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Welcome to

the ODP Team!
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Important information at
your fingertips!

Thank you for joining our agency and trusting us with
your clinical or administrative career. We are excited to
have you represent Open Door Personnel!

This welcome kit will be a valuable reference throughout

your career journey with us. Please keep it handy as a
resource.
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Greetings!

Welcome to the greatest staffing agency ever to be created! | an honored you
are joining us. As you might imagine, your role is crucial to fulfilling the need
for quality patient centered care. | am certain your education, experience and
skill set will be a welcome and needed addition to all of the various
clients/facilities we staff.

After working in the staffing industry for more than 20 years, | noticed a lack of
value and appreciation for the field staff we relied on to represent us. | knew in
order to make a change in the industry | had to become a staffing firm owner.
Thus in 2015, Open Door Personnel was created. | vowed as an owner | would
never put PROFIT before PRODUCT. With this motto, everyone wins - field temp
staff, patients, clients (facilities), and then lastly, Open Door Personnel.

"If the door is closed, we will build another
door of opportunity till every person seeking
our career assistance is gainfully employed!"

| believe all field staff representing Open Door Personnel should walk into their
assignment feeling valued, respected, and appreciated. This empowers you to
adhere to the ODP three pillars of success:

Professionalism, Punctuality and Productivity.

Laura Daulton Ledford
CEO/Founder

As founder of Open Door Personnel, it is with immense pride and joy that | can
say we offer benefits to our field staff: medical, dental, life, paid vacations,
Employee of the Month and Employee of the Year.

| hope as you read this, you too, will have a sense of pride as a valued ODP
employee.
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Here's to a wonderful partnership together!



YOUR ODP STAFFING TEAM

CORPORATE OFFICE

Payroll and Billing Staffing & Compliance

Clare Moore, Director of Administration Laura Ledford 0 p E N
803-233-2174 Direct 803-233-2098 Direct Line Talk or Text

cmoore@opendoorpersonnel.com lledford@opendoorpersonnel.com Doo R

Rachel Davis, Payroll Department Laila Knotts, Administrative Coordinator p E Rs o N N E L
803-233-2175 Direct 803-336-4400 Direct

Payroll@opendoorpersonnel.com admin@opendoorpersonnel.com

©

*Please feel free to Call or Text each number as needed! We are here for all your staffing and payroll needs!



Who Do I Notify?

24/7 Live Response Team

Calling out for a shift

Late for work

e Injured on the job/ workers' comp
All work-related emergency issues

Columbia & other SC Assignments:
803-960-3964

and

Travel Contracts Assignments:

803-233-2098 SOGR
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Employee
Handbook and

Code of
Conduct

[Annotated Version]

Equal Opportunity
Employment

Open Door Personnel is an equal opportunity
employer and does not unlawfully
discriminate against employees or applicants
for employment on the basis of an individual's
race, color, religion, creed, sex, national origin,
age, disability, marital status, veteran status
or any other status protected by applicable
law. This policy applies to all terms, conditions
and privileges of employment, including
recruitment, hiring, placement,
compensation, promotion, discipline and
termination.

A complete copy of the
Employee Handbook is
available in your ODP
onboarding packet.

Reach out to your staffing
manager for a copy.

Mission

Open Door Personnel was created for
the sole purpose of opening doors of
opportunity for any person seeking
career guidance or assistance. These
'doors' of opportunity will be with local
organizations who seek to engage the
staffing services of Open Door
Personnel to fill their vacant positions.
Open Door Personnel will seek to serve
our employees and clients by offering a
fair wage at a fair price.

Values

Health, Dental, Vision, Life Insurance &
ShortTerm Disability; Various MEC
Wellness/Preventive Benefit is also available. ¢

5 Days of Vacation/PTO* - eligibility begins after
2080 hours of consecutive service. * Birthday
Bonus $100 - eligibility begins after 30 days of
active service and 3 completed shifts in your
birthday month.

Employee of the Quarter $100 / Employee of
Year $500 - eligibility begins after 30 days of
active service and 3 completed shifts. « South
University

Employee Tuition Discount - 10% tuition
discount for you and your immediate family
members for undergraduate, graduate, on-
campus and online programs, excluding the
Master of Science n Physician Assistant, Master of
Medical Science in Anesthesia Science and the
Doctor of Pharmacy programs.

RESPECT: Open Door Personnel will
look for the good in everyone we meet
and respect their journey.

INTEGRITY: If it is not right we will not
do it, if it is not true we will not say it.

