HI Jills House
Payroll Processing
Payroll Provider— ADP

Weekly Payroll - Pay period is Sunday-Saturday with a Friday pay date

Overtime is paid 40/7 at 1.5 time regular rate

Allemployees except ED, DON and Culinary Manager clock in and out

Timecards are review by ED, payroll process in home office



Payroll Register

Payroll # : 2026-06

Pay Date : 02/06/2026

Period Start Date : 01/25/2026

Perlod End Date : 01/31/2026

Voluntary Deductions / Withholding
Orders

Net From Arrears

pproved Time/Date : 02/02/2026 02:19:18 PM EDT

Net Pay

ER Contributions /Reportable
Benefits & Earnings

ADMINISTRATION =

Regular Pay 15.0000 22.0667 331.00 331.00(FIT 12.14 275.50[SS 20.52
Associate ID: 4RQCCMEDD ss 20.52 Checking Acc# Medicare 4.80
Worker Class: W-2 general JOOOOOOKKXNKE229
smplayes V#2493 $275.50
Position ID: 000281 ’
. 1,
H Dept: ADMINI Medicare 4.80 FUTA 99
Rate Type:  Hourly IN Income Tax 8.76 IN SUi 1.66,
Rate Amount: 15.0000 4
Tax Freq: Weekly IN Owen County 8.28
Income tax
Regular Pay 2,355.7700 40.0000 2,355.77 2,355.77|FIT 477.92 1,595.15[SS 146.06
Asscciate ID:  2UEJBJBAG
14 Ch AccH Medicare 34.16
'Worker Class: W-2 general 55 5.06 xxmgxmmww
employee Vo#2492 §1,595.15
Position ID: 000258 Medicar 34.16 $
H Dept: ADMINI e i
Rate Type: Salary IN Income Tax 65.50
Rate Amount: 2,355.77
N ! IN Johnsan County 32.98
Tax Freq: Weekly ecre tax
ﬁ Regular Pay 15.0000 59167 88.75) 88.75(55 5.50 77.44[SS 550
Asscciate ID:  MXQBQTDMA Medicare 1.29 Checking Acc# Medicare 1.29
Woerker Class: W-2 general XHXKXKXXKKXXXXEE66
g““’_::-’yefo e \Vo#2497 §77.44
esition 1D ]
H Dept: ADMINI IN Income Tax 262 FUTA 053
Rate Type:  Hourly IN Monroe County 1.80 INSUI 0.44
Rate Amount:  15.0000 Income tax
Tax Freq: Weekly
Department Total ADMINI - |Regular 67.9834 2,775.52 2,775.52 FIT 490,06 1,948.09 Total ER Contributions 216.95
ADMINISTRATION
ss 172.08
Medicare 40.25
State Income Tax 81.88
Local Income Taxes 43.16
Statutory Ded. Analysis FIT 490.06 IN Income Tax 81.88 IN Johnson Counly 3298
Income tax
IN Monroe County Income 1.90 IN Owen County 8.28
tax income tax
Employer Contrib. Analysis |SS 172.08 Medicare 40.25 FUTA 2.52
IN SuUI 2.10
Department - CLEANI - CLEANING - :
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Payroll Register

ER Contributions /Reportable
s & Earnings

Ih‘ours I Earnings Voluntary Deductions [ Withholding Net From Arrears Net Pay
Orders Bel

Ragulér Pay 20.0000 40.00C0 800.00 857.00|FIT 54.92|H125 - Pre-Tax 50.00 649.27|SS 50.03]
pocodieleID MUIMCUBETT ||, - e tPrevini Piiy) 10,0000 13000 19.00 ss 50,03 Checking Acc# Medicare 11.70
Worker Class: W-2 general HHXROOOONEI01
":’I’;'SE:.F’W:?D s Vo#2498 5649 27
Hicn 2 5
H Dept: CLEANI Qvertme (Straight Pay) 20.0000 1.9000 38.00 Medicare 11.70 FUTA 4.84
Rate Type: Hourly IN Income Tax 23.81 IN SUI 4.04
?::EF?:?HM:WZ;E\DW IN Men:oe County 17.27 |Qualified Overtime 19.00
% i Income tax Wages
Department Total CLEANI - |Regular 40.0000 800.00 857.00 FIT 54.92 Total Deductions 50.00 649.27 Total ER Contributions 70.61
CLEANING
Total Overtime 1.9000 57.00 §s 50.03
™ Medicare 11.70
State Income Tax 23.81
Local Income Taxes 17.27
Hours Analysis Overtime (Premium Pay) 1.9000 Qvertime (Straight 1.8000
Pay)
Earnings Analysis Overtime (Premium Pay) 19.00 Qvertima (Straight 38.00
Pay)
Statutory Ded. Analysis FIT 5492 IN Income Tax 23.81 IN Monroe County 17.27)
Income tax
Voluntary Ded. Analysis H125 - Pre-Tax 50.00
Employer €ontrib. Analysis |SS 50.03 Medicare 11.70 FUTA 484
IIN sul 4.04
De; -DIETAR - DIETARY . 3 2 WS % TR B e e Al A s iS5 i T RPN T A et P e A i e : Lk e 7 3 TR
Regular Pay 16.8000 25.4167 427.00 561.40|FIT 38.28[Cancer - Pre-Tax 8.46 400.59 31.18
ASSolalo 10: VIFDLIWE! |y 16.8000 5.0000 134.40 ss 31.18|Mecical - Pro-Tax 50.60 Checking Acc# Medicare 7.29
Worker Class: W-2 general JOOKKKAXXKXXOT T2
:’“?;":efn - Vor2481 $400.56
osition 5 .
H Dept: DIETAR Megicarg 28 EUTA gue
Rate Type:  Hourly IN Income Tax 14.84 INSUI 251
. - 16 800
? " 'EF':IN_]""LW'S':D”D IN Monroe County 10.76
ax Freq: eekly |Income tax
Regular Pay 17.5000 26.6333 466.08 466.08(SS 28.89 407.70|SS 28.89
Asscciate ID:  3JTNL3OW?7 Medicare 6.75 Checking Ace# Medicare 6.75
Worker Class: W-2 generai XXX HOXKKXXX0021
amployed Vo#2451 $407.70
Position ID; 000290 IN Income T: 13.18 - FUTA 2.80
H Dept: DIETAR come. 1ax > .
Rate Type: Hourly IN Monroe County 9.56 IN SUI 2.33
Rale Amount:  17.5000 Income tax
Tax Freq: Weekiy
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Payroll Register

