
ANNUAL

ADMINISTRATIVE

WORKSHOP



AGENDA

2

• 2023 Employee Benefits Program

 Important Open Enrollment Dates and Notifications

 What’s changing for 2023

 Benefit Offerings from Reta

• Benefits Reminders

 HSA Payroll Process / Updates

 Priests included in BAS Statements

 Insurance Waivers

 Qualifying Life Event Process

• Personnel Reminders and Updates

 Personnel Forms

 Personnel Handbook Updates

 Orientation Process

 HR Record Retention

 Benefit Eligibility

 Transition of  Key Players

 Lay Personnel Background Check

 Live Scan/Safe Haven

 Sexual Harassment Training

 LOA’s and W/C Cases 

 Insurance Stoploss

 Termination Requirements

 ADP Rollout

 Misc. Payroll Items

 Pay Transparency Law

 Breakroom Postings 

 COVID Items

 Equifax and The Work Number

 Weekly News on Website 

• Miscellaneous Bookkeeping Items



2023 EMPLOYEE BENEFITS

PROGRAM
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OPEN ENROLLMENT 2023

Open Enrollment Period:

Monday May 1st – Tuesday May 16th at 11:59 P.M.

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

• Passive Enrollment

• If  employees do not go online to elect coverage, their 
existing benefits will default to current coverage and tiers.

• Changes are not allowed outside Open Enrollment- unless 
employees experience a Qualifying Event. Examples can be 
found in the Employee Benefits Guide.

• Training Tuesday’s will continue to offer training for 
administrators at 11 am
– April 25 – Open Enrollment Training 

– May – All Month – Open Enrollment Training

– June 6th & 13th – Post Open Enrollment Training 

4



ENROLLMENT PROCESS

• The benefits open enrollment process is completely online 
through RetaEnroll 360

• Reta Trust registered users will receive communication 
from Reta about what’s coming for the new plan year 
closer to open enrollment date.

• The enrollment site is available 24 hours a day, 7 days a 
week during the Open Enrollment period. Steps for 
completing online benefits elections:
1. Go to www.retatrust.org and click the Log In button in the 

top right hand corner. 

2. Enter your User Name and Password. 

3. Follow the easy enrollment steps in the Open Enrollment 
Wizard.

4. Review and confirm your elections, making changes as 
necessary. 

5. Print your benefits confirmation statement.   

http://www.retatrust.org/


WHAT’S CHANGING FOR 2023?

• Reminder: Reta’s integrated wellness plans are now offered 

through Reta’s medical plan providers: Kaiser Workforce Health 

and BSC Wellvolution

• MyCatholicDoctor programs offered by BSC and now Kaiser

Reta will be offering MCD natural family planning care for Kaiser 

members beginning on January 1, 2023 at no additional cost. 

Reta introduced MCD to our members enrolled in BSC in July of  

2022. BSC members will continue to have access to the MCD 

national network at no additional cost for services, including virtual 

primary care, restorative reproductive medicine, natural family 

planning, mental health, adolescent medicine, and end of  life 

programs. MCD can also order labs, imaging, and prescriptions for 

Reta BSC members. 



BLUE SHIELD OF CALIFORNIA

(BSC) PLANS



BLUE SHIELD EPO-5139 PLAN

EPO gives you access to:

• 39,000+ doctors and 

specialists in BSC PPO 

network 

• Self-referral to specialists 

without a referral from a 

primary care provider

• Care anywhere in the world 

through BlueCard

EPO does not cover: 

• Non-network services 

It's important to know who participates in your EPO plan's 

network. If  you go to a doctor or hospital that doesn't accept 

your plan, you'll pay all costs.



BLUE SHIELD PPO-5119 PLAN

PPO gives you access to:

• 39,000+ doctors and 

specialists in BSC PPO 

network 

• Self-referral to specialists 

without a referral from a 

primary care provider

• Care anywhere in the world 

through BlueCard

PPO also covers: 

• Non-network services 



BLUE SHIELD HSA-5070 PLAN

PPO with an HSA Plan 
offers:

• 39,000+ doctors and 
specialists in BSC PPO 
network 

• Self-referral to specialists 
without a referral from a 
primary care provider

• Care anywhere in the 
world through BlueCard

PPO with an HSA Plan also 
includes:

• Health Savings Account 
(HSA) with Health 
Equity to put aside tax-
free money for qualified 
medical expenses

• Roll-over and portable 
HSA funds for qualified 
medical expenses

You will pay for all covered services until you reach your deductible.



