
Religious Order Priests/Nuns 

New Hire Guide for Business Managers

As of October 2025
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Multi-location Employees

• Step 1: Ask the employee if they are working at multiple Archdiocesan locations. 
• If they say yes, STOP you need to contact Mary Jones prior to entering data into the new hire 

template. There is a special process for multi-location Employees (MLE) that NEEDS to be 
followed.

• If no, you can continue with the checklist and following slides.

Mary Jones: mjones@catholicaoc.org, 513-263-3353
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Possible Rehire?

• Does this employee exist in your company database? Within HR&P navigate to Employee Search 
and search for the employee’s SSN. If the employee already exists you will need to follow the 
separate rehire guide. STOP: DO NOT process this employee as a new hire.
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New Hire Template

• All green fields are required fields to complete the New Hire 
process.

• Leave the pre-populated Employee ID value as is.
• Verify details of pay, benefit coverage, and pension with 

Religious Order and then contact Pastoral Center prior to 
entering in Paylocity.

Mary Jones: mjones@catholicaoc.org, 513-263-3353
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Department & Position

• All green fields are required fields to complete the New Hire 
process.

• Please see slides 6 & 7 if you are unsure what value to select for 
Employment Type and Position.

• Religious Order Priests should have an Employment type of “Reg 
GE 30h”

• If Religious is working part time, please contact Mary Jones 
below.

• Suggested Position for Religious Order Priest: CHC Priest No Pen
• Suggested Position for Religious Order Nun: CHC Admin Staff 

An employee’s employment type plays a critical role in determining 
what fields need to be filled out correctly on their record for 
Benefits and reporting purposes. Please review the charts on the 
next 2 slides in detail to determine what category your employee 
belongs to. 

If you have any questions about what employment type to utilize
please reach out to Mary Jones at the Archdiocese. 
• mjones@catholicaoc.org
• 513-263-3353
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Lay Employee Classification Grid
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Lay Employee Classification Grid cont.
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Employee Status & Pay Rate

• All green fields are required fields to complete the New Hire 
process.

• The effective date of the Employee Status section is the employee’s 
hire date.

• Auto Pay for religious should be set to ‘Salary’. Religious employees 
should have a per check salary of $0.

• The earning code REL with the per check amount will be need to be 
added after the hiring process. SEE AFTER NEW HIRE SECTION.

• Default Hours: For all regularly paid employees (Salary OR hourly) 
default hours NEED to be entered. Enter the number of hours 
that the employee is normally scheduled in the two-week pay 
period. (Reference Lay Employee Classification Grid on slides 6 
& 7)

8



Address and Contact

• All green fields are required fields to complete the New 
Hire process.

• Address 1 requirements:
• Common Street Abbreviations should be utilized:

• Ave: Avenue
• Blvd: Boulevard
• Cir: Circle
• Ct: Court
• Dr: Drive
• Ln: Lane
• Rd: Road
• St: Street

• Mobile Phone and Email Address are Archdiocesan 
preferred fields for reporting purposes.
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Work Location

• All green fields are required fields to complete the New 
Hire process.
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Benefit Class

• All green fields are required fields to complete 
the New Hire process.

• The Benefit Class effective date NEEDS to be the 
same value as the hire date/status effective 
date on slide 4. 

• The Benefit Class MUST align with the 
Employment Type Code assigned to the 
employee. Please review slides 6&7

• Benefit Class should be Benefit Eligible 
Religious, (if benefit eligible - verify benefit 
coverage with Religious Order). 
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Direct Deposit – Skip for Now

• Do NOT use the Direct Deposit field in the New 
Hire Template. Direct Deposit information can 
be entered on the employee record after the 
employee is hired.

• SEE AFTER NEW HIRE SECTION
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Taxes – Religious Order Priests or Nuns

• All green fields are required fields to 
complete the New Hire process.

• The Tax Form MUST ALWAYS be W2.
• Payments for form 1099M and 1099NEC 

are to be processed through your accounts 
payable system, NOT through Paylocity.

• Filing Status would be Single
• SUI State: Ohio SUI
• SEE AFTER NEW HIRE SECTION
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Taxes cont.

• All green fields are required fields to complete the New 
Hire process.

• Local taxes can be added via the new hire template but 
should be verified once hired . SEE AFTER NEW HIRE 
SECTION.

• Deductions should NOT be entered on the new hire 
template.
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Duplicate SSN Notification

• If this notification pops up at the end of your new hire process you need to STOP and contact Mary 
Jones. This notification means the employee’s SSN is present in another location within the 
Archdiocese. Do NOT merge the records. There is a special process for multi-location Employees 
(MLE) that NEEDS to be followed.

• Mary Jones: mjones@catholicaoc.org, 513-263-3353
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Religious Order Priest/Nun
After New Hire
As of February 2025
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Custom/Additional Fields

• Once the employee record is created via the New Hire 
Template the custom/additional fields section needs to 
be updated if applicable.

• To locate the custom/additional fields navigate to the 
employee record via Employee search > Personal > 
Additional Fields > Edit Additional Fields.
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Priest Custom/Additional Fields

• The Religious Order Priest Ordained Date is utilized in 
the 401k match calculation for priests. A Priest MUST
have a date in this field. In general, the ordination 
date determines if a priest retirement benefit is paid 
to his personal 401k or The Priest Retirement 
Corporation.

• If the Priest is ordained after 1/1/2015 or a Foreign 
Priest on Canonical assignment the box labeled 
“401k Safe Harbor ELIGIBLE PRIESTS ONLY. Ordained 
after 1/1/2015. Also Foreign Priests on Canonical 
Assignment” NEEDS to be checked.

• Nuns, Brothers, and Deacons should never have an 
ordination date entered here.
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Direct Deposit

• If adding Direct Deposit on a new hire’s behalf please navigate to their record > Pay > Direct Deposit. 
• In this section you will see the option to add a bank account.
• Use the Religious Order routing and account numbers. Name on account defaults to the employee’s name in 

Paylocity. Edit during the creation process to use the name of the Religious Order.
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Direct Deposit cont.

• After selecting “Add Bank Account” you will see the window below. Please note the blurbs on the side relating to 
prenotification and special checks to determine whether or not they should be utilized. If an employee does not 
have special checks selected on at least one of their accounts, they will receive a live check for that payment.
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Tax Exempt Setup

• Religious employees are exempt from all Taxes. Please navigate to the employee record > Pay > Tax Setup > 
Manage Tax Setup.

• Once on the Manage Tax Setup page, click exempt for all taxes with a reason of Clergy/Religious.
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Add REL Earning Code

• Contact Mary Jones at the Archdiocese to add the needed REL earning code.
• Below is a preview of where this information can be verified once added by the Archdiocese.
• Navigate to the employee record > Pay > Pay Setup > Earnings.
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Questions?
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• Please contact your account manager via service@paylocity.com
or (888)-873-8205.

• Paylocity is available from 8am – 8pm EST Monday – Friday. We are closed Saturday and

Sunday and on Federal Holidays.

mailto:service@paylocity.com
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