ER Contributions /Reportable
fits & Earnings

Voluntary Deductions / Withholding Net From Arrears Net Pay

Orders

Hours [ Earnings Statutory Deductions

Regular Pay 1,057.7000 40.0000 1.057.70 1.057.70|FIT 85.00 BJT.EEI-SS 65.57
Associate ID:  F1GI9W19Z .
C C i 15.34
Worker Class: W-2 general ss 6357 mwso Medicir
employae
Position ID: 000291 ;:#2:?5 $712.96 TR 6.35
H Dept: DIETAR Medicare 15.34 ecking Acck el 5
JOOOOONIKHXX;
Rate Type: Salary
Rate Amount: 1.057.70 Va#2478 $125.00
TaxFreq:  Weekly IN Income Tax 31.20 IN SUI 5.29
IN Monroe County 22.63,
Income tax
lawdee: Maria, Regular Pay 17.0500 25.8667 441.03 441.03|SS 24.24|Life Post 3.62 337.59|S8 24.24
fasocians I OHYUMLE Medicare 5.57|Madical - Pre-Tax 50.00 Checking Acc# Medicare 567
Worker Class: W-2 general XXXXXHKXKKKKXI052
b e Vo#2473 $337.59
Pesition ID: 000103 T 115 FUTA 245
H Dept: DIETAR IN Income Tax .54 :
Rate Type: Hourty IN Monroe County 8.37 INSUI 1.96
Rate Amount. 17.0500 Incoma tax
Tax Freq: Weekly
Department Total DIETAR - [Regular 117.9167 2,391.81 2,526.21 FIT 123.28 Total Deductions 112.08 1,983.84 Total ER Contributions 211.54
DIETARY
All Other Hours & Earnings 8.0000 134.40 Ss 149.88
Medicare 35.05
‘s
State Income Tax 70.76
Local Income Taxes 51.32
Hours Analysis Vacation 8.0000
Earnings Analysis Vacation 134,40
Statutory Ded. Analysis FIT 123.28 IN Incoma Tax 70.76 IN Monroe Counly 51.32
Income tax
Voluntary Ded. Analysis Cancer - Pre-Tax 8.46 Life Post 362 Medical - Pre-Tax 100.00/
Empleyer Contrib, Analysis [SS 149.88 Medicare 35.05 FUTA 14.52
- INSUI 12.09
'
Reguiar Pay 25.7500 34,9833 900.82 900.82(FIT 48.18|H125 - Pre-Tax 150.00 604.28|SS 46.55
Associate [D: A :
46. hecki X
GMUTWP5RW SS 6.55 Checking Acc# e Medicare 10.89
:\:;:‘:;e(:ass: W-2 general \Vo#2474 360428
Positon ID: 000218 Medicare 10.89! FUTA 4.50]
H Dept: WELLNE IN Income Tax 22.15 (N SUI 3.75
Rate Type: Hourly .
Rate Amount: 25.7500 ::comerzaiwnw b
Tax Freq: Weekly
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luntary Deductions / Withholding

