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Management Administrative Training
Purpose

P Understand your roll in the processes as it pertains to
the employees, laws and Human Resources.




Recruiting

Process




Management Administrative Training
Recruiting

Basic Steps

» Understanding the Policies & Procedures around
recruiting, selection and hiring process

» Complete Job Requisition
» Work with Human Resources to Post positions

» Schedule Interviews
» Select best qualified candidates
» EOE

Hire the right person

for the right job!




Management Administrative Training
Recruiting

Catholic
Chariries

o Lo Argeles Inc

It is the policy of Catholic Charitics of Los Angeles, hercinafter reforred 1o as
CCLA, to require that all emplovees meet all legal, liconsing and certification

- M Policy
ecruiting Policy — T
requirements to qualify for specific posted position titles as set Torth in all Job (

» Establishes Guidelines for recruiting s
pro Cess Procedares

A. Recruifment
POLICY #
1. Stafling recommendations are made by program managers to the Regional

» Assure process is consistent, fair D ot o, o et e oo HR 206

with established Human Resources Depariment procedures including, but

a n d a | ig n S With Age n Cy goa IS not ]mn;eld ‘;n mee}:ing Jolb Description requirements. job posting and
approved b gat authorizations.

SUBJECT:
2. Recruitment activities will include one or all of the following sources
. . e . depending on the requirements of the vacancy and the geographical Recruitment
> Re C ru It b e st q u a | Ifl e d Ca n d I d ate locations of the position. CCLA shall aclively solicit and maximize and Hiring
. recruitment of qualified individuals including, but not limited to, media Prnanisg
advertisements andor networking,
Page 102

» Identify recruiting techniques and Sl

1. CCLA provides employees an opportunity to indicate their interest in open

r r positions and advance within the organization according to their skills and
e S O U Ce S experience. All openings for regular full- and part-time employees will be
posted with the TIuman Re: ! Specific infe ion on

Jjobs may be obtained from the monthly Job Announcement, Telephone
Job Line and/or the Human Resources stalll

2. Fach job posting notice will include the dates of the posting period, job

» Equal Opportunity Employer (EOE) | | -
Hire based u pon qua lifications, o it e
pe rfo rm a n Ce’ a bi I ity a n d Se n io rity' C. Job Announcement and Position Vacancy Telephone Number ;:Im::;ir:;nr

The Human Resources Department prepares and distributes a summary of

Not race, age, color, sex, national pmeieenne s DN Belinleds 00

. . . . . ole . “Telephone number !llcr_ciuaﬁcr "Job  Line") \»111:011 do':ails all current 1299
origin, religion, disability, genetic Ak DexilpimOiIERE I e
. . .
information, or marital status.

(213)251-3451. 12/7/99

SUPERCEDES
HR 206 1/89
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Recruiting

Job Opening
New or Replacement?

Is the position
budgeted?

Contact HR
Submit Jovaeqwsmon

Gather documentation
about the position

v

Collect & screen

applications
v
4 A
Prepare for interviews
\ w
v
4 A
Conduct (and document)
interviews )
v
4 A

Evaluate and select the

Contact your
supervisor

best candidate

Conduct reference
checks

v

Make verbal job offer

v

[ Contact HR
. background check, etc.) )




Management Administrative Training
Recruiting

Job Requisiton

Charities

there is a need to hire a new i —
employee, replacement for a e
terminating employee or because of
an increase in workload (add

additional position). MR e i L

» The Job Requisition is used when (T)cnhouc

» Keeps track of how many positions - e
the company has recruited for and miiipeimnerin e S o g
creates a paper train

» Recruitment will begin after all

required signatures has been — =
obtained. R }
If position is not replacing someone -
who left, you will need to select —

“additional budgeted position” and

attach memo stating why you need I
the position and how it will be o
funded.

