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APPLICATION/SCREENING PROCESS FOR
PRE-EMPLOYMENT/EMPLOYMENT APPLICANTS

Pre-employment candidates are to complete an eAppsDB on-line Pre-Employment Application found at the
diocesan web site (www.gbdioc.org) under the VVolunteerism/Employment banner. The LoSEC, designee, or
interviewing supervisor will provide the candidate with the appropriate title of the parish/school/agency offering
the employment position as well as the current data base access code.

Through the Quick Statistics link on the Site Administrator’s Home Page, the LoSEC will process the on-line
Pre-Employment Application; print a paper version of the application for the interviewing supervisor to review.
If appropriate, the reference checking process may begin.

A conditional offer of employment may be tendered after positive recommendations are received by three (3)
references.

When an offer of conditional employment is tendered to persons over the age of 18, the prospective employee
must receive a copy of “Our Promise to Protect” Safe Environment Policy, Diocese of Green Bay ®1262SE
March, 2019 (2-5) and sign and return a copy of the Employee Acknowledgment and Agreement Form (2-4).
The LoSEC, designee, or hiring supervisor will instruct the candidate to re-access their on-line Pre-Employment
Application to authorize a criminal background check.

Upon receipt of Organizational Approval from the Diocese and a copy of the signed and dated
Acknowledgment/Agreement form, the LoOSEC or designee notifies the appropriate supervisor that the hiring
process may be completed.

The new employee submits date of attendance/location of past participation in a Diocese of Green Bay VIRTUS
Protecting God’s Children Adult Awareness Session or registers on-line with the VIRTUS Organization for an
upcoming session. VIRTUS attendance within another diocese may be recognized if there is an approved
online training record of session attendance at VIRTUS.org. The LoSEC will verify registration and confirm
participation.

The new employee must complete the VIRTUS Adult Awareness Training Session within 30 days of date of
hire. Those employees in positions with immediate access to children must complete VIRTUS training
prior to first day of service. If the LoSEC is unable to confirm participation within the appropriate timeline,
the LoSEC will notify the employee’s supervisor

High School Age employees under the age of 18 are NOT ALLOWED
to attend a VIRTUS Protecting God’s Children Adult Awareness
Session until they turn 18.

The LoSEC or appropriate supervisor will inform the new employee should participation in the on-line training
bulletin program provided by the VIRTUS Organization be required (See Policy on Maintaining Safe
Environment — Diocesan Policies and Resources).

For employees required to read the on-line training bulletins from the VIRTUS Organization, the LoSEC shall
review the status of each employee’s training modules on a quarterly basis and report findings to the
appropriate supervisor.

If required the LoSEC will monitor the Annual On-Line Re-Certification Training Module of employees.
Notification of failure to complete the Re-Certification Training Module within a thirty day period shall be
communicated in writing to the appropriate supervisor.

LoSEC Manual/Safe Environment/ 2020
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eAppsDB Instructions for Pre-Employment Applicants
Before going on line to complete the application, be sure to have the following information handy:
Your residences over the last seven years including street, city, state, zip code
The names of three (3) Professional/Civic references including street, city, state, daytime phone number
The name of two (2) Personal references including street, city, state, daytime phone number
Social Security Number

Now you are ready to get started; log on to the Diocese website at www.gbdioc.org
1. With your computer mouse, hover over the “Protecting Our Children” option at the top of the screen.
2. In the dropdown box, click on “Background Checks” and then click on the “eAppsDB” link.

. =

MISSIONTEAMS & ~  PROTECTINGOUR ~ CLERGY ABUSE -~

HOME CALENDAR CONTACTUS ~

OFFICES CHILDREN RESPONSE

As a new Pre-Employment Applicant you will not yet have a User ID or password; click on the underlined ‘click here’
to register to begin the process. You will receive the ‘New User Registration’ screen.

e In the ‘Primary Site’ field, a drop down menu box lists all diocesan entities alphabetically by city. Select the
Parish/School/RE Program/Agency sponsoring the job position for which you are applying.

e The ‘Access Code’ field requires entry of a code provided by the Diocese of Green Bay. The access code is currently
set as ‘gbdioc04’. (zero four)

e A choice for ‘type of application’ is required, click on the box beside ‘Pre-Employment’

e Enter a User ID you would like to use for access to your application. Please read the requirements for User ID at the
bottom of the registration screen.

o Enter a password that will be used to access your application in the future. Please read the requirements for
password at the bottom of the registration screen. You are prompted to enter the password twice for verification
purposes.

o In the ‘Name’ fields, please enter your name as it appears on your driver’s license.

e In the ‘Date of Birth’ field, please enter your DOB in mm/dd/yyyy format. You are prompted to enter the DOB
twice for verification purposes.

The date of birth is required at registration for the purpose of preventing the creation of duplicate
applications in the system. On a pre-employment application this information is NOT viewable by
the site. This information is locked after completion of the background check screen and is not made
available to the user or site.

Once you have completed the requested information, click the ‘Register’ button.
You will receive a screen indicating registration has been successful.

Please write down your User ID and password; you will need this information to continue with the application.
Store this information in a safe place should you need it to re-access your application in the future.

Click on the ‘click here’ button to continue.  You will return to the ‘Login” screen.

At the ‘Login’ screen re-enter your User ID and password and click the ‘Login’ button to continue.
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The ‘Application Overview’ screen provides the following information:

The status of the application.
A list of forms required by the organization to be completed.
The option to view or submit the application.

A red ‘X’ located by each application form indicates that the form has not been completed.

MAIN APPLICATION | To get started, click on the ‘Main Application’ button.

The ‘Main Application — Pre-Employment’ screen should feature your full legal name as previously entered.

There are two fields for last name. The last name entered in the last name field will be used as the alphabetizing last
name. If the Pre-Employment Applicant has a hyphenated last name, enter it entirely in the regular last name field
(Example: Smith-Johnson). The area for ‘second last name’ should only be used if necessary (Example: David
Garcia Hernandez. In this case, Garcia will be the alphabetizing last name and Hernandez will be listed in the second
last name field. Example: Livingston Peshu Kombo. In this case, Kombo will be the alphabetizing last name and
Peshu will be listed in the second last name field)
Address, city, state, zip
Phone — home, work and cell (if you may be contacted at work)
Email address — personal and work (if you may be contacted at work)

Click on the ‘SAVE’ button and you will return to the Application Overview screen

The Main Application header should now have a green check next to it indicating it has been completed.

THE ‘DIOCESE OF GREEN BAY’ QUESTIONNAIRE | Click on the ‘Diocese of Green Bay Questionnaire’ button

Pre-employment questions:

Are you at least 18 years of age? (If not, you will be required to obtain a work permit)
Are you legally eligible for employment in the United States?

Have you ever been convicted of or plead guilty to a misdemeanor or felony?
If yes, please provide information as to offense, dates, location of court...
Are you seeking a full or part-time employment?

Position Desired

Salary Requirement

List all current licenses and/or areas of certification related to the position.
List any other training, skills, qualifications related to the position.

List all office, computer or media equipment that you operate proficiently.
What interests you about the position for which you are applying?

What has prepared you for the position for which you are applying?

Click on the ‘SAVE’ button and you will return to the ‘Application Overview’ screen

The Diocese of Green Bay Questionnaire header should now have a green check next to it indicating it has been completed.

RESIDENTIAL HISTORY

Click on the ‘Residential History’ button

If you have resided at your current address for more than 7 years, click on the check box provided; then click on the ‘Return
to Application Overview’ button.

If you have NOT resided at your current address for the past 7 years, click on the ‘Add Residential History’ button and you
will receive a screen where you can enter information.

When finished, click on the ‘4DD’ button. You will return to the ‘Residential History’ screen and provided an opportunity to
see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering all residential history information, click on the ‘Return to Application Overview’ button.

The Residential History header should now have a green check next to it indicating it has been completed.
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EMPLOYMENT HISTORY

Click on the ‘Employment History’ button

Click on the check box if you have ‘NO’ employment history; then click on the ‘Return to Application Overview’ button
OR
Click on the ‘4dd Employment History’ button and you will receive a screen where you may begin to enter information.

When finished, click on the ‘4DD’ button. You will be returned to the Employment History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering employment history information, click on the ‘Return to Application Overview’ button

The Employment History header should now have a green check next to it indicating it has been completed.

EDUCATIONAL HISTORY

Click on the ‘Educational History’ button
At least one entry must be made; click on the ‘Add Educational History’ button.

When finished, click on the ‘“4DD’ button. You will be returned to the Educational History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering educational history information, click on the ‘Return to Application Overview’ button

The Educational History header should now have a green check next to it indicating it has been completed.

VOLUNTEER HISTORY

Click on the ‘Volunteer History’ button

Click on the check box if you have ‘NO’ volunteer history; then click on the ‘Return to Application Overview’ button
OR
Click on the ‘4dd Volunteer History’ button and you will receive a screen where you may begin to enter information.

When finished, click on the ‘4DD’ button. You will be returned to the Volunteer History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering volunteer history information, click on the ‘Return to Application Overview’ button

The Volunteer History header should now have a green check next to it indicating it has been completed.

REFERENCES MAIN SCREEN

Click on the ‘References’ button

The ‘References’ screen requires:

o 3 Professional/Civic and 2 Personal references (name [first and last], address, city, state, country, daytime phone and
how long the applicant has known this person, and relationship)

o A Professional/Civic reference is a Supervisor for whom you have worked for in a professional and/or volunteer
capacity.

e A Personal reference is a Pastor, coach, fellow committee member, friend, or co-worker (including volunteer
activities)

***DO NOT use FAMILY MEMBERS as References. ***
o All references must be over 18 years of age.
e 5 References must be completed in full.

Click on the ‘4dd/Edit’ button to begin entering information. When the fields are complete, click on the ‘4dd’ button and
you will be provided an opportunity to see the data entered. The ‘Add/Edit’ tab is available to correct any errors. When
finished with the process of entering all five references, click on ‘Return to Application Overview’ button.