Payroll Register

ER Contributions /Reportable

|Bakerlueilz Wﬁegu\ar Pay 20.0000 40.0000 800.00| 935.00(SS 57.97 811.54|SS 57.97
Associate ID:  SUOSDXIOB . 7 . ;
Worker Class: W-2 general |V erime (Straight Pay) 20.0000 4.5000 50.00 Madicare 13.56 Checking Acc# o~ Medicare 13.56
OOOOOOOKKX:
empl
Po:uﬁ:y:f:): 000153 : ; Vo#2480 $811.54
H Dept: WELLNE Overtime (Premium Pay) 10.0000 4.5000 45.00| IN Income Tax 27.02 FUTA 5.61
Rate Type: Hourty
Rate Amount.  20.0000 IN Morgan County 24.91 INSUI 4.68
Tax Freq:  Weekly Income tax
Qualified Overtime 45.00
Wages
m Regular Pay 33.0000 33.7667 1.114.30 1,383.92(FIT 134.65) 1,072.95|SS 85.80
Associate ID:  98FZGSYTL - .
Worker Class: W-2 general Overtime (Straight Pay) 33.0000 4.0833 134.75 SS 85.80, Checking Acc# s Medicare 20.07|
XIOOOOKHKXKAO 1
employee
Position ID: 000296 Vo#2489 $1,072.95
o hepk WELLNE O Pr 1 00 4.083; 8.30
Rate Type: Haury vertime (Premium Pay) 6.501 .0833 67.37| Medicare 20.07 FUTA .3
Rate Amount: 33.0000 :
TaxFreq:  Weskly Shift DN 3.0000 225000 67.50 IN Income Tax 40.83 INSUI 6.92
IN Monroe County 29.62 Qualified Overtime 71.33
Income tax Wages
C Regular Pay 33.7500 24.5667 829.13 829.13[SS 51.40 723.51|Ss 51.40
Associate ID:  EYSFRRFRW "
Worker Class: W-2 general Medicare 12.02 Checking Acc# o Medicare 12.02
1 XX
employee 8
Position ID:  00C132 Vo#2477 §723.51 " ]
H Dept: WELLNE IN Income Tax 24.46 FUTA 4.97
Rate Type:  Hourly IN Monroe County 17.74 IN SUI 415
Rate Amount: 33.7500 Income tax
Tax Freq: Weekly
Davis; Maroiyn Regular Pay 22.0000 6.0000 132.00 132.00{SS 818 116.17|SS 8.14
Assoclaln [D:_ B EA Medicare 191 Checking Acc# Medicare 1.91
Worker Class: W-2 general 2084
SOOOOOOOKXKX.
:z;:?:fn 000223 PR
H Deot: WELLNE IN Income Tax 3.89 FUTA 0.79
Rate Type:  Houry IN Jehnson County 1.85 IN SUI 0.66

Rate Amount: 22.0000
Tax Freq: Weekly

Income tax

PR_PayrollRegister_JILL_2026-06 (7)

Page 4 of 7



IGross

lstatutory Deductions

Voluntary Deductions / Withholding

Orders

Payroll Register

Benefits & Earnings

ER Contributions /Reportable

: Regular Pay 200000 16.4667 2.14 286.70[S5 22
dssocialalD: SIGRWBEKN [eyn pyimeieiia 20000  0.8333 167 ss 2052 Checking Acc# [Medicare 4.80
Worker Class: W-2 general OO XHXNKXTIS0
employee Vo#2487 6.70
Position ID; 000263 i 56 e FUTA 1.9
H Dept: WELLNE e g :
Rate Type:  Hourly IN Income Tax 9.76 IN SUI 1.68
Rate Amount: 20.0000
Tax Frog: Weekly IN Menroe County 7.08
Income tax
R Regular Pay 33.0000 23.8500 787.05 787.05|FIT 5252 535.24|55 48.80)
Associate ID:  1LXJTOQXD sS 48.80 Checking Acc# Medicare 11.41
Worker Class: W-2 general KOOV 2701
employee Vo#24 35.24
Position ID: 000141 s i i FUTA 472
H Dept: WELLNE odicare i l
Rate Type: Hourly IN Income Tax 22.65 INSUl 3.94
Rate Amount:  33.0000 it
Tax Freq: Weekly IN Monr::a County 16.43
Income tax
Reguiar Pay 200000 42.5000 850.00 1.062.47|55 66.00 951.63]55 T6.00
PSSPCAINID:  TOETOKEAR (o e iar oy 200000 6.1000 122.00 Medicare 15.44 Checking Acc# Wsacase 1244
Worker Class: W-2 general XXX XXXXXXXXHAG01
employee Vo#2488 $951 63
Positionibz( 1000267 Shift Differential 20000 40.2333 80.47 iN Income T. 3140 FUTA 8.39
H Dept: WELLNE e T ! 4 1 neama Tax i 3
Rate Type:  Hourly Shift Differential 2.0000 6.0000 12.00 INSUI 532
Rate Amount:  20.0000
Tax Frea:  Weekly
Regular Pay 20.0000 6.1000 122.00 279.94|FIT 2000 207.00]55 17.36
Associate ID:  OLITSBEYV
Reaul ’ } ) Checking Acc# Medica 4.06
Worker Class: W-2 general Aguiarray 200000 1358 s = e xxxexxﬁxgxxcxxxxXQZSd -
employee Vo#2486 $207.00
Posiien lDc . 00025 Shift Differential 2.0000 1.6333 327 Medicar 405 s FUTA 168
H Dept: WELLNE s s . : ; care : )
Rate Type: Hourly Shift Differential 2.0000 6.0000 12.00 IN Income Tax 26.84 IN SUI 1.40
?a,!leF-:\m:‘mnlfWZD‘gDOO IN Marion County 4.68
ax Freq: eekly Income tax
Regular Pay 257500 40,0000 1,030.00 T138.15|FIT 88.65[H125 - Pro-Tax 50.00 860.66]55 67.47
pssectiain; SOWLFVIYE: |0y s {Prarmdir Fay) 128750 2.8000 36.05 ss 67.47 Checking Acce Medicare i5.78
Worker Class: W-2 general OOOOOOXNHHXKNEE02
employee Vo#2484 $860.56
oSN I0: 000207 Overtime (Straignt P. 257500 2.8000 72.10 Medic 1578 EUTA 042
HDep:  WELLNE Mebme GUEIGHL Pay) ; : ‘ G g '
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Hours / Earnings

