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Introduction 

Welcome to Navarre Corporation! We are glad you are part of our team. Each and every day, 

our why is to help our nation's veterans. Now you are a part of that operation, and Navarre 

Human Resources wants to ensure you have everything you need to do the job!   

In this guide, you will find an outline of your benefit options and compensation. Navarre strives 

to provide the best care available and at the best prices every year. Therefore, you will see this 

document change year after year.  

If you ever have any questions about your wage or other benefits, please reach out to your 

Human Resources department.   

Video Companion to this Guide 

Video Link – Like this one! 

If you would prefer to watch videos that go over the highlights of this guide, select the video 

link at the top of teach section. You will need a internet connection for this feature. 

 

How to Contact 

Navarre Human Resources prides itself on fast service for all employees. You have a few 

options when reaching out, but remember your manager will be your first contact for many 

day-to-day items. 

Navarre HR Email: mangement@navarrecorp.com 

Navarre HR Hotline: (844) 932-0558 

 

https://www.dropbox.com/scl/fi/qn8qr3brem9t2oijmpupk/Navarre-HR-Welcome.mp4?rlkey=1lrhy5d0het1g9g7rohpp2854&dl=0
mailto:mangement@navarrecorp.com
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Overview of Compensation and Benefits 

 

Pay Dates 

Navarre pays on a semi-monthly pay schedule which lets you be paid twice a month. This 

means you get paid on the 6th of every month for time worked during the 15-end of the 

previous month. Then you get paid again on the 21st of every month for hours worked 1-15 of 

the same month.  

If payday lands on the weekend, a check will go out the prior Friday. In some cases, the pay 

date may land on a Monday holiday. In that rare scenario, Navarre will let you know when to 

expect your check two weeks before that date. 

Paid Time Off (PTO) 

Video Link 

 

https://www.dropbox.com/scl/fi/os8gt8sud6tm2qig50lmi/PTO.mp4?rlkey=xtm0dmpj09eje00y0ssgelnrm&dl=0
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Navarre Corporation offers three forms of PTO for all hourly employees. These are known as 

Vacation, Sick, and Flex. Your manager will have instructions for requesting this in a timely 

manner.  

 

Vacation Time:   

• Accrued at .04 hours for every regular hour worked for a maximum of 80 per calendar 

year.  

• Vacation should be scheduled as early as possible and must have supervisory approval.  

• Unused vacation will be paid out as a cash value at the end of the calendar year or upon 

the last day of employment.  

Flex Time  

• Flex time is in place of Holiday Pay. With the diverse schedule of Navarre client needs, it 

is necessary to have flexible holiday pay in place.  

• Accrued at .044 hours for every regular, non-overtime hour worked for a maximum of 

88 hours a calendar year.  

• If you wish to take off a holiday and be paid, you must request your flex time be used at 

least 48 hours before the federal holiday.  

• Unused flex time will be paid out as a cash value at the end of the calendar year or 

upon the last day of employment. 

Sick Time:   

• Accrued at 1 hour for every 30 regular, non-overtime hours worked up to 56 hours per 

calendar year.  

• You can use your sick time for actual sick days, doctor appointments, caring for loved 

ones, or bereavement. Navarre may request documentation.  

• Unused sick time will roll over from year to year. Unused sick time will not be paid out at 

the end of the year nor at the last date of employment. 

 

Hourly Compensation Structure  

Video Link 

https://www.dropbox.com/scl/fi/lkd246n697blthm14qs1n/Hourly-Compensation-Structure.mp4?rlkey=nrwanup3fajq986aeh76nruw9&dl=0
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Hourly compensation at Navarre is built by two wages that are explained below. The Federal 

Government’s Service Contract Act guides all hourly rates and fringe wages.  

Hourly Rate: Base hourly pay determined by location. Time and half this number for overtime 

of 40+ hours a week in most states. This rate will show up on every paycheck.  The work week 

is Monday-Sunday.In CA different OT rules apply. 

Fringe Rate (Health and Welfare): As of August 2023, this is an extra $4.57 an hour for 

only regular hours worked that an hourly service contract act employee will receive. Any 

employee may receive up to 2080 hours or $9,505.60 a year. This rate will not show up on the 

paycheck in most states as it is only to be used for health and welfare. Please see below how 

this money is allocated.  

Options for Fringe Rate Allocation: 

 

Fringe Wage Administrator 

GSA is a third-party Fringe Wage Administrator. To learn more, please read below. You will find 

more about GSA and Navarre’s partnership, as well as instructions to log in if you choose. 
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More about GSA: 
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exo   

How to Login to see your PRA balance with GSA: 
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Note – Please use your PERSONAL (not Navarre) email address to register and login.     

