
School Staff Employee Packet Checklist 
1. Application for Employment (Entered in Paylocity by Applicant)
2. Transcripts (Copies for the employee file)
3. Teaching License (copy for the employee file)
4. Authorization to Conduct Background Check (CHIRP)
5. Criminal Background Check, including fingerprint background checks, for school employees.
6. Online Offender Database Check

National Sex Offender Public Website

Violent Offender Registry

School keeps a paper or digital copy of the results on file and enters the date the results were received
into the Virtus System) 

7. Faith’s Law Form #1 – Authorization for Release of Sexual Misconduct Related Information for
Current/Former Employers (This needs to be filled out for all former employers with whom the
candidate has had contact with minors.)

8. Faith’s Law Form #2 – Sexual Misconduct Disclosure Template for Applicant (This is to be filled out by the
applicant and given to the School)

9. Employment Authorization Form Approved by Chancery (School to complete, email or fax to Chancery)
10. Protecting God’s Children Training Certificate of Completion
11. Sexual Harassment Prevention Training (Link in Virtus System)
12. Mandated Reporter Training Certificate of Completion (Link in Virtus System)
13. Guidelines for working with youth (Link in Virtus System)
14. Sexual Misconduct Norms (Link in Virtus System)
15. Code of Pastoral Conduct (Link in Virtus System)
16. Code for the Pastoral use of Technology and social media guidelines (Link in Virtus System)
17. IDPH Report of Tuberculosis Screening
18. Statement of Good Health
19. I-9 Proof of Identity (Make copies of proof of identification and attach to I-9 and maintain in the

employee’s file)
20. W-4 Federal and W-4 state (School to maintain in employee’s file)
21. Direct Deposit Form
22. Summary of Benefits (Given to the employee)
23. Health Insurance Enrollment Card (for Full-Time Employees) must be returned to the Health Insurance

Department)
24. Marketplace Coverage Options (to be given to employees)
25. Section 125 form (for employees who choose dependent coverage ONLY)
26. Diocesan Pension Plan (contact Matt Young for information in the plan)
27. 403(b) Retirement Plan Information
28. Emergency Notification form (School retains this)
29. Employee Handbook and Receipt (retain receipt in employee file.  Password is dmalloy!) Employee

Handbook
30. Diocese Payroll Addition, Change, or Termination Form (School to complete and return to Payroll office –

cdrpayroll@rockforddiocese.org )

Updated 3-2026

https://www.nsopw.gov/
https://sor.isp.illinois.gov/sorpublic/search
https://www.rockforddiocese.org/documents/documents?openSec=67&token=
https://www.rockforddiocese.org/documents/documents?openSec=67&token=
mailto:cdrpayroll@rockforddiocese.org
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