The References Main Screen header should now have a green check next to it indicating it has been completed.
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DECLARATIONS | Click on the ‘Declarations’ button

The ‘Declarations’ screen requires you to:

o Verify your agreement with the organization policies by clicking on the check box next to each statement and
o Complete the screen by checking the box next to ‘Check here to indicate your signature on this form’ and enter
the current date

After completing all information, click on the ‘Save the Declarations’ button.

The Declarations header should now have a green check next to it indicating it has been completed.

SELECT SITES | Ciick on the “Sefect Sires” button

The ‘Select Sites’ screen features your primary Parish/School/RE Program/Agency in ‘red’. If you would like your
application to be viewable by additional sites, select and ‘ADD’ these sites in this section. When finished adding any
additional sites, click on the ‘SAVE’ button.

You will be returned to the Application Overview screen

THIS IS THE END OF THE ON LINE PRE -EMPLOYMENT APPLICATION PROCESS

On an Employment Application, the *Submit Application® button will activate

when you have completed all forms.

*khkhkkhkkkkkkkkkikkhkikikikkhkiikikkx

If questions should arise during your application process, please click on ‘HELP’ in the top left hand corner of the
screen in which you are currently working. You will be taken to the HELP screen information for that section.

The Office of Safe Environment
can be reached at 920-272-8198
Email officesafeenv@gbdioc.org

Diocese of
Green Bay

Revised 2020
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Instrucciones de eAppsDB para Solicitantes Previos al Empleo
Antes de entrar en linea para completar la solicitud, asegdrese de tener a mano la siguiente informacion:
* Sus residencias en los Ultimos siete afios, incluyendo calle, ciudad, estado, codigo postal
Los nombres de dos (2) referencias profesionales / civicas que incluyen calle, ciudad, estado, nimero de teléfono
durante el dia
El nombre de una (1) referencia personal, incluyendo calle, ciudad, estado, nimero de teléfono durante el dia
NUmero de Seguridad Social

Ahora estés listo para comenzar; Inicie sesién en el sitio web de la Didcesis en www.gbdioc.org
1. Con el mouse de su computadora, desplace el mouse sobre la opcidn "Protegiendo a Nuestros Hijos" en la parte
superior de la pantalla.
2. En el cuadro desplegable, haga clic en "Verificaciones de Antecedentes"/’Background Checks” y luego haga clic
en

el enlace "eAppsDB".

.
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As a new Pre-Employment Applicant you will not yet have a User ID or password; click on the underlined ‘click
here’ 10 register to begin the process. You will receive the ‘New User Registration’ screen.

NOTA: Todos los campos en esta pantalla requieren ingreso excepto el segundo nombre.

* En el campo "Sitio principal"/’Primary Site’, un cuadro de ment1 desplegable enumera todas las entidades
diocesanas alfabéticamente por ciudad. Seleccione el Programa de Agencia Parroquial / Escolar /Programa
RE en el que realizara la mayor parte de su servicio voluntario.

*El campo "Codigo de acceso"/’ Access Code’ requiere la entrada de un codigo proporcionado por la Didcesis de

Green Bay. El cddigo de acceso esta configurado actualmente como "gbdioc04". (Cero cuatro)

* Se requiere una opcion para el "tipo de aplicacion"/’type of application: haga clic en el cuadro junto a
"Solicitantes Previos al Empleo"/”Pre Employment Applicants’.

* En el campo "ID de usuario"/’User ID’, debe ingresar una ID de usuario que le gustaria usar para acceder a su
aplicacién. Lea los requisitos para la identificacién (ID) de usuario en la parte inferior de la pantalla de
registro. Use solo letras y nimeros. El sistema no distingue entre mayusculas y minasculas.

* En el campo "Contrasefa"/’Password’, debe ingresar una contraseia que le gustaria usar para acceder a su
aplicacién. Lea los requisitos para la contrasefia en la parte inferior de la pantalla de registro. Se le solicita
gue ingrese su contrasefia dos veces para fines de verificacion.

* En los campos "Nombre", "Segundo nombre" y "Apellido"/’First Name, Middle Name and Last Name”’,
ingrese su nombre tal como aparece en su licencia de conducir.

* En el campo "Fecha de nacimiento"/’Date of Birth, ingrese su fecha de nacimiento en formato mm / dd / aaaa.
Se le solicita que ingrese su DOB dos veces para fines de verificacion.

Su fecha de nacimiento se requiere Unicamente con el fin de evitar aplicaciones
duplicadas en el sistema. Esta informacién se bloquea después de completar la pantalla de
verificacion_de antecedentes y no esta disponible para el usuario u organizacion.

Por favor escriba su identificacion de usuario y contrasefia; Necesitara esta informacion para continuar con la
aplicacion. Almacene esta informacion en un lugar seguro, ya que la necesitara para acceder a su aplicacion en el
futuro.

Una vez que haya completado la informacion solicitada, haga clic en el botdn "Registrarse'/’Register’. Recibira
un mensaje que indica que el registro se realizé correctamente.

Haga clic en "haga clic aqui"/’click here’ para iniciar la sesién y continuar con su solicitud. En la ""Pagina de
inicio de sesion"/’Login Page’, vuelva a ingresar su ID de usuario y contrasefia y haga clic en "'Iniciar
sesion''/’Login” para continuar. Llegara a la pantalla ""Descripcion General de la Aplicacion para Solicitantes
Previos al Empleo"/’ Application Overview for Pre Employment Applicants’.
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APPLICATION OVERVIEW/ DESCRIPCION GENERAL DE LA APLICACION

La pantalla "Descripcion General de la Aplicacion™ proporciona la siguiente informacion:
* El estado de la aplicacion.
* Una lista de formularios requeridos por la organizacién para completar.
* La opcion de ver o enviar la solicitud.
Una "X" roja ubicada en cada formulario de solicitud indica que el formulario no se ha completado.

MAIN APPLICATION/APLICACION PRINCIPAL | Paracomenzar, haga clic en el botén " Aplicacion
Principal™/Application Overview.

La pantalla "Aplicacién principal -Solicitantes Previos al Empleado" debe incluir su nombre legal completo como se ingresé
anteriormente.

* Hay dos campos para el apellido. El apellido ingresado en el campo de apellido se usara como apellido alfabético. Si
el Solicitante voluntario tiene un apellido con guién, ingréselo por completo en el campo de apellido habitual
(Ejemplo: Smith-Johnson). El &rea para 'segundo apellido' solo debe usarse si es necesario (Ejemplo: David Garcia
Hernandez. En este caso, Garcia seré el apellido alfabético y Herndndez aparecera en el campo del segundo apellido.
Ejemplo: Livingston Peshu Kombo. En este caso, Kombo sera el apellido alfabético y Peshu aparecera en el segundo
campo de apellido)

* Direccion, ciudad, estado, codigo postal

* Teléfono: hogar, trabajo y celular (si puede ser contactado en el trabajo)

* Direccién de correo electronico: personal y laboral (si puede ser contactado en el trabajo)

Haga clic en el boton "GUARDAR"/’SAVE’ y volvera a la pantalla Descripcion General de la Aplicacion
El encabezado de la aplicacion principal ahora deberia tener una marca verde al lado que indica que se ha completado.

DIOCESE OF GREEN BAY QUESTIONNAIRE/ CUESTIONARIO DE LA DIOCESIS DE GREEN

Haga clic en el botén ""Cuestionario de la Didcesis de Green Bay"*

Preguntas de empleo:

* ; Tienes al menos 18 afios de edad? (Si no, se le pedira que obtenga un permiso de trabajo)

« ;Es usted legalmente elegible para trabajar en los Estados Unidos?

* ;Alguna vez ha sido condenado o declarado culpable de un delito menor o grave?

* En caso afirmativo, proporcione informacion sobre el delito, las fechas, la ubicacion del tribunal ...
« ;Esta buscando un empleo a tiempo completo o parcial?

. Posicion deseada

. Requerimiento de salario

* Enumere todas las licencias actuales y / o areas de certificacion relacionadas con el puesto.

» Enumere cualquier otro entrenamiento, habilidades, calificaciones relacionadas con el puesto.

* Enumere todos los equipos de oficina, computadora o medios que opere de manera competente.
* /Qué le interesa sobre el puesto para el que estd postulando?

* /Qué te ha preparado para el puesto para el que estds postulando?

Haga clic en el botén "GUARDAR'/’SAVE’ y volvera a la pantalla ""Descripcion General de la Aplicacion"'/’Application
Overview’

El encabezado del Cuestionario de la Didcesis de Green Bay ahora deberia tener una marca verde al lado indicando que se ha
completado.

RESIDENTIAL HISTORY/ HISTORIA RESIDENCIAL

Haga clic en el botén ""Historial
Residencial''/’Residential History’

Si ha residido en su direccion actual durante mas de 7 afios, haga clic en la casilla de verificacion provista; luego
haga clic en el boton ""Volver a la Descripcion General de la Aplicacién”/’Return to Application Overview’.

Si NO ha residido en su direccion actual durante los Gltimos 7 afios, haga clic en el botén "Agregar historial
residencial"/’Add Residential History’ y recibird una pantalla donde puede ingresar informacion.

Cuando termine, haga clic en el boton "AGREGAR"/’ADD’. Regresara a la pantalla Historial Residencial y tendra la
oportunidad de ver los datos ingresados. Una pestafia “Editar/Eliminar”/’Edit/Delete’ estd disponible para corregir cualquier
error. Cuando termine de ingresar toda la informacion del historial residencial, haga clic en el botén "Volver a la

Descripcion General de la Aplicacion'/’Return to Application Overview’.
El encabezado del Historial Residencial ahora debe tener una marca de verificacion verde al lado que indica que se ha completado.
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EMPLOYMENT HISTORY/ HISTORIA DE EMPLEO EMPLOYMENT HISTORY

Haga clic en el botén ""Historial de Empleo"/’Employment History

Haga clic en la casilla de verificacion si “NO” tiene historial de empleo; luego haga clic en el botén "Volver a la
Descripcion General de la Aplicacion"/Application Overview.

