HEARTLAND HOMES INC.
EMPLOYMENT PACKET AND EMPLOYEE ORIENTATION CHECKLIST

Employee Name: Jacqueline Linquist-Hanson

Program: Woodland Status: Casual

Employment Start Date: 710/18/24
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Direct Deposit of Payroll
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QuickBooks Workforce: Acces your paychecks and W-2s online
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New Bank Account Application
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MVR Authorization
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Photo Authorization Form/Auto Insurance Verification
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Simple IRA
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Health Insurance Marketplace Information
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Employee Notice
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Personnel Record Form
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Location/Access of Policy and Procedure Manual
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Get Started Using TSheets on a Computer
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Mission Statement
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Operating Philosophy, Purpose and Goals

72
Organizational Structure fd//jf /2,// }ﬁﬁ\ @'
Board of Directors / Lyf é A ¥4 f M ‘ M
Bylaws of Heartland Homes Inc. éﬂf‘: é yf\ : S @ i
Definitions for Terms Used / ‘i A % 21 ( g \ w




Policy
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| Alcohol and Drug Use / Alcohol and Drug Testing / "-%}5/ & ;
Anti Fraud H’Adé PN )
Attendance at Staff Meetings and Training 9/, 75/ M
| Communicable / Chronic Infectious Disease I v]r 3 /).*' %ﬁ
Direct Deposit and Payroll 1)< s Nt
Employee Driving | C/;/) o I~ ¥
Employee Expenses and Reimbursement VJ/, o/od
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Fitness For Duty / Return to Work 10 Ag S if L%
Grievance Procedure - Employees 'UA’J /)_,.1 AN
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ACKNOWLEDGEMEN T ﬁ
By signing this sheet [ acknowledge that T have read and understand the information, policie procedures presented to me. This

information is covered in the Heartland Homes Administration and Employee Polices and Procedures listed above. Ihave had the
opportunity to ask questions and received answers to my questions. These policies have been reviewed with me.

I have read and understand the policies outlined in the Employee Handbook. Yunderstand the Handbook is intended only as a general
reference. It is not intended as a full statement of organizational procedure or as a legal contract. I have been informed of the location and
have access to the Employee Handbook. Designated Coordinators are responsible to keep me informed of changes to the employee
handbook. I further understand that each handbook is the property of Heartland Homes Inc. Copying any section of the book for use
outside of the organization is prohibited. Any questions or comments regarding this handbook should be directed to the Office/HR
Coordinator, Designated Coordinator or Executive Director. I acknowledge that Thave reviewed and understand the Employee Handbook
dated September 18, 2014. I further acknowledge that Tunderstand that my employment with Heartland Homes Inc. is at will employment
and either I or the company can terminate my employment at any time.

I have also been given a copy of my Job Description. L have reviewed and understand the Job Description given to me and the duties and
responsibilities discussed in the Job Description.
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