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Housekeeping Items

• Thank you for joining us this evening for our Human Resources training. 

• This meeting will be recorded.

• To help keep background noise to a minimum, make sure you mute your 
microphone when you are not speaking.

• Use the Chatbox feature and include your name, email and parish/school name 
(include location since there are some with the same title). There will be a 
RAFFLE!!!

• We are glad you are here! 



PRAYER FOR ADMINISTRATORS & MANAGERS
Blessed are You, Lord our God, Creator of all that exists.
Source of life and growth, of peace and joy, we bless
You for all Your sons and daughters.

The gift of administration is Yours, and You share it
in Your goodness with persons like us.

Please give vision and wisdom to those engaged in
governance; good judgment and courage to supervisors;
faith and a sense of justice to all who work as managers.

Help us to remember that You share with us the power
to administer, and that the work we do is Your work.
Give us the satisfaction and joy in the performance of
this work.

Bless us always with Your presence, Your insight, Your
compassion. Then we will recognize You anew, and praise
You as You really are: Master of all that we are and do,
the mighty and revered God.

Blessed are You, Lord God, who share with us the gift
of administration.

Raymond C. Baumhart, S.J. b. 1923
former president of Loyola University Chicago
https://www.marquette.edu/faith/prayers-managers.php

https://www.marquette.edu/faith/prayers-managers.php


Catholic Social Teaching summary:

• Participative workplace greatly enhances the effectiveness of our Church mission.

• We believe in the dignity of the human person. 

• Therefore, we believe in the dignity of human work and the role each person plays 
as a significant contributor tor work and mission. 

• Catholic social teaching is the pastoral foundation of human resources for all faith-
based parishes, schools, and other organizations.



What is Church Human Resources?

• A church’s relationship to its ministerial personnel, both clergy and lay, paid and 
volunteer, is fundamental to its ability to achieve its mission. 

• Volunteers occupy a special place in churches, serving in governance, 
administrative and programmatic capabilities. 

• Church human resources policies should be fair, establish clear expectations and 
provide for effective performance evaluation.

• Church human resources must fundamentally reflect who we are as a Church.



AGENDA

 DIOCESE OF YAKIMA EVENTS CALENDAR

 HR TOOLKIT

 BACKGROUND CHECKS

 HIRING GUIDE: Hourly vs. Salaried



• All Diocese of Yakima Events can be located on the calendar on the diocesan 
website www.yakimadiocese.org

• New: point of contact listed for more information 

• Diocesan Holy Days & Holidays

• Retreats (Deacon, Youth, Family Retreats)

• SAVE THE DATE: Mission Congress – October 15, 2022 at Holy Family Parish

• If there are events at your local parish that you would like to advertise, contact 
Stephanie Rein at (509) 965-7117 or via email at 
Stephanie.sanchez@yakimadiocese.org

Diocese of Yakima Events Calendar

http://www.yakimadiocese.org/
mailto:Stephanie.sanchez@yakimadiocese.org


• www.yakimadiocese.org (HOW TO LOCATE: Ministries >> HR >> HR Toolkit)

• Recruitment and Hiring (New Hire Checklist has been updated: Washington State mandated reporting)

• Leaves (FMLA, WA Paid Family and Medical Leave, Sick Leave)

• Employee Terminations/Separations

• Injuries

• Employment Posters

• Volunteer Information

• Driving Course

• Field Trip Resources

• Employee Policies

HR TOOLKIT

http://www.yakimadiocese.org/


Background 
Checks

• Any type of abuse of a minor by 
diocesan personnel violates human 
dignity, ministerial commitment 
and the mission of the Church. 
Therefore, the major purpose of 
the background check policy is for 
the safety of minors, the well-being 
of the community and the integrity 
of the Church.



Who needs to complete a 
background check?
• EMPLOYEES: All individuals seeking employment in a parish, school or agency 

of the Diocese of Yakima (fulltime, part-time, temporary, seasonal, etc.) must 
successfully pass a criminal background check as a condition of employment. 
Ongoing employees will have their background check repeated every six 
years.

• All volunteers who have ongoing unsupervised contact with minors or 
vulnerable adults must also successfully pass a criminal background check, 
including anyone who gives rides to minors or vulnerable adults. In addition, 
anyone who will have access to cash or other financial instruments is required 
to pass a background check. Ongoing volunteers will have their background 
check repeated every six years.