BSC PROVIDER NETWORK

• To find doctors, urgent care centers, mental health providers and 

hospitals in California

– blueshieldca.com/networkPPO

• To find a doctor and hospitals throughout the United States 

(outside of  California)

– provider.bcbs.com

• Access blueshieldca.com/watchfindadoctor to for quick 

video on the Find a Doctor tool



MEMBER ID CARD

• Members will have one (1) ID card for their 
Healthcare and Pharmacy needs.

• Same subscriber ID number for Medical and 
RX

• Subscribers will receive 2 ID cards in a 
welcome letter per family. Only the Members 
name appears on the ID card.

• How to get additional ID cards:
– Call Member Services

– Visit EngagementPoint at 
blueshieldca.com/engagementpoint



BLUE SHIELD ENGAGEMENT POINT



CVS CAREMARK (CVS)

• Reta’s Pharmacy Benefit Manager 

• BSC members will receive Welcome Kits and a single ID 
card for BSC medical and CVS pharmacy benefits prior 
to July 1st. 

• Nationwide network of  pharmacies that includes 
Walgreens, Walmart, local pharmacies and CVS stores.

• Members can sign into their Caremark.com profile to 
locate an in-network pharmacy near them 

• CVS direct member outreach for formulary disruption 
and specialty medications
– To see a list of  CVS non-specialty medications visit 

https://www.caremark.com/portal/asset/Advanced_Control_Spec
ialty_Performance_Drug_List.pdf

– To see a list of  CVS Specialty Formulary medications visit 
https://www.caremark.com/portal/asset/Advanced_Control_Spec
ialty_Preferred_Drug_List.pdf

https://www.caremark.com/portal/asset/Advanced_Control_Specialty_Performance_Drug_List.pdf
https://www.caremark.com/portal/asset/Advanced_Control_Specialty_Preferred_Drug_List.pdf


HEALTH EQUITY

• Reta is the HSA plan administrator

• Members will receive the following:

•Welcome Kit

•New Health Equity debit card

• PPD Account Numbers –

Employee's direct deposit bank 

information



KAISER PERMANENTE PLANS



KAISER EPO-4063 PLAN

• Preventative care at little or no out-of-
pocket cost

• A personal doctor for routine medical care

• No referrals needed for certain specialties, 
like optometry and obstetrics/gynecology

• EPO plans do not cover care outside the 
Kaiser network unless it’s an emergency.
– 24/7 Away from Home Travel Line: 951-268-3900

– Kp.org/travel

• Kaiser provides the pharmacy benefits



KAISER HSA-4085 PLAN

• Preventative care at little or no out-of-
pocket cost

• A personal doctor for routine medical care

• Copays or coinsurance for most covered 
services after you meet your deductible

• No additional coinsurance needed after the 
annual out-of-pocket maximum is met

• A pre-tax health savings account to help 
pay for certain medical expenses

• Kaiser provides the pharmacy benefits



DELTA DENTAL PLANS



VSP VISION PLANS



RETA’S INTEGRATED WELLNESS

PROGRAMS

• Wellvolution through BSC
– Members will have 29 lifestyle well-being programs to choose from. And 

they will be eligible for disease prevention and condition reversal programs, 
which include intensive behavioral counseling for treating diabetes, 
hypertension, digestive health, obesity, and heart disease. 

– For complete details about Wellvolution, go to https://rbc-
ihc.retatrust.org/?id=ab9b2b45c5c95e3c00b106993c1d5804&ft=onlyNetw
orks#medical-blue_shield_ca

• Workforce Health through Kaiser
– A health assessment, telephonic coaching and healthy lifestyle programs 

will be offered to members to help them reach their unique goals. And this 
information can be shared with the member’s care delivery team to provide 
a more holistic view of  their patient’s health status.