[Gross

IStztutnry Deductions

Orders

Voluntary Deductions / Withholding

Net From Arrears

Payroll Register

ER Contributions /Reportable
enefits & Eam

5.44

Rate Type:  Hourly IN Income Tax 32.10 Jnsul
1F_!:’:er__x:\mr:l.ml:W:!.‘: l2500 IN Monroe County 23.29 |Quaiified Overtime 36.05
eq: eekly Income tax Weges
Regular Pay 1,821.0700 40.0000 1,821.07 1,821.07|FIT 134.68|STD - Post-Tax 17.08 1,437.31|88 112.90
Associate ID:  WRXZUOTLR ss 112.90 Checking Acc# Madicare 26.41
Worker Class: W-2 general MOOOOOOOOXNKEIBT
i o S Vo2430 §1,437.31
osition ID: "
1 0.17
H Dept: WELLNE Medicare 26.41 INSUI
Rate Type: Salary IN Income Tax 53.72
?:ieF.:m?unlwa.SiLUT IN Monroe County 38.97
eq: ekly Income lax
s Regular Pay 34.0000 40.0000 1,360.00 1,771.58|FIT 243.94) Medical - Pre-Tax sc.nﬂ 1,233.30{8S 106.74
AssociatalD: XNXQOSQSE |o. 0 0 by 34,0000 6.2833 21363 ss 106.74 Checking Acc# Medicare 24,97
Worker Class: W-2 general JOOOKIXHXXXKKIE23
ePr;'qloyeleD . V0#2483 $363.30
ion ID: d
H ;‘Er:,_ WELLNE Overtime (Premium Pay) 17.0000 2.1167 35.98] Medicare 24.97 Checking Acc#t Qualified Overtime 37.79
t E IOOKXKKXXXXXKEI4T |Wages
Rate Type:  Houry ¥
Rate Amount: 34.0000 ) Vo#2482 $870.00
TaxFreq  Weekly Overtime (Straight Pay) 34.0000 2.1167 71.97] IN Income Tax 75.79
Shift DN 3.0000 24.0000 72.00 IN Monroe County 36.84
Income tax
Shift DN 3.0000 6.0000 18.00
Regular Pay 15.0000 30,1667 452.50 452.50|88 28.06 394.84|88 28.06
Asscciate ID:  DEOTIC1JR Medicare 6.57 Checking Acc Medicare 6.57
Worker Class: W-2 general XOOOOOOXNKN2042
-[e;mp:uye::D hn Vo#2494 §394.84
osiion 1D
FUTA 72
H Dept:  WELLNE IN Income Tax 13.35 2
Rate Type:  Hourly IN Monroe County 9.68 INSUI 226
Rate Amount: 15.0000 Income tax
Tax Freq:  Weekly
Regular Pay 22.0000 38.8667 855.07 855.07|FIT 2222 718.96|SS 53.01
Associate ID:  CBRZZKATO ss 53.01 Checking Acc# Medicare 12.40
Worker Class: W-2 general JOOOKKXXK KK KK2963
el = Voi2485 $718.95
osition %
ica FUTA 513
H Dept: ¥ WELLNE Medicare 12.40
Rate Type:  Hourly IN Income Tax 25.22 IN SUI 4.28
Rate Amount: 22.0000 u
TaxFreg:  Weekly IN Margan County 23.26
Income tax
PR_PayrollRegister_JILL_2026-06 (7) Page 6 of 7




Hours / Earnings

}Statutory Deductions

Voluntary Deductions / Withholding

Orders

Net Pay

Payroll Register

ER Contributions /Reportable
Benefits & Earnings

‘i
h ‘Fegu|ar Pay 15.0000 3.0000 35.00 45.00[SS 2.78 402355 2.79
Asscciate ID:  N2SWHBTUL 1
Worker Class: W-2 general Medicare 0.65 i;eckmg AccHt 5 Madicare 0.65
DOCOOOOKNANK2
employae
Position ID: . 000295 V#2476 $40.23 : L
H Dept: WELLNE IN Income Tax 1.33 UTA
Rate Type:  Hourly IN SUI 0.23
Rate Amount: 15.0000
Tax Freq: Weekly
Reguiar Pay 22.0000 27.0167 594.37| 5894.37|SS 36.85 531.37|SS 36.85
Asscciate ID:  HOMLOQHOQ , !
Worker Class: W-2 general Medicare 8.62| Checking Acc# = Medicare 8.62
ol i V072475 $531.37
Position ID: 000250 N T FUT. 3.57
HDept: * WELLNE Income Tax 17.53 UTA E
Rate Type: Hourty INSUI 297
Rate Amount: 22,0000
Tax Freq: Weekly
Department Total WELLNE - |Regular 466.8001 12,500.94 13,321.07 FIT 746.98 Total Deductions 267.08 10,625.89 Total ER Contributions 1,098.92
WELLNESS
Total Overtime 13.5000 553.22 SS 810.40
Total Premium Pay 107.1999 266.91 Medicare 189.56
State Income Tax 428.04
Local Income Taxes 253.12
Hours Analysis Overtime (Premium Pay) 13.5000 Overtime (Straight 13.5000 Shift Differential 54.6999
Pay)
Shift DN 52.5000
Earnings Analysis Overtime (Premium Pay) 184.40 Overtime (Straight 368.82 Shift Differential 109.41
Pay)
Shift DN 157.50
Statutory Ded. Analysis FIT 746.98 IN Income Tax 428.04 IN Johnson County 1.85
Income tax
IN Marion County Income 4.68 IN Monroe County 179.65 IN Morgan County 48.17
tax Income tax Income tax
IN Owen County Income 18.77
tax
Voluntary Ded. Analysis H125 - Pre-Tax 200.00 Medical - Pre-Tax 50.00 STD - Post-Tax 17.08
Employer Contrib. Analysis [SS 810.40 Medicare 189.56 FUTA 51.13
IN SUI 47.83
PR_PayrollRegister_JILL_2026-06 (7) Page 7 of 7



Jill’s House
Employee Handbook

Working time includes both the working time of the person doing the solicitation or
distribution and the person to whom is directed.