@)
Haga clic en el botén "Agregar historial de empleo'/’Add Employment History’ y recibird una pantalla donde puede
comenzar a ingresar informacion. Cuando termine, haga clic en el boton "AGREGAR"/’ADD”’. Volvera a la pantalla
Historial de Empleo y tendréa la oportunidad de ver los datos ingresados. Una pestafia Editar/Eliminar//Edit/Delete esta
disponible para corregir cualquier error. Cuando termine de ingresar la informacién del historial de empleo, haga clic en el
boton "' Volver a la Descripcion General de la Aplicacion'/’Return to Application Overview’.

El encabezado de Empleo ahora deberia tener una marca verde al lado que indica que se ha completado.

EDUCATIONAL HISTORY/ HISTORIAL EDUCATIVO | Haga clic en el boton "Historial
Educativo™/Educational History

Se debe hacer al menos una entrada; haga clic en el botdn ""Agregar Historial Educativo'/Add Educational History.
Cuando termine, haga clic en el botén ""AGREGAR"/ADD. Volverd a la pantalla Historial Educativo y tendra la oportunidad
de ver los datos ingresados. Una pestafia “Edita/ Eliminar”/’Edit/Delete’ esta disponible para corregir cualquier error.
Cuando termine de ingresar la informacion del historial educativo, haga clic en el boton "Volver a la Descripcién General
de la Aplicacion/Application Overview.

El encabezado de Historial Educativo ahora debe tener una marca verde al lado que indica que se ha completado.

VOLUNTEER HISTORY/HISTORIAL DE VOLUNTARIOS | Hagaclic en el botén ""Historial de
Voluntarios"/’Volunteer History

Haga clic en la casilla de verificacion si “NO” tiene un historial de voluntariado; luego haga clic en el botén ""Volver a
la Descripcion General de la Aplicacion'/Application Overview.
O]

Haga clic en el boton "Agregar Historial de Voluntarios'/’Add Volunteer History Yy recibird una pantalla donde puede
comenzar a ingresar informacién. Cuando termine, haga clic en el boton "AGREGAR"/ADD. Volvera a la pantalla Historial
de Voluntariado y tendra la oportunidad de ver los datos ingresados. Una pestaiia “Editar/Eliminar”/’Edit/Delete’ esta
disponible para corregir cualquier error. Cuando termine de ingresar la informacion del Historial de Voluntarios, haga clic en
el boton ""Volver a la descripcion general de la aplicacion''/Return to Application Overview..

El encabezado del Historial de Voluntarios ahora deberia tener una marca verde al lado que indica que se ha completado.

REFERENCES MAIN SCREEN/ REFERENCIAS PANTALLA PRINCIPAL Haga clic en el bot6n
"Referencias”.

La pantalla "Referencias" requiere:

* 3 referencias Profesionales/Civicas y 2 Personales (nombre [nombre y apellido], direccion, ciudad, estado, pais, teléfono
durante el dia y cuanto tiempo ha conocido el solicitante a esta persona y su relacion)

* Una referencia Profesional/Civica es de un supervisor para el que ha trabajado en calidad profesional y / o voluntaria.

* Una referencia Personal es de un pastor, entrenador, miembro del comité, amigo o compafiero de trabajo (incluidas las
actividades de voluntariado) *** NO use MIEMBROS DE LA FAMILIA como referencias. ***

* Todas las referencias deben ser mayores de 18 afios.

* 5 referencias deben completarse en su totalidad.

Haga clic en el botén "Agregar / Editar"/’ADD/EDIT para comenzar a ingresar informacién. Cuando los campos estén
completos, haga clic en el botén "Agregar" y se le daré la oportunidad de ver los datos ingresados. La pestafia "Agregar /
Editar" esta disponible para corregir cualquier error. Cuando termine el proceso de ingresar las cinco referencias, haga clic en
el botdn "Volver a la descripcion general de la aplicacion”.

El encabezado de la pantalla principal de referencias ahora deberia tener una marca verde al lado que indica que se ha
completado.
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DECLARATIONS/ DECLARACIONES | Haga clic en el botén "'Declaraciones'

La pantalla "Declaraciones” requiere que:
* Verifique su acuerdo con las politicas de la organizacion haciendo clic en la casilla de verificacion junto a cada declaracion

y
* Complete la pantalla marcando la casilla junto a "Marque aqui para indicar su firma en este formulario"/’Check here

to indicate your signature on this form’ e ingrese la fecha actual.

Después de completar este proceso, haga clic en el boton " Guardar las declaraciones'/’Save the Declarations’.

Regresara a la pantalla Descripcion General de la Aplicacion/Application Overview.
El encabezado Declaraciones ahora deberia tener una marca verde al lado que indica que se ha completado.

SELECT SITES/ SELECCIONE SITIOS | Haga clic en el boton "Seleccione sitios™

La pantalla "Seleccione sitios™ muestra su parroquia principal / escuela / programa / agencia de RE indicada en "rojo". Si
desea que su aplicacion de voluntario sea visible en sitios adicionales, seleccione y "AGREGUE"/’ADD’ estos sitios en esta
seccién. Cuando termine de agregar sitios adicionales, haga clic en el boton "GUARDAR'"/’SAVE"’.

Volvera a la pantalla Descripcion General de la Aplicacion/Application Overview.

ESTE ES EL FINAL DEL PROCESO DE SOLICITUD DE PREVIO EMPLEO EN LINEA

En una solicitud de empleo, se activara el boton 'Enviar solicitud’
cuando haya completado todos los formularios.

*khkkkhkkkkkkkkhkikkhkikikikhiikikkx

Si surgen preguntas durante el proceso de solicitud, haga clic en "AYUDA" en la esquina superior izquierda de la
pantalla en la que esta trabajando actualmente. Se lo dirigira a la informacion de la pantalla AYUDA para esa seccion.

The Office of Safe Environment/ La Oficina de Ambiente Seguro
Se puede contactar al 920-272-8198
Correo electronico: officesafeenv@gbdioc.org

Diocese of
Creen Bay
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eAppsDB Instructions for Employment Applicants

Before going on line to complete the application, be sure to have the following information handy:

Your residences over the last seven years including street, city, state, zip code

The names of three (3) Professional/Civic references including street, city, state, daytime phone number
The name of two (2) Personal references including street, city, state, daytime phone number

Social Security Number

Now you are ready to get started; log on to the Diocese website at www.gbdioc.org
1. With your computer mouse, hover over the “Protecting Our Children” option at the top of the screen.

2.

In the dropdown box, click on “Background Checks” and then click on the “eAppsDB” link.

.
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As a new Employment Applicant you will not yet have a User ID or password; click on the underlined ‘click here’to
register to begin the process. You will receive the ‘New User Registration’ screen.

In the ‘Primary Site’ field, a drop down menu box lists all diocesan entities alphabetically by city. Select the
Parish/School/RE Program/Agency sponsoring the job position for which you are applying.

The ‘Access Code’ field requires entry of a code provided by the Diocese of Green Bay. The access code is currently
set as ‘gbdioc04’. (zero four)

A choice for ‘type of application’ is required, click on the box beside ‘Employment’

Enter a User ID you would like to use for access to your application. Please read the requirements for User ID at the
bottom of the registration screen.

Enter a password that will be used to access your application in the future. Please read the requirements for
password at the bottom of the registration screen. You are prompted to enter the password twice for verification
purposes.

In the ‘Name’ fields, please enter your hame as it appears on your driver’s license.

In the ‘Date of Birth’ field, please enter your DOB in mm/dd/yyyy format. You are prompted to enter the DOB
twice for verification purposes.

The date of birth is required at registration for the purpose of preventing the creation of duplicate
applications in the system. On an employment application this information is NOT viewable by the
site. This information is locked after completion of the background check screen and is not made
available to the user or site.

Once you have completed the requested information, click the ‘Register’ button.

You will receive a screen indicating registration has been successful.

Please write down your User ID and password; you will need this information to continue with the application.
Store this information in a safe place should you need it to re-access your application in the future.

Click on the ‘click here’ button to continue.  You will return to the ‘Login” screen.

At the ‘Login’ screen re-enter your User 1D and password and click the ‘Login’ button to continue.
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APPLICATION OVERVIEW

The ‘Application Overview’ screen provides the following information:

The status of the application.
A list of forms required by the organization to be completed.
The option to view or submit the application.

A red ‘X’ located by each application form indicates that the form has not been completed.

To get started, click on the ‘Main Application’ button.

MAIN APPLICATION

The ‘Main Application — Pre-Employment’ screen should feature your full legal name as previously entered.

There are two fields for last name. The last name entered in the last name field will be used as the alphabetizing last
name. If the Pre-Employment Applicant has a hyphenated last name, enter it entirely in the regular last name field
(Example: Smith-Johnson). The area for ‘second last name’ should only be used if necessary (Example: David
Garcia Hernandez. In this case, Garcia will be the alphabetizing last name and Hernandez will be listed in the second
last name field. Example: Livingston Peshu Kombo. In this case, Kombo will be the alphabetizing last name and
Peshu will be listed in the second last name field)
Address, city, state, zip
Phone — home, work and cell (if you may be contacted at work)
Email address — personal and work (if you may be contacted at work)

Click on the ‘SAVE’ button and you will return to the Application Overview screen

The Main Application header should now have a green check next to it indicating it has been completed.

THE ‘DIOCESE OF GREEN BAY’ QUESTIONNAIRE

Click on the ‘Diocese of Green Bay Questionnaire’ button

Employment questions:

Are you at least 18 years of age? (If not, you will be required to obtain a work permit)
Are you legally eligible for employment in the United States?

Have you ever been convicted of or plead guilty to a misdemeanor or felony?
If yes, please provide information as to offense, dates, location of court...
Are you seeking a full or part-time employment?

Position Desired

Salary Requirement

List all current licenses and/or areas of certification related to the position.
List any other training, skills, qualifications related to the position.

List all office, computer or media equipment that you operate proficiently.
What interests you about the position for which you are applying?