– Online healthy lifestyle programs, videos, podcasts, recipes and more

– On-site health education classes and support groups (classes vary at each 
location and some may require a fee)

– For complete details about Workforce Health, go to https://rbc-
ihc.retatrust.org/?id=e7e142497f5cdba9b8dad86d36473e9d&ft=onlyNetw
orks

https://rbc-ihc.retatrust.org/?id=ab9b2b45c5c95e3c00b106993c1d5804&ft=onlyNetworks#medical-blue_shield_ca
https://rbc-ihc.retatrust.org/?id=e7e142497f5cdba9b8dad86d36473e9d&ft=onlyNetworks


ADMINISTRATOR NOTES

• Invoices are generated on the 21st of  every 
month

• Invoices should be printed and compared to 
the ADP roster on a monthly basis to insure 
accuracy of  employees being billed for

• Review bill for any changes

• Administrator accounts are separate from 
your employee account

• Administrator account must also be approved 
by the benefits administrator for the location



HSA EDUCATION

JULIE ROWLANDS





































THE STANDARD 403(B)

KEN SCHLOSSER



Your Retirement Plan
Diocese of Sacramento





• Plan Provisions

• Investment Strategies

• Forms

AGENDA

Enroll Today! | www.standard.com/retirement | 800.858.5420



• Eligibility
– No service requirement for employee contributions.

– One year with 1000 hour requirement to start receiving 6% 
employer contribution.

• Maximum Employee Contributions
– $22,500 in 2023 (additional $7,500 if  age 50 or older)

• Qualified Default Investment Alternative (QDIA)
– If  no investment selection is made, contributions made to an 

employee’s 403(b) account default to an American Funds Target 
Date fund based on the employee’s date of  birth and the plan’s 
normal retirement age of  65. A target date fund is comprised of  a 
mix of  investments and is managed based on an assumed 
retirement year.

PLAN PARTICIPATION

Enroll Today! | www.standard.com/retirement | 800.858.5420



• Employee Contributions and Earnings:

always 100% theirs

– Traditional: pre-tax contributions

– Roth: after-tax contributions

• Employer Contributions and Earnings:

vest according to the following schedule 

based on date of  hire:

CONTRIBUTIONS

Enroll Today! | www.standard.com/retirement | 800.858.5420

Years of Service Vested Percent

Less than 3 0%

3 20%

4 40%

5 60%

6 80%

7 100%



ROTH/TRADITIONAL PRE-TAX

COMPARISON

Enroll Today! | www.standard.com/retirement | 800.858.5420

Roth Option Traditional

Deferrals   
After-tax – included in 

gross income
Pre-tax – not part of 

gross income

Earnings Grow tax free Grow tax deferred

Distributions
Qualified distributions 

not subject to tax
Contributions and 

earnings taxed



Try to pay taxes 
when rates are 
lowest — which 
option could 
work best for 
you?

ROTH TAX CONSIDERATIONS
Enroll Today! | www.standard.com/retirement 800.858.5420



• Tax-free if  at least five years after first 

Roth contribution

• Must be eligible

• Required minimum distribution rules 

apply

ROTH DISTRIBUTIONS

Enroll Today! | www.standard.com/retirement | 800.858.5420



• Minimum amount for new loans: $1000

• Fees: $125

• Repayment deadlines

• 5 year general purpose loan

• 10 year principal purchase loan

• Payroll deduction

• Calculate a loan online

• Employees may request the loan directly online or if  they prefer 

completing a paper form, please call The Standard’s Participant 

Service Center (800)858-5420 for a paper loan application

LOANS

Enroll Today! | www.standard.com/retirement | 800.858.5420



• Age 65 – normal retirement

• Age 55 with 7 years of  service – early retirement, 

termination required

• Age 59 ½ while still employed

• Age 73 – required minimum distributions

• Termination, death or disability

DISTRIBUTIONS

Enroll Today! | www.standard.com/retirement | 800.858.5420



• Major medical expenses not covered by insurance

• Higher education costs

• Purchase of  principal residence

• Avoid eviction or foreclosure

• Funeral expenses

• Expenses for repair of  damage to principal 

residence

HARDSHIP WITHDRAWAL

DISTRIBUTIONS

Enroll Today! | www.standard.com/retirement | 800.858.5420



More room on your schedule

– Just one account to track and manage

– More time for doing other things

Reduced cybersecurity risk

– Fewer accounts lowers your risk of  cyber threats

– One less password to remember!