Reviewed by Executive Director




Management Administrative Training
Recruiting

Compensation

Each hiring manager should have a comp manual
Used to make your pre-hiring pay decision

Used to determine pay for positions / candidate
Pay ranges — min — mid — max — Determine salary

Cannot hire above the mid-point

vV v v v VY

Request to hire above mid-point — Executive Director’s final approval




Recruiting

Non-Exempt Status

» Paid by the hour (N/E) for each hour

worked minimum $12.00 per hour

(Los Angeles Minimum Wage)
» Eligible for Overtime
» Engages in non-exempt work

Examples:
1. Performing routine clerical duties

2. Provide general Support
3. Assist with Activities
4.Perform maintenance work

5.Performing same work as subordinates

Management Administrative Training

Exempt Status

Paid a pre-determined salary

»  Must earn a minimum annual salary
$43,680 annually **** 01/01/18
change to $45,760 annually.

» Not eligible for overtime

» Engagesin exempt work

Examples:

1.Interviewing
2. Selecting and training employees
3.Adjusting pay rates
4.Discipling employees
5.Handling complaints
6.Distributing & planning work

7.Supervising staff



Resumes / Interview Process

J .-&.

Management Administrative Training
5 L Recruiting

>
>

>
>
>

Internal Candidates

HR emails resumes of qualified candidates to hiring manager

When candidate completes the Employment Application, make sure to clearly print
their email address

Manager(s) interviews candidates/ Makes selection
Manager discusses offer with HR / Discuss Salary / HR or Manager Offers Position

Cannot hire above the mid-point of salary grade

>
>

>

Must have completed 6 months in current position (Met Introductory Period)

Must possess minimum qualifications

Refer to Policy HR 222




Management Administrative Training
A Recruiting

Interview Tips

» Know the position’s duties and skills required

» ldentify success factor (what has worked in the past)
» Know what your performance expectations are

» Select your questions in advance
A) Situational Questions — How do you deal with stress on the job?
B) Behavioral based Questions- Tell me about a situation where....
C) Culture — Fit Questions — Why did you choose this type of work?

Build Interview Team — If necessary

Decide the role each interviewer will play

Reserve a quite, comfortable, private place to conduct interview

Don’t judge on first impressions

Tell the candidate about position

Invite candidate to ask questions

Let candidate know what to expect

Create a positive image of the company

vvvyvvVvyvVyYVYyy

Handout



Management Administrative Training
A Recruiting

Questions you cannot ask during an interview

Birthplace of applicant or spouse
Race, color or sexual orientation
Religious affiliation

Age or date of birth

Education - Specific years of attendance or graduation

Who paid for your education

Use of credit reports

Requesting applicants social media user names and passwords
Sex of applicant

Number of children or dependents
If applicant is pregnant

If applicant is paying child support
Does applicant live with parents

VVVVVVVVVYVYVyYVYyYVYYVYY

Handout
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Temporary Staff Request

>

>

Hired on a P/T or F/ T basis as interim
replacements to supplement staff or
assist in completion of a project

HR Policy 215 - Employment
Classifications

Must complete the “Request for
Temporary Staff” form.

Determine why temp is needed - Agency
or CCLA payroll

Provide explanation of why the Temp
needed

Must contact Human Resources for
assistance

Required Signatures - Executive
Director has final approval

Cannot exceed one (1) year

Handout

Management Administrative Training
Recruiting

Catholic
Charities
st

Requesting Temp from: [J Temp Agency [ CCLA (CCLA Payrol)

Request for Temporary Staff

Region:

Program / Department. Dept #:

Manager / Supervisor Requesting Temporary Staff;

About the Assignment
Reason for Request: [JCaver FMLA [JCover vacation [JPrcject [JUntil Internal positian filled
Type of Pasition:[] Administrative / Office Clerk [] Data Entry [ Accounting [] Shelter

Agency Name (If i

Internal positian title:

Start Date:, End Date:,

Hourly Rate:, Salary:

Please provide a detailed reason for requesting a Temp

Approval Pracess

Dept./ Program Manager Date
Regional / Corporate Executive Date
Human Resources Diretor Date
Execttive Director Date
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Promotions - Policy HR 222

» Employee must meet minimum
qualifications

»  Must have completed the 180 day
Introductory Period

»  Supervisor can delay transfer based on
business need

» Promotion is based on Supervisors
evaluation and work history

»  Favoritism is prohibited

»  Must complete and submit the Salary
Action Justification Form along with the
Employee Change of Status Form in the
following order for review/approval.

