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ARCHDIOCESE OF MIAMI 
Office of Human Resources

Bringing a New Employee On Board

Timeline for issuing and assembling employee personnel documents from pre- to post-hire. 
Documents may be found in the e-library.

1. At the time of interview
· ADOM Application for Employment 
· Resume
· Scholastic Record, Diploma, Transcripts 
2. At the Job Offer
· Job Description (using ADOM format)
· Letter of Offer of Employment or Teacher Contract or Agreement with Religious Community
· Information on Fingerprinting
3. Days before first day of employment 
· I-9 information and list of required documents
· Employee information form (for processing payroll, emergency contact information, etc)
· W-4 Employee’s withholding allowance certificate (with instructions for employee to attach a voided check)
· Salary Reduction agreement, Section125
· Defined contribution 403(b) Retirement Plan Enrollment Kit
· Health Plan/ Benefits Packet
4. First day of employment 
A. Collect and Process
· W-4 Form with voided check
· Employee information form
· Health Plan forms (if they have them)
· Salary reduction agreement (if applicable)
B. Complete and Process
· Employee Handbook presentation (Acknowledgement  & Statement of Understanding)
· Keys, Acknowledgement receipt
· Other employer policies and notices issued to employees as part of legal compliance and/or best preventive practices program
· Disclosure regarding Conflict of Interest
· Confidentiality Agreement, if applicable
· Employee Pledge to Promote a Safe Environment (as of 9/2013)
· The New Health Insurance Marketplace Coverage Options and Your Health Coverage.
5. Third  day of employment 
· Ensure that I-9 original documents have been presented; process form
6. 21st day of employment 
· Reminder of Health Plan Forms due date (30th day)
· Reminder of Virtus Training (45th day)
7. Future
· 30 days – Health Plan forms due to Pastoral Center
· 45 days – Virtus Training completed
· Before 90 days – 90-day evaluation from sent to supervisor for completion  
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