On-Boarding:   Emily Jacobson 2/1/23
Lead by:  Cheryl and Dawn
Covered
· Payroll:  Documentation requirement for hours and timing to turn in the form each week
· Auto Deposit forms
· Tax forms
· Wi-Fi password
· Flock note access/password
· Church email
· Computer to use and availability of laptop as needed.
· Security/keys:  code for locking and process (check doors)
· How to make purchases:  small items turn in Receipts for reimbursements.  Larger items, discuss with Tony prior to purchase and Cheryl can order with church credit card.
· Clarified no holiday pay or sick days
· Get Youth/Parish Ed Committee schedule from Rachel
· Gave Emily the envelop from Pastor Kelly’s --- flash drive
· Covered Youth Spending Fund policy and how cash is collected, put in safe and documented for fundraisers and other.
· [bookmark: _GoBack]Covered budget and balances for each of the Youth funds.
