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Prevent Frozen Pipes

Frozen pipes are responsible for some of the
costliest property damage claims, but with a
little planning, you can prevent pipes from
freezing. Here are some tips:

B Drain water from water sprinkler supply
lines following manufacturer’s or installer’s
directions. Do not put antifreeze in these
lines unless directed.

B Remove, drain, and store hoses used
outdoors. Close inside valves supplying
outdoor hose bibs. Open the outside
hose bibs to allow water to drain. Keep
the outside valve open so that any water
remaining in the pipe can expand without
causing the pipe to break.

B Check around the building for other areas
where water supply lines are located in
unheated areas. Look in the basement,
crawl space, attic, garage, and under
kitchen and bathroom cabinets. Water
pipes in these areas should be insulated.

B Consider installing specific products made
to insulate water pipes like a “pipe sleeve”
or installing UL-listed “heat tape,” “heat
cable,” or similar materials on exposed
water pipes. Newspaper can provide some
degree of insulation and protection to
exposed pipes - even %” of newspaper
can provide significant protection in
areas that usually do not have frequent or
prolonged temperatures below freezing.

Winter Edition:
old Weather Prep

Not everyone believes what they read in the Old Farmers
Almanac, but if you do, then please take note. According to
the Almanac, the Northeast region can expect colder than
normal temperatures and above-normal precipitation levels
this winter. Whether you follow the advice of the Old Farmers
Almanac or not, it’s good to be prepared.

B Maintain building temperature at 55° F
of higher for unoccupied or infrequently
occupied buildings.

B Install thermostats that will send a text
or e-mail message if building temperature
drops below 50° F

B Use an Infrared Thermal Leak Detector
to measure heat loss or cold zones on
exterior walls and ceilings and insulate
accordingly. This device also measures
heating and cooling leaks at doors,
windows and utility outlets. Recommended
product: Black & Decker TLD 100 Thermal
Leak Detector for less than $50.00.

Heating Systems

In addition to the yearly inspections, have
your maintenance personnel make the
following checks:

Weekly: Inspect the boiler/furnace room for
cleanliness. Remove unnecessary combus-
tibles and maintain a 36” clearance between
heating appliances and combustibles. Ensure
equipment is unobstructed and easily acces-
sible. Check boilers or furnaces for water
leaks and fuel odors, and verify that pressures
and temperatures are within allowable limits.

Monthly: Manually test the boiler low water
cutoff and the safety relief valve.

Annually: Test all combustion safety controls
(e.g., safety shutoff valves, fuel-air interlocks,
and flame failure devices). Clean firesides, flue
and steam traps.

Snow Removal

All facilities should have a snow removal

plan in place. Please note: landscape vendors
must have liability policy riders/endorsements
for snowplows. For detailed information on
putting together a snow removal plan, please
download the November 2014 edition of our
newsletter, which can be found by going

to our website: www.dotinsurance.org/
newsletters/newsletter-archive

Prepare for Power Outages

Winter storms can cause power outages that
last for days. Be prepared.

B Build or restock your emergency prepared-
ness kit, including a flashlight, batteries,
cash and first aid supplies. For a complete
list, go to https://www.ready.gov/Kkit

B Make sure you have alternative charging
methods for your phone or any device
that requires power. Visit https://www.
ready.gov/get-tech-ready

B If you have an electric garage door opener,
know where the manual release lever is
located and how to operate it.

B Learn about the emergency plans that have
been established in your area by visiting
your town’s website.

B If you rely on anything battery-operated or
power dependent, like a medical device,
determine a back-up plan. l
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Who are you using
for that odd job?

Relating to GL and WC, if
parishes or schools pay
uninsured parishioners

or volunteers to perform
small jobs such as grounds
maintenance, then they
would very likely be afforded
coverage under the Diocesan
WC or GL policy should they
be injured when performing
the work.

Certificates of
Insurance
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As a reminder, it is required that all parishes, schools and
cemeteries obtain up-to-date certificates of insurance for
both Workers’ Compensation (WC) and General Liability (GL)
insurance from vendors and subcontractors who perform
work on church or school property, owned or leased.

Typically, the need for obtaining evidence
of GL coverage is fairly straightforward. Any
damage or injuries to others caused by the
vendors or subcontractors should be their
responsibility and requiring them to have GL
coverage will help ensure these damages are
covered.

