
TO: Coaches 

FROM: Eileen Howard 

RE: 

Human Resources Manager 

HR Paperwork Checklist 
(Updated 10/2025) 

All necessary paperwork for Coaching is outlined below. Please complete all highlighted items and 
deliver to Human Resources before you begin coaching. 

Personal Information Form - complete a11d return 

Child Abuse Policy - Review, complete the Acknowledgment and return. 

Sexual Harassment Policy - Review, complete the Acknowledgment and return. 

Fingerprint LIVE SCAN - The Request for Live Scan Service Form will need to be taken with you when you 
go get fingerprinted. The DOJ keeps the original copy,•return the second copy to HR and keep the third copy 
for your records. 

Emergency Form - Complete and return 

TB Test Clearance: See your Primary Care Physician to complete the TB Risk Assessment Questionnaire 
and return one of the following. 1) CTCA Certificate of Completion 2) TB Result Certificate (negative) OR 
3) Results of Chest X-ray.

You will also need to register for VIRTUS Online Training "Protecting God's Children for Adults". Log on 
to: virtusonline.org. You will need to register a username/password in case you need to come back to 
complete the session at a later time. Choose your location from the dropdown "Salesian College 
Preparatory". At the end of the online session, please notify the HR Manager when the training is complete. 

Online Coaching Certifications: Register at www.nfhslearn.com and complete the following 4 courses: 
1. Fundamentals of Coaching
2. Concussion in Sports
3. First Aid, Health & Safety for Coaches
4. Sudden Cardiac Arrest

Print certificate§ at the end of the sessions and turn in with all other paperwork. 

If you have any questions on any of this paperwork, please contact Eileen Howard at 510.234.4433 x 1204 or 
by email at ehoward@salesian.com . 


















































