DIOCESE OF TUCSON HUMAN RESOURCES STANDARD OPERATING PROCEDURE (SOP) 2012-01
Effective Date: March 08, 2012
Subject: Employment of Minors, ages 16-17
Scope: Applies to the Diocese of Tucson and Affiliated Organizations
In accordance with the Safe Environment Program  in the Diocese of Tucson, an employee in any capacity is classified as High Risk requiring a full background and criminal history check. Recognizing that minors can be a valuable resource in a variety of capacities, and recognizing that it a full criminal history check of a minor is not normally feasible due to current juvenile protection laws,  the following procedure is to be followed in the employment of minors in the Diocese of Tucson:

1. All current Arizona Youth Employment laws must be adhered to. Ref: http://www.ica.state.az.us/Labor/Labor_YouthE_main.aspx 
2. No person under the age of 16 is to be employed in any capacity in the Diocese of Tucson. 

3. The Employment Process as described in the Personnel Policies and Practices for the Diocese of Tucson must be adhered to ref: www.diocesetucson.org >Human Resources>Human Resources Management Site>Appendix A, Screening and Selection Process. 
4. Between the ages of 16 and 18, the minor employee is to be supervised at all times by an adult employee who has received a full clearance from the Diocese of Tucson. At no time is the minor employee to be alone with other minors. 

5. Upon reaching the age of 18, a full criminal history check including fingerprints will be required for continued employment.  

6. The following documents (copies only) are to be submitted to the department of human resources together with a completed Employee Status Change form (ESCF): 
a. The fully completed Application for Employment or Application for Catholic School Employment. 
b. Permission to Obtain Information Form
c. Completed reference checks (at least 3) conducted by the parish. 

d. A completed I-9 form and supporting documentation (also required for e-verify purposes). 

e. A verification statement by the location Compliance Officer that the employee has undergone a Safe Environment Orientation session together with a signed Attestation Form. 
f. Proof of current and continuous enrollment in college, high school, a high school equivalency class, or has a high school or equivalency diploma if not enrolled. 

g. Signed acknowledgement of either coaches SOP or Code of Conduct for Youth Workers. 

7. Minor employees are to be accorded the same consideration and treatment as other employees in accordance with the Diocese of Tucson and the Affiliated Organizations Personnel Policy Guidelines Manual and the Employee Handbook.  