 



 

 

11 

 

11 

   

 

401a Retirement Account 

Video Link 

PLAN NUMBER: G39110 

https://www.dropbox.com/scl/fi/070b08yhnsannhmukrfex/Retirment.mp4?rlkey=8kvpfqtmqc11tgtga97fdanf2&dl=0
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A 401a is similar to a 401k. Navarre Corporation IS NOT a fiduciary financial advisor or CPA. 

Please consult your tax or financial professional before making any choices with your retirement 

account.   

As stated in the allocation chart, any unused fringe wage (i.e., not used for medical insurance 

productions) will go into your 401a Retirement Account. Your account will automatically open 4-

5 months after your first hour worked for Navarre Corporation.   

While the account takes a while to open because of reporting, you will start accruing funds 

there 90 days after your first hour worked. Once the account is opened, you will begin to get 

statements in the mail.   

Below you will learn what options you have with the funds and how to log in to see your 

balance. For all actions, you will need to know the plan number, which is: G39110   

How to Login:  

You cannot log in until you get the first statement in the mail. 
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What can you do with your funds? 

A 401a account is a federally protected retirement account which means there are safeguards in 

place to limit money taken out before retirement age. The minimum age to take penalty 

distributions is 59 ½ years of age.  
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Remember that Navarre’s 401a is a traditional retirement account. This means money goes in 

tax-free but will always be taxed when taken out.  

Withdraw options for those who do not meet a minimum distribution age are listed below. 

Please note that distributions will take between 2-5 weeks to process. To request any of the 

following, follow the link: https://powerforms.docusign.net/15133b53-d961-4d97-9073-

6fdb9951417c?env=na3&acct=b08210a1-9f23-4623-9a06-

0dd816259b33&accountId=b08210a1-9f23-4623-9a06-0dd816259b33 

 

 

 

1. Loan Request 

For a loan, you can borrow up to half the balance of your available funds and can have only one 

loan out at a time. If you have a loan with an existing balance, you will be able to request 

another loan once your first one is completely paid off. 

 

o One America will not have record of your request until it's been approved by 

the Navarre (10-15 business days) 

o You may borrow up to 50% of your retirement account balance 

o Loan Repayments will be deducted from payroll 

o You may have only one loan out at a time 

 

 

2. Former Employee 

 

If you have officially separated from Navarre, this is option is for e to receive a distribution from 

your 401a.    

 

3. Hardship Withdraw (Proof of Hardship Must be Submitted) 

 A hardship distribution is a withdrawal from a participant’s elective deferral account made 

because of an immediate and heavy financial need, and limited to the amount necessary to 

satisfy that financial need. The money is taxed to the participant and is not paid back to the 

borrower’s account.  

https://powerforms.docusign.net/15133b53-d961-4d97-9073-6fdb9951417c?env=na3&acct=b08210a1-9f23-4623-9a06-0dd816259b33&accountId=b08210a1-9f23-4623-9a06-0dd816259b33
https://powerforms.docusign.net/15133b53-d961-4d97-9073-6fdb9951417c?env=na3&acct=b08210a1-9f23-4623-9a06-0dd816259b33&accountId=b08210a1-9f23-4623-9a06-0dd816259b33
https://powerforms.docusign.net/15133b53-d961-4d97-9073-6fdb9951417c?env=na3&acct=b08210a1-9f23-4623-9a06-0dd816259b33&accountId=b08210a1-9f23-4623-9a06-0dd816259b33
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A distribution from a participant’s elective deferral account can only be made if the 

distribution is both: 

• Due to an immediate and heavy financial need. 

• Limited to the amount necessary to satisfy that financial need. 

 

Immediate and heavy financial need 

The employer determines a participant has an immediate and heavy financial need based on 

the plan terms and all relevant facts and circumstances. 

• Consumer purchases (such as a boat or television) are generally not considered an 

immediate and heavy financial need. 

• A financial need may be immediate and heavy even if it was reasonably foreseeable 

or voluntarily incurred by the employee. 

 

 

A distribution is automatically considered to be necessary to satisfy an immediate and 

heavy financial need if all of the following requirements are met: 

• The distribution isn't greater than the amount of the immediate and heavy financial 

need, including the amounts necessary to pay any taxes resulting from the 

distribution. 

• The employee has obtained all other currently available distributions (including 

distribution of ESOP dividends under section 404(k), but not hardship distributions) 

and nontaxable (at the time of the loan) plan loans, including all other plans 

maintained by the employer. 