Persons not employed by Jill’s House may not at any time, solicit, sell, or distribute
merchandise, services, and/or literature on Jill’s House property at any time for any

purpose.
Any violation of this policy should be reported to your department director or supervisor

immediately. Employees violating this policy will be subject to disciplinary action up to
and including termination.

Section 4: Hours and Pay

4.1 WAGE AND SALARY PROGRAM

A formal program of wage and salary administration has been developed and is used by
Jill’s House to maintain a just and fair relationship in the wages paid for work performed
within JillI’s House. All increases will be effective beginning in the pay period immediately
following the recommended increase. Whenever minimum wage is increased, all
employees being paid below minimum wage will be increased to meet new minimum
wage.

4.2 WORK SCHEDULES AND HOURS

Jil’s House must maintain a 24-hour a day, 7 days a week operation to provide proper
service to its residents. Therefore, when you accept work, you do so with the understanding
that you may be required to work a schedule which includes holidays, weekends, evenings,
and nights. It is our policy that these assignments be made in a fair and equitable manner.
The regular week is Sunday to Saturday. Your schedule will normally be available
several days before the first day of the following month.

Hours may be adjusted from time to time to meet the needs of the department based on
census. Requests for specific days off should be made in writing by the 15™ of the previous
month. Jill’s House will make every effort to grant request days off; however, requesting
a day off does not guarantee you will receive that day off.

Breaks/Rest Periods

You are entitled to two (2) fifteen (15) minute paid rest breaks for every eight hours
worked. These breaks must be taken for the full time and may not be divided up into
smaller increments. Normally these rest breaks will be scheduled early in the shift and later
in the shift. These will be determined by your supervisor. Please coordinate with your
co-workers to maintain adequate coverage at all times. Always be sure to return to work on
time at the end of any break.

In the unlikely event of an emergency or unusual condition, your manager may ask you to
change or postpone your break in order to finish a particular project.

Updated: December 4, 2020




JilI’s House
Employee Handbook

3.7 GIFTS AND/OR BORROWING FROM RESIDENTS

Acceptance of gifts, tips or gratuities of any kind from residents, vendors or visitors will
result in disciplinary action. Those offering gifts to staff should be directed to talk with the
Administrator. Any employee borrowing money from a resident will result in immediate
termination of employment.

3.8 VOLUNTEER INTERACTIONS

JillI’s House is fortunate to have volunteers who give of their time for the benefit of
residents. They bring to our residents some extra attention that means so much in added
comfort and service. In addition, they are most helpful in raising funds for special needs
and services all designed to render more and better care to the residents. Please extend your
courtesy to the Volunteers and assist them whenever possible. While volunteers may help
in your duties, they should not be held responsible for the tasks. Volunteers should also not
be expected to lead any activity by themselves even though this may be acceptable by them
at times. Volunteers are here as a support to staff, not as a supplement to your position.

This would be in violation of our confidentiality policy.

3.9 CONFIDENTIAL INFORMATION

In the course of your work you will acquire information which is confidential. You are not
to discuss these bits of information outside Jill’s House or even with other employees.
Casual conversation with other employees may be overheard and thereby violate the right
of privacy of others. Be particularly careful about your conversation in eating places and
other places of public gathering within JilI’s House.

All information concerning residents is confidential. Any information you have about a
resident, whether personal or medical, should not be discussed with any person not
involved in the care of that resident. Do not give personal opinions about a resident’s
condition or treatment. If you are questioned by the resident’s family or friends, tell them
you are not authorized to discuss the matter and tactfully explain that the supervisor in
charge will be glad to talk with them. Information regarding residents may only be given
out by the Administrator, Wellness Director or Charge Nurse.

Do not give information to newspapers, magazines, TV or radio reporters or photographers
on the telephone or in person. Direct all questions about admissions to the Administrator. If
you release confidential information you may be subject to termination or criminal
charges.

3.10 SOLICITATION/DISTRIBUTION

You are not permitted to solicit other employees or to distribute literature during working
time. Employees are not permitted at any time to solicit other employees in immediate
resident care areas or in any other area where solicitation would interfere with resident care
by distributing to residents or disrupting health care services. Employees are not permitted
to distribute literature in any area at any time.

Updated: December 4, 2020



Jill’s House
Employee Handbook

Lunch Period

If you work longer than four (4) consecutive hours, you will be given an unpaid lunch
period. The time when lunch periods are scheduled varies among departments, depending
on the needs of each department. Lunch periods are generally half an hour and variations of
this must be approved by your superior. Your supervisor will give you your lunch period
schedule.

You are expected to take your full-allotted time for lunch. You are requested not to perform
any work during your regularly scheduled lunch period, unless specifically requested to do
so by your manager. In that event, your lunch will be rescheduled, or you will be paid for
the time that you worked.

You may leave the premises during your lunch period; however, you must clock in and out.
It is important to return to work on time at the end of your lunch period.