In a similar manner, required WC coverage
ensures the vendors’ and subcontractors’
employees are covered should one of their
workers be injured while providing services
on church, school or cemetery property.
However, “small” contractors consisting of

a one-person (owner and sole proprietor)
company are not required by New Jersey law
to carry Workers’ Compensation coverage.

If injured during the performance of their
work, the injuries suffered by these small
contractors could and likely would result
in claims against the Diocesan Workers’
Compensation program or General Liability
policy.

The “best practice” is to use
only fully-insured and licensed
contractors who can provide
certificates of insurance
indicating both GL and WC
coverage.

Remember, the parishes’ and
schools’ premium allocations
each year are based on sharing
a portion of the premium
incurred by the diocese
insurance programs. Those
premiums are affected by loss
frequency and cost of claims.
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Uninsured contractors should never be
hired; however, an occasional situation
may arise where the needed services
are unavailable elsewhere. If this occurs,
a Hold Harmless Agreement specific to the
individual and services provided should

be obtained prior to the performance of
any contracted work. The Hold Harmless
agreement must be either provided by or
approved by the Diocese.

In addition, it is important to remember

that the diocese’s Workers’ Compensation
coverage is experience-rated based on the
frequency and cost of claims. The negative
impact of a large loss to the Diocesan
Insurance Fund can significantly increase the
Workers” Compensation premium due from
all Diocesan entities.

The “best practice” is to use only fully-insured
contractors who can provide certificates of
insurance indicating both General Liability
and Workers’ Compensation coverage. ll

ACORD,

CERTIFICATE OF LIABILITY INSURANCE

1-800-690-8709

If you have any questions, comments or topic requests for future newsletters, please send an email to newsletter@dotinsurance.org

This newsletter is provided for informational purposes only. The Diocese of Trenton and Bree Publishing assume no liability arising out of the use or application of this information.
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Athletes?

The Safe Environment
Coordinator, the School Principal,
the Parish Priest, and the Athletic
Director all play a vital role in
the defense against abuse of

our student athletes. To assist in
fulfilling this great responsibility,
the diocesan Office of Child and
Youth Protection has created
another tool for your use in
providing our student athletes a
safe environment.

rgtect Our Student

IV

N

Athletic staff members are all volunteer,
employee and independent contractor
coaches, assistant coaches, athletic directors
and other coaching staff members. Some
may spend a great amount of time with our
athletes, much of which is outside of parental
scrutiny. The coach-athlete relationship can
become intensely personal and trusting.
These factors, together with the actual or
perceived authority a coaching staff member
has over the student athlete, can create an
environment conducive to abuse in many
forms.

Recently, the U.S. Government Accountability
Office (GAO) published the results of research
directed at how to help support efforts to
prevent and respond to sexual abuse by
school personnel.! The report noted “nearly
9.6 percent of students are victims of sexual
abuse by school personnel such as teachers,
principals, coaches, and school bus drivers—
sometime during their school career.” This
report did not include other types of abuse
such as bullying. Further, the GAO noted that
many types of abuse go unreported.

Regarding specific abuse of student athletes,
the National Council of Youth Sports reports
that “although the number of athletes who
are abused or exploited by coaches has never
been quantified, many experts believe that
sexual abuse in sports, like sexual abuse in
society, goes well beyond isolated incidents.”?
The Council also noted that “despite today’s
charged atmosphere, in which it may seem
that allegations are easily made, estimates are
that for every serious incident reported, 10 go
unreported.”?

We know there are many reasons a student
athlete will not report an incident of
misconduct by an athletic staff member.
Primarily, the student athlete is afraid to
complain; afraid no one will believe him/

her because the coach or other staff member
has gained the trust of the athlete and her/
his parents. In addition, very often there is an
emotional bond between the athlete and the
coach, creating an athlete’s hesitancy to cause
trouble for the abuser.

If the student athlete won’t report an athletic
staff member’s inappropriate conduct
toward him/her, it is up to others to protect
that athlete and report the conduct on his/
her behalf. After all, “while predators are

the adults who abuse, adult bystanders also
contribute to an unsafe environment.”*

But exactly what conduct is prohibited
and should be reported? And, to whom
should the conduct be reported?

Last fall, the Office of Child and Youth
Protection distributed the Athletic Staff
Child Protection Policy to the Safe
Environment Coordinator in each parish and
school. By now, each and every athletic staff
member, as described above, should have
received a copy of this policy, been allowed
to ask any questions about its meaning, and
signed and submitted an acknowledgement of
receipt of the policy.

