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OVERVIEW
Amerimed payroll operates on two week pay cycles. Therefore, there are twenty-six (26) pay periods per
year.
Each pay period includes two (2) weeks with each week calculated independently starting at 0000 hours
on Sundays and ending at 2359 hours on Saturdays. Therefore, each pay period consists of week-1
(Sunday to Saturday) and week-2 (Sunday to Saturday)
For hourly associates, pay will be based on ACTUAL work hours during each pay week, not scheduled
work time. Any time of more than 40 hours per week will be payable at overtime rate in accordance
with contemporary state and federal labor laws. Overtime rate will be calculated at time and ½.
Time worked performing a job that is different than your normal assignment will be paid separately at a
rate of pay assigned to that particular position. For example, if a Paramedic works a shift in the
communications center as a Dispatcher, the Paramedic will be paid the appropriate wage for a
Dispatcher, not a Paramedic.
While some associates are paid on an hourly basis, Amerimed also provides compensation plans for
certain executive, managerial, and specialized roles that include salaries and/or commission-based pay.
SECTION A
The following mandatory deductions will be made from every associate’s gross wages: Federal Income
Tax, Social Security Tax, Medicare Tax, State Tax (if applicable), and garnishments (if applicable).
All Associates must fill out and sign a federal withholding allowance certificate, IRS Form W-4, on or
before his/her first day on the job. This form must be completed in accordance with federal regulations.
The associate may fill out a new W-4 at any time when his/her circumstances change. Associates who
paid no federal income tax for the preceding year and who expect to pay no income tax for the current
year may fill out an Exemption Form Withholding Certificate, IRS Form W-4E. Associates are expected to
comply with the instructions on Form W-4. Questions regarding the propriety of claimed deductions
may be referred to the IRS in certain circumstances.
Every associated must complete a state income tax withholding certificate (if applicable), on or before
his/her first day on the job. The form(s) must be completed in its entirety and in accordance with
appropriate state guidelines.
Other optional deductions may include: associate’s portion of group health, dental and/or vision
insurance premiums, 401K contribution, Supplemental/Optional Insurance premiums, reimbursements
to Amerimed, and/or other optional company-sponsored fees.
Every associate will receive an annual Wage and Tax Statement, IRS Form W-2, for the preceding year on
or before January 31. It is each associate’s responsibility to monitor their withholding settings for any
given pay period to ensure it is correct as desired. Any associate who believes that his/her deductions

are incorrect for any pay period, or on Form W-2, should check with Amerimed Administrative Services
immediately.
Additional information for mandatory and voluntary payroll deductions can be found in SOP 1.16.2
Payroll Deductions
SECTION B
Time Keeping
Associates will clock in and out using the Amerimed time & attendance system as per local directives. At
no time should an associated ever clock in or out for another associate. Please see SOP 3.4.1 Daily
Operations Routine for detailed information.
Amerimed’s Time and Attendance System does not use “rounding” for calculating time worked.
Amerimed’s system calculates actual time worked based on the elapsed time between actual clock-in
and actual clock-out times to the 100th of a minute.
Clock-in grace period: Hourly Associates are authorized to clock-in up to 10 minutes prior to their
scheduled shift start time. Supervisory approval is required to clock-in prior to 10 minutes before
scheduled shift start time, and must be accompanied by an Associate Payroll Exception Form.
Tardies: Associates are considered tardy for any incidents in which their clock-in time is one or more
minutes past their scheduled shift start time. Please see SOP 1.1.2 Attendance/Tardiness for details
related to Attendance.
Associates should clock in to assure management they are ready and available for the scheduled shift
start time. Associates who are required to clock in early or late for operational reasons should complete
the required comment section of Traumasoft stating the reason for the discrepancy. If associate is
unable to clock in, associate must notify their immediate supervisor as soon as possible.
Associates are encouraged to review their weekly work hours and provide a formal verification of their
time for any given pay period. This will help to avoid any errors in pay based on work hour discrepancies.
Any discrepancy in pay due to an associate’s neglect to clock in or out, failure to complete a Payroll
Exception form, or failure to verify their time for each period, will require investigation. In these
circumstances, corrections to pay will be made on the following pay period’s paycheck.
SECTION C
Holiday Pay
Hourly employees who are scheduled to work on certain federal (company approved) holidays may be
eligible for additional compensation benefits. These holidays include New Year’s Day, Fourth of July,
Thanksgiving Day and Christmas Day. Compensation is equal to time and a half of the employee’s
current hourly rate.
To qualify for holiday pay the employee must work between the hours of 00:00 – 23:59 on the specific
holiday. Shifts that begin the day before and/or end the day after are only eligible for time and a half for
the hours that fall on the actual holiday.

Salaried and commission-based associates are authorized to be away from work on company approved
holidays without any deductions in their current PTO balance.
Hourly administrative/office and support staff have the option to not work on holidays but will not
receive any compensation for that holiday. If they elect to work during a company approved holiday,
he/she will receive time and a half pay rate.
“Hybrid” hourly associates, (employees that provide both field and office support service), are not
typically required to work on approved holidays, and therefore, are not eligible to receive holiday pay.
SECTION D
Vacation and Sick Leave
Full time employees are eligible for compensation during vacation and/or sick leave provided they have
met the policy requirements. Please see SOP 1.20.2 Time Off.
SECTION E
Pay Method
Amerimed uses a payroll processing system that allows for Direct Deposit of pay for all associates. It is
required that all associated provide bank account or an appropriate debit card account whereby their
pay can be delivered electronically for each pay date.
If bank accounts are not available, the Associate will be required to provide a debit/credit card that
contains bank routing and account numbers.
Associates that do not provide such means for electronic delivery of pay may be charged a $20 per
paycheck fee for processing paychecks.
Pay is delivered on a bi-weekly Friday schedule.