One account, one investment strategy

– Easier to make investment changes

– Easier to adjust asset allocation

Are you there yet?

– Much easier to track progress toward goals

Enroll Today! | www.standard.com/retirement |800.858.5420

ROLLING OVER SAVINGS TO 403(B) 

PLAN

http://www.standard.com/retirement


INVESTING: THE NUTS AND

BOLTS



• Complete an Application for Rollover

• Submit a distribution request from the existing plan 

administrator

• Call 800.858.5420 with questions

STEPS TO ROLLOVER ASSETS TO

403(B) PLAN

Enroll Today! | www.standard.com/retirement | 800.858.5420

http://www.standard.com/retirement














FORMS













THANK YOU

Enroll Today! | www.standard.com/retirement | 800.858.5420



Employers and plan participants should carefully consider the investment 
objectives, risks, charges and expenses of the investment options offered 
under the retirement plan before investing. The prospectuses for the 
individual mutual funds in the group annuity contain this and other 
important information. Prospectuses may be obtained by calling 
877.805.1127. Please read the prospectus carefully before investing. 
Investments are subject to market risk and fluctuate in value.

The Standard is the marketing name for StanCorp Financial Group, Inc., 
and its subsidiaries. StanCorp Equities, Inc., member FINRA, wholesales a 
group annuity contract issued by Standard Insurance Company and a 
mutual fund trust platform for retirement plans. Standard Retirement 
Services, Inc., provides financial recordkeeping and plan administrative 
services. Investment advisory services are provided by StanCorp 
Investment Advisers, Inc., a registered investment advisor. StanCorp 
Equities, Inc., Standard Insurance Company, Standard Retirement 
Services, Inc., and StanCorp Investment Advisers, Inc., are subsidiaries of 
StanCorp Financial Group, Inc., and all are Oregon corporations.
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BREAK



BENEFITS REMINDERS



HSA PAYROLL PROCESS/UPDATES

• Health Equity is the administrator for HSA plans.

• HSA set-up in ADP WorkforceNow available at 

https://www.scd.org/sites/default/files/2020-12/HSA-

Setup-in-ADP-111820.pdf

– Please contact the Lay Personnel Office to obtain 

employee’s direct deposit bank information

• Employee HSA payroll deduction form available at 

https://www.scd.org/sites/default/files/2022-

10/Employee_HSA_Payroll_Deduction_Form-October-

2022.pdf

https://www.scd.org/sites/default/files/2020-12/HSA-Setup-in-ADP-111820.pdf
https://www.scd.org/sites/default/files/2022-10/Employee_HSA_Payroll_Deduction_Form-October-2022.pdf


BAS STATEMENTS

• Monthly invoices are generated and 
emailed on the 21st of  the month.

• Invoices must be reviewed on a monthly 
basis.

• Priest health premiums are now included in 
BAS Statements

• ADP / Reta Enroll

• 2023-2024 Benefits calculation worksheet 
(PT 10 & PT1001)



WAIVER OF GROUP HEALTH

BENEFITS

• If  an employee waives medical coverage, 
please provide them a waiver of  group 
health benefits form.

• Waiver form must be completed 
annually.

• Waiver form: 
https://www.scd.org/sites/default/files/2019-
06/Waiver%20of%20Group%20Health%20Bene
fits.pdf

https://www.scd.org/sites/default/files/2019-06/Waiver of Group Health Benefits.pdf


QUALIFYING LIFE EVENT PROCESS

• Employees must complete qualifying life events electronically in 
RetaEnroll.

• Employees will be prompted to upload proof  documents 
specific to their Qualifying Life Event during the submission 
process.