CUSTOMER SERVICE: will be an on-
demand 24/7 live experience, because
when our clients need us we are
committed to being available.

Profit will not come before employee-
client satisfaction, so we never forget
who we are here to serve.

PERSONNEL




Equal Employment Opportunity
Statement

Open Door Personnel is committed to providing equal employment opportunities to all qualified
applicants and employees. We do not discriminate on the basis of race, color, religion, national
origin, sex, sexual orientation, gender identity, age, disability, genetic information, marital status,
veteran status, or any other characteristic protected by applicable federal, state, or local law.

This commitment applies to all aspects of employment, including hiring, promotion, demotion,
termination, compensation, training, and other terms and conditions of employment.

We also strictly prohibit harassment based on any protected characteristic, as well as retaliation
against individuals who report discrimination or participate in any investigation of complaints.
Employees and applicants are encouraged to report any concerns about discrimination or
harassment to their Staffing Manager, Human Resources, or through our designated complaint
reporting process. All reports will be handled promptly and thoroughly.

In accordance with applicable law, Open Door Personnel will provide reasonable
accommodations for individuals with disabilities or religious Dbeliefs that require such
accommodations, unless doing so would cause an undue hardship.

We also comply with applicable affirmative action programs required by our state and federal
contracts and strive to foster a diverse and inclusive workplace for all.

Contact Information: For any questions or concerns regarding our EEO policy, please contact the OPEN
Director of Administration (Human Resources) at 803-336-4400. .?EORS%FN‘NE._



My Employee Portal and Payroll Processing

We are excited to have you join our team. As part of your responsibilities, you must use the True Helix app
platform for your payroll processing.

True Helix is a new workforce management cloud platform used by Open Door Personnel for all of your HR
file management -- payroll processing, credential uploading, managing your work schedule, and picking up
open shifts.
True Helix is your portal and system to complete the following:

e Mobile shift clock-in and clock-out and weekly timesheet submission

e Access your credentials and upload/update new credentials

e Update your contact information, i.e. address, phone number, email address

e Bid on shifts and view your confirmed shifts
Background Check Deductions

As a new employee of Open Door Personnel, a mandatory $25 deduction will be applied to your first
paycheck to cover the cost of your required background check. Annual SLEDS are deducted for compliance
as needed.

Additionally, depending on the facility you are assigned to, there may be an extra $25 deduction for the
South Carolina Department of Social Services (DSS) Abuse Registry Check. Your recruiter or staffing
manager will inform you if the DSS check will apply to your assignment.

Please ensure you are aware of any applicable deductions before starting your placement.
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My Employee Portal and Payroll Processing (cont.)

How Will | Get Paid? Getting paid on time weekly requires your accurate completion of both 1) clocking IN and OUT for each shift
worked and, 2) uploading or emailing a copy of your weekly timesheet of every shift worked for a pay period. (Refer to your Recruiter or
Staffing Manager to find out the correct pay period for your assigned work facility). Your timesheet MUST accurately match your clock-in
and clock-out times captured on your True Helix app.

Timesheets are due by 9 AM EST each Monday to Payroll@opendoorpersonnel.com Direct deposits will be received on Fridays. The
actual time for the deposit to reflect is dependent on your banking institution. Federal banking holidays will directly affect the date of
deposit. Email notifications are sent 1 week prior to an anticipated bank holiday, please make sure your contact information is always
current in True Helix so you do not miss any employee communications.

How do | get more timesheets? You can print additional copies from your UKG Ready app or print from the ODP website,
www.opendoorpersonnel.com/Employee/Timesheets.

Will | receive Holiday Pay? Please refer to your Recruiter or Staffing Manager to find which holidays your assigned facility recognizes
for Holiday Pay and if recognized, what the holiday pay rate will be. The specific holiday and the holiday rate are pre-determined by the
assigned facility’s contracted agreement with Open Door Personnel.

How do | clock in and clock out for my shifts?

1) Log into your True Helix mobile app. PIC 1

2) As soon as you log in you will see your scheduled shifts. In order to clock in and out WE MUST have your confirmed schedule.
3) Find the correct shift and select “Punch In” PIC 2

4) To clock out, follow the same steps and tap the work ‘Punch Out'.

5) You will find available shifts under the “Open Shifts” Tab that are open if you have all required credentials to pick up that shift. PIC 3

TruegHelix

YourUsername

=

Forgot password?

First Time Setup?