What has prepared you for the position for which you are applying?

Click on the ‘SAVE’ button and you will return to the ‘Application Overview’ screen

The Diocese of Green Bay Questionnaire header should now have a green check next to it indicating it has been completed.

RESIDENTIAL HISTORY

Click on the ‘Residential History’ button

If you have resided at your current address for more than 7 years, click on the check box provided; then click on the ‘Return
to Application Overview’ button.

If you have NOT resided at your current address for the past 7 years, click on the ‘4dd Residential History’ button and you
will receive a screen where you can enter information.

When finished, click on the ‘4DD’ button. You will return to the ‘Residential History’ screen and provided an opportunity to
see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering all residential history information, click on the ‘Return to Application Overview’ button.

The Residential History header should now have a green check next to it indicating it has been completed.
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Click on the ‘Employment History’ button

Click on the check box if you have ‘NO’ employment history; then click on the ‘Return to Application Overview’ button
OR
Click on the ‘4dd Employment History’ button and you will receive a screen where you may begin to enter information.

When finished, click on the ‘4DD’ button. You will be returned to the Employment History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering employment history information, click on the ‘Return to Application Overview’ button

The Employment History header should now have a green check next to it indicating it has been completed.

EDUCATIONAL HISTORY

Click on the ‘Educational History’ button

At least one entry must be made; click on the ‘Add Educational History’ button.

When finished, click on the ‘4DD’ button. You will be returned to the Educational History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering educational history information, click on the ‘Return to Application Overview’ button

The Educational History header should now have a green check next to it indicating it has been completed.

VOLUNTEER HISTORY

Click on the ‘Volunteer History’ button

Click on the check box if you have ‘NO’ volunteer history; then click on the ‘Return to Application Overview’ button
OR
Click on the ‘Add Volunteer History’ button and you will receive a screen where you may begin to enter information.

When finished, click on the ‘4DD’ button. You will be returned to the Volunteer History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering volunteer history information, click on the ‘Return to Application Overview’ button

The Volunteer History header should now have a green check next to it indicating it has been completed.

REFERENCES MAIN SCREEN

Click on the ‘References’ button

The ‘References’ screen requires:

e 3 Professional/Civic and 2 Personal references (name [first and last], address, city, state, country, daytime phone and
how long the applicant has known this person, and relationship)

e A Professional/Civic reference is a Supervisor for whom you have worked for in a professional and/or volunteer
capacity.

e A Personal reference is a Pastor, coach, fellow committee member, friend, or co-worker (including volunteer
activities)

***DO NOT use FAMILY MEMBERS as References. ***
o All references must be over 18 years of age.
o 5 References must be completed in full.

Click on the ‘Add/Edir’ button to begin entering information. When the fields are complete, click on the ‘4dd’ button and
you will be provided an opportunity to see the data entered. The ‘Add/Edit’ tab is available to correct any errors. When

finished with the process of entering all five references, click on ‘Return to Application Overview’ button.
The References Main Screen header should now have a green check next to it indicating it has been completed.
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DECLARATIONS | Click on the ‘Declarations’ button

The ‘Declarations’ screen requires you to:

o Verify your agreement with the organization policies by clicking on the check box next to each statement and
e Complete the screen by checking the box next to ‘Check here to indicate your signature on this form’ and enter
the current date
After completing all information, click on the ‘Save the Declarations’ button.

The Declarations header should now have a green check next to it indicating it has been completed.

BACKGROUND CHECK

Click on the ‘Background Check’ button

The ‘Background Check Information’ screen requires:
e Are you at least 18 years of age?
Have you ever been convicted of or plead guilty to a misdemeanor or felony?
If yes, please provide information as to the offense, date of offense or conviction, and location of court
Does this position desired involve routine handling of money or SCRIP?
Name changes in the past 7 years
Social Security Number*
Driver’s license number and renewal date*
Date of Birth will be indicated; verify it is correct*
Gender*

Click on the ‘SAVE’ button

The Background Check header should now have a green check next to it indicating it has been completed.

SELECT SITES

Click on the ‘Select Sites’ button

The ‘Select Sites’ screen features your primary Parish/School/RE Program/Agency in ‘red’. If you would like your
application to be viewable by additional sites, select and ‘ADD’ these sites in this section. When finished adding any
additional sites, click on the ‘SAVE’ button.

You will be returned to the Application Overview screen

THIS IS THE END OF THE ON LINE EMPLOYMENT APPLICATION PROCESS

On an Employment Application, the 'Submit Application" button will activate
when you have completed all forms.
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If questions should arise during your application process, please click on ‘HELP’ in the top left hand corner of the
screen in which you are currently working. You will be taken to the HELP screen information for that section.

The Office of Safe Environment
can be reached at 920-272-8198
Email officesafeenv@gbdioc.org

Diocese of
Green Bay
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Instrucciones de eAppsDB para Solicitantes de Empleo

Antes de entrar en linea para completar la solicitud, asegurese de tener a mano la siguiente informacion:
* Sus residencias en los Ultimos siete afios, incluyendo calle, ciudad, estado, codigo postal

* Los nombres de dos (2) referencias profesionales / civicas que incluyen calle, ciudad, estado, nimero de teléfono
durante el dia

El nombre de una (1) referencia personal, incluyendo calle, ciudad, estado, nimero de teléfono durante el dia
Numero de Seguridad Social

Ahora estés listo para comenzar; Inicie sesion en el sitio web de la Didcesis en www.gbdioc.org
1. Con el mouse de su computadora, desplace el mouse sobre la opcidn "Protegiendo a Nuestros Hijos" en la parte
superior de la pantalla.
2. En el cuadro desplegable, haga clic en "Verificaciones de Antecedentes"/’Background Checks’ y luego haga clic

en

el enlace "eAppsDB".

. B
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NOTA: Todos los campos en esta pantalla requieren ingreso excepto el segundo nombre.

En el campo "Sitio principal"/’Primary Site’, un cuadro de menu desplegable enumera todas las entidades
diocesanas alfabéticamente por ciudad. Seleccione el Programa de Agencia Parroquial / Escolar /Programa
RE en el que realizara la mayor parte de su servicio voluntario.

*El campo "Caodigo de acceso"/’Access Code’ requiere la entrada de un codigo proporcionado por la Didcesis
de Green Bay. El cddigo de acceso esta configurado actualmente como "gbdioc04". (Cero cuatro)

Se requiere una opcion para el "tipo de aplicacion"/’type of application: haga clic en el cuadro junto a
"Empleado"/’Employee’.

En el campo "ID de usuario"/’User ID’, debe ingresar una ID de usuario que le gustaria usar para acceder a su
aplicacion. Lea los requisitos para la identificacion (ID) de usuario en la parte inferior de la pantalla de
registro. Use solo letras y nimeros. El sistema no distingue entre mayusculas y mindsculas.

En el campo "Contrasefia"/’Password’, debe ingresar una contrasefia que le gustaria usar para acceder a su
aplicacion. Lea los requisitos para la contrasefia en la parte inferior de la pantalla de registro. Se le solicita
que ingrese su contrasefia dos veces para fines de verificacion.

En los campos "Nombre", "Segundo nombre" y "Apellido"/’First Name, Middle Name and Last Name’,
ingrese su nombre tal como aparece en su licencia de conducir.

En el campo "Fecha de nacimiento"/’Date of Birth, ingrese su fecha de nacimiento en formato mm / dd / aaaa.
Se le solicita que ingrese su DOB dos veces para fines de verificacion.

Su fecha de nacimiento se requiere Gnicamente con el fin de evitar aplicaciones
duplicadas en el sistema. Esta informacién se bloquea después de completar la pantalla de
verificacion_de antecedentes y no esta disponible para el usuario u organizacion.

Por favor escriba su identificacion de usuario y contrasefia; Necesitara esta informacion para continuar con la
aplicacion. Almacene esta informacién en un lugar seguro, ya que la necesitara para acceder a su aplicacion en el

futuro.

Una vez que haya completado la informacién solicitada, haga clic en el boton "Registrarse'/’Register’. Recibira
un mensaje que indica que el registro se realiz6 correctamente.

Haga clic en "haga clic aqui"/’click here’ para iniciar la sesion y continuar con su solicitud. En la ""Pagina de
inicio de sesion'/’Login Page’, vuelva a ingresar su ID de usuario y contrasefia y haga clic en "'Iniciar
sesion"/’Login” para continuar. Llegara a la pantalla ""Descripcion General de la Aplicacion para
Empleados'/’ Application Overview for Employees’.
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APPLICATION OVERVIEW/ DESCRIPCION GENERAL DE LA APLICACION

La pantalla "Descripcion General de la Aplicacion” proporciona la siguiente informacion:
* El estado de la aplicacion.
* Una lista de formularios requeridos por la organizacién para completar.
* La opcidn de ver o enviar la solicitud.
Una "X" roja ubicada en cada formulario de solicitud indica que el formulario no se ha completado.

MAIN APPLICATION/APLICACION PRINCIPAL

Para comenzar, haga clic en el boton **Aplicacion Principal*'/Application Overview.
La pantalla "Aplicacién principal - Empleado” debe incluir su nombre legal completo como se ingresé anteriormente.

« Hay dos campos para el apellido. El apellido ingresado en el campo de apellido se usara como apellido alfabético. Si
el Solicitante voluntario tiene un apellido con guién, ingréselo por completo en el campo de apellido habitual
(Ejemplo: Smith-Johnson). El area para 'segundo apellido' solo debe usarse si es necesario (Ejemplo: David Garcia
Hernandez. En este caso, Garcia sera el apellido alfabético y Hernandez aparecera en el campo del segundo apellido.
Ejemplo: Livingston Peshu Kombo. En este caso, Kombo seréa el apellido alfabético y Peshu aparecera en el segundo
campo de apellido)

* Direccidn, ciudad, estado, codigo postal

* Teléfono: hogar, trabajo y celular (si puede ser contactado en el trabajo)

* Direccion de correo electronico: personal y laboral (si puede ser contactado en el trabajo)

Haga clic en el boton "GUARDAR"/’SAVE’ y volvera a la pantalla Descripcion General de la Aplicacion
El encabezado de la aplicacion principal ahora deberia tener una marca verde al lado que indica que se ha completado.