In short, this policy educates all coaching staff
members about the professionalism required
in carrying out their duties, prohibited
behaviors, the obligation to report actual or
suspected inappropriate behaviors including
sexual abuse of an athlete and how, when and
to whom a report must be made.

Specific conduct addressed in the policy
includes:

B Spending time alone with a student
athlete;

B Electronic communications and social
media involving a student athlete;

B Bullying, harassment and hazing;
B Emotional and physical misconduct.

If read, understood and followed, the Athletic
Staff Child Protection Policy will serve as
an instruction manual to assist coaches and
others to comport themselves with the utmost
professionalism toward our student athletes,
avoid any appearance of improper conduct
toward student athletes, and take immediate
action should he/she witness or hear of actual,
or suspected, prohibited conduct as described
in the policy.

In the coming weeks, the Office of Child and
Youth Protection will hold meetings with all
diocesan Athletic Directors and CYO league
boards to discuss the policy and answer any
questions. In the meantime, should you have
any questions or require a copy of the policy,
please contact Margaret Dziminski at 609-403-
7170, dzimi@dioceseoftrenton.org.

Please help fulfill our Promise to Protect by
ensuring the Athletic Staff Child Protection
Policy has been distributed to those for
whom it was intended and continue to
educate your local athletic staff members
about how the policy can help guide their
behavior towards their athletes. W

1 “Federal Agencies Can Better Support State
Efforts to Prevent and Respond to Sexual
Abuse by School Personnel,” January
2014. http://www.gao.gov/products/
GAO-14-42

2  http://www.ncys.org/childsafety.html
http://www.ncys.org/childsafety.html

4 Charol Shakeshaft, “Knowing the Warning
Signs of Educator Sexual Misconduct,” Phi
Delta Kappan, February 2013. http://
pdk.sagepub.com/content/94/5/8.full
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As Thouwgh Your

“Put the Brakes on ]

national program whose goal is to
deliver to the public the major causes
of transportation fatalities and their

avoidance.

Source: www.nj.gov/oag/hts/put-brakes-fatality-day.html

In 2015, 562 individuals lost their lives in
motor vehicle-related crashes on New Jersey
roadways. Of particular concern were the 173
pedestrian fatalities, which represents nearly
31% of all motor vehicle fatalities.

When compared to the national average of
15%, New Jersey is clearly overrepresented
and must continue to take action. Each
October, the New Jersey Division of Highway
Traffic Safety partners with the New Jersey
State Association of Chiefs of Police and
other law enforcement agencies statewide

to help raise awareness throughout New
Jersey. Additionally, all of the state’s roadway
users are asked to do their share (slow down,
avoid distractions, stop for pedestrians, use
crosswalks and obey crossing signals).

By the Numbers'

B In 2014, speeding was a contributing
factor in 28 percent of all fatal crashes -
with 9,262 lives lost in such crashes. The
economic cost of speeding-related crashes
in the U.S. is estimated to be $52 billion
per year.

B Among passenger vehicle occupant
fatalities, the age groups 13 to 15 and
21 to 44 had the highest percentage of
occupants killed that were unbuckled.
Of the 8,178 casualties where seat belt
use was known, 4,749 (58 percent) were
unrestrained.

B Drunk driving continues to be a serious
problem in the United States. Alcohol-
involved crashes killed 9,967 people,
accounting for 31 percent of all motor
vehicle traffic fatalities in 2014. An average
of one alcohol-impaired driving fatality
occurred every 53 minutes.

Source: U.S. Department of Transportation’s
Data Safety Sheets: https://crashstats.nhtsa.

dot.gov/#/

M Distracted driving is a behavior dangerous
to drivers, passengers and pedestrians
alike. Distractions including talking
on a cell phone, texting, eating and
programming/looking at a GPS injured an
estimated 431,000 people in motor vehicle
crashes in 2014, while killing 3,179 others.
For drivers 15-19 years old involved in
fatal crashes in the U.S., 10 percent of the
distracted drivers were distracted at the
time of their fatal crash.

Tips for Safe Driving

The following tips are from the American
Medical Association’s Physician’s Guide
to Assessing and Counseling Older
Drivers, which can be downloaded from
our website: www.dotinsurance.org/
assessing-drivers

Always:

B Plan your trips ahead of time. Decide what
time to leave and which roads to take. Try
to avoid heavy traffic and poor weather.

B Wear your seat belt—and wear it correctly.

B Drive at the speed limit. It’s unsafe to drive
too fast or too slow.

B Be alert—pay attention at all times.

