of
s - Personnel
B> Files
(ylj’ Inactive Employee Employment Eligibility File (1-9 Forms) (Inactive
* o8 Files)
AL
Order of Tabs (ﬂ,‘ Inactive Employee Personnel Files
(subsections), =
starting from the AL
front and working ' P’_"ﬁ, Active Employee Medical Documentation Files N
to the back. i
L
. ?,‘," Active Employee Workers' Compensation Files Drawer 1:
L Section 1
‘l% of
1A Active Employee Employment Eligibility File (I-9 Forms) Personnel
) pa—i| P
— - - les
754 (Active
@f,‘j Active Employee Personnel Files Files)
- e )
(V,‘j Employment Applications
£ _ B et

Front of drawer

Two (2) HR Records Drawers:

1. HR Records for the Current Year
* Example: HR Records for Current Year 2016

2. HR Records for the Previous Three (3) Years
* Example: Combined HR Records for Years 2013/2014/2015



Human Resources Retention Quick Reference Guide

HR Records for the Previous Three (3) Years Drawer
Example: All 2013/2014/2015 Personnel Records

Back of drawer

Inactive Employee Medical Documentation Files )
@ Inactive Employee Workers' Compensation Files Drawer 2:
g S ’ - . e Section 3
i | | t Eligibility File (1-9 F = of
@ Inactive Employee Emp oymgn E |g| ility . ile (I-9 Forms) Eams,
) 5 Files
@ Inactive Employee Personnel Files {2013
Order of Tabs Employment Applications )
(subsections), — e s ——
starting from the @ Inactive Employee Medical Documentation Files T
front and working _
to the back. B . . g Drawer 2:
Ingctlve Employeg Workers' Compensation Files | Section 2
(R =
(&) Inactive Employee Employment Eligibility File (I-9 Forms) ~— | Personnel
»* : ; ; ' Files
Inactive Employee Personnel Files (2014
, . . Files)
Employment Applications
Inactive Employee Medical Documentation Files (R Ay
_ Drawer 2;
@ Inactive Employee Workers' Compensation Files Section 1
: i - : . of
@ Inactive Employee Employment Eligibility File (-9 Forms) e :;:onnel
T === ' {2015
'(;‘3; Inactive Employee Personnel Files ;ﬂas)-
6%" Employment Applications

Front of drawer

Two (2) HR Records Drawers:

1. HR Records for the Current Year
* Example: HR Records for Current Year 2016

2. HR Records for the Previous Three (3) Years
* Example: Combined HR Records for Years 2013/2014/2015
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DIOCESE OF SACRAMENTO

2110 Broadway ¢ Sacramento, California 95818 ¢ 916/733-0100 ¢ Fax 916/733-0195

LAY PERSONNEL

October 17, 2022

To: Pastors, Parish Finance Council, Agency Directors, Office Managers, and School Principals
FR: Anna Schiele

RE: Minimum Wage Increase

Please be advised of the following effective January 1, 2023:

1. Any current non-exempt employee working at an hourly rate of $15/hour will need to
-receive an increase to the new minimum of $15.50/hour.

2 Any current exempt employee with a salary rate less than $62,400 will need to receive
an increase to the new minimum of $64,480 annually.

3, The chart below details the breakdown of the minimum wage order:

Effective Hourly Exempt Exempt Exempt

Date Minimum Weekly Monthly Annual
Wage Salary Salary Salary

Jan. 1,2023 | $15.50 $1,240 $5,373.34 $64,480

Please Note: If the employee is a teacher, the rates above do not apply to them as they have a
different pay scale that is released from the Catholic School Department.

Please feel free to contact me if you have any questions or concerns. | am also happy to discuss
the pros and cons related to the decision to change an employee’s status from exempt to non-
exempt. |.can be reached by phone at 916-733-0240 or by email at aschiele@scd.org.






DIOCESE OF SACRAMENTO
2110 Broadway * Sacramento, California 95818 « 916/733-0100 » Fax 916/733-0195

LAY PERSONNEL

February 3, 2023
Dear Pastors, Parochial Administrators, and Parish Stewards:

Each year, pursuant to the Parish Services Agreements between the diocese and parish
corporations, we prepare a salary adjustment guideline for lay employees of parishes
and also the central administrative offices of the diocese. This guideline is intended as a
resource to parishes in the preparation of their budgets for the coming fiscal year.
Please note that the guideline for Catholic school employee salaries is addressed
separately by the Catholic Schools Department.