DIOCESE OF GREEN BAY QUESTIONNAIRE/ CUESTIONARIO DE LA DIOCESIS DE GREEN

Haga clic en el botén ""Cuestionario de la Didcesis de Green Bay"

Preguntas de empleo:

* ;/ Tienes al menos 18 afios de edad? (Si no, se le pedira que obtenga un permiso de trabajo)

* ;Es usted legalmente elegible para trabajar en los Estados Unidos?

* ;Alguna vez ha sido condenado o declarado culpable de un delito menor o grave?

* En caso afirmativo, proporcione informacion sobre el delito, las fechas, la ubicacion del tribunal ...
* /Esta buscando un empleo a tiempo completo o parcial?

. Posicion deseada

. Requerimiento de salario

* Enumere todas las licencias actuales y / o areas de certificacion relacionadas con el puesto.

* Enumere cualquier otro entrenamiento, habilidades, calificaciones relacionadas con el puesto.

» Enumere todos los equipos de oficina, computadora o medios que opere de manera competente.
* /Qué le interesa sobre el puesto para el que estd postulando?

* /Qué te ha preparado para el puesto para el que estds postulando?

Haga clic en el botén "GUARDAR'/’SAVE’ y volvera a la pantalla ""Descripcion General de la Aplicacion"'/’Application
Overview’

El encabezado del Cuestionario de la Didcesis de Green Bay ahora deberia tener una marca verde al lado indicando que
se ha completado; el color de la fuente también habra cambiado de azul a rojo.

RESIDENTIAL HISTORY/ HISTORIA RESIDENCIAL | Haga clic en el boton *Historial
Residencial"'/’Residential History’

Si ha residido en su direccidn actual durante mas de 7 afios, haga clic en la casilla de verificacion provista; luego
haga clic en el boton ""Volver a la Descripcion General de la Aplicacién”/’Return to Application Overview’.

Si NO ha residido en su direccidn actual durante los dltimos 7 afios, haga clic en el botén **Agregar historial
residencial"/’Add Residential History’ y recibird una pantalla donde puede ingresar informacion.

Cuando termine, haga clic en el boton "AGREGAR"/’ADD’. Regresara a la pantalla Historial Residencial y tendr la
oportunidad de ver los datos ingresados. Una pestafia “Editar/Eliminar”/’Edit/Delete’ estd disponible para corregir cualquier
error.Cuando termine de ingresar toda la informacion del historial residencial, haga clic en el botén ""Volver a la
Descripcion General de la Aplicacién"/’Return to Application Overview’.

El encabezado del Historial Residencial ahora debe tener una marca de verificacion verde al lado que indica que se ha completado; el color de la
fuente también habra cambiado de azul a rojo.
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Haga clic en el boton ""Historial de Empleo"/”Employment History

Haga clic en la casilla de verificacion si “NO” tiene historial de empleo; luego haga clic en el boton “Volver a la
Descripcion General de la Aplicacion"/Application Overview.

Haga clic en el boton "Agregar historial de empleo"/’Add Employment History’ y recibird una pantalla donde puede
comenzar a ingresar informacion. Cuando termine, haga clic en el boton "AGREGAR"/’ADD’. Volvera a la pantalla
Historial de Empleo y tendré la oportunidad de ver los datos ingresados. Una pestafia Editar/Eliminar//Edit/Delete esta
disponible para corregir cualquier error. Cuando termine de ingresar la informacién del historial de empleo, haga clic en el
boton " Volver a la Descripcion General de la Aplicacion'/’Return to Application Overview’.

El encabezado de Empleo ahora deberia tener una marca verde al lado que indica que se ha completado; el color de la fuente también habra
cambiado de azul a rojo.

EDUCATIONAL HISTORY/ HISTORIAL EDUCATIVO | Haga clic en el boton "Historial
Educativo"/Educational History

Se debe hacer al menos una entrada; haga clic en el botén ""Agregar historial educativo'/Add Educational History.
Cuando termine, haga clic en el botén ""AGREGAR"/ADD. Volvera a la pantalla Historial Educativo y tendré la oportunidad
de ver los datos ingresados. Una pestafa “Editar/Eliminar”/’Edit/Delete’ esta disponible para corregir cualquier error.
Cuando termine de ingresar la informacion del historial educativo, haga clic en el botén ""Volver a la Descripcion General
de la Aplicacion/Application Overview.

El encabezado de Historial Educativo ahora debe tener una marca verde al lado que indica que se ha completado.

VOLUNTEER HISTORY/HISTORIAL DE VOLUNTARIOS | Haga clic en el botén "Historial de
Voluntarios"/’Volunteer History

Haga clic en la casilla de verificacion si “NO” tiene un historial de voluntariado; luego haga clic en el botén ""Volver a
la Descripcion General de la Aplicacion''/Application Overview. O
Haga clic en el botén "Agregar historial de voluntarios' y recibira una pantalla donde puede comenzar a ingresar
informacion. Cuando termine, haga clic en el boton "AGREGAR"/ADD. Volvera a la pantalla Historial de Voluntariado y
tendra la oportunidad de ver los datos ingresados. Una pestafia “Editar/Eliminar”/’Edit/Delete’ estd disponible para corregir
cualquier error. Cuando termine de ingresar la informacion del Historial de Voluntarios, haga clic en el botén "*Volver a la
descripcién general de la aplicacidon'/Return to Application Overview..

El encabezado del Historial de Voluntarios ahora deberia tener una marca verde al lado que indica que se ha completado.

REFERENCES MAIN SCREEN/ REFERENCIAS PANTALLA PRINCIPAL | Hadgaclic en el boton

"Referencias”.

La pantalla "Referencias" requiere:

« 3 referencias Profesionales/Civicas y 2 Personales (nombre [nombre y apellido], direccion, ciudad, estado, pais, teléfono
durante el dia y cuanto tiempo ha conocido el solicitante a esta persona y su relacion)

* Una referencia Profesional/Civica es de un supervisor para el que ha trabajado en calidad profesional y / o voluntaria.

» Una referencia Personal es de un pastor, entrenador, miembro del comité, amigo o compafiero de trabajo (incluidas las
actividades de voluntariado) *** NO use MIEMBROS DE LA FAMILIA como referencias. ***

* Todas las referencias deben ser mayores de 18 afios.

* 5 referencias deben completarse en su totalidad.

Haga clic en el botén "Agregar / Editar"/’ADD/EDIT para comenzar a ingresar informacién. Cuando los campos estén
completos, haga clic en el botén "Agregar" y se le dara la oportunidad de ver los datos ingresados. La pestafia "Agregar /
Editar" esta disponible para corregir cualquier error. Cuando termine el proceso de ingresar las cinco referencias, haga clic en
el botdn "Volver a la descripcion general de la aplicacion”.

El encabezado de la pantalla principal de referencias ahora deberia tener una marca verde al lado que indica que se ha
completado.

DECLARATIONS/ DECLARACIONES | Hagaclic en el botén "'Declaraciones"
La pantalla "Declaraciones" requiere que:
« Verifique su acuerdo con las politicas de la organizacion haciendo clic en la casilla de verificacion junto a cada declaracion y
* Complete la pantalla marcando la casilla junto a "Marque aqui para indicar su firma en este formulario'/’Check here
to indicate your signature on this form’ e ingrese la fecha actual.
Después de completar este proceso, haga clic en el boton " Guardar las declaraciones'/’Save the Declarations’.
Regresard a la pantalla Descripcion General de la Aplicacion/Application Overview.

El encabezado Declaraciones ahora deberia tener una marca verde al lado que indica que se ha completado; el color de la fuente

también habra cambiado de azul a rojo.
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BACKGROUND CHECK/ VERIFICACION DE ANTECEDENTES Haga clic en el bot6n
"Verificacion de

Antecedentes"/’Background Check’

La pantalla "Informacion de Verificacion de Antecedentes" requiere:

» ;Tienes al menos 18 afios de edad?

* (Alguna vez ha sido condenado o declarado culpable de un delito menor o grave?

* En caso afirmativo, proporcione informacion sobre el delito, la fecha del delito o condena y la ubicacion del tribunal.
* ;Esta posicion deseada implica el manejo rutinario de dinero o SCRIP?
» Cambios de nombre en los tltimos 7 afios.

* Numero de seguridad social*

* Se indicara la fecha de nacimiento; verificar que sea correcto * REQUERIDA
* Género *

* se refiere a la informacion

Haga clic en el boton "GUARDAR'/’SAVE’

* Para proteger su privacidad, la informacion personal ingresada sera "bloqueada” y no estaré disponible para su posterior
visualizacion o edicion después de que "GUARDE" su informacion de verificacion de antecedentes.

Volveré a la Descripcion General de la Aplicacion/Application Overview

El encabezado de verificacion de antecedentes ahora deberia tener una verificacion verde al lado que indica que se ha completado;
el color de la fuente también habra cambiado de azul a rojo.

SELECT SITES/ SELECCIONE SITIOS | Haga clic en el botdn "'Seleccione sitios"

La pantalla "Seleccione sitios™ muestra su parroquia principal / escuela / programa / agencia de RE indicada en "rojo". Si
desea que su aplicacion de voluntario sea visible en sitios adicionales, seleccione y "AGREGUE"/’ADD”’ estos sitios en esta
seccién. Cuando termine de agregar sitios adicionales, haga clic en el boton "GUARDAR'"/’SAVE"’.

Volvera a la pantalla Descripcion General de la Aplicacion/Application Overview.

Ahora que ha completado todas las secciones, puede "enviar"/’submit’ su solicitud. Haga clic en el boton "Enviar
solicitud'/’Submit Application’y siga las instrucciones de la pantalla. Cuando el envio de su solicitud se haya completado con
éxito, recibira el siguiente mensaje de confirmacién: ‘Ha enviado la solicitud con éxito. jGracias!'/”You have successfully
submitted the application. Thank you!’

