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PPR Healthcare Staffing

Human Resources

Payroll

Medical Customer Service

Dental Customer Service

Vision Customer Service

PPR Insurance Representative

866.581.5038 Toll Free
888.794.5038 Fax
info@pprhealthcare.com

www.pprhealthcare.com

Terri Cohen, PHR, VP of Great Employment Experiences
877.722.5038
terri.cohen@pprhealthcare.com

Kim Raker
877.393.5038
kim.raker@pprhealthcare.com

888.266.5519
www.aetnanavigator.com

877.471.3368

800.865.3676
www.compbenefits.com

Amy McWilliams
877.721.5038
amy.mcwilliams@pprhealthcare.com

International Team Management:

Stani Veljaca
Visa Specialist

Jenny Garver
Recruiter / Client Account Manager

Terri Cohen, PHR
VP International

877.446.5038
stani.veljaca@pprhealthcare.com

866.378.5038
jenny.garver@pprhealthcare.com

877.722.5038
terri.cohen@pprhealthcare.com
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Payroll Process

PPR pays weekly. Pay periods begin on Sunday and end on Saturday (unless otherwise
specified by the hospital). In order to process payroll, all PPR time sheets must be
received by PPR every Sunday by 12:00 p.m., Eastern Standard Time. In the event that
a time sheet is not turned in by 12:00 p.m., EST, on Sunday, that paycheck may be
delayed until the following pay period.

PPR is paperless. The employee will receive a pay statement allowing enrollment in
PPR’s online service. PPR offers and encourages direct deposit without charge. To elect
direct deposit of a paycheck to an employee’s bank account, he/she will need to fill out
the Direct Deposit Form and mail it along with a voided check, to PPR or fax to
800.931.5039. Once PPR has received the Direct Deposit Form and voided check, the
employee may receive an additional manual check before direct deposit begins.
Employees utilizing direct deposit will have payroll funds deposited on the Friday of pay
week. Check with a financial institution for further information. Online paychecks will
be available for viewing on payday.

Time Sheets

Time sheets are provided by PPR or the facility to which you are assigned. When filling
out a time sheet, calculate hours based on 15-minute increments. Each employee is
responsible for properly documenting hours on the time sheet, getting signature
approval of hours from the facility and faxing the time sheet to PPR each week. In
addition, if the facility has the employee complete a log for billing purposes, the hours in
the log must match those on the time sheet. Any discrepancy which results in an
overpayment in hours to the employee will be corrected with a future payroll
deduction.

It is important that an employee account for all hours that he/she is scheduled to work
and that an explanation for any time off is included. Note all schedule changes (ex: sick
time, requested time off, or exchanging hours on time sheet). In addition, if there is a
missed shift due to facility scheduling, illness or any other reason, please contact PPR
immediately.

Should the facility request an employee to use it’s time sheets, please inform PPR
immediately. PPR can then make appropriate arrangements with the facility before the
end of the pay period.
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View Pay Check Online

PPR is pleased to offer a service that enables employees to conveniently view pay
statements. Using the power of the Internet, employees will be able to access Paycor
pay statements. Employees can register by following the instructions listed below. The
following information will be needed to proceed:

e Most recent pay statement

e Personalized Registration Letter

e Avalid Email address - an Email will be sent to the employee to complete the
registration process.

e Acrobat® Reader® - free download available from Login page.

e Microsoft® Internet Explorer - free download available from Login page.

How to Register for Paycor Online Services:

e Go to www.paycor.com — Click on employee login

o C(Click on Register under the SELF SERVICE option

e Enter employee registration information, including the Company Access Code
and Employee Unique Key as it appears on the personalized registration letter.

e Continue through the registration process and write down the User ID and
password.

o After submitting registration online, the employee will receive a confirmation
email. Complete the registration process by clicking the link in the email and
entering the User ID and password. (Employees must do this within 48 hours of
receiving the email).

Please note: The Personalized Registration Letter is time sensitive, with an expiration
date located at the bottom of the letter. Please register before this date.

The employee should call the payroll coordinator or recruiter if a copy is needed of
his/her most recent check stub or registration letter.

Once the registration process is complete, “Bookmark” or “Add to Favorites” the new
URL, www.paycor.com.


http://www.paycor.com/
http://ipay.adp.com/
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Holiday Policy

PPR does not pay wages for holidays not worked. Employees will only be paid for the
actual hours worked during pay periods in which holidays fall. PPR follows the traveler
holiday schedule of the facility in which the current assignment is being conducted. If
an employee works on one of the holidays predetermined by the facility, he/she will be
paid at a rate of 1.5 times the hourly rate. Please contact PPR for the holiday schedule
and policy of the current facility.

Overtime

PPR follows all federal wage, state wage and hour laws for payment of overtime
worked. Overtime is considered any regular hours worked over 40 hours per week
(some state laws may be different). Some facilities do not authorize overtime work for
travelers; therefore, overtime hours worked must be pre-approved by the on-site
manager. If this is the case, the manager must also validate the overtime on the
employee’s time sheet.

On Call/Call Back

In some instances, the employee may be required to be on-call. In these instances, the
employee will be paid a predetermined rate. Please indicate the hours in and out. In the
event the employee is on-call and gets “called back” to work, he/she will be paid at a
rate of 1.5 times the hourly rate as specified in the service agreement. When filling out
the time sheet, do not include call back hours in the on-call column. Please indicate the
hours worked.

Taxes

Employees will receive a W-4 and a permanent address form with the New Hire Packet.
When completed and returned, these will be processed by PPR’s payroll department.
All applicable taxes will be taken out for the state in which an employee is working and
for the state of permanent residence.

Pay Corrections

PPR takes all the responsible steps to ensure that employees receive the correct amount
of pay in each paycheck. PPR also sees to it that employees are paid promptly on the
scheduled day. In the unlikely event that there is an error in the amount of pay, the
employee should immediately bring the discrepancy to the attention of his/her recruiter
so that corrections can be made as quickly as possible. Corrections will be made on the
next pay period.