The 2023/2024 salary adjustment guideline for Lay Employees is a 4.5% increase.

This guideline has been developed after consideration of relevant factors such as
inflation; unemployment; national surveys of projected wage adjustments for 2023;
FY21/22 parish offertory results; and recent salary adjustment history. Consultation was
provided by the Diocesan Finance Council in addition to key management at the
Pastoral Center.

Please give due consideration to this guideline as you prepare your 23/24 fiscal year
budgets.

Thank your diligent care of those gifts and resources that have been provided to our
local Church, both temporal and personnel. If you have any questions, please do not
hesitate to contact me.

Sincerely yours in Christ,

Anna Schiele
Director of Lay Personnel






DIOCESE OF SACRAMENTO
10 Broadway * Sacramento, Califoria 95818 « 916/733-0100 * Fax 916/733-0195

LAY PERSONNEL

January 9, 2023

To: Pastors, Parochial Administrators, Parish Stewards, Agency Directors, Office Managers, and School!
Principals

FR: Anna Schiele

RE: Job Postings Pay Transparency Requirements per Senate Bill 1162

As of January 1, 2023, California's new pay transparency law requiring pay scales in job openings went
into effect. Although Senate Bill 1162 passed in September, we were awaiting direction from the
California Labor Commissioner to interpret a few key elements of the law. Below are the requirements
that will apply to all sites.

Required Pay Transparency in Job Posting:

California employers must inciude a position’s salary or hourly wage range (not including bonuses or
equity-based compensation) in any internal or external job posting. This requirement extends to job
postings published by a third party at an employer’s request.

Expansion of pay scale disclosures upon request:

Current employees who request the pay scale for the position in which they are currently employed,
must be provided with the position’s salary or hourly wage range. The employee should place the
request in writing using the PT 656 Form. You will need to respond to the employee in a reasonable
timely fashion. For your ease the PT 656 Form has been attached to this Memo.

Failure to comply with these requirements may subject the employer to a civil penalty up to $10,000 per
violation.

If you have any questions or concerns, please feel free to contact the Office of Lay Personnel at 916-
733-0239.






DIOCESE OF SACRAMENTO
2110 Broadway * Sacramento, Califoria 95818 ¢ 916/733-0100 » Fax $16/733-0195

LAY PERSONNEL

March 13, 2023

To: Pastors, Parochial Administrators, Parish Stewards, Agency Directors, Office Managers, and
School Principals

FR: Anna Schiele
RE: Updated COVID-19 Safety Measures

Governor Gavin Newsom announced that the California COVID-19 State of Emergency has
ended. As more information has been released from the California Department of Public Health
and to align our practices, the following changes have been implemented to our safety
protocols for employees:

Use of Masks

1. Face coverings will only be required in the following circumstances:
* An outbreak has been reported, OR
* While using employer-provided transportation, OR
* CDPH has implemented a mask mandate.

: the: While face coverings are not required, they are highly encouraged.
2. Employer must supply an unvaccinated employee with a N95 mask upon request.

3. Employer must allow employees to wear face coverings if they voluntarily choose to do so,
unless it would create a safety hazard, such as interfering with the safe operation of
equipment.

International Travel
1. All employees (regardless of vaccination status) will ONLY need to quarantine after
international travel if the following apply:
a. The employee is feeling symptomatic or
b. The employee has been exposed to COVID

Note: All employees should proactively take a COVID test 3-5 days after returning to
California in compliance with the CDC recommendation.

Please check the CDC website prior to international travel to ensure no additional restrictions
apply.

Screening and Quarantine
i. Self-Screening Measures
a. Please ensure you refrain from reporting to work on-site if you are not feeling well



or are experiencing COVID symptoms.

b. During the workday, if an employee begins to feel ill and exhibit any of the
symptoms of the virus, especially a fever, a changing cough, or difficulty breathing,
the employee should leave work immediately while wearing a face covering until
they have exited the premises. After leaving the building, the employee is to
immediately contact Lay Personnel to notify them that they are feeling ill and have
left the building to ensure the safety of others. Lay Personnel will then notify the
appropriate supervisor.

c. The employee is expected to be in regular communication with Lay Personnel
regarding the status of their condition. Further direction will be provided to the
employee based upon their condition (such as the ability to work remotely, return
to work date, etc.), the employee is expected to follow the direction provided
including the required check-in’s with Lay Personnel or their supervisor.

