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2020 Pay Schedule 
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Pay 

 Tracking Hours 
 Different tracking methods by location (ADP, timecard)

 Payroll Clock-In 
 Ex: 8:00am schedule

 Clock in at 7:53am or 8:07am  8am Payroll

 Clock in at 7:52am  7:45am Payroll 

 Clock in at 8:08am  8:15am Payroll 

 Attendance Clock-In 

 Communicate any missed punches to your supervisor
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Benefits –

Pyramid offers employees:

 401(k)

 Recruitment Bonuses

 Discounts on AT&T, Verizon, Sprint, education 
(Capella University) fitness clubs & Sherwin 
Williams paint & more 

 Employee Assistance Program

 Free trainings for job enrichment 
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401 K – Page 19 Benefit Packet

 Pyramid matches first 1% of contributions at 100% 

 The next 5% is matched at 50% 

 401K match is currently suspended due to COVID19
 Eligible upon completion of 3 months of service on the first of 

the following quarter: 

 Entry dates : 1st day of Jan, April, July & Oct.

 Auto Enrolls at 6%

www.standard.com/retirement
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Recruitment Bonus Policy 
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The applicant will identify on their application/resume the 
employee(s) who referred them 

 If 2 employees referred a new hire, the bonus is split 
between them

Recruitment bonuses paid at 90 days, 6 months & 1 year 



Internships

Internships at Pyramid Healthcare prepare future 
graduates for lifelong careers by providing quality 
hands-on training concentrated around our CORE 
Values: Integrity, Dedication, Collaboration, Passion. 
Many of our interns are offered positions even before 
they graduate; one of our largest Residential 
treatment facilities’ Program Director started with us as 
an Intern!
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Perks and Discounts – Page 22
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• Discounts on AT&T, Verizon, Sprint (Scroll down ADP homepage & 
click each provider to see the discount) 

• Capella University offers us a discount

• Mt Aloysius tuition discount for employees: 
• 25% discount for RN & BSN programs
• 20% discount for College of Continuing Studies/Graduate 

programs 

• Coldwell Banker Real Estate – 20% credit of the commission earned 
on the listing or buying side of a transaction 

• Sherwin Williams paint – contact our Purchasing Dept

• https://pyramidhealthcare.corestream.com

• ADP Perks  ADP “Myself” tab  Benefits  Lifemart

https://pyramidhealthcare.corestream.com/


Employee Assistance Program

Offer virtual, telephonic or face-to-face counseling 
sessions to help employees with concerns regarding 
Marital & Family, Child & Spouse, Emotional & Personal 
issues, Grief & Loss, Alcohol & Drugs, Job Stress, etc… 

 Confidential

 Employee + household

 4 covered sessions per family member, per 
situation
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Employee Assistance Program
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Common Employee Concerns 



Employee Assistance Program
You can access EAP services by phone 

at 1-800-543-5080
Or via the EAP portal at www.mseap.com

Access Code PYRHC
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http://www.mseap.com/


Benefits – Full Time Employees

 Paid Days Off  & Extended Sick time 

 Excellent benefit choices 
Medial

Dental

Vision
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Paid Days Off Policy – Full Time
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ADP  Resources  Company 
Information  Company Policies 

Please access
your location’s 

PDO policy on ADP. 

Soaring Heights Schools are under 
“Educational Facilities Policy” 



Paid Days OFF (PDO) – Pyramid 

FULL TIME EMPLOYEES: Accrue PDO’s at 6.15 hours/pay after 90 
days of continuous employment (20 days/year). This accrual 
will increase every 5 years of employment as noted below:

 FT- 8 hours/pay after five years of continuous employment

 FT- 9.54 hours/pay after ten years of continuous 
employment

 FT- 11.08 hours/pay after fifteen years of continuous 
employment

 Your PDO’s will max out at 240 hours (30 days). PDO hours 
will roll over each year but will cap off at this amount.
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Paid Days Off Policy – Full Time
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Donation of PDO to Co-workers

 Can be donated to coworkers in times of an emergency 
and as approved by the Human Resource Department. 