If you bring in any outside meals, we ask that you eat them in the designated break room,
and not in the resident dining area or anywhere else in the facility. Meals from Jill’s House
may be eaten with residents in the dining room.

Break Room Facility

Jill’s House provides a breakroom equipped with seating, microwave and a refrigerator for
associates who want to bring their lunch from home. This area is for everyone's use. It is
your responsibility to do your share in keeping this facility clean and sanitary. Please clean
up after yourself.

4.3 OVERTIME/SHIFT DIFFERENTIAL:

Overtime is intended to meet emergency needs only and must be authorized in advance by
your department director or supervisor. The payroll department will pay no overtime
unless approved by the department head. When the need for overtime arises, it will be
assigned on a fair and equitable basis.

If you are a non-exempt employee, you are compensated at the rate of one and one-half (1
Y%) times your regular rate of pay for overtime hours that are counted as productive hours
when calculating overtime. Overtime hours are in excess of 40 hours for each workweek.
Your department director will forward approval for any scheduled change of hours to the
office for payroll purposes.

Salaried employees are exempt from overtime requirements of the Fair Labor Standards
Act of 1938 as amended, if they meet applicable guidelines.

An additional $2.00/hour will be paid to any nurse who works an 8-12 hour night shift.

4.4 SUBPOENA/EXPERT WITNESS

If you are served a subpoena as a witness to appear in court on behalf of Jill’s House, you
will be paid for time spent in court. If you are required to be in court, but not on behalf of
Jill’s House, you will not be paid for time spent in court.

Updated: December 4, 2020



Jill’s House
Employee Handbook

4.5 WAGE ASSIGNMENTS AND GARNISHMENTS

Under the garnishment law, it is possible for a person to whom you owe money to get a
court order requiring Jill’s House to hold a certain amount form your check each pay period
until the debt is paid off. Jill’s House must comply with such court orders.

4.6 PAY PERIODS AND PROCEDURES

There are normally 52 pay periods per year. Pay checks are distributed weekly via direct
deposit or a bank card. A pay period consists of seven (7) days. Pay check stubs can be
accessed by setting up a prime pay account.

4.7 PAYROLL DEDUCTIONS

Your payroll check stub will show your deductions. Those required by law are:

1. Income tax (Federal State)
2. Social Security (FICA)
3. Medicare deduction

Other deductions may include, but are not limited to:

1. City or County income tax
2. Health insurance premium
3. Other voluntary deductions, such as additional insurances or HSA.

4.8 DIRECT DEPOSITS AND BANK CARDS

Direct deposit of your paycheck into your personal account(s) at a participating bank or
financial institution is required. This provides immediate access to your pay on payday,
improved confidentiality, no inconvenience of going to the bank and no risk of lost or
stolen paychecks.

Due to the move towards sustainability and confidentiality, Jill’s House does not offer
physical checks. If you do not have a bank account that can be used for direct deposits,
JilI’s House will request that you obtain a bank card for the pay checks to be loaded to.

4.9 TIME CARD AND RECORDS

By law, we are obligated to keep accurate records of the time worked by "non-exempt"
associates. This is done by either time clock cards or other written documentation.

Your time card or sheet is the only way the payroll department knows how many hours you
worked and how much to pay you. Your time card indicates when you arrived and when
you departed. You are to punch in and out for lunch and for brief absences like a doctor or
dentist's appointment. All associates are required to keep the site manager/corporate office
advised prior to their departures from and immediately upon return to the premises during
the work day.
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You are responsible for your time card. Remember to record your time of arrival and
departure to and from your shift. If you forget to clock in or make an error on your card, the
Administrator must make the correction and you and your manager must initial the
correction. You are not permitted to punch in more than six (6) minutes before your
scheduled starting time nor more than six (6) minutes after your scheduled quitting time
without your site manager's approval.

No one may record hours worked on another's card. Tampering with another's time
card/sheet is cause for disciplinary action, including dismissal, of both associates. Do not
alter another person's record, or influence anyone else to alter your record for you. In the
event of an error in recording your time, please report the matter to your site manager
immediately.

4.10 QUESTIONS ABOUT PAYROLL CALCULATIONS

If you have any questions about the way in which your hours or pay have been calculated,
contact the Administrator. Every effort is made to avoid errors in your paycheck. If you
believe an error has been made, the Administrator immediately. We will take the necessary
steps to research the problem and to assure that any necessary correction is made properly
and promptly.

4,11 PROMOTIONS AND TRANSFERS

One of our purposes is to help you develop and advance in accordance with capacity and
personal effort. This includes giving you an opportunity to be considered for job openings
which may occur either within your department or within other departments at Jill’s House.

A. Promotions
Promotions are “earned” rather than “awarded”. Thus, you can be
considered for promotion as it becomes evident that you have the ability
and capacity beyond that required by your present job.

B. Transfers
Transfers to other positions or departments are permitted when such
transfers will be in the best interest of Jill’s House and you. Transfers are
arranged by the Department Director and the Administrator. Past employee
evaluation results, attendance records, training and physical capabilities will
be considered. Transfers are subject to the approval of the Department
Head receiving the transfers.

C. Demotions
" For personal reasons you may choose to transfer into a position in a lower
employment classification, or it may be necessary because of failure to
perform the requirements of your job or because of revised staffing
requirements. Such a transfer may have an adverse effect on your
benefit\eligibility and your rate of pay will be adjusted accordingly.