• Location Administrators must submit all Benefits Class changes 
to Reta Trust Customer Service at: service@retaenroll.org. 

• All life events for Reta are effective the 1st of  the month 
following the date the Qualifying Life Event occurs. However, 
newborns are effective on the date of  birth. 

• Instructions on how to submit a life event available at 
https://www.scd.org/sites/default/files/2020-
01/RETA%20Life%20Event%20Model%20Employee%20%20
%5B3%5D.pdf

mailto:service@retaenroll.org
https://www.scd.org/sites/default/files/2020-01/RETA Life Event Model Employee  [3].pdf


LUNCH



PERSONNEL REMINDERS & 

UPDATES



PERSONNEL FORMS BEST

PRACTICES

• All forms are found on our Diocesan 
Website under the Lay Personnel page.
– https://www.scd.org/lay-personnel/employee-

forms

– Date is listed when forms have been updated

– Print forms as needed as updated regularly

– PT10/PT1001 Form located on website

• Paperwork required to be sent to Lay 
Personnel
– i.e. PT 200 Personnel Transaction: 

Separation/Change

https://www.scd.org/lay-personnel/employee-forms


PERSONNEL HANDBOOK

UPDATES
• The following polices have been updated:

– 7.0 Work Hours/Attendance

– 31.2 Holidays

– 31.3 Sick Pay Policy

– 31.4 Bereavement Pay Policy

– 42.0 General Standards of  Conduct

– 51.0 Workplace Violence/Workplace Security

– 56.0 Expense Reimbursement Allotment Policy

– 57.0 Employee Referral Policy

• The following policies have been implemented:
– 11.1 Hiring of  Permanent Deacons and their Families 

– 50.0 Infectious Disease Preparedness and Response Plan

• New Agreement Regarding Arbitration of  Disputes.

• All employees should have been provided with a copy of  the updated 
Lay Personnel Handbook. The acknowledgement forms at the end of  
the handbook should have been signed by the employee and submitted 
back to you for their personnel file. 



ORIENTATION PROCESS

• Using New Hire Checklist
– Ensure Pre-Application and Application is 

completed before moving to hire

– Pre-hire Section 

• Ensure clearances are obtained

• If  previously employed in the Diocese, ensure they left in good 
standing

– Post-hire Section

• Onboarding, Memo for State Forms

• Ensure all required clearances have been 
completed before entering new hire into 
ADP



HR RECORD RETENTION

• The law has expanded the record 

retention requirement for employment 

records to 4 years

• Ensuring tabs are set-up (color coded)

– Preferably in 2 drawer file cabinet

• Records older than 4 years should be stored separately from the 

records in the drawers

• The Diocese is still under a “do not destroy” 
order regarding personnel documents.  



BENEFIT ELIGIBILITY

• Regular Part-Time and Full-Time Employees (20 
hours or more a week) are eligible for all fringe 
benefits

• Occasional Part-Time Employees (19 hours or less 
a week) are not eligible for fringe benefits
– Employees shared between sites may be eligible for medical 

benefits if  the combined hours worked at all sites are 20 
hours or more a week

– Employees working more than 19 hours a week 
occasionally/frequently may be eligible for medical benefits, 
if  weekly average is 20 hours or more a week

• Temporary Employees (assignment 6 months or 
less) are not eligible for fringe benefits
– If  the temp assignment extends beyond 6 months, contact 

Lay Personnel as a status change may be necessary



TRANSITION OF KEY POSITIONS

• When possible provide the Diocese 

with a 2 week notice when changes 

with key positions such as Bookkeeper, 

Payroll/RETA Contact, 

Office/Business Managers 

– Need to know to ensure access is appropriately 

transferred

– Would like to assist with orientation in 

respective areas of  expertise



LAY PERSONNEL BACKGROUND

CHECK
• New hire candidates, independent contractors,  

or volunteers in certain positions are to 
complete and clear the general background 
check prior to beginning work. 
– The background check should be conducted when the 

employee or volunteer is performing the following 
duties:
• Will confer signing authority on a bank account maintained by Employer;

• Will involve the handling of  cash or checks on a regular basis;

• Will access proprietary or confidential information or records; or

• Will provide access to financial activities or operations of  Employer.