A) Manager
B)Regional Director
C)HR Director
D)Executive Director

> HR will notify you of status

Handout

Management Administrative Training
Recruiting

Catholic
Chariries
of Los Angeles I

Salary Action Justification

Opan Requisiticn [ Yes O Ne

Reason for Change [ Lateral Transfer  [] Promotion [ salary Increase

Employee Information

Employee Name: Emplayee No:
Department/Pragram Region:

Date of Hire: Years in Position;
Current lob Title: New Job Title;,
Current Grade: Proposed Grade:
Current Salary: Proposed Salary:
Increase Amount: Increase Percantage:

Effective Data

Curren it FLSA Status: [] Exempt  [] Non-Exempt Propesed FLSA Status: [] Exempt [] Non-Exempt
Has Employee met Introductory Period:  [] Yes OONe
Does Emplayee have Disciplinary Action: [] Yes [No

Last Perfe Evaluation Score:

If yas to Disciplinary Action, Dates and Reasen (Usa additional pagas if neaded):

Does Position Require Degree: Cves CINe
[OHsDiploma [JAA  [JBA/BS [OMasters [J1.0. [J]Other
Does Employee Meet Qualifications: [ Yes ONe

If no, Reason Why:




Background




Conducting a background check means we will gather and review the follow
1.

2.

3.

Management Administrative Training
Background Check Process

Criminal history

Verify Social Security Number is Valid
Convictions

Education

Past employment

Motor vehicle check

Executive Level Positions, Financial History Check.
Processed by The Human Resources Department

Conducted on all employees



Live Scan (Fingerprinting) Process

P Required for staff working with the elderly

or children.
Includes DOJ & FBI Check

form & list of contracted locations.

>
P HR Assistant will email you the Live Scan
>

No cost to candidate — Charged to
program — Must go to contracted
locations.

P Results provided to hiring manager by
Recruiting Manager upon clearance

Candidates working with Children / Elderly

cannot start work until Live Scan has
cleared. No Exceptions.

Management Administrative Training
Background Check Process

REQUEST FOR LIVE SCAN SERVICE

CEPARTZ4T <7 JuzTIcE

Print Form I Reset Ferml

Applicani Submission

AD382

Employee

ORI (v sssigred o D21

Iy
EuThonized ARDICENt Type

Type of Licenser i QR Working THle fradmm s

e

Centributing Agency Information
Catholic Charities of Los Angeles, Inc.

02355
Wizl o (five-aign code assigned by DO

Agency Authorized to Receive Criminal Recard Informaion
1531 James M. Wood Blvd.

Dionne Knight

Streel Aderess o PO, Box
Las Angeles CA 90015

Gontazt Name (mandarory for all szhool

(213) 251-3440
I

iy Tale 7P Code

Contact Teleshone Number

Applicant Information

Lasi Name First Hame Tickdia Tl i
Other Hame
(KA or Alias) [0 Firsl Buffic

sex [ Male  [] Female

Divars License Number

Biling
TR TEg EyeTRr Number CABOOFO7T

Togoney g oy

Wise.

Place of Birtn fState o Courtryh Sacial Securty Humber Humber

SCares e e i mEer;
Home
Address  Streel Addiess or P.O. Bax City Siata ZIP Cada

Your Number:

02f ams: gy Wiy bar g

If re-submission, list original ATI number:
(Must provide proof of rejection)

Level of Service:  [X] DOJ (] FBI

Triginal A1 Number

Employer {Additional response for agencies specified by statute]:

Catholic Charities of Los Angeles, Inc.
Employer Mame

1531 James M. Wood Blwd

Siree] Address ar PO, Bax

02355
Wail Code (five digi code assigned by DO

Los Angeles CA 90015
Thy State TP Code

Telephons Number (apbona

Live Scan Transaction Completed By:

me of Gperator

Date

Transmitting Agency LsiD

ATI Number Amount Callected Billed

OR SINAL - Lve Fan Cperator

SECONE COPY - Agplicant

T-IRD €037 i “needed: - Requesirg Azsney


http://clipartfreefor.com/files/1/28539_fingerprint-clipart.html
http://clipartfreefor.com/files/1/28539_fingerprint-clipart.html

Management Administrative Training
Background Check Process

TalentWise Process

P Conducted on all candidates

P Check includes education, criminal, felony,
and sex offender

P Submit Release and Authorization form
and employment application/resume to
HR Assistant

» All candidate must provide email
address- electronic communication only.