ESTE ES EL FINAL DEL PROCESO DE SOLICITUD DE EMPLEO EN LINEA

En una solicitud de empleo, se activara el boton 'Enviar solicitud*
cuando haya completado todos los formularios.
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Si surgen preguntas durante el proceso de solicitud, haga clic en "AYUDA" en la esquina superior izquierda de la
pantalla en la que esta trabajando actualmente. Se lo dirigira a la informacion de la pantalla AYUDA para esa seccion.

Iy

The Office of Safe Environment/ La Oficina de Ambiente Seguro
Se puede contactar al 920-272-8198
Correo electronico: officesafeenv@gbdioc.org

Diocese of
Green Bay

Revised 2020
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Diocese of
Green Bay

ACKNOWLEDGEMENT AND AGREEMENT FORM
FOR
PRIESTS, DEACONS, SEMINARIANS
OTHER MINISTERS AND EMPLOYEES

I acknowledge receipt of “Our Promise to Protect” Safe Environment Policy which includes
the Code of Pastoral Conduct of the Diocese of Green Bay. | agree to adhere to these policies
and to follow the Code of Pastoral Conduct of the Diocese of Green Bay. Moreover, |
understand that such is necessary for me to maintain employment or ministry in this local
Church.

| understand that not only am | personally responsible for adhering to all aspects of this

policy but | am also responsible for informing appropriate Diocesan representatives if |

have any knowledge that another member of the clergy, or seminarian, or other minister
or employee has potentially failed to comply with any aspect of this policy.

Further, | understand that the minimum corrective action for failure to comply with
OPTP or report someone else who has failed to follow OPTP is a final warning and that
there is the potential for loss of employment or restriction of faculties.

Print Name Date

Signature

®1263AC April 2019



**Download this entire document at www.gbdioc.org

hover over the Protecting Our Children option and
click on Diocesan Policies and Resources. **

“Our Promise
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SAFE ENVIRONMENT POLICY
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eAppsDB Instructions for LOSECs
Entering Applications for Pre-Employment/Employment Applicants

Log on to the Diocese website at www.gbdioc.org
¢ With your computer mouse, hover over the “Protecting Our Children” option at the top of the screen.
e Click on “Background Checks” and then click on the “eAppsDB” link.
o Atthe ‘Login Page’ of eAppsDB, enter your site administrator User ID and password that was
provided to you by the Diocese and click ‘Login’ to continue.

After successfully logging in to eAppsDB, you will receive the ‘Site Administrator Home Page’ screen.
At the ‘Site Administrator Home Page’, click on the ‘Create a New Application’ link.

You will receive the ‘New User Registration’ screen.
All fields on this screen require entry except middle name and email address.

e In the ‘Primary Site’ field, a drop down menu box lists all diocesan entities alphabetically by city.
Select the Parish/School/RE Program/Agency sponsoring the job position.

e A choice for ‘type of application’ is required, click on the box beside ‘Pre-employment’ or
‘Employment’

e In consultation with the Pre-Employment/Employment Applicant, enter a ‘User ID’ that will be used to
access this application in the future. Please read the requirements for User ID at the bottom of the
registration screen.

e In consultation with Pre-Employment/Employment Applicant, enter a password that will be used to
access this application in the future. Please read the requirements for password at the bottom of the
registration screen. You are prompted to enter the password twice for verification purposes.

e In the ‘Name’ fields, please enter the name of the Pre-Employment Applicant as it appears on their
driver’s license.

e In the ‘Date of Birth’ field, please enter the Pre-Employment/Employment Applicant’s DOB in
mm/dd/yyyy format. You are prompted to enter the DOB twice for verification purposes.

The date of birth is required at registration for the purpose of preventing the
creation of duplicate applications in the system. On a pre-employment application
this information is NOT viewable by the site. This information is

locked after completion of the background check screen and is not made
available to the user or site.

Once you have completed the requested information, click the ‘Register’ button.
You will receive a screen indicating registration has been successful.

Click on the ‘click here’ button to continue. You will receive the Application Overview screen
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APPLICATION OVERVIEW

The ‘Application Overview’ screen provides the following information:

The status of the application.
A list of forms required by your organization to be completed.
The option to view or submit the application.

A red ‘X’ located by each application form indicates that the form has not been completed.

To get started, click on the ‘Main Application’ button.

MAIN APPLICATION

The ‘Main Application — Pre-Employment/Employment’ screen should feature the Pre-

Employee/Employee Candidate’s full name as previously entered.

There are two fields for last name. The last name entered in the last name field will be used as the alphabetizing
last name. If the Pre-Employment Applicant has a hyphenated last name, enter it entirely in the regular last
name field (Example: Smith-Johnson). The area for ‘second last name’ should only be used if necessary
(Example: David Garcia Hernandez. In this case, Garcia will be the alphabetizing last name and Hernandez
will be listed in the second last name field. Example: Livingston Peshu Kombo. In this case, Kombo will be
the alphabetizing last name and Peshu will be listed in the second last name field)

Address, city, state, zip

Phone — home, work and cell

Email address — personal and work (if they can be contacted at work)

Click on the ‘SAVE’ button and you will return to the Application Overview screen

The Main Application header should now have a green check next to it indicating it has been completed.

Click on the “Diocese of Green Bay Questionnaire’ button

THE DIOCESE OF GREEN BAY QUESTIONNAIRE

Pre-employment/Employment questions:

Are you at least 18 years of age?

Are you legally eligible for employment in the United States?

Have you ever been convicted of or plead guilty to a misdemeanor or felony?
If yes, please provide information as to offense, dates, location of court...
Are you seeking a full or part-time employment?

Position

Salary Requirement

List all current licenses and/or areas of certification related to the position.
List any other training, skills, qualifications related to the position.

List all office, computer or media equipment that you operate proficiently.
What interests you about the position for which you are applying?

What has prepared you for the position for which you are applying?

Click on the ‘SAVE’ button and you will return to the ‘Application Overview’ screen

The Diocese of Green Bay Questionnaire header should now have a green check next to it indicating it has been completed.
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Click on the ‘Residential History’ button

RESIDENTIAL HISTORY

If the Pre-Employment /Employment Applicant has resided at their current address for more than 7 years, click on the
check box provided; then click on the ‘Return to Application Overview’ button.

If the Pre-Employment/Employment Applicant has NOT resided at their current address for the past 7 years, click on
the ‘Add Residential History’ button and you receive a screen where you may enter information.

When finished, click on the ‘ADD’ button. You will return to the ‘Residential History’ screen and
provided an opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering all residential history information, click on the ‘Return to Application Overview’ button.
The Residential History header should now have a green check next to it indicating it has been completed.

Click on the ‘Employment History’ button

EMPLOYMENT HISTORY

Click on the check box if the Pre-Employment/Employment Applicant has ‘NO’ employment history; then click on the
‘Return to Application Overview’ button

OR

Click on the ‘Add Employment History’ button and you will receive a screen where you may begin to enter
information.

When finished, click on the “A4DD’ button. You will be returned to the Employment History screen and provided an
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering employment history information, click on the ‘Return to Application Overview’ button.

The Employment History header should now have a green check next to it indicating it has been completed.

Click on the ‘Educational History’ button

EDUCATIONAL HISTORY

At least one entry must be made; click on the ‘4dd Educational History’ button.

When finished, click on the “A4DD’ button. You will be returned to the Educational History screen and provided the
opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering educational history information, click on the ‘Return to Application Overview’ button

The Educational History header should now have a green check next to it indicating it has been completed.
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Click on the ‘Volunteer History’ button
VOLUNTEER HISTORY

Click on the check box if the Pre-Employment/Employment Applicant has ‘NO’ volunteer history; then click on the
‘Return to Application Overview’ button

OR

Click on the ‘Add Volunteer History’ button and you will receive a screen where you may begin to
enter information.

When finished, click on the “A4DD’ button. You will be returned to the Volunteer History screen and
provided an opportunity to see the data entered. An Edit/Delete tab is available to correct any errors.

When finished entering volunteer history information, click on the ‘Return to Application Overview’ button
The Volunteer History header should now have a green check next to it indicating it has been completed.

Click on the ‘References’ button
REFERENCES MAIN SCREEN

The ‘References’ screen requires:

o 3 Professional/Civic and 2 Personal references (name [first and last], address, city, state, country, daytime phone
and how long the applicant has known this person, and relationship)

o A Professional/Civic reference is a Supervisor for whom the Pre-Employment Applicant has worked
for in a professional and/or volunteer capacity.

o A Personal reference is a Pastor, coach, fellow committee member, friend, or co-worker (including volunteer
activities)

***DO NOT use FAMILY MEMBERS as References. ***
o All references must be over 18 years of age.
e 5 References must be completed in full.

Click on the ‘Add/Edit’ button to begin entering information. When the fields are complete, click on the ‘Add’ button
and you will be provided an opportunity to see the data entered. The ‘Add/Edit’ tab is available to correct any errors.
When finished with the process of entering all five references, click on ‘Return to Application Overview’ button.

The References Main Screen header should now have a green check next to it indicating it has been completed.

Click on the ‘Declarations’ button
DECLARATIONS

The ‘Declarations’ screen requires you to:

Verify the Pre-Employment/Employment Applicant’s agreement with the organization policies by clicking on the check
box next to each statement and Check the signature box and enter the date the Declarations paper form was signed by the
Pre-Employment/Employment Applicant

The ‘For Administrator Only’ section will require you as the LoSEC to click on the check box testifying that the Pre-
Employee Applicant’s original signed Declarations paper form is on file. Then enter your first and last name.

After completing all information, click on the ‘Save the Declarations’ button.

The Declarations header should now have a green check next to it indicating it has been completed.