B Keep enough distance between you and
the car in front of you.

B Be extra careful at intersections. Use your
turn signals and remember to look around
you for people and other cars.

B Check your blind spot when changing
lanes or backing up.

B Be extremely careful with left hand turns,
allowing enough time to pass through the
intersection in case of on-coming traffic.
Be extra careful at train tracks. Remember
to look both ways for trains.
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B When you take a new medicine, ask your
doctor or pharmacist about side effects.
Many medicines may affect your driving
even when you feel fine. If your medicine
makes you dizzy or drowsy, talk to your
doctor to find out ways to take your
medicine so it doesn’t affect your driving.

Never:
B Never drink and drive.

B Never drive when you feel angry or tired.
If you start to feel tired, stop your car
somewhere safe. Take a break until you
feel more alert.

B Never drive if your medication is making
you sleepy.

B Never use a cell phone when driving.

Bl Never eat, drink or do other activities
while driving.

If:

B If you don’t see well in the dark, try not to
drive at night or during storms.

B If you have trouble making left turns at an
intersection, make three right turns instead
of one left turn.

B If you can, avoid driving in bad weather
such as rain, sleet or snow.

B If a certain route always causes you stress,
try to find an alternate route.

More Information

For more driving tips, such as how to
take care of your car and where to find
driver safety courses, please go to www.
dotinsurance.org/assessing-drivers

To take a driver safety quiz, please go to:
www.dotinsurance.org/quiz l
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WANTED:

And here’s how we can help.

The need for regular income during retirement years may
vary for each employee. It’s never too late to start saving,
regardless of age. If any of your employees don’t have a plan
to maximize savings for retirement, it’s time to encourage

them to start.

In most cases, Social Security benefits alone
will not provide adequately for future financial
needs. A Defined Contribution Plan, such as
the Diocesan 403(b) Retirement Savings Plan
(the “Plan”), offers employees the opportunity
to accumulate tax-deferred wealth for use
during the retirement years. Discussed at the
time of employment, employees can enroll in
the plan at any time.

The Plan offers:

$ Convenience

Through convenient payroll deductions, an
employee can designate a pre-tax amount for
investment in his/her Plan account. By using
pre-tax dollars, it reduces the employee’s
current taxable income. Contributions up

to $18,000 per year are permissible with
additional $6,000 contributions permitted

at age 50 or older. Employees with 15 years
of service may be eligible for an additional
contribution of $3,000 per year up to a
lifetime maximum of $15,000.

$ Employer Matching

The Plan provides for a “dollar for dollar”
matching contribution from the diocese to
the employee’s account for the first 5% of the

employee’s annual earnings deposited into the
403(b) Plan after one full year of employment.

To qualify you must be a lay employee, age

21 or older, hired after October 1, 2005, work
20 or 30 hour per week depending on the
requirements of your work location, and have
completed one year of service.

$ Tax Deferred Earnings

Plan contributions and earnings are taxed only
when disbursed, allowing accumulated Plan
funds to continue to grow on a tax-advantaged
basis. Taxes may not be paid on the account’s
funds until such time as they are withdrawn
from the account for use during retirement.

$ Vesting

The Employer-match portion will vest over
the following 5 years at 20% per year.

$ Ownership

The employee contribution always belongs
to the employee, as do the earnings on the
employee’s contribution.

$ Growth Potential

Tax deferred earnings, the employer match
and the benefit of compounded earnings

offer great possibilities to generate wealth
for use upon retirement. Of course, the
potential to generate considerable savings is
a function of the amount of the employee’s
contribution to the plan, their investment
choices and time. The younger the employee
begins to participate, the greater the benefit
of compounded earnings and tax-deferred
contribution with an employer match.

$ Personal Plan
Management Assistance

The Diocese of Trenton has retained the
services of a third party administrator, VALIC,
to assist employees in understanding the
Plan. Upon enrollment, VALIC will dispatch a
financial advisor to meet personally with the
employee. The advisor will answer questions,
discuss retirement goals, describe the
employee’s investment options, etc.

Let’s look at an example of how an
employee’s participation in the Plan could
lead to a nice nest egg for use during the
retirement years.

See the table below

Employee’s Investment

Employee earns $40k/year and elects to contribute 5% of her annual pre-tax earnings to the Plan.
She makes this contribution for the next 20 years of her employment.

$40k/year x 5% = $2k/year (only $38.46/week)*
20 x $2k = $40,000.00

Diocesan Matching

In each of the 20 years, the diocese matches her contribution dollar for dollar.