D. Probationary Period
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In case of transfer, promotion or demotion, your first ninety (90) days in
your new job will be a training and adjustment period. This probationary
period may be extended by management, if necessary. Your department
director or supervisor will give you a written evaluation and decide (based
on your record) whether you fulfill the requirements of your new job. If you
are unable to fulfill the duties of your new position you will be considered
for a transfer to a new job for which you are qualified, if one is available.

4.12 PERFORMANCE EVALUATIONS

Employees will be evaluated regularly (at the end of the probationary period and at least
once a year thereafter) by their immediate supervisors; the Administrator or the Wellness
Director. Such evaluations shall be based on the performance of duties identified in each
employee’s job description. Factors of skill, ability, progressive development, attitude,
loyalty, reliability, health, appearance, cooperativeness, and punctuality are considered in
determining the quality of employee’s performance.

The Employee evaluation system is designed to:

A. Maintain or improve each employee’s job satisfaction and morale by
making it known that his or her supervisor is interested in the
employee’s job progress and personal development.

Serve as a systematic guide for supervisors in planning each
employee’s further training.

Assure careful consideration of each employee’s performance.

Assist in making job placements that will best utilize the capabilities
that might not otherwise be noticed or recognized.

Provide an opportunity for each employee to discuss job problems and
interests with his or her supervisor.

Assemble information for use as a guide, although not the sole
governing factor, for such purposes as wage adjustment, promotions,
disciplinary action and reassignments.

m oo W
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In addition to the regular performance evaluations described above a supervisor may
conduct periodic written performance reviews at any time to discuss positive aspects of
performance or any performance concerns.

Although performance evaluations often coincide with wage and salary evaluations, there
is no guarantee that wage increases will occur in each evaluation.

Section 5: Safety and Security

5.1 SECURITY PROGRAM

Management will try to insure safe working conditions within Jill’s House and you should
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5.14 PROTECTION AND CARE OF PROPERTY

The chance for waste and loss are great unless each one of us takes special care in the use of
supplies and equipment. Each item costs money--possibly quite a lot-- and you should
handle it carefully as if it were your own. In this way you will help us hold down the high
cost of resident care. Do your part by reporting maintenance and repair problems to your
department supervisor. Willful destruction or theft of JilI’s House or resident property is
grounds for termination and legal action.

Supplies and equipment of Jill’s House or residents are not to be used for personal use by
employees. Employees must be alert for the entry of unauthorized persons on the premises
or work areas. If a person is observed to be acting in a suspicious manner or seen in a place
where he/she does not belong, the employee is expected to offer assistance in directing the
visitor to a supervisor or Administrator where their business can be determined.

Section 6: Benefits

6.1 VACATION

Vacation Periods
As an hourly paid employee, you may request your vacation any time after your
anniversary date. In order to determine your vacation, benefit you must fit the following
categories:

a. Full time employee

b. Part time employee

Vacation benefits will vary according to the number of hours worked. Use the following
guidelines to determine your vacation benefits:

a. Full time employee after one (1) year-- one (1) week vacation.

b. Full time employee after two (2) years-- two (2) weeks’ vacation.

c. Full time employee after five (5) years-- three (3) weeks’ vacation.

d. Full time employee after ten (10) years-- four weeks’ vacation.

e. Part time employees are eligible for vacation benefits after the first year of

employment.

Vacation benefits are based on the total number hours worked in that year and divided by
52 to equal the vacation benefit. Vacation time accrues as of your anniversary date. You
may not, “store” vacation benefits from one year to the next. You will forfeit vacation
benefits if you do not use them during the allotted time. Employees terminating with
unused vacation benefits will forfeit them if they do not give proper notice. Proper notice is
defined as 30 days for Department Heads and two weeks for all other personnel.
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Scheduling of Vacations

Department directors are re t];:onsible for the assignment of vacations. Vacation days
must be requested by the 15" of the month for the following month. Length of service is
an important factor in resolving any conflict in choice of vacation dates.

Jill’s House will seek to accommodate each employee’s request, but management reserves
the right to schedule vacations in such a way as to ensure proper and adequate resident care.

Vacations may be taken in smaller time periods as stipulated by Jill’s House Such
approval is dependent upon the employee making a written request by the 15" of the month
for the following month.

Leave of Absence Effects on Vacation Earned

If you have a leave of absence of more than thirty (30) days (except for military service
leave), your anniversary date of employment will be adjusted to reflect the leave taken in
excess of thirty (30) days.

6.2 HOLIDAYS

Scheduling of Holidays

Because JillI’s House operates every day of the year and cannot suspend its activities on a
holiday, employees will be required to work on holidays.

Eligibility for Holiday Pay

Employees who work on the day recognized as the holiday shall receive 1 /% times their
regular hourly wage for hours worked. JilI’s House recognizes the following holidays:
New Year’s Day

Easter

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day

Christmas
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6.3 GROUP HEALTH PLAN

Soon after orientation, you will be provided with information explaining the Group Health
Plan. In addition, you will receive information about the enrollment process. After
completion of 60 days of employment, you will become eligible for coverage. Both the
employee and Jill’s House make contributions to the monthly contribution for benefits.
The payroll deduction for coverage may vary from year to year. You will be informed of
the current contribution amount when you are hired and notified of future changes in
writing.

6.4 FUNERAL LEAVE

Purpose
The purpose of funeral leave is to provide you with time to attend the funeral of a member

Updated: December 4, 2020



Jill’s House
Employee Handbook

of your immediate family and to handle personal affairs without disrupting your income.