P Inform all candidates they will receive an
email from TalentWise to start the
process

Recruiting Manager will provide clearance
to Hiring Manager.



http://www.free-power-point-templates.com/articles/presentation-checklist-for-effective-presentations-in-powerpoint/
http://www.free-power-point-templates.com/articles/presentation-checklist-for-effective-presentations-in-powerpoint/

Management Administrative Training
Background Check Process

Fair Chance Initiative for Hiring Ordinance (Ban the Box)

Law passed January 22, 2017
Remove questions regarding criminal conviction from employment applications
Post a notice of the ordinance in conspicuous place at every work site

Refrain from asking applicants about their criminal history until after a
conditional offer is made

vV vVvyVvyy

If information from background check is unfavorable to the applicant, the
employer must perform “a written assessment” that effectively links the specific
aspects of the criminal history with risks in the job sought by the applicant.

P If applicant not considered, HR must provide written notification, assessment and
copy of background check to applicant

Allow 5 business days for applicant to provide additional information regarding
criminal history before hiring for the position.

HR to Conduct another assessment



Management Administrative Training
Background Check Process

Fair Chance Initiative for Hiring Ordinance
Guideline for Employers

1. Have you made the
conditional offer of

.,4 “”'=




New Hire
Work Flow
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Management Administrative Training
New Hire Work Flow

Reference Checks - HR 218 voTE: Do xR K O ArPLICATION

ONLY CHECK THOSE REFERENCES AUTHORIZED ON APPLICATION

Applicant: Relerence:

» Hiring Managers should check at Person Chcking Rfirence s
Relationship to Applicant: O Supervisor O Peer O Other(explain)

least 3 references and submit
with new hire paperwork.

1 What was the nature of his’her job?

» TalentWise will check all previous
employment listed on Application

Z What did you think of histher work?

What are his/her strong points?

» Must have written authorization
before checking references. A Wi

» If references are not listed on § How Sl ol ngenilet
Employment Appllcatl_on, please e
ask candidate to provide. x A

b. Dependability

Ask for a personal, professional & A
p revi O u S e m p I Oye r- d. Ability to follow mstructions

Quality of work

£ Quantity of work

f 7. If given the opportunity, would you re-employ this individual?
i ]

W 8 Are there any comments you would carc to add?


http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwj12PGfxY7LAhVC7GMKHS9JCHUQjRwIBw&url=http%3A%2F%2Fwww.dreamstime.com%2Fillustration%2Femployee.html&psig=AFQjCNE6PPASclLFUvjUp6_1KETAlltF2A&ust=1456339273270844
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwj12PGfxY7LAhVC7GMKHS9JCHUQjRwIBw&url=http%3A%2F%2Fwww.dreamstime.com%2Fillustration%2Femployee.html&psig=AFQjCNE6PPASclLFUvjUp6_1KETAlltF2A&ust=1456339273270844

Management Administrative Training
7 New Hire Work Flow

Employment Offer & Offer Letters

» Hiring Manager or Recruiting Manager
makes a verbal offer

» Offer is a conditional offer that
s??uld be followed up by a written
offer.

» Always let the candidate know that
the Offer is contingent upon a
successful background check.

» Salary offered cannot be above the
mid-point and should always be
discussed with Human Resources

» If requesting salary above mid-point,
must seek approval from Executive
Director

» Offer letters are generated by The
Human Resources Department Only
- No Exceptions.