20 x $2k = $40,000.00

Growth Potential

retirement of:

[This example is a hypothetical illustration. It is not intended to guarantee or suggest your actual
experience in any given investment in the plan.] In each of the 20 years, the account experiences
4% earnings, which is compounded, resulting in a Plan account available to the employee upon

Over $120,000.00

If you consider the above example but add in salary increases at the rate of 3% per year, the Plan
account available to the employee upon retirement grows to:

Over $150,000.00

In the above example, with only an investment starting at $2,000/year or $38.46/week of pre-tax income,
the employee in this example accumulated over $150,000 in her Plan account that will only be taxed upon
withdrawal from her account at her retirement.

* Remember, this money is removed from the employee’s earnings before taxes are calculated, reducing the employee’s tax obligation. The effect:
the employee will probably see ber take bome pay reduced by less than the $38.46/week.

continued on page 6
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Employee Connect:

You may not be aware that the diocese offers
help with personal and work-life issues to its
employees and their dependents through an
Employee Assistance Program. We recognize
that life can get complicated and there never
seems to be enough hours in the day to
address issues.

Often complicating the matter is the inability
to find someone who can help. That research
takes time. This program can alleviate some
of the stress of managing through some of
life’s challenges by providing a listening ear,
expert referrals and much more - all within
easy reach.

EmployeeConnect Plus services through
Lincoln Financial are just a phone call

away. It’s free and completely confidential.
Employees and their dependents need not
worry about completing an insurance claim
form or paying a deductible, because the
service is free. Nor should an employee or
their dependent ever worry about seeking
help for a personal issue, because each
inquiry is confidential. As an added bonus,
no one need worry about waiting weeks for
an appointment, as help is available 24/7 by
simply calling a toll-free number.

Financial Security for Retirement,

The Diocese of Trenton designed and
provides this Plan to employees with some
specific goals in mind. Primarily to:

B Promote and maximize wealth
accumulation by Plan participants for
retirement.

B Attract and retain outstanding employees
at the Diocese of Trenton.

B Provide Plan participants with a mix of
aggressive, moderate, and conservative
investment options so you can construct a

EmployeeConnect Plus services include:

Confidential counseling. This service will
connect an employee or dependent to a
highly trained clinician who can help find
in-person counseling and other resources

to assist with issues such as grief and loss,
substance abuse, job pressures, relationship
conflicts or stress and anxiety.

Financial information and resources.
Certified public accountants and financial
planners are available to assist with a variety
of financial issues such as debt management,
tax questions, retirement and estate planning,
college savings and real estate questions.

Legal support and resources. Employees or
dependents can find a qualified local attorney
for a free 30 minute consultation and a 25%
reduction in customary legal fees. Employees/
dependents can get assistance with family
law, bankruptcy, landlord/tenant issues, real
estate transactions, and civil and criminal
actions.

Work-life solutions. Work-life specialists
can provide qualified referrals and customized
information for such things as child and elder
care, moving and relocation, college planning,
pet care or home repair.

continued from page 5

portfolio suited to your personal risk level
and retirement needs. Encourage high
participation rate through an employer
contribution match plan of dollar for dollar
at 5% of employee salary.

B Provide individual assistance so that each
employee can make informed investment
plan decisions.

Although your employees probably know
about this benefit, take a moment to remind
any who are not currently enrolled in the

Call/Click anytime to access the services
Call: 1-855-327-4463

TDD: 1-800-697-0353

Go to: GuidanceResources.com

Diocesan Web ID = Lincoln

Please share this information with your
employees and remind them of this
invaluable benefit. Someone may need help
and not know what to do or where to turn.
EmployeeConnect Plus services may
provide the answer.

Handouts for distribution to employees are
available from the Employee Benefits Office
at the Chancery. Contact Erica Armitage,
earmit@dioceseoftrenton.org or 609-403-7129.
|

Diocesan 403(b) Retirement Savings Plan.

You will feel good about helping your
employees save for retirement by telling them
about a great benefit, and they will most likely
appreciate your demonstrated concern about
their future.

If you have any questions, please contact Erica
Armitage, earmit@dioceseoftrenton.org or
609-403-7129. W

In the wake of more recent bombings and terror events, it is
important that we keep vigilant and protect our parishes, schools,
children, and communities. Please refer to the November 2015
newsletter for more information. The newsletter can be accessed
from our online newsletter archive. Go to: www.dotinsurance.org
and select the “Newsletters’ tab.
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ICE Audit -

As you are probably aware, federal law (the Immigration
Reform and Control Act of 1986) requires employers to
collect documentation that demonstrates that an employee is

legally authorized to work in the United States. Specifically,

an I-9 form must be completed within three (3) days of an

employee’s date of hire.