 8 hour increments

 Limited to 16 PDO hours per employee per calendar yr.

 Recipient permitted120 hours/15 days donated per 
calendar year.

 Contact Human Resources for the form 



Extended Sick Time “ESD” - Pyramid

FULL TIME EMPLOYEES: 
 Accrue ESD at 4.62 hours/pay after one (1) year of 

employment. Time can be used after second day of 
personal illness. The first two days of pay would be 
deducted from your accrued PDO hours. On the 
third day of being off of work you will start to use 
your accrued ESD hours. A written doctor’s note is 
required and must be signed by an MD or DO. So if 
you see a PA, you’d still need the MD or DO to sign 
off on the note. 
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Bereavement Policy 

 A maximum of three (3) consecutive working days at regular 
pay will be paid as bereavement leave associated with the 
death of a member of an employee’s immediate family: 

 Mother, father, step-mother, step-father 

 Grandmother, grandfather, great-grandmother, great-
grandfather 

 Grandchildren, great-grandchildren, step-children 

 Sister, brother, step-brother, step-sister, half-brother, half-sister 

 Spouse 

 Child 

 Includes the same members of the employee’s spouse’s 
family

 PT employees regular pay determined by normal hours
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Benefits – Full Time Employees

Full Time Eligibility
 Available 1st day of the month following 60 days of 

continuous employment

 Medical 
 Vision 
 Dental 
 Life Insurance 
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Enroll on ADP
Workforcenow.adp.com

Myself  Benefits 
Enrollment



MY ALEX – Page 31 – Benefit Packet
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WWW.MYALEX.COM/PYRAMID-HEALTHCARE/2019-20



Medical – Page 10 - Benefit Packet
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Premium PPO

$1,000 individual, $2,000 family deductible
$25 primary care office visit copay 
$50 specialist office visit copay
$50 Urgent Care copay   

Debit card to use to pay for eligible healthcare expenses
Maximum contribution of $2,700 
 “Use it or lose it” from Aug 1st through July 31st

www.wageworks.com

Flexible Spending Account (FSA) – Page 13



Medical – Page 10 - Benefit Packet
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Value and Base 

Value - $5,000 individual, $10,000 family deductible 
 Base - $2,500 individual, $5,000 family deductible 

Health Savings Account (HSA) - Page 12

Debit card to use to pay for eligible healthcare expenses
Maximum contribution of $3,500 individual, $7,000 family
$$ rolls over year to year, even if you leave the company

www.wageworks.com



Prescriptions – Page 11 - Benefit Packet
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Dependent Care FSA 
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 Save money by using pre-tax dollars on the 
supervised care services required for you to 
work

Dependent children must be 12 years old or 
younger

Daycare, preschool, summer day camp, 
before and after school care 

 Contact Valerie Hultz to sign up – vhultz@lifemgmt.org



Dental – Page 17 – Benefit Packet 
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Dental – Page 17 – Benefit Packet 
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Find this on ADP!

Resources  Company 
Information  Forms 

Library 



Vision – Page 17 – Benefit Packet 
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National Vision Administrators (NVA)



Voluntary Benefits – Page 16 & 21
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 Voluntary Long Term Disability 

 Voluntary Short Term Disability (STD)

 Accidental Injury Insurance

 Critical Illness Insurance

 Hospital Indemnity Insurance 



Benefits Advocate 
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ADP Portal

You may use ADP for: 

 Requesting time off 

 Logging your hours (some jobs)

 Review your timecard

 View PDO accruals

 Review/Access company policies

 Change your address/contact information/direct 
deposit 
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ADP Portal
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Access from Pyramid Intranet
or workforce.adp.com 



ADP Portal – Message Center
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ADP Portal – Company Policies
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Attendance & Punctuality Policy  
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Arrive on time to perform the necessary duties and 
responsibilities of job

Absences will be considered excused if they are 
scheduled in advance and approved by Management. 