 

 

Safe Harbor Distributions 

Under a “safe harbor” in IRS regulations, an employee is automatically considered 

to have an immediate and heavy financial need if the distribution is for any of these: 

o Medical care expenses for the employee, the employee’s spouse, dependents or 

beneficiary. 

o Costs directly related to the purchase of an employee’s principal residence 

(excluding mortgage payments). 
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o Tuition, related educational fees and room and board expenses for the next 12 

months of postsecondary education for the employee or the employee’s spouse, 

children, dependents or beneficiary. 

o Payments necessary to prevent the eviction of the employee from the employee’s 

principal residence or foreclosure on the mortgage on that residence. 

o Funeral expenses for the employee, the employee’s spouse, children, 

dependents, or beneficiary. 

o Certain expenses to repair damage to the employee’s principal residence. 

 

Limited to the amount necessary 

The amount of a hardship distribution must be limited to the amount necessary to satisfy the 

need. This rule is satisfied if: 

o The distribution is limited to the amount needed to cover the immediate and 

heavy financial need, and 

o The employee couldn't reasonably obtain the funds from another source 

 

You will need to provide a statement that the need can’t be relieved from other 

available resources, including: 

o Insurance or other reimbursement. 

o Liquidation of the employee’s assets. 

o The employee’s pay, by discontinuing elective deferrals and after-tax employee 

contributions. 

o Plan loans or reasonable commercial loans. 

 

 

Health Benefits – Employee Paid 

Video Link 

Navarre Corporation proudly offers a complete health benefits package for Full Time Employees. 

As outlined in the fringe wage allocation, your fringe wage can be used to pay for all employee 

https://www.dropbox.com/scl/fi/1riog7kwbd2um9hjwtzwn/Health-Benefits.mp4?rlkey=ala9k6wn1yftp8w9ougk5kqe9&dl=0
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medical costs. Dependent costs are not covered by fringe wage and will be deducted from the 

paycheck. 

Health Options for 2024: 
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Health Benefits – Employer Paid 

All employees, including part-time, are automatically enrolled in Short Term Disability. Long 

Term Disability and Employee assistance program with premiums being paid by Navarre. If you 

do not want to take any other benefits, you will automatically be placed in these programs after 

30 days of employment. 

More on the EAP: 
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Navarre will also pay for a life insurance policy as found in enrollment documents! Different per 

state* 

Enrolling in Benefits 

You will be eligible for benefits 30 days after your start date. You will get an email from 

“Employee Navigator” around that time. It may come before or right on the 30th day. If you 

have not got one by your 30th day, please contact HR. Employees will be able to change or 

update benefits every year around December.   

To enroll in benefits please follow the steps below: 
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Changing Benefits Mid-Year 

To change your benefits mid-year you must have a Qualiffying Life Event (QLE). 

 

 

 

Commute Time 

Video Link 

In an effort to pay drivers for all their hard work, incentivize long trips, and stand out above the 

competition, Navarre Corporation offers our employees partial commute time to pay! This 

https://www.dropbox.com/scl/fi/8g45u5qa1mo97fnya0v61/Timekeeping.mp4?rlkey=z182k1r93oa5uzgdzzh8ld9fh&dl=0
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means that part of your time to your first pick-up and part of the time driving home from your 

last will be compensated.  

Important terms:  

Commute Time – The time it takes you to travel from your starting location to the nearest VA 

hub.  

Scheduled Time – The time between an employee’s starting point and first pickup or report to 

the location minus your commute time.   

On the Clock: An employee is on the clock as soon as they pick up their first client to when they 

drop the last off. The only exception is the required meal break.  

  

Example: Start of Day Commute Time  

  

Navarre uses Bing Maps to calculate time without traffic. For this example, the driver has a 

commute time of 27 minutes to their local VA. 

 

For this first trip of the day, you can see point A, where the driver leaves, and B, which is their 

first pickup. The driver's paid time would be 11 minutes, no matter what the traffic is. This is 

found by taking the total trip time of 38 minutes and subtracting the commute time of 27 

minutes.  

Please note that once the driver arrives at the scheduled pickup time, they are on the clock. 

These calculations are only for the first and last trip of the day. 
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Example: End of Day Commute Time 

 

 

For this last trip of the day, you can see point A, where the driver leaves, and B, which is their 

previous pickup. The driver's paid time would be 5 minutes regardless of traffic. This is found 

by taking the total trip time of 32 minutes and subtracting the cummute time of 27 minutes.  

  

Exceptions:  

Please note that there are times when point-to-point commute time is paid. This will happen for 

maintenance trips, some locations after hours, and during travel assignments. 
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