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2021 Pay Schedule 
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Located on the 
Pyramid Intranet

Human Resources Tab 

Click Payroll Contacts > Pay Schedule



Pay 

▪ Locations/Departments/Jobs track their 
hours differently 

▪ Clocking in and out online via the HRIS 
system

▪ Issued a timecard to clock in and out at 
facility time clock

▪Communicate any missed punches to your 
supervisor
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401 K – The Standard

▪ Eligible upon completion of 3 months of service on the 
first of the following quarter. 

▪ Entry dates are the 1st day of Jan, April, July & Oct.
▪ Auto Enrolls at 6%
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(800) 858-5420   
www.standard.com/retirement/pyramid



Referral Bonus Policy 
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✓The applicant will identify on their application the 

employee(s) who referred them 

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

between them



Perks and Discounts 
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Intranet > Employee Benefits > Additional Benefits

• Capella University 

• Capella discount is 10%, and is also available to 

your immediate family members. 

• Must provide proof of employment (ID 

badge/paystub) 

• Mt Aloysius offers 25% tuition discount if enrolled at 

least part-time

• Contact the Pyramid Purchasing Department for more 

information on discounts for: 

• Sherwin Williams paint
• Office Depot
• Orkin Pest Control

• Enterprise Car Rental, and more! 



Education Assistance
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FT Staff are eligible to apply upon completion of 6 months of service



Employee Assistance Program

Offers 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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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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Employee Assistance Program

http://www.mseap.com/


First Friday Wellness at Noon
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Benefits –Full Time Employees

•Paid Days Off 

•Excellent benefit choices 
•Medical
•Dental
•Vision
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Paid Days Off Policy –Full Time

• Paid Days Off (PDOs) provide time off with pay for 
vacation, holidays, sick leave, and other approved 
personal time off. 

• Regular full-time employees who have completed 
three months (90 days) of continuous full-time 
employment in an active status are eligible to accrue 
and then take time off with pay. 

•Accruals begin on the 91st day of employment for 
eligible. 

• Staff can carry over up to 40 hours of accrued but 
unused PDO earned each year (to be used in the next 
year). 

• Our fiscal year runs July through June. 
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BereavementPolicy 

▪Employees are allowed up to three consecutive days off from 
regularly scheduled duty with regular pay in the event of the 
death of the employee’s: 
▪ Spouse, domestic partner, child, stepchild, parent, 

stepparent, father-in-law, mother-in-law, son-in-law, 
daughter-in-law, brother, sister, stepbrother, grandparent or 
stepsister

▪ If an employee leaves early the day he or she receives notice of 
a family member’s death, that day will not count as 
bereavement leave. 

▪Must provide verification in the form of an obituary, funeral 
program, or prayer card in order to be paid for the days.
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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 

You’ll enroll for benefits on our HRIS system
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Your Medical/Rx Plan Options

Your Medical Plan Options



Prescriptions
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Your Health Savings Plan Options



Health Savings Account (HSA)

Health Savings Account (HSA)



Flexible Spending Accounts (FSA)
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Flexible Spending Accounts (FSA)
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Dental Benefits
Pyramid offers you two dental plan options through Cigna.

Dental Benefits

1 If you use an Out-of-Network Dentist, you may have to pay the Dentist at the time of the service, complete and submit your own

claims and wait for Cigna to reimburse you. You will be responsible for the Dentist’s full charge which may exceed Cigna’s charge

and result in higher Out-of-Pocket expenses for you.



Dental
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Vision Benefits

Vision Benefits



NEW! Wellness 360 Clarity
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Intranet Overview 
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Live Pyramid Intranet Overview

https://intranet.pyramidhc.com/



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 



▪ Late Arrivals / Early Departures: 
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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  



▪ 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.
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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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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  



▪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
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Attendance & Punctuality Policy  



Drug-Free Workplace Policy
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Logging In and Viewing Personal 
Information
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How to Log Into UKG
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How to Log Into UKG
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How to Log Into UKG
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How to View Personal Info in UKG
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How to View Personal Info in UKG
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Hourly - How to Clock In and Out on UKG
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Hourly - How to Clock In and Out on UKG



Enrolling in UKG
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After logging into UKG, click  
Myself tab > Manage My Benefits

Click on “Get Started” to begin your Open 
Enrollment

CLICK HERE
CLICK HERE

Enrolling in Benefits in UKG



Enrolling in UKG
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Click “Shop Plan” to begin electing your 2021/2022 benefits. You’ll have to 
checkmark to decline coverage if there is a benefit you do not want. 

Review

& 

make a 

selection 

for 

each plan

Enrolling for Benefits in UKG



Enrolling in UKG
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Add your 

Beneficiary 

here!

Enrolling for Benefits in UKG



Enrolling in UKG
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Review

all of your 

benefit 

elections

Make 

sure the 

selections 

are 

accurate

Click 

checkout 

to submit 

your 

Benefit 

Elections.

Enrolling for Benefits in UKG



Enrolling in UKG
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You’re Done! Enrollment is 

complete.

Download or print a copy of 

your elections!

Enrolling for Benefits in UKG



UKG Overview 
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Live UKG Overview



Overview



How to Access Relias 

 Relias will email New Hires their Relias log-in credentials 

the afternoon or evening of date of hire. 



Download the Relias App for 

iPhone or Android! 

 No need to wait in line for a desktop computer, which delays training and 

completions



How to Access Relias 

Click Intranet

Quick Link 

URL: http://pyramidhc.training.reliaslearning.com

If you log in outside of Pyramid network/Intranet, you will be prompted to input an 

Organizational ID: 852

http://pyramidhc.training.reliaslearning.com/


How to Access Relias 

 Enter credentials and log in. 

 Username/password related issues? Click the “Request Help” 

button or email your Pyramid Relias Administrator. 



How to Access Relias

 Your Relias will open on the highest level of access that you are granted. 

 Supervisor or Learner

 Select from the drop down menu if you need to change your view. 



How to Access Relias

 In Learner view, you will see your assignments immediately upon log in. 

Click to start training



How to Access Relias

 Click the transcript tab to review your completed trainings. 

Click certificate icon
if you want to save or print



Entering your Professional License/Certification

1 2
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Employee – Uploading a Certificate to a 

Requirements Tracker (DDAP, CPR/FA)



What is a Requirements Tracker? 

A Requirements Tracker is a placeholder for an 

in-person training event. 

It is assigned to the employee with a due date, 

but it is not a virtual Relias course. 







●●● 

If you have questions about this training or other trainings that we offer, please 

reach out to Courtney Thacker or Kimberly Tate. 

 

Courtney Thacker 

Training Manager  

CThacker@pyramidhc.com 
 

Kimberly Tate 

Training Coordinator  

KTate@pyramidhc.com  

 

Trouble with Relias?

●●● 

If you have questions about this training or other trainings that we offer, please 

reach out to Courtney Thacker or Kimberly Tate. 

 

Courtney Thacker 

Training Manager  

CThacker@pyramidhc.com 
 

Kimberly Tate 

Training Coordinator  

KTate@pyramidhc.com  
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Live Relias Overview
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Movement Break 

with 

Jim Donovan 