Verify the applicant is 18 years of age

Does this position desired involve routine handling of money or SCRIP?
Name changes in the past 7 years

Social Security Number*

Date of Birth will be indicated; verify it is correct*

Gender*

Click on the ‘SAVE’ button

BACKGROUND CHECK | Clickon the ‘Background Check’ _button (for Emplovment applications ONLY)
The ‘Background Check Information’ screen requires you to:

Answer if the applicant has ever been convicted of or plead guilty to a misdemeanor or felony
If yes, please provide information as to the offense, date of offense or conviction, and location of court

2-6.5

* refers to REQUIRED
information

The Background Check header should now have a green check next to it indicating it has been completed.

Click on the ‘Select Sites’ button
SELECT SITES

The “Select Sites’ screen features your primary Parish/School/RE Program/Agency in ‘red’. If the Pre-
Employment/Employment Applicant would like their application to be viewable by additional sites, select and ‘ADD’
these sites in this section. When finished adding any additional sites, click on the ‘SAVE’ button.

You will be returned to the Application Overview screen

On Pre-Employment Applications, the 'Submit Application® button will not activate even though
all forms have been completed. If, after an interview, a conditional offer of employment be tendered
to this Applicant, you, as the LoSEC, will need to convert the Pre-Employment Application so
this Applicant can return to the data base and authorize the background check.

*khkkkkhkhkhkkkkkhkhhkhkkkhiihkikkx

On an Employment Application, the "Submit Application' button will activate

when you have completed all forms.

The Office of Safe Environment
can be reached at 920-272-8198
Email officesafeenv@gbdioc.org

Diocese of
Green Bay

LoSEC Manual/Safe Environment/2020
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Employment Application

(Applicants with disabilities may request any needed
accommodations to complete the application process)

We consider applicants for all positions without regard to race, color, sex, national origin, age, marital or veteran
status, handicap/disability, or any other legally protected status. We shall be non-discriminatory in employment
practices in accordance with applicable state and federal laws insofar as they are consistent with the beliefs,
official teachings and doctrines of the Catholic Church. The employer may give preference to a Catholic applicant.
This is a drug-free workplace.

PRE-EMPLOYMENT SECTION

An * by a field indicates that entry is required in the field. Required fields must be completed.

Position Desired* Parish/School/Agency*
Are you at least 18 years of age?* Yes No (If not, you will be required to obtain a work permit.)
Are you legally eligible for employment in the United States?* Yes No

(Proof of citizenship or immigration status will be required upon employment.)

Have you ever been convicted or plead guilty or no contest to a misdemeanor or felony or
other offense or civil forfeiture? Yes No
(Note: A conviction is not an automatic bar to employment except as it may substantially relate to the job to which you are applying.)

If yes, please provide information as to offense, date of offense or conviction and location of court:

(Note: A conviction is not an automatic bar to employment except as it may substantially relate to the job to which you are applying.)

Main Application (Please Print Clearly)

Enter your full legal name, as it would appear on your driver’s license.
Name:

First* Middle (alphabetizing)

Second Last Name (if applicable):

Street Address:*

City/State/Zip:

State*

Home Phone:

Area Code* Number*
Cell Phone:

Area Code Number
Work Phone (if you may be contacted at work)

Area Code Number
Personal Email Address:

Work Email Address (if you may be contacted at work):




Diocese of Green Bay Questionnaire

Are you seeking a full or part time position?*

Salary requirement: (Only required on Pre-Employment Application)

List all current licenses and/or areas of certification related to the position:

List any other training, skills, qualifications related to the position:

List all office, computer or media equipment that you operate proficiently:

What interests you about the position for which you are applying?

What has prepared you for the position for which you are applying?




Residential History

Check here if you have lived in your current residence for longer than 7 years.

If you have lived in your current residence for 7 or more years, please do not complete residential history. You only need
to check the box at top of this section.

Beginning Dates* Ending Dates* Street Address* City* State*/Zip Country
(mm/yyyy)

Date

Employment History

Check here if you have no employment history.

Start with current employer. List all previous employment history for at least the past 10 years.
Dates of Company name* Immediate Position Reason for

Employment* and address* Supervisors name* held*/Job leaving position*

(mm/yyyy) (City*, State*, Zip) & Phone Number description*

Beg. Date

End Date

Beg. Date

End Date

Beg. Date

End Date

Beg. Date

End Date




Educational History

Educational history should include high school and forward.

Dates* (mm/yyyy)
(Start with most
recent)

School name*
and address*
(City*, State*, Zip)

Type of
School*

Name of Program or
Degree*

Program
Completed?*

Beg. Date

End Date

Beg. Date

End Date

Beg. Date

End Date

Volunteer History
Check here if you have no volunteer history.

Volunteer history should include 3 of your most recent activities.

Dates* (mm/yyyy)
(Start with most
recent)

Organization*
City, State, Zip

Contact*

Contact Phone
Number

Position*/Duties*

Beg. Date

End Date

Beg. Date

End Date

Beg. Date

End Date




References

A Professional/Civic reference is a reference from a Supervisor you have worked for in a professional and/or volunteer activity.
A Personal reference is a reference from a Pastor, coach, fellow committee member, friend, or co-worker (including volunteer activities)

***DO NOT use FAMILY MEMBERS as References. ***

All references must be over 18 years of age.

Reference Name* Address* Daytime How long have Relationship?*
First/Last (Complete Mailing Address) Phone* you known this
Person?*

Professional/Civic*

Professional/Civic*

Professional/Civic*

Personal*

Personal*

Selected Sites

Please indicate the city and the name of any additional parishes/schools with which you would like this application to be
registered.

Name of Parish/School/Agency City/Location




Declarations

The Catholic Diocese of Green Bay (CDGB) appreciates your willingness to share your faith, gifts and skills. Providing safe and secure
programs for our members is of utmost importance to us. The information gathered in this application process is designed to help us
provide the highest quality Catholic programs. We take seriously our responsibility to keep records confidential. This includes, without
limitation, the results of investigative reports. If a conditional offer of employment is made, reports prepared under the Fair Credit Reporting
Act for the benefit of the Diocese/Catholic parishes/Catholic schools/Catholic agencies will include criminal background checks for all and
may include investigative consumer reports. This does not give the CDGB the authorization to conduct a credit check. All
information relating to the investigative reports will be stored in a secure and locked area.

Please read and initial each of the statements below.

| understand | can withdraw from the application process at any time.

| understand that information may be obtained from sources | provided on the application and this information will be held
confidentially by the CDGB and its local representative(s) and not revealed to me.

| understand | have an ethical duty not to disclose confidential information | may come upon during the course of being an
employee.

| agree to observe the CDGB’s and any local guidelines/policies pertaining to the programs for which | am applying.

| understand the CDGB and its local representative(s) take all allegations of abuse seriously. Abuse of minors or vulnerable
adults is grounds for immediate dismissal and possible criminal charges.

| understand the CDGB and its local representative(s) cooperate fully with church and civil authorities to investigate all
cases of alleged abuse.

I will notify my parish, school or agency and the CDGB if arrested or charged as well as if convicted.

| understand that the CDGB is committed to maintaining a safe, healthy and efficient working environment for its
employees/volunteers by creating a drug-free and crime-free workplace. | am aware that the CDGB may routinely complete a
past employer check, a reference check, a criminal background check, a valid driver’s license and driving record test. | agree
to provide additional information, including fingerprints, if requested.

| hereby certify that the answers given by me to the above questions and statements are true and correct. | hereby authorize
the employers, schools, and persons named in this application to give any information requested regarding my employability,
character, and qualifications and release them from all liability for any damages for issuing this information. It is understood and
agreed that any misrepresentation, false statement or omissions by me in the application, will be sufficient reason for rejection
of my application or for dismissal at any time during my employment, without liability to the Diocese. | also understand that
including extraneous information not requested on this application will be sufficient reason for its rejection. | hereby release the
Diocese of Green Bay and any and all persons, business entities and government agencies, whether public or private from any
and all liability, claims and/or demands related to the providing of this information.

| have completely and accurately provided information for all areas of this application. | understand that my failure to
do so will disqualify me from consideration.

By signing my name below, | understand that nothing contained in this application or in the interview process is intended
to create an employment contract between the CDGB and me. Should this application result in my employment, | have a
right to terminate my employment at anytime and for any reason the CDGB retains a similar right. | further understand that
this entire statement applies to the period prior to or after | may be employed.

My signature indicates that | have read and understand the above stated information within this document and am
signing below of my own free will.

Do not sign until you have read and initialed all of the above statements.

Printed Name Signature

Date:

End of the Pre-employment Section

If, after the interview process, a conditional offer of employment is extended,
you will be asked to re-access this form in order to complete the
remainder of this application.



EMPLOYMENT SECTION

Confidential Background Check Information Application
This section is not to be completed until a conditional offer of employment has been extended or is made

Please note: Information in this section is only used to obtain background checks, which are reviewed by a diocesan official in
strictest confidence.

Does the position desired involve routine handling of money or SCRIP?* Yes

Have you changed your name in the past 7 years?* Yes No

If yes, what was your previous name?

Social Security Number:*

Driver’s License: State Number Renewal date:

Date of Birth: Month* Day*

Gender:* Male Female

LoSEC Manual/Safe Environment/2020
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Aplicacion de Empleo
(Los salicitantes con discapacidades pueden solicitar cualquier
adaptaciones para completar el proceso de solicitud)

Consideramos a los solicitantes para todos los puestos sin distincion de raza, color, sexo, nacionalidad, edad, matrimonio o estado veterano,
discapacidad / discapacidad, o cualquier otro estado legalmente protegido. Seremos no discriminatorios en el empleo
practicas de acuerdo con las leyes estatales y federales aplicables en la medida en que sean consistentes con las creencias,
ensefianzas y doctrinas oficiales de la Iglesia Catolica. El empleador puede dar preferencia a un solicitante catélico.
Este es un lugar de trabajo libre de drogas.

SECCION PREVIO AL EMPLEO

Un * por un campo indica que se requiere una entrada en el campo. Los campos obligatorios deben completarse.

Puesto deseado * Parroquia / escuela / agencia *
¢ Tiene al menos 18 afios de edad? * Si No (Si no, debera obtener un permiso de trabajo).
¢(Es usted legalmente elegible para trabajar en los Estados Unidos? * Si No

(Se requerira una prueba de ciudadania o estatus migratorio al momento del empleo).