Eligibility
You are eligible for funeral benefits after you have completed your probationary period.

Time Allowed

You may be granted a three (3) day leave with pay. This is not to exceed three (3)
working days. The employee will be paid for scheduled hours of work actually lost during
the funeral leave. “Immediate family member” is defined as spouse, child, brother or
sister, mother or father of the husband or wife.

Funeral Pay
Your funeral leave pay will be calculated at your regular rate of pay.

Leave Without Pay

If you are not eligible for funeral leave with pay you may be given time off without pay in
the case of a death of a family member. Time off without pay may be arranged with your
department director or supervisor. Time off without pay may also be given for you to
attend the funeral of a close friend or relative.

Forfeiture of Rights

You forfeit your rights to funeral leave benefits if you fail to return to your assigned
position and work at least on scheduled work day after you have utilized funeral leave
benefits.

*When you are granted funeral leave benefits, it is mandatory that you attend the funeral of
the person that the leave was granted for.

*Administration reserves the right to ask you to supply the name and relationship of the
deceased and the name of the mortuary that handled the arrangements, or a copy of the
obituary and funeral services.

6.5 DISCRETIONARY LEAVE OF ABSENCE
Our company is not covered under the Family and Medical Leave Act. The FMLA covers
businesses with 50 or more associates who work within a 75-mile radius.

The decision to grant a Discretionary leave of absence will be based on the business needs
of the company and the employee.

Eligibility

Employees who have at least 90 days of consecutive service as regular, employees in good
standing, are eligible for: the maximum amount of time that can be granted for this type of
leave is four weeks in any 12-month period, calculated by using the rolling calendar
method.
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Documentation

All requests for a LOA must be made in writing and submitted to the business owner. An
employee must provide 30 days’ advance notice when the need for the leave of absence is
foreseeable. If not foreseeable, the employee must provide notice to the business owner as
soon as practical. Medical documentation should be provided within 7 calendar days of
notice, if for medical reasons or childbirth.

Approval

The business owner will review the LOA request and will notify the employee as to
whether the request was approved within seven business days. LOA will not be granted to
allow an employee time off to seek employment elsewhere or to work for another
employer. Employees who begin employment elsewhere while on LOA, except for
military reserve duty, are considered to have quit voluntarily.

Job protection and returning to work after a LOA

Upon the expiration of the LOA, the employee may be returned to his or her former
position if available. If the employee’s position is not available, the employee may be
offered another available position for which he or she is qualified. If no position is
available when the employee is able to return to work, the employee will be terminated and
may apply for the next available position.

6.6 RETIREMENT
Jill’s House will abide by the existing federal state laws regarding the age of retirement.

6.7 WORKER’S COMPENSATION

Safety on the job is everyone’s responsibility and you are cautioned to take the utmost care
in avoiding accidents. Should an injury occur, however, you may be eligible to receive
worker’s compensation benefits. This insurance coverage is in accordance with state law
and is carried by JilI’s House for your protection.

Because the law sets forth limitations on filing of claims, any job-related injury must be
reported immediately to your department director or supervisor, no matter how minor the
injury may seem.

The insurance covers medical expenses resulting from an on-the-job injury. It also pays
weekly disability benefits after the required waiting period.

An employee will not earn benefits (such as accrual of vacation) during a worker’s
compensation absence of more than 31 calendar days.

6.8 JURY DUTY

Jill’s House wishes to recognize the responsibilities of employees as citizens. All
employees who have completed their probationary period and who are called to serve as
jurors, will receive their regular pay, less their pay as jurors, for each scheduled work day
while on jury duty. The employee may not be reimbursed for more than eight (8) hours
for any one (1) jury duty day for a maximum of (10) business days. In order to be paid for
jury duty such jury duty must by on the regularly scheduled work shift.
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The receipt of a subpoena or the notice to report for jury duty must be reported immediately
to your department head who will forward this to Administration.

Jill’s House may request that you be excused or exempt from such jury duty, in the opinion
of management, your services are essential at the time of proposed jury duty service. If
you are dismissed from jury duty prior to the end of your normal work shift you are to
report to work. Jury duty reimbursement cannot be received while you are on vacation.

6.9 UNEMPLOYMENT COMPENSATION

In accordance with the laws of the state you are covered by unemployment compensation.
This is funded by employers only and Jill’s House contributes to this fund.

6.10 EMPLOYEE REFERRAL PROGRAM

As a benefit to our current working employees, Jill’s House offers a monetary reward to
employees who refer outstanding new hires to us. This program offers up to $200 for
eligible employees. In order for the referring employee to receive this reward, the new hire
must make it past their first 90-day probation, at which point the first $100 can be
collected. After 6 months of the new hire being employed, the referring employee will
receive the second $100 amount

Proper Reporting

When a new employee is hired due to a referral as either specified on the application or in
person, a document must be drafted and approved by the Administrator listing the dates for
the new hire’s 90 days and 6-month employment.

Upon the meeting of these dates, the specified reward will go directly onto the referring
employees next processing check. Failure for a new hire to meet the given time frame will
result in no money being awarded.

The director must sign off on the agreement of these dates and the completion of the
rewarded payments, along with the referring employee’s signature.

6.11 EMPLOYEE MEALS

All employees are required to sign up for a meal, so Jill’s House staff can ensure enough
food is available to meet the needs of Jill’s House.
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