• Will operate a company vehicle.

– Note: This background check is processed through Lay 
Personnel and is not the same background check 
conducted through Livescan with Safe Environment.



LAY PERSONNEL BACKGROUND

CHECK CONT’D



LAY PERSONNEL BACKGROUND

CHECK CONT’D



LAY PERSONNEL BACKGROUND

CHECK CONT’D

• All forms for the Background Check 

can be found by accessing the following 

link: https://www.scd.org/lay-

personnel/lay-personnel-policies-and-

forms#background

https://www.scd.org/lay-personnel/lay-personnel-policies-and-forms#background


SAFE ENVIRONMENT

LIVE SCAN AND SAFE HAVEN TRAINING
• Employee vs. Volunteer

– Employee cleared DoJ and FBI

– Volunteer cleared DoJ only

– High School Coaches always DoJ and FBI

• Parishes and Schools are cleared under different codes – information on 
fingerprinting cannot be shared between parishes and schools.

• School Employee vs. Parish Employee
– Parish with school on site – all employees must complete both requirements

– Employee Live Scan Verification Form

– What to do if  employee is working at multiple sites

• Compliance Reports
– Sent out automatically the first of  the month to the site’s Safe Environment 

Contact

– 3 reports:

 Staff  Complete (all requirements met)

 Volunteer complete (all requirements met)

 In Progress (volunteer and staff  missing one of  the requirements –
either fingerprinting or training)

• Safe Haven Training
– Offered through Catholic Mutual Group

– Must be renewed every 3 years



SEXUAL HARASSMENT

TRAINING

• Sexual Harassment Training must be renewed 
every odd year for the Sacramento Diocese.

• All employees will be required to complete the 
training.
– Employees must complete the one hour training 

– Supervisors must complete the two hour training

• All training will need to be completed in the Fall of  
2023. 
– Audits will begin in November of  2023.

• All training is accessed through CMG. More 
information can be found through the following 
link:
– https://www.scd.org/sites/default/files/2020-12/SCD-

Sexual-Harassment-Training.pdf

https://www.scd.org/sites/default/files/2020-12/SCD-Sexual-Harassment-Training.pdf


LOA’S AND WC CASES
• LOA forms are required to be completed anytime an 

employee is out of  work for more than 7 days.
– LOA Forms and information can be found by accessing the 

following link: https://www.scd.org/lay-personnel/leave-absence

• WC Paperwork must be completed immediately after an 
accident.
– WC Forms and information can be found by accessing the 

following link: https://www.scd.org/lay-personnel/workers-
compensation-forms
• LWP Claims Solutions 

Robin Mays, Senior Claims Adjustor

Phone: 916-609-3665

Email: r_mays@lwpclaims.com

– Note: A WC incident requiring the employee to be off  of  work for 
more than 7 consecutive days will also require the leave of  absence 
paperwork to be completed.

• All accommodation/restriction request must be 
reviewed with the HR Director before returning the 
employee back to work. 

https://www.scd.org/lay-personnel/leave-absence
https://www.scd.org/lay-personnel/workers-compensation-forms


INSURANCE STOPLOSS

• Must remove employee from our benefits 
if  out longer than 6 months
– Per our policy, “An employee taking medical/family leave 

will be allowed to continue participating in any employee 
benefit plans in which he/she was enrolled before the first day 
of  the leave (for the duration of  the approved leave up to the 
maximum of  6 months) at the level and under the conditions 
of  coverage as if  the employee had continued in employment 
for the duration of  such leave.”

– After the 6 month period must offer Continuation 
of  Coverage

• Loss of  reimbursement if  we do not 
follow our policy



TERMINATION REQUIREMENTS

• All terminations must have prior approval 
from the HR Director and Legal. Failure to 
receive approval will result with the loss of  
liability insurance provided by Catholic 
Mutual.
– This includes any lay-off ’s.

• Only exception is when an employee 
voluntarily resigns.