Convictions

Convictions that might 
affect your ability to work 

or volunteer in the 
Diocese of Yakima include 

but are not limited to: 

●crimes against children 
or other persons ●crimes relating to drugs 

●crimes relating to 
financial exploitation ●criminal driving offense



Social 
Security 
Numbers

We will process background checks for 
those who do not have Social Security 
numbers with the provision the 
Declaration Section on the reverse side of 
the form is completed. 

Reassure volunteers and employees their 
personal information is handled with the 
utmost care.



Have you been part of the hiring of a new 
employee?



HIRING GUIDE
• The Hiring Guide is a tool that helps 

supervisors with all the required 
information to be able to hire a 
new employee while maintaining 
compliance with both diocesan 
policies as well as civil law and 
federal requirements. 



Hiring Guide for New Employees

• Applitrack (online portal)
• Analyze the needs of the parish & prepare a 

budget
• Prepare a hiring committee
• Develop a job description (exempt or hourly)
• Advertise
• Review and prioritize application forms and 

resumes
• Sample interview questions
• Applicant evaluation process 

 Conduct interviews and evaluate candidates
 Reference check questions and forms
 Background checks

• Sample thank you letters 



Categories to UNDERSTAND

• Exempt

• Non-Exempt

• Salaried

• Hourly



What is meant by the terms “exempt”, 
“nonexempt”, “salaried” and “hourly”?
• Exempt: An individual who is exempt from the overtime provision of the Fair 

Labor Standards Act (FLSA) because they are classified as an executive, 
professional, or administrative employee and meet the specific criteria for 
exemption. Exempt employees must be paid on a salary basis with the exception 
of certain highly paid computer professionals. 

• Non-exempt: An individual who is not exempt from the overtime provision of the 
Fair Labor Standards Act (FLSA) and is therefore covered by the provisions of the 
FLSA. Such an individual is therefore entitled to receive overtime for all hours 
worked beyond 40 in a workweek (as well as any state overtime provisions). Non-
exempt employee may be paid on a salaried or hourly basis. If paid hourly: Must be 
paid not less than the federal minimum wage for all hours worked.  Minimum 
wage effective Jan. 1, 2022 will be $14.49.



Continued . . . . . What is meant by the terms 
“exempt”, “nonexempt”, “salaried” and “hourly”?
• Salaried: An individual who receives the same salary from week to week 

regardless of how many hours they work is “salaried”. Exempt employees must be 
paid on a salary basis, as discussed above. Non-exempt employees may be 
voluntarily paid on a  salary basis and typically would not have their pay docked if 
they work less than the agreed upon hours, with the exception of the time 
allocated to paid leave the company provides. Salaried non-exempt employee 
must still receive overtime in accordance with federal and state laws. 

• Hourly: An individual who receives an hourly wage for work performed. Such 
individuals, because of the method of payment are classified as nonexempt and 
are subject to the overtime provisions of the FLSA. The only exception is for highly 
paid computer professionals who meet the specific criteria for that exemption. 
Minimum wage effective Jan. 1, 2022 will be $14.49.



Resource: https://lni.wa.gov/workers-rights/_docs/exempt-vs-nonexempt-fact-sheet.pdf



Washington State Department of Labor & Industries has updated its 
rules regarding the minimum salary threshold and job duties tests for 
salaried exempt employees

To be classified as exempt, state and federal overtime exemption rules have generally required that 
executive, administrative, and professional employees meet a three-part test: 

1. the worker must be paid a predetermined and fixed salary, 
2. the salary must meet a minimum threshold, 
3. the job duties must primarily involve executive, administrative, or professional duties as defined by the 
regulations.

The changes could result in employees being reclassified as salaried non-exempt or hourly non-
exempt, in which they would be paid overtime for any hours worked over 40 in a workweek plus 
receive other protections under the Minimum Wage Act.

NEW FOR JANUARY 2022: The threshold will change from $42,712 to $52,743.80.



Executive- Test Requirements

• Management – have a primary duty of managing the business, or a dept. or 
subdivision of the business.

• Directs Work – Customarily and regularly directs the work of 2+ other employees

• Hiring/Firing – Have the authority to hire, fire or promote other employees, or 
have their recommendations on hiring, firing, or promoting other employees be 
given particular weight.