PIC1

@

Uctoper 5-11 2

<

Open Door Personnell LLC

8:30 AM - 5:00 PM - 8.50 Hrs - ED

0 MI N/A

922 Sunset Blvd
West Columbia, SC 29169 (803) 336-4400

“

PIC 2

Mo Open Shifts
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https://www.opendoorpersonnel.com/timesheets

Workers' Compensation Reporting Procedure

In the event of a workplace injury, it is essential that you immediately contact your Open Door
Personnel Staffing Manager or Recruiter by calling the 24/7 on-call cell phone number given to you.
You must report your injury to the Open Door Personnel to receive instructions on the appropriate
steps to take.

Important: Do Not Seek Unauthorized Medical Care

You are required to use Open Door Personnel's designated medical providers for any treatment
related to your injury. Seeking care from a non-approved provider may result in your workers'
compensation claim not being covered.

Medical and Reporting Requirements

Upon arrival at the designated medical facility, you will be required to undergo a urine drug screen.
Additionally, an incident report must be completed within 24 hours of your injury. If circumstances
prevent you from doing so, the Human Resources Administrator will evaluate your situation on a case-
by-case basis.

Declining Medical Treatment
If you choose not to seek medical care, you are still required to submit a written incident report and
sign a medical declination form.
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Attendance Guidelines

Open Door Personnel has an excellent track record for providing quick and dependable staffing solutions. It is extremely important that
you are present for all assigned shifts. Your attendance is critical to patient care, your success, and the success of Open Door Personnel.

The client facilities have real staffing needs that must be filled, so your dependabilty is very important!

Call Outs

The procedure for calling off for
your shift is that you notify Open
Door Personnel by text or a
phone call to your designated
on-call phone number a
MINIMUM OF FOUR (4) HOURS
prior to your scheduled shift
beginning. Failure to give the
proper timely notification can
result in a $75 penalty for the
violation.
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Excessive Tardies

Employees who arrive more than
five (5) minutes after his or her
normal start time is considered
tardy. We recognize situations
may arise that may hinder
punctuality, regardless,
excessive tardiness is prohibited
and may be subject to
disciplinary action, up to
termination.

No Call No Show

Open Door has several
measures in place so each
employee knows when they are
working and where; also making
it easily available to contact the
agency 24 hrs aday /7 days a
week if you are unable to work
your shift or are going to be late.
In the event an employee is a No
Call No Show for their shift, a
Full-Time or Part-Time or
PRN/non-contract employee will
be subject to a $75 penalty and
possible termination. Local and
Travel Contract employees will
also be assessed the penalty
amount documented in their
contract; this includes the action
of the client canceling the
contract.




Referral Bonus

Open Door Personnel has grown so rapidly because our amazing staff share our agency and refer their working
friends to us. We appreciate every referral and want to reward you for each referral.

The list of bonuses paid out for each classification are:

$100  $50 $25 $500 $250 $50

CAREGIVER RN LPN CAREGIVER
Our referral program gives you unlimited referrals within a calendar year. EVERYONE is eligible to make a

referral. All you need are the names, phone numbers, and/or email addresses of nurse/cna family, friends

and co-workers you want to refer to us. Itis as easy as 1) Refer a nurse or cna; 2) Your referral completes the

on-boarding process with Open Door; 3) You complete the Referral Bonus Form (online); 4) Your referral

works shifts with us, either work 30 days or 30 shifts whichever is met first, and 4) You get PAID!

OPEN Additional information about our referral bonus can be found on our website at

DOOR www.opendoorpersonnel.com/nurse-referral-bonus-program or when you are on
A2l T P P prog y

PERSONNEL the website home page there is a "Get Your Referral Bonus" button at the top right.




0 P E N Scan to visit: 125 ' Active

DOOR Employees
SCRUBS

Open Door Scrubs partners
with Open Door Personnel
to offer every active employee
a 25% discount
on all purchases

80' what do O N : (i _onarpurchases
you wear?

Open Door Personnel is
now selling scrubs.

opendoorscrubs.com

Shap Pay in full or in installments



JOIN OUR AFFILIATE PROGRAM!

Scrub Club.

EARN FREE SCRUBS FOR LIFE

Free Scrubs: For every $250 in sales you refer, you'll receive a
free scrub top or bottom.

No Limits: There’s no cap on how much you can earn - share
your unique referral code, with your coworkers, friends, family
and followers...anyone who wears scrubs.

Easy to Join: Signing up is simple, and we'll provide you with
everything you need to get started.
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O}@w»mwe do?

Your feedback is important to us, please leave a Google review
and like, follow and comment on our Facebook page.

Recelve a $25 Snappy Gift card when you post a review
within your first 30 days.

J/ZL//% you!
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