Why is this important to
you?

Simply put, an ICE (Immigration and Customs
Enforcement) audit of your workplace, as
remote of a possibility as it may seem, could
result in fines and, in the most egregious of
cases, criminal charges against managers and/
or supervisors. Parishes and schools within
the Diocese of Trenton are not immune to
such audits.

Because fulfilling the requirements of this
particular law is not difficult, there should

be no resistance to or excuse made against
bringing your parish and/or school into

full compliance with the I-9 requirement.
Further, ensuring your employees are legally
authorized to work in the United States

is a good business practice, avoiding the
temptation to falsify records that can bring on
another set of problems in and of itself.

How do you know you are
in compliance?

How do you ensure your parish and/or school
has a proper I-9 form for each and every
employee? To ensure your organization is in
compliance with the I-9 form requirements,
you may consider conducting an audit of
your own using these steps. When done
thoroughly and well documented, this audit
can show a good faith effort to comply with
I-9 requirements in the event of an ICE audit.

Please use the Handbook for Employers,
https://www.uscis.gov/sites/default/
files/files/form/m-274.pdf, to answer any
specific questions you may have.

1. Create an official I-9 file for current
employees and another for terminated
employees. These files can be electronic
or paper, but should be kept separate
and apart from all other personnel-
related paperwork. I-9s are not necessary
for non-employees such as volunteers,
independent contractors or consultants.

TIP: Keeping the I-9s together allows you
to easily conduct research for needed

document updates and prevents thumbing
through a personnel file in search of each
employee’s form in the event of an audit.

. Check to see that each current employee

has an I-9 form. (In general, any employee
hired before 11/6/86 and still employed is
not required to have an I-9 form.)

. In the event a form cannot be found for a

current employee, you should immediately
verify their ability to legally work in the
U.S., review appropriate documentation
and complete a form in full.

All existing I-9 forms for current
employees should be reviewed for
completeness and to identify whether any
documents used to verify employment
eligibility have since expired. Updated
documentation will need to be reviewed
and the information recorded.

TIP: U.S. citizens and non-citizen nationals
never need reverification. Do not reverify
the following documents: An expired

U.S. passport or passport card, an Alien
Registration Receipt Card/Permanent
Resident Card (Form I-551), or a List B
document that has expired.

TIP: If you must create or update a form,
it is recommended that you communicate
with the employee individually, explaining
that the information is required under
federal law, providing a due date on
which the information must be provided,
and explaining that the employee cannot
continue to work for the parish or school
unless the documentation is provided

by the due date—the next day is not
unreasonable. Document any conversations
with the employee and include that, along
with any written communication, in your
19 file.

. The original of any documentation

provided by the employee, whether to
create a new I-9 or to update one, must
be shown to you. However, there are
exceptions, which can be found in the
Handbook for Employers. Employees
must be permitted to show any document
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or combination of documents legally
acceptable—the employer cannot
designate what is and is not acceptable
documentation.

6. If there are noted errors in an employee’s
19 form, it should be corrected with
different colored ink and initialed and
dated with the current date to show the
correction.

7. You can choose to keep copies of the
documents produced by the employee;
however, you must do so for all employees
and for all documents used to satisfy the
form. The copies should be kept with
the 19 form. NOTE: Keeping copies
of documents does not alleviate the
responsibility to have a completed I-9 form
for each employee.

8. Ensure there is an I9 form for all
terminated employees. The law requires
an 19 be kept for the longer of 3 years
following the date of hire or 1 year
following the date of termination. Any
required corrections must be made
without the employee’s input, but should
nevertheless be made when possible.

TIP: Despite the retention period
required by law, it is prudent to retain

all I-9 forms in a safe and secure location
indefinitely as they may someday be
useful in the event of certain types of legal
actions against the parish and/or school.

9. Lastly, document the process used when
you performed the audit and file it with
the 19 forms.

Refer to the Handbook

Again, should you have any questions
regarding I-9 completion, you may want to
refer to the Handbook for Employers
referenced above or contact the diocesan
Human Resources Department. Although a
well-done audit may take some time, it will be
time well spent in the event your organization
is audited. W