Eligible for Benefits depends on:

vV v v v v vY

Employment Statu

Regular, Temp, or On-Call
Work at Least 30 hours

Regular Full-time = 40 hours
Regular Part-time = Less than
On-Call - Not eligible any benefi
Temporary Employees

Temporary employees can
remain temporary for o


http://www.fotosearch.com/illustration/welcome.html
http://www.fotosearch.com/illustration/welcome.html

Management Administrative Training
New Hire Work Flow

New Hire Forms

» Forms are to be sent to *]—) gahg:dlc New Hire Packet Checklist
Human Resources no ,\,.s:? oue

later than 24 hours ‘"*'W:.:m';w“;fmm thee

after employee first — _
day of employment E:m;m*m e

Manager __

mmmmmmm

On-Duty Meal and Break Agreement (if necessary)
Flexible Work Schedule Agreement

Release and Authorization Form *
—Request for Live Scan Service: Yes ___

Resume

Staff Personal Car Insurance information
Telephone Reference Check Form

W4 Form
HUMAN RESOURC
__ Background Ch eck

N eW ___ Clearance Confirmation (ADEST 5]
—— E-Merify

1 — Education Ba, chground Confirmed

__ Job Description

Hire S "

E —_ Offer Lette:
h k| | — Training Template (Provided @ New Hire Orientation)
— Worker's Compensation Code



http://worldartsme.com/new-hire-clipart.html
http://worldartsme.com/new-hire-clipart.html

Employee Portal

Management Administrative Training
New Hire Work Flow

>

Employees are issues a "EMPLOYEE
user name and PORTAL
password when they | ;

attend new hire !
orientation. \ o

Dear Employee:

T h ey Can reV i eW t h e Yourre invited 1o expenence the new Frployes Portal.
fo I I OWi n g i n fo r m ati O n : "J I‘:;]i:r]‘.:r:“,':;.i: IE;‘::;:::",“ r:}{: Catholic Chantics of Los Angeles, Ine. web site reserved for employees on

P in it?
The Lrplaw_\cl’onn]pveg)wmssmm\y dx:walm mdmd }Ll'lﬂ)dﬂymd k r those who have

Benefits, handbook, -
forms, training i O i s A ety
information and el \ecnurlnbc( < Found on your pay s mb.“;c;r::mroon:c::moc;:.i;matu‘dwd" h;;.clml:.;x;,m:r‘nigf&‘:.l

letter, wl tach contains youar infartation,

information about M ———————

S0, au,oun.ady » enter “The Employee Po IaI”'J\uucm L\q; 1: nmediately, so don’ wm start explonng

upcoming events. BeRie iy bty ot

User Name: TlappyTmp

User 1D 1254 Cad]o]jc
Charities
of Los Angeles, Inc.




Management Administrative Training
New Hire Work Flow

On Duty Meal Agreement Form

Employees can have an on-duty
meal agreements in limited
circumstances. Mostly Shelters

Must meet the following
conditions:

1)Work prevents employee from
being relieved of all duties

2)Must be agreed in writing by
manager and employee

3)Must be paid

4)Can be revoked at any time in

writing by emnloves
TSR

® Can Stock Photo - csp15736112

Catholic
Charities
of Los Angelas, Inc.
On-Duty Meal and Break Agreement

Employee Name Program
1 am scheduled to work (Check days you are scheduled to work):
Day (s) [ Sunday [ Monday [ Tuesday [] Wednesday [ Thursday (] Friday [ Saturday

From the hours of a.m.fp.m. (drde one) to a.m.fp.m (circle ona).

My job duties on these/this day(s) are as follows:

The nature of these job duties prevent me from being relieved Faldmquuseuﬂl!
Following objective criteria, which both })

and Employer) agree upon:

1 understand that:

- Sasdonobjacﬁreuiwialmdma,lammnmdhombﬁ\gmhduml
uty.

2. An on-duty meal period is not valid merely because it is desired or

3. Even if all of the circumstances exist to allow an en-duty meal period, T must still be
provided with the pporhﬁnmaakmmluhleperhrmnghdmmrd

4. In order for any on-duty meal break to be valid, an authorized company offidal must
also authorized it in writing by signing below.

Employee Name Emgloyee Signature Date

Manager's Name Manager's Signatune Date


http://www.canstockphoto.com/illustration/contract.html
http://www.canstockphoto.com/illustration/contract.html

Management Administrative Training
New Hire Work Flow

Off Duty Meal Breaks >

Employer’s cannot employee
someone for a work period of more »
than 5 hours without providing an
unpaid, off-duty meal period of at

least 30 minutes. >

If six hours will complete

employee’s day’s work, the meal »
period may be waived by mutual
consent of the employee and
managetr.