¢Alguna vez ha sido condenado o se ha declarado culpable o0 no ha impugnado un delito menor o grave o

otro delito o decomiso civil? st No
(Nota: Una condena no es un impedimento automatico para el empleo, excepto porque puede relacionarse sustancialmente con el trabajo al que esta solicitando).

En caso afirmativo, proporcione informacion sobre el delito, la fecha del delito o la condena y la ubicacion del tribunal:

(Nota: Una condena no es un impedimento automatico para el empleo, excepto porque puede relacionarse sustancialmente con el trabajo al que esta solicitando).

Aplicacién Principal (Por Favor Imprima Claramente)

Ingrese su nombre legal completo, como apareceria en su licencia de conducir.

Nombre: _
Primero * Segundo Ultimo * (alfabetizar)

Segundo apellido (si corresponde):

Direccion:*

Ciudad/Estado/Cddigo postal:

Ciudad* Estado* Cadigo postal*

Teléfono de casa:

Cddigo de area * Numero *

Teléfono movil:

Cadigo de area NUmero*

Teléfono del trabajo (si puede ser contactado en el trabajo)

Cadigo de area Numero

Direccién de correo electrénico personal:

Direccion de correo electronico del trabajo (si puede ser contactado en el trabajo):




Cuestionario de la Di6cesis de Green Bay

¢ Esta buscando un puesto de tiempo completo o parcial? *

Requisito de salario: (solo se requiere en la solicitud previa al empleo)

Enumere todas las licencias actuales y / o areas de certificacion relacionadas con el puesto:

Enumere cualquier otro entrenamiento, habilidades, calificaciones relacionadas con el puesto:

Enumere todos los equipos de oficina, computadora o medios que opera de manera competente:

¢ Qué le interesa sobre el puesto para el que esta postulando?

¢ Qué te ha preparado para el puesto al que postulas?

Historia Residencial

Marque aqui si ha vivido en su residencia actual por méas de 7 afios.

Si ha vivido en su residencia actual durante 7 afios 0 mas, no complete el historial residencial. Solo necesitas marcar la casilla en la parte
superior de esta seccion.

Fechas de Inicio* Fechas Finales* Domicilio* Ciudad* Estado*/Cédigo | Pais
(mm/aaaa) Postal*

Fecha

Fecha

Fecha

Fecha

Fecha




Historia de Empleo

Marque aqui si no tiene historial de empleo.

Comience con el empleador actual. Listar todos los antecedentes laborales anteriores de al menos los ultimos 10 afios.

Fechas de
Empleo*
(mm / aaaa)

Nombre de la empresa *
y direccion*
(Ciudad *, Estado *,
Cdédigo postal)

Nombre del Supervisor
inmediato* y nimero
de teléfono

Posicion
retenido*/Descripcion
de trabajo*

Razén por dejar el
puesto*

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Historia Educacional

La historia educacional debe incluir la escuela secundaria y adelante.

Fechas * (mm / aaaa)
(Comience con la més
reciente)

Nombre de la escuela *
y direccion*
(Ciudad *, Estado *,
Cédigo postal))

Tipo de
Escuela *

Nombre del programa

o
Programa de estudios

¢Programa
Completado*?

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha




Historia de Voluntario
Marque aqui si no tiene antecedentes de voluntario.

La historia de voluntario debe incluir 3 de sus actividades mas recientes.

Fechas * (mm /

aaaa) Numero de teléfono

. L
(Com'enqu con la 8{3%?353%‘3& Contacto* del Contacto* Puesto */ Deberes *
reciente)

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Inicio/Fecha

Final/Fecha

Referencias

Una referencia Profesional / Civica es una referencia de un Supervisor para el que ha trabajado en una actividad
profesional y / o voluntaria.

Una referencia Personal es una referencia de un pastor, entrenador, miembro del comité, amigo o compafiero de trabajo
(incluidas las actividades de voluntario)  *** NO use MIEMBROS DE LA FAMILIA como Referencias. ***

Todas las referencias deben ser mayores de 18 afios.

¢Hace cuanto
Nombre de referencia* Domicilio* Teléfono durante tiempo que ¢Relacion con

Primero y Gltimo (Direccién postal completa) el dia* conoce esta el/ella?*
persona?

Profesional / Civico *

Professional /Civico*

Professional /Civico*

Personal*

Personal*




Sitios Seleccionados

Indique la ciudad y el nombre de cualquier parroquia / escuela adicional con la que desea que se registre esta
solicitud.

Nombre de la Parroquia / Escuela / Agencia Ciudad / Ubicacién




Declaraciones

La Dilcesis Catllica de Green Bay (CDGB) aprecia su disposiciZn a compartir su fe, dones y habilidades. Brindar programas seguros
para nuestros miembros es de suma importancia para nosotros. La informaciZn recopilada en este proceso de solicitud est? dise Zada
para ayudarnos a proporcionar programas catlicos de la m@s alta calidad. Nos tomamos en serio nuestra responsabilidad de
mantener los registros confidenciales. Esto incluye, sin limitaciln, los resultados de los informes de investigacilZn. Si se hace una
oferta de empleo condicional, los informes preparados bajo la Ley de Informes de Cr2dito Justos para el beneficio de la Dilcesis /
parroquias cat@licas / escuelas cat@licas / agencias cat@licas incluir@n verificaciones de antecedentes penales para todos y pueden
incluir informes de investigaciZn del consumidor. Esto no le da al CDGB la autorizacilZn para realizar una verificaciZn de cr@dito. Toda
la informacifn relacionada con los informes de investigaciZn se almacenar en un Prea segura y cerrada.

Lea e inicialice cada una de las declaraciones a continuacion.
Entiendo que puedo retirarme del proceso de solicitud en cualquier momento.

Entiendo que la informacién se puede obtener de las fuentes que proporcioné en la solicitud y esta informacién se mantendra
confidencialmente por el CDGB y sus representantes locales y no revelado a mi.

Entiendo que tengo el deber ético de no revelar informacién confidencial que pueda encontrar durante el curso de ser
empleado.

Estoy de acuerdo en observar los CDGB vy las pautas / politicas locales relacionadas con los programas para los que estoy
solicitando.

Entiendo que el CDGB y sus representantes locales toman en serio todas las denuncias de abuso. Abuso de menores o
los adultos vulnerables son motivo de despido inmediato y posibles cargos penales.

Entiendo que el CDGB y sus representantes locales cooperan plenamente con las autoridades de la iglesia y civiles para
investigar todo casos de presunto abuso.

Notificaré a mi parroquia, escuela o agencia y al CDGB si soy arrestado o acusado, asi como si soy condenado.

Entiendo que el CDGB esta comprometido a mantener un ambiente de trabajo seguro, saludable y eficiente para su

empleados / voluntarios creando un lugar de trabajo libre de drogas y crimen. Soy consciente de que el CDGB puede completar
rutinariamente una verificacion de empleador anterior, verificacion de referencia, verificacion de antecedentes penales, licencia
de conducir vélida y prueba de registro de conducir. Estoy de acuerdo para proporcionar informacion adicional, incluidas las
huellas digitales, si se solicita.

Por la presente certifico que las respuestas dadas por mi a las preguntas y declaraciones anteriores son verdaderas y
correctas. Por la presente autorizo los empleadores, las escuelas y las personas nombradas en esta solicitud para proporcionar
cualquier informacion solicitada sobre mi empleabilidad, caracter y calificaciones y eximirlos de toda responsabilidad por
cualquier dafio por emitir esta informacién. Se entiende y acordé que cualquier tergiversacion, declaracion falsa u omisiones por
mi parte en la solicitud, sera motivo suficiente para el rechazo de mi solicitud o de despido en cualquier momento durante mi
empleo, sin responsabilidad ante la Di6cesis. También entiendo que incluir informacién extrafia no solicitada en esta solicitud
serad motivo suficiente para su rechazo. Por la presente libero el Diécesis de Green Bay y todas y cada una de las personas,
entidades comerciales y agencias gubernamentales, ya sean publicas o privadas de cualquier y toda responsabilidad, reclamos
y / o demandas relacionadas con el suministro de esta informacion.

He proporcionado informacién completa y precisa para todas las areas de esta aplicacion. Entiendo que mi fracaso para
hacerlo me descalificara de consideracion.

Al firmar mi nombre a continuacion, entiendo que nada de lo que figura en esta solicitud o en el proceso de entrevista esta
destinado para crear un contrato de trabajo entre el CDGB y yo. Si esta solicitud resultara en mi empleo, tengo un

derecho a rescindir mi empleo en cualquier momento y por cualquier motivo, el CDGB conserva un derecho similar. Ademas
entiendo que toda esta declaracion se aplica al periodo anterior o posterior a la fecha en que pueda ser empleado.

Mi firma indica que he leido y entiendo la informacién mencionada anteriormente en este documento y estoy
firmando a continuacién por mi propia voluntad.

No firme hasta que haya leido y inicializo todas las declaraciones anteriores.

Nombre Imprimido Firma

Fecha:

Fin de la Seccién de Previo Empleo

Si, después del proceso de entrevista, se extiende una oferta de empleo condicional,
se le pedira que vuelva a acceder a este formulario para completar el
resto de esta solicitud.



Solicitud De Informacifd Confidencial De Verificacifi De Antecedentes

Tenga en cuenta: la informacifl en esta seccil solo se utiliza para obtener verificaciones de antecedentes, que son revisadas por un
funcionario diocesano en la mfestricta confianza.

FLa posicilZn deseada implica el manejo rutinario de dinero o SCRIP? * S@ No
fHa cambiado su nombre en los Rimos 7 allos? * SE No

En caso afirmativo, fcull era su nombre anterior?

Nihero de Seguridad Social:* -

Licencia de conducir: Estado Nihero Fecha de renovacifn:

Fecha de nacimiento: mes * dz *

Género Masculino Femenino

LoSEC Manual/Safe Environment/2020