• Completing documents at the time of  
termination
– Separation Checklist PT690 From



ADP ROLLOUT
• We will be using the electronic time keeping system with 

ADP
– Wrapping up the transition process

– No exemptions

• Electronic Approvals
– Direct supervisor must review and approve the timesheet after the 

employee (i.e. Pastor, Principal) 
• This is an organizations largest expense and must be approved for the payroll 

administrator to administer the pay

– If  there are changes with the supervisor or payroll processor a 
PT200 needs to be completed before the changes in Time and 
Attendance can be made. 

• Punch Corrections and Edits must be requested by the 
employee using the PT503 Form
– Everything is tracked in ADP, we can see what was entered, by who 

and when

• Ensures compliant with Labor Laws
– Meal premiums cannot be removed

– OT obligations will be met

– Wage and Hour Claims are not covered by Catholic Mutual



MISC. PAYROLL ITEMS

• Minimum Wage Increase Jan. 1, 2023:
– New hourly minimum of  $15.50/hour.

– New salary minimum of  $64,480 annually.

– 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. 

• Advised COLA Increase July 1, 2023:
– 4.5% increase

• Bonuses
– While we do not advise providing bonuses, if  a bonus is 

provided it must be processed through payroll.

• Stipends
– Employees cannot be paid stipends. They earn wages and 

must be provided wages in accordance with labor laws.

• W-2’s can only be obtain from employed site or 
payroll processor not the Pastoral Center



PAY TRANSPARENCY LAWS
• January 1, 2023, California's new pay transparency 

law requiring pay scales in job openings.

• Required Pay Transparency in Job Posting:
– Now must include 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. 

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



BREAKROOM POSTINGS

• All sites have been provided with 

custom made California and Federal 

Employment Notice Posters

– Religious employers have a religious exemption 

for some laws, we should not be posting laws 

that do not apply to us

• Action to take:

– Remove all posters not provided by the Diocese

– Cancel any subscriptions or orders through 

outside vendors, if  you haven’t done so already



COVID-19 ITEMS

• Occurrence Reporting
– When the employer knows or reasonably should 

know that an employee has tested positive for 
COVID-19, the employer must report to LWP 
Claims Solutions.

• The Occurrence Report must be completed within 24 hours of  
notification and sent to LWP

• California Department of  Public Health 
and Employer requirements

• COVID Resources
– https://www.scd.org/lay-personnel/coronavirus-

covid-19

https://www.scd.org/lay-personnel/coronavirus-covid-19


EQUIFAX

• All unemployment claims must be 

submitted to Equifax.

• Equifax Workforce Solutions

Attention: Liza Parodi

Fax: (866) 219-8832 

Phone: (833) 946-0624 ext. 7691

Email: liza.parodi@equifax.com



THE WORK NUMBER

• All Employment Verifications should be conducted 
through The Work Number.

• Accessing The Work Number
– Start by going to www.theworknumber.com

– Select “Log In” and follow the simple prompts 

– Enter the Employer code 26785 
• If  this is your first time – pick “Register Now” 

• If  a returning user – enter your username and password you set up. 

– The screens prompts will walk you through all the steps to help 
verify your identity and keep your account private while offering 
helpful messages if  you have problems.

• A more detailed guide can be found by accessing the 
following link:

https://www.scd.org/sites/default/files/2021-
03/Employee_Guide%20to%20The%20Work%20Number
%20%28March%202021%29_0.pdf

http://www.theworknumber.com/
https://www.scd.org/sites/default/files/2021-03/Employee_Guide to The Work Number (March 2021)_0.pdf


WEEKLY NEWS ON WEBSITE

• Important to read:

– Updates from all departments

• Always available on the website if  not 

emailed to you (left hand side of  home 

page)

– Distributed on Mondays (unless it is a holiday)



MISCELLANEOUS

BOOKKEEPING ITEMS



MISCELLANEOUS

BOOKKEEPING ITEMS

• Review of  Due Dates Flyer

• Define 535 vs 540 and 585

• Capital Projects Rules and Insurance 
Requirements

• Documentation for Contractors (DE 
542)

• Welfare & Property Exemptions

• Correct use of  AP & AR in 
QuickBooks



WRAP –UP AND QUESTIONS?