Relieves the employee of all
duties

Relinquishes control over thei
activities

Permits employee to a
reasonable opportunity to take
an uninterrupted, 30-minute
break

Does not impede or discourage
them from doing so.

Must make the meal break
available, you don’t have to
make sure they take it.


http://www.canstockphoto.com/illustration/out-lunch.html
http://www.canstockphoto.com/illustration/out-lunch.html

Management Administrative Training
New Hire Work Flow

Rest Break Chart (10 minutes)

Hours Worked Number of Rest Breaks

0-3.5 0
1

3.5-6.0

6.0 - 10 2

10.0-10.0 3




Management Administrative Training
New Hire Work Flow

Meal Break Chart (Lunch) 30 minutes

Duration of
Shift

5.0-6.0

6.0 -10.0

10.0-12.0

0O Meal Breaks | 1 Meal Break

X (unless valid
waiver)

X

-

2 Meal
Breaks

X(Unless valid waiver
of 2" preak) first
meal break must have
been taken



Management Administrative Training
New Hire Work Flow

Employees First Day

» Make sure the employee
knows where to park and
where to go on the first
day

» Have work station ready

» Get new hire paperwork
submitted to ensure that
computer access is ready

» Plan a welcome walk
through the program &
introduce staff

Submit Program New Hire
Orientation Curriculum to
Human Resources

>

vV v v v v

v

Review department
policies / handbook

Dress Code

Emergency Procedures
Work hours / lunch
Timekeeping

Request for time
off/illness

Job responsibilities

Department
Organizational Chart

Keys, badges, parking
cards

Communicationpolicy ™



Management Administrative Training
New Hire Work Flow

Department Orientation

Corporate Orientation

» Corporate New Hire
Orientation is the second
Wednesday of each month.

» All Regular F/T & P/T
Employees must attend

» HR Assistant will send out
an email to notify manager.

» Corporate Office from 9 am

- 2:30 pm
\ZD‘

>

vV v v v Vv

v

Review department
policies / handbook

Dress Code

Emergency Procedures
Work hours / lunch
Timekeeping

Request for time
off/illness

Job responsibilities

Department
Organizational Chart

Keys, badges, parki
cards


http://www.vanschools.org/article.asp?ArtID=796&PgLbl=JH-News&PagID=7
http://www.vanschools.org/article.asp?ArtID=796&PgLbl=JH-News&PagID=7

Management Administrative Tr

New Hire Work Flow

. Exempt Non-Exempt Exempt/
( 8%3:;::111;5 Full-Time Full-Time Non-Exempt - P/
of Los Angeles, Inc.
Vacation 15 days per year 12 days per year Prorated
( max. 200 hrs)
Sick ( max. 480 hrs) 10 days per year 10 days per year Prorated \
. 1 day after 6 months 1 day after 6 months 1 day after 6 months
Personal Holiday
olidays 12 days 12 days 12 days

ime to Vote

2 hours - advance
notice

2 hours - advance
notice

2 hours - advance notice

reavement

5 days of sick or
vacation

5 days of sick or
vacation

% of sick or

[~ PN

[~Sh PN

[~ PN



Disciplinary
Process


http://scientificteacher.com/tag/scientific-method/
http://scientificteacher.com/tag/scientific-method/

Management Administrative Training

Disciplinary

Progressive Disciplinary Policy -HR 515

» Employees in their introductory
period are not eligible to
participate in either the progressive
disciplinary procedures or the
Dispute Resolution Process.

» Progressive Discipline means the
following steps will be followed:

a. First Offense: Verbal Warning
b. Second Offense: Written

c. Third Offense: Final Warning or
Suspension

d. Fourth Offense: Termination

Process

Policy

It is the policy of Catholic Charitics of Los Angeles, Inc., hereinafter referred
to as CCLA that

A Employment with CCLA be based on mutual consent by both the
employee and CCLA. Either the employee or CCLA has the right to
terminate employment at will, with or without cause or advance notice
CCLA may use progressive discipline at its discretion.

B. Fmployees who are in the Introductory Period are not eligible to
participate in cither the progressive disciplinary procedures or the Dispute
Resolution Process.