ii.  Quarantine Protocol

a. Employee COVID Positive (Regardless of Vaccination Status)

i. The employee will be asked to provide a list of the people in the building that
they have had physical contact with 72 hours before the onset of symptoms.

ii. Toreturnto work the employee must meet the following criteria:

1. At least 5 days have passed since symptom onset and at least 24
hours have passed since resolution of fever without the use of fever-
reducing medications; and other symptoms have improved, AND
ONE OF THE FOLLOWING

2. They have a negative test for SARS-CoV-2 that has been collected on
day 5 or later, OR

3. Ahealthcare provider has provided documentation that the
symptoms are typical of their underlying chronic condition (e.g.,
allergies or asthma), OR

4. A healthcare provider has confirmed an alternative named diagnosis
(e.g., Streptococcal pharyngitis, Coxsackie virus).

iii. If an employee does not have a negative test for SARS-CoV-2 on day 5 or
later, then the employee must remain in isolation until 10 full calendar days
have passed since symptom onset. The same would apply for an employee
refusing to be tested on day 5 or later.

iv. The employee must wear a mask at all times for an additional 5 days
following the return to work.

Note: The date of exposure is day “0”. Day “1” is the first full day after the day of

exposure.

b. Exposed Employee who is Asymptomatic (Regardless of Vaccination Status)

i. Employees who have potentially been exposed to the virus will be
immediately informed.
ii. Employees who have been exposed must test within 3-5 days.

1. Employees who have been infected within the prior 90 days do not
need to be tested unless symptoms develop.

iii. The exposed employee must wear a mask at all times for 10 days following
the exposure.




iv. Ifthe employee develops symptoms, they must refer to the steps outlined

below for symptomatic exposure.
Note: The date of exposure is day “0”. Day “1” is the first full day after the day of
exposure.
¢. Exposed Employee who is Symptomatic (Regardless of Vaccination Status)
i. Employees who have potentially been exposed to the virus will be
immediately informed.

ii. Employees who are symptomatic must self-quarantine for a minimum of 5
full calendar days and test as soon as possible.

1. The self-quarantine period may end after 5 full calendar days if the
employee has been fever-free for 24 hours without the use of fever
reducing medicine and other symptoms are improving, AND

2. The exposed employee has tested negative for SARS-CoV-2, 5 days
after being exposed.

lii. If an employee does not have a negative test for SARS-CoV-2 on day 5 or
later, then the employee must remain in isolation until 10 full calendar days
have passed since the exposure occurred. The same would apply for an
employee refusing to be tested on day 5 or later.

iv. The exposed employee must wear a mask at all times for the 10 days
following the exposure.

v. For symptomatic employees who have tested positive within the prior 90
days, using an antigen test is preferred.
Note: The date of exposure is day “0”. Day “1” is the first full day after the day of
exposure,
fii. Pay During Quarantine
a. Accrued Sick or Vacation Hours
i. The employee may either use their accrued sick or vacation hours to cover
their missed time. Please note the employee will need to request the use of
their sick or vacation hours via the PT501 Form or an electronic time off
request in ADP.

iv.  Pay for Required Testing
a. If an employee is required to obtain a COVID test due to a workplace exposure or to

return to work, then the employer must pay the employee for the time required to
obtain the test. The employee must inform the supervisor of the time required to
obtain the test, the employer will then need to enter the hours onto the employee’s
timesheet. The employer should make a note on the timesheet that the hours paid
are due to obtaining a COVID test.

General
1. No physical distancing or barriers between workers are required, regardless of employees’
vaccination status in the workplace.
2. Infectious Disease Preparedness and Response Plan
a. Each employee at the time of hire should be provided with a copy of this plan.
b. A copy of this plan is to be kept in the IIPP Binder.
c. Anupdated version has been added to the Diocesan Website. Please be sure to use



the most current draft. For your convenience we have provided the following link to
access this document: https://www.scd.org/sites/default/files/2023-
03/Infectious%20Disease%20Preparedness%20and%20Response%20Plan%20v8%20
-%20Final%203.23.pdf
3. Occurrence Reporting with LWP (WC Provider)

a. Occurrence Reporting must be completed within 24 hours of being notified that an
employee is positive with COVID-19.

b. For your convenience we have provided the following link to access this document:
https://www.scd.org/lay-personnel/coronavirus-covid-19

Your safety and the safety of all our employees is of the utmost importance to us. We
appreciate your flexibility and support as we navigate through this ever evolving time. If you
have any questions or concerns, please contact the Office of Lay Personnel at 916.733.0239.