3 paths of discipline – You can be at various levels 
disciple levels between paths 



Attendance & Punctuality Policy  
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 Late Arrivals / Early Departures: 

Unexcused within a one year look back period handled as follows: 

1 5 lates/early outs = Verbal Warning

2 3 more lates/early outs following verbal = Written Warning

3 2 more following Written = Written Warning w/suspension

4 Any additional = Termination 



Attendance & Punctuality Policy  
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 Call Offs: 
 Unreported absence is considered a serious infraction of the 

Company’s rules and standards of conduct. 

 Notify your supervisor if you can’t report for work at the regularly 
scheduled time.

Unexcused call offs within a one year look back period:

1 5th absence = Verbal Warning
2 6th absence = Written Warning 
3 7th absence = Written Warning w/suspension
4 8th absence = Termination 



Attendance & Punctuality Policy  
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 Call Offs: 

The following individual infractions will trigger issuance of at least a 
Written Warning: 

1
Calling off on a day when PDO has already been denied

2
Calling off when you have signed up for an overtime shift

3 Per Diem staff refusing two consecutive shifts that fall within 
their availability 

4 Two unexcused absences within first 90 days of 
employment 



Attendance & Punctuality Policy  
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 No Call / No Show: 
 Voluntary abandonment of job, and employment 

termination, if staff does not report to work for two 
consecutively scheduled shifts and fails to notify their 
immediate supervisor or other designated individual (see 
Termination of Employment policy)

 Any individual day that an employee is a no-call no-show, 
that infraction will proceed to the next level of discipline. 
 Ex. Employee has a verbal warning for attendance, then a 

no-call no-show will proceed to a Written Warning



ADP Portal – Company Policies
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 Harassment Policy 
 Any form of harassment directed at employee’s race, 

color, religion, sex, sexual orientation, gender identity or 
expression, national origin, age, disability, marital status, 
citizenship, genetic information, or any other characteristic 
protected by law, is a violation of this policy and will be 
treated as a serious matter, with disciplinary repercussions 
up to and including termination.

 For the purposes, the term “harassment” includes, but is not 
necessarily limited to: Slurs, jokes, other verbal, graphic or 
physical conduct relating to an individual’s race, color, 
religious opinions, or affiliations, national origin, age, 
veteran status, or physical or mental handicap.



ADP Portal – Company Policies
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 Drug Free Workplace Policy
 Pyramid Healthcare is committed to satisfying the needs of its customers 

and at the same time, cares about the well-being of each of its 
employees. The abuse of drugs, alcohol and/or other controlled 
substances by employees is a concern, because such behavior is 
detrimental both to the Company’s business objectives and, more 
important, harmful to the health and welfare of the employee involved as 
well as his or her coworkers, patients, families, and guests. 

 1. To establish and maintain a healthy and safe working environment 
for all employees: 

 2. To ensure to our customers the reputation of the Company and its 
employees as good, responsible citizens; 

 3. To reduce accidental injury to person or property; 

 4. To reduce absenteeism, tardiness, and indifferent job performance; 

 5. To comply with the terms and specifications of our customer’s 
contracts. 



ADP Portal – Company Policies
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 Drug Free Workplace Policy
 As required by this policy, employees may be subject to 

drug and/or alcohol testing in the following situations:

 Pre-employment Testing

 Reasonable Suspicion Testing

 Post-Accident Testing 

 Return to Duty and Follow Up Testing

 Random Testing 



ADP Portal – Company Policies

42

 Ethics Policy 
 All information concerning clients must be held in strict 

confidence.

 All employees’ private, as well as professional, lives are 
expected to be conducted in a manner consistent with 
the responsible image that the company wants to project 
to clients, visitors, and community.