Procedures
A. Progressive discipline means that the following steps will normally be

followed in the order stated for employee disciplinary actions up to and
including termination:

1. First Offense: Verbal warning

2. Second Offense: Written warning

3. Third Offense: Final Warning/Suspension
4. Fourth Offense: Termination of employment

B. CCLA recognizes that there are certain types of employee problems that
are serious enough to justify either a suspension of employment or, in
extreme situations, termination of employment, without going through
each of the sleps set forth.

. The Emplovee Conduct policies include examples of unsatisfactory
employee conduct that may trigger progressive disciplinary action up to
and including termination of employment.

D. Nate: Forms HR 515A, HR 53158 and HR 515C (altached) should be used
to establish a record of the disciplinary action.

PPPPPP

SUBJECT:

sssssssss



Management Administrative Training
Disciplinary Process

Catholic
Charities
of Los Angeles, Inc.
Notice of Verbal Warning

EMPLOYEE NAME: DATE:

JOB TITLE:

PROGRAM/DEPARTMENT:

REGION: SUPERVISOR:

This is a recard that you were verbally warnedon _ about the following incident or
problem:  (include specific dates, examples, and the name and number of the Rule of Condlsct
violated, if appropriate = attach additional sheets if necessary ).

Specific changes in performance or behavior required and the time frame in which they must
occur (attach additional sheets if necessary ).

Failure of employes to comect problem may result in further disciplinary action up to and
including termination of employment.

Reviewed with Human Resaurces:

Original to: Employee’s Personnel File
Copies to: Employee
Supervisar
Regional Director/Department Head

Form HR 513 A
310




Management Administrative Training
Disciplinary Process

Catholic
Charities
of Los Angeles, Inc.

EMFLOYEE NAME: DATE:

Notice of Disciplinary Action

JOB TITLE:

PROGRAM/DEPARTMENT:

REGION: SUPERVISOR:

You are being assessed a:

[m] Written Warning
[m} Final Warning
O Suspension of day(s) off without pay, ]

Description of incident or problem (indude specific dates, examples, and the name and number
of the Rule of Conduct violated, if appropriate — attach additional sheets if necessary)

(Date of a previous Verbal Waming, if any: h]

Specific changes in performance or behavior required and the time frame in which they must
occur (attach addiional sheets if necessary )

Failure of employee to cormrect problem may result in further disciplinary action up to and
including termination of empleyment.

FormHR 5158
3/10
Page 1 of 2




Termination
Process


http://www.clipartbest.com/human-resource-clipart
http://www.clipartbest.com/human-resource-clipart

Management Administrative Training
Termination Process

Termination Law

Both Federal and Stat laws prohibit termination
on the basis of certain characteristics,
including:

» Age, for people 40 and older

Gender identity and gender expression
Marital Status

Medical Condition

National Origin

Physical or mental disability
Pregnancy, childbirth or breastfeeding
Race and color

Religion

Sexual Orientation

vV vV v vV v v v v v Vv

Military or Veteran Status
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Management Administrative Training
Termination Process

Final Pay

» If you terminate an employee or lay
him/her off with no return date, all
wages and accrued vacation earned
are due and payable immediately.

» Not acceptable to ask employee to
wait until next pay day.

» Itis illegal to withhold final paycheck
it induce the employee to:

1)Return property

@ Can Stock Photo - csp31943973

2)Pay back money that is owed
3)Turn in expense reimbursement forms

» If employee quits with less than 72
hour notice, you must pay all wages
and accrued vacation within 72 hours.
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Management Administrative Training
Termination Process

CCLA Procedure

All terminations requires the
Mgr. to submit the following
forms to Human Resources:

Employee Change of Status
Final Timesheet
Mileage

If Resignation - Resignation
Letter (If Provided)

Discharge - Documentation to
support reason for discharge

All Terminations require the
following signatures:

Manager
Regional Director

Human Resources Director

Catholic
Charities
of Lo Anrles .