• Salary Threshold – Paid on a salary basis, and the amount of that salary is equal to 
or greater than the required salary threshold. NOTE: $52, 743.80 for 2022



Administrative – Test Requirements
• Non-Manual Work – Have a primary duty of non-manual work that is related to managing or 

operating the business, or the business of their employer’s customers. (Examples: help run the 
business by composing policies, acting as an expert advisor to management, help perform 
special assignments)

• Discretion & Judgement – Have discretion and independent judgment, such as decision-making 
authority, about important matters while performing the employee’s primary duty. 

• Salary Threshold – Paid on a salary or fee basis, and the amount of that salary or fee is equal to 
or greater than the required salary threshold.

***

• Academic Admin – Performs administrative work related to academic instruction or training in 
an educational establishment. (Example: Superintendents, academic counselors or academic 
heads). 

• Paid on a salary or fee basis, and the amount of that salary or fee is equal to or greater than the 
required salary threshold.



Professional – Test Requirements
LEARNED PROFESSIONALS

• Requires advanced knowledge in an intellectual field (examples: science, theology, accounting)

• Lengthy specialized instruction, such as a graduate degree or specialized certification (example: CPA)

• Consistently use discretion and judgement in performing their primary duty (work cannot be routine or 
manual)

CREATIVE PROFESSIONALS

• Primary duty that involves doing work in a traditional creative or artistic field

• Requires invention, imagination, originality or talent

NOTE: Both learned and creating professionals must be paid on a salary or fee basis. The amount of that 
salary or fee is equal to or greater than the required salary threshold.

EDUCATIONAL PROFESSIONALS

Work as a teacher in an educational establishment

Paid on a salary or fee basis

No minimum salary threshold for teachers



Computer Professional – Test 
Requirements
• Work: System Analyst, Programmer, Software Engineer

• Duties:

• Applying systems analysis procedures, including consulting with users, to 
determine hardware, software, or system functional specifications.

• The design, documentation, testing, creating or modification of computer 
programs related to machine operation systems.

• Salary or fee basis equal or greater than the salary threshold.

(The other is outside sales people but we will not discuss on that category)



Resources to determine if an employee should 
be Exempt:
• Washington State Dept. of L&I eLearning module: This new online tool explains 

the changes in the overtime rules and guides users through a series of questions 
that can help determine whether an employee would likely meet the requirements 
to be classified as exempt or not.

• Webinars

• Job Duties fact sheets: Link https://lni.wa.gov/workers-
rights/wages/overtime/overtime-rules-resources#resource-center

https://apps-public.lni.wa.gov/training/executive-administrative-professional-exemptions


Salary Non-Exempt  
Employee 

QUESTIONS
• IMPORTANT: Examine all the positions to make sure of 

whether they could truly be classified as exempt 
employees.

• Salary exempt (hourly) wage is possible but make sure to 
comply with the following:

• 1. Need to make minimum wage ($14.49 Effective Jan. 
2022)

• 2. Maintain record of hours worked for purposes of 
overtime.

• Remember just because we say someone is getting a salary 
doesn’t mean they are exempt. Those are two different 
concepts. For example: a parish administrator gets a salary 
BUT it is broken down to an hourly rate for OVERTIME 
purposes.

• It is recommended to inform employees that in order to 
make sure we have accurate time records we are requiring 
timecards for all hours worked. Any employee working over 
40 hours requires prior permission from his/her supervisor. 
Wage and hour has always required some kind of time 
keeping for nonexempt staff and employers regularly 
require timecards even for exempt staff so they can track 
sick/vacation, etc.



Employee Evaluations

• To be completed after the Introductory Period (180 days)

• Annually there after

• Employee Self-Evaluation & Supervisor’s Evaluation

• Purpose: Communication, clarity on expectations





Employee 
Terminations

A forced resignation litigates the 
same as a wrongful termination. 

All employee terminations require 
the approval of our diocesan 
attorney for review.  

Supervisors: use the Employee 
Separation Checklist as your guide 
when conducting terminations.



HUMAN 
RESOURCES 

Diocese of Yakima

Yakima, Washington

Diana Aparicio

Diana.Aparicio@yakimadiocese.org

(509) 965-7117

SAVE THE DATE: Mission Congress – October 15, 2022 at Holy Family Parish

mailto:Diana.Aparicio@yakimadiocese.org
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