 The company is proud of the reputation which its 
employees have developed for courtesy, friendliness, and 
quality client care; Employees who do not conduct 
themselves in such a manner as to maintain this reputation 
may be subject to strict disciplinary measures. 



ADP Portal – Company Policies
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 Ethics Policy 
 The company recognizes that there are times when peers, friends, 

families, or neighbors of employees seek treatment. In these 
circumstances, the policy of the company is that the relationship 
remain of the nature it was prior to admission.

 Staff shall not be allowed to be involved in the treatment 
process of a friend, peer, family member or neighbor.

 Establishing a personal relationship with a client (or former 
client) is forbidden 

 Professional and personal relations are not to be mixed

 If an employee chooses to become personally involved with a 
client (or former client) the employee will be expected to resign 
his or her position with the company immediately 



Relias Learning

When To Use Relias:
Assigned trainings 
• Human Resources will assign required trainings upon hire and 

throughout employment

• You will receive an email or will be notified by your supervisor 
when a training is assigned with the training topic and a 
completion due date

Optional trainings 
• Relias offers additional trainings for professional development 

and continued education credits

• Please speak with your supervisor about any option elective 
courses you wish to complete

44



Relias Online Training Portal

You will receive an email from Relias Learning with 
your username and password.
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Relias Learning

Trouble with Relias? 

Contact: Renee Toney 

HR Coordinator / Relias Guru 

rtoney@pyramidhc.com
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Take Aways

 401K – 1st of the quarter following 90 days of 
employment
 Elect beneficiaries 

 Auto enrolls at 6% - if you want to adjust % or opt out

 Full Time Medical, Dental, Vision, Voluntary Benefits –
1st of the month following 60 days of employment
 Elect benefits on ADP

 For FSA or HSA, go to Wageworks to complete registration for 
your card

 Depending on where you work, you may have a different PDO 
policy. Please read PDO policy on ADP. 
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Take Aways

 ADP – Register as a new user on ADP 
 Double check your contact information, tax withholdings

 Read company policies 

 Relias – Check your email for your Relias login 
credientials
 For continuing education credit, input your license 

 All new hires have onboarding trainings assigned on Relias

 If you have any current trainings like CPR, Mandated 
Reporter, ect – send to Renee Toney

48


	Welcome to Pyramid!
	Benefits Overview 
	2020 Pay Schedule 
	Pay 
	Benefits –
	401 K – Page 19 Benefit Packet
	Recruitment Bonus Policy 
	Internships
	Perks and Discounts – Page 22
	Employee Assistance Program
	Employee Assistance Program
	Employee Assistance Program
	Benefits – Full Time Employees
	Paid Days Off Policy – Full Time
	Paid Days OFF (PDO) – Pyramid 
	Paid Days Off Policy – Full Time
	Extended Sick Time “ESD” - Pyramid
	Bereavement Policy 
	Benefits – Full Time Employees
	MY ALEX – Page 31 – Benefit Packet
	Medical – Page 10 - Benefit Packet
	Medical – Page 10 - Benefit Packet
	Prescriptions – Page 11 - Benefit Packet
	Dependent Care FSA 
	Dental – Page 17 – Benefit Packet 
	Dental – Page 17 – Benefit Packet 
	Vision – Page 17 – Benefit Packet 
	Voluntary Benefits – Page 16 & 21
	Benefits Advocate 
	ADP Portal
	ADP Portal
	ADP Portal – Message Center
	ADP Portal – Company Policies
	Attendance & Punctuality Policy  
	Attendance & Punctuality Policy  
	Attendance & Punctuality Policy  
	Attendance & Punctuality Policy  
	Attendance & Punctuality Policy  
	ADP Portal – Company Policies
	ADP Portal – Company Policies
	ADP Portal – Company Policies
	ADP Portal – Company Policies
	ADP Portal – Company Policies
	Relias Learning
	Relias Online Training Portal
	Relias Learning
	Take Aways
	Take Aways