Employee Name:

Employee Change of Status Form

Supervisor Name:

CHANGES

Salary Rate

Grade

Job Titie

ExermptNon-Exemot Clas featon

Job Code

Depantment

| Region

Joib Site:

Classheation (FT/PT/Temp )

Wieeidy Scheduled Hours

Semi-Monthly Work Bours (BR use only)

O saary increase %

O rramation

O veanster

[ 105 Re-Classification
[ Leave of Absence

O rermination {last working day) *
] recuction in work Foree *

FEEEE
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Management Administrative Training
Training and Development Program

» The Training and Development Program provides
Program Managers with a procedure for ensuring
that all training provided by the programs is
documented and reported to the designated
Training Coordinators.
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Management Administrative Training
Training and Development Program

Documentation Process

» All Program training must be documented
and reported to the Training Coordinator.
This individual will review the
documentation and submit it to the
Human Resources Department for
tracking and input into the HR Database




Management Administrative Training
Training and Development Program

Training Templates

a All programs have a training template for each employee divide
five sections.

1. Corporate Training
HR Training

COA Training
Program Training

e

Additional training designated by Program Director/Supervisor
(Based on Contract)

O All templates should be sent once a year to the designatec
Coordinator to submit to Human Resources.
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Management Administrative Training
Training and Development Program

Sample Training Template

Region: Ventura

Program: Adeste Child Care - Santa Clara

|Employee Name: Catalina Flores

|Position Title: Child Care Teacher

Source of Required | Not Required Training Not Needed Frequency of Training
Corporate Training ( All Personnel) Training If Checked | If Checked If Person is Competent Training Materials
Training Topics Requirement for Position | for Position | See topics marked below | (Minimum Required) | Available
C te New Hire Orientati COA: TS 201 Y 1 Time only Yes
CCLA Harassment Policy COA: HR 1.02 N Every 2 years Yes
Emergency Response Preparedness / CCLA DisasterPlan COA: ASE 7 v TBD Yes
Universal Disease Precautions (Bloodt Pathogens) COA: ASE 801 v Annually Have DVD
Maintaining a Safe Work Environment / Responding to Medical Threats COA:ASE6&T kY TBD Yes
HR Training (Only for Directors / Supervisors)
CCLA Policy/Procedures Overview COA: HR 5.02 W TBD Yes
Agency Perfi Evaluations COA: HR 6.0 Vv TBD Yes
American Disabilities Act COA: HR 501 V TED Yes
EEQ and Affimative Action COA: HR 501 W TBD Yes
Fair Labor Standards Act COA: HR 501 vV TBD Yes
Recruiting and Hiring COA: HR 3.02 J TBD Yes
Legal Topics & Updates COA: HR 505 v TED Yes
|Supervision CCLA v TED Yes
Documentation CCLA W TBD Yes
HIPAA Policies/Procedures CCLA W TBD Yes
COA Program Training Topics
Program New Hire Orientation COA: TS 201 v 1 Ttime only Yes
How to Participate in CQI COA: PO 6 v Every 4 years Yes
Training and Supervision Standard (15) Requirements
Personnel providing direct case ] - Only if appropri
Mandatory Reporting of suspected abuse and neglect COA: TS 202 A Every 4 years Yes
Reportable criminal behaviors, including rape COA: TS 202 V Every 4 years
Duty to wamn, pursuant to professional standards or as required by law COA: TS 202 V Every 4 years
Agency policy on confidentiality & discl of client informati COA: TS 202 A Every 4 years
Legal rights of clients and requirements with consent decrees, if any COA: TS 202 A Every 4 years




Training Library

>
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Management Administrative Traini

Training and Development Program

The Training Library was developed to assist programs and de
and access educational and electronic materials to assist with
needs.

The Library has a variety of materials that can be reserved.

DVD’s

Electronic Files/Articles
PowerPoint Presentations
Curriculum Outlines

The Programs may submit materials to the Training Li
helpful.



Management Administrative Traini
Training and Development Program

Training Coordinators

San Fernando Region

»  Saved Hamid

San Pedro Region

>  Shanea Woods

Ventura Region

» Julie Cariani

San Gabriel Region

»  Carmen Jaimes

Ola Metro/Ola Western Region

Accounting

>

Intra-Agency Programs

David Furukawa

>

Carmen Mendivil

Corporate Offices

»  Lorri Perreault

Santa Barbara Region

>  Yolanda Vasquez

>

Demetris Jones




The End®©
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