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Care Staft pays weelkly by Direct Deposit.

Friday is pay day unless otherwise notated (we malke every effort to pay a day before a holiday if

the holiday falls on Friday)

3. Time sheets are due every Monday by 10am. '

a. Ifyou chose to fax, please call to ensure fax was received by office staff

b. Failure to turn in timesheets after the deadline could result in your pay being pushed to
the following pay date. '

. Please ensure timesheets are legible, neat.and signed by facility

MR

Turn Away Pay:

1. You are entitled to 2 hours of turn away pay if you report to your assignment and you are not on
the schedule, due to facility error.

a. Call Care Staff prior to leaving the assignment to discuss options, in the even turn away
pay is in effect, Care Staff personnel will need to speak with the facility scheduler to
confirim the authorization of turn away pay. Facility staff MUST sign the time sheet for
Turn Away Pay. If you “volunteer” to leave, you will not receive the Turn Away Pay.

2. Ifthe error is a result of Care Staff, the facility will not be required to sign the time sheet,
however, you will still be responsible o nnimediately notity oifice stalf of the error.

o lueh Procedares Ui Yo Widite: o Lo YOW IHAWVIE To HAWE
SIGNGEDNNITIALEIDY by NMurse or Supervisor. I you fail to do so ADIP will RNOT homnor
ity amnd it will be autvmatically deducted.

NO CALL-NO SHOW: TERIIKANIED

IDNIR ez I youw are IDNIR firom more than twoe facilities Yow will be removed firomn
ACTIVE staltus.

Your ARE NOT ALLOWED TO DISCUSS YOUIR PAY IRATE, WITH ANYORNIE, DOING SO
COUILDY RIESUHLY N TRIRIIDATIE WERRMINATIORN.

Sincerely,



