
 

MMEEMMOO    
TTOO::              AAllll  SSttaaffff    
  

CCCC::                JJeessssiiccaa  BBrroouussssaarrdd,,  LLCCSSWW//CCOOOO;;  CCoonnnniiee  AAmmyy,,  RRNN//DDOONN  
            
  

FFRROOMM::    KKaallii  BBaabbiinneeaauuxx,,  HHRR  CCoooorrddiinnaattoorr  
  

DDAATTEE::      0011//0066//22002200  
  

RREE::                Reminders about Employee Portal, Pay Day and Documentation of 
Call ins.  
 
 

1. See attached memo from 12/5/19 regarding the employee portal. There is a 
calendar on the portal which has a schedule of pay days and upcoming trainings. 
These dates are subject to change and should be checked close to the date for any 
changes. If changes with these dates occur less than 24 hours of the date/time, 
the employees will be notified via e-mail. Because the payroll processing period 
fluctuates and there could be instances of unforeseen payroll processing issues, 
the date of the 5th and the 20th of each month at 2P, if Saturday then pay day is 
Friday and if Sunday then payday is Monday, is written in policy to allow extra 
time to ensure payroll is completed successfully. Employees should plan 
according to the scheduled pay day. There are instances when a pay day is 
moved to an earlier date and time but employees should not assume this will 
occur but instead check the employee portal calendar and e-mail for changes.   
 

2. For CHARGE NURSES: With the updates to the punctuality and attendance policy, I 
felt the need to remind our supervisory staff of the necessary procedures to 
ensure accurate tracking of timely call ins. See attached memo from 7/30/19.  
 

Do not hesitate to call or e-mail with any questions. Thanks! 
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