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Health-Vision Insurance Agency-sponsored policy available to all regular employees, 20 hours or more,
with a premium paid 90% by the Agency for employee-only coverage. Employees wishing to add one
qualifying individual will have the Agency cover 70% of the premium. Family premiums are paid 50% by the
Agency. All premiums will be deducted pre-tax from payroll. Eligible employees may begin coverage on the
first of the month following 30 days from date of hire.

Dental Insurance Available to all regular employees, 20 hours or more. Employees may choose a single or
family coverage with the premium paid 100% by the employee. All premiums will be deducted pre-tax from
payroll. Eligible employees may begin coverage on the first of the month following 30 days of hire.

Group Life Insurance Available to all regular employees, 20 hours or more, with premiums paid 100% by
the Agency. This benefit provides insurance benefits of $10,000 to your beneficiary if your death occurs
while you are in our active employment and prior to your retirement. Eligible employees will be
auto-enrolled in coverage on the first day of the month following 3 months of employment.

Long-Term Disability Insurance Available to all regular employees, 20 hours or more, with premiums
paid 100% by the Agency. This benefit provides income continuation coverage of 60% of an employee’s
salary during prolonged disability following a qualifying period of 90 calendar days. Coverage begins the first
of the month following 3 months of employment for eligible employees.

Retirement savings Employees may sign up for a SIMPLE IRA during the open enrollment period if they
have earned a minimum of $5,000 during that year and can expect to earn a minimum of $5,000 in the
following year. The agency matches up to 3% of annual salary if the employee makes personal contributions
to the plan.

Additional retirement accounts are available to all regular employees. This benefit allows employees to
contribute a portion of their compensation into a personal retirement savings account. All contributions to
these plans are made solely by the employee. Accounts are established on an individual basis so that upon
termination with the agency, the employee may continue to contribute to the account if they so choose.
Investment options, tax benefits, and withdrawal restrictions are dependent on each employee’s individual
situation.

Flexible Spending Account Available to all regular employees, 20 hours or more, with 100% of
administration costs paid by the Agency. This IRS approved tax-savings program allows you to save taxes by
paying for certain expenses on a before-tax basis. Employees can put pre-tax dollars into this account to
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cover the cost of certain out-of-pocket expenses for themselves and their dependents. Eligible employees
may begin coverage upon starting employment.

Employee Assistance Program (EAP) Available to all employees and interns and their family members.
The EAP funds up to five short-term counseling sessions through an independent agency, and can assist
with many personal, family, and/or job-related stressors and challenges. It is 100% funded by the agency
and strictly confidential.

Paid Vacation Benefits Available to all regular employees, 20 hours or more. Each qualifying employee
earns an equivalent (based on FTE) of:

2 weeks in first year of employment (80 hours for a 40-hour employee)

3 weeks in second and third year of employment (120 hours for a 40-hour employee)

4 weeks in fourth and subsequent years of employment (160 hours for a 40-hour employee)

Paid Sick Time Benefits Available to all regular employees, 20 hours or more. Each qualifying employee
earns an equivalent of two weeks of sick time per year. For the initial year, one of the two weeks is awarded
upon hire; thereafter, a proportional amount is awarded each month. Sick time is carried over from one year
to the next until the amount of sick time accrued equals a maximum of 12 weeks (480 hours for a 40-hour
employee).

Paid Holiday Time Available to all regular employees, 20 hours or more. The following holidays are
observed: New Year’s Day, Martin Luther King, Jr. Birthday, Memorial Day, Juneteenth, Independence Day,
Labor Day, Thanksgiving Day, Christmas Eve, Christmas Day, and New Year’s Eve Day (1/2 day). Each
qualifying employee earns an equivalent of 11.5 days of Holiday time per year (this is based on FTE and
includes time for two personal holidays).

Compensatory Time Available to all regular salaried employees. Compensatory (comp) time may be given
for hours worked over the number of typically scheduled hours, with prior approval from supervisor, and
may be used in lieu of vacation time. Employees can hold up to one week of comp time hours (40 for a
40-hour employee) at any given time.

Staff Health and Wellness Fund Available to all employees and interns. The Staff Health and Wellness
Fund provides for activities that enhance mental, physical, social, and emotional health for staff, thereby
resulting in improved individual well-being, productivity, and morale, as well as connection and camaraderie
among all staff. Funds are used for activities for all staff and for specific program staff.

Continuing Education Available to all regular employees, 20 hours or more. Workshops/conference
attendance, pre-approved by the employee’s direct supervisor and the Executive Director, will be paid for by

the agency. Travel, lodging, mileage, and work hours will also be covered by the agency.

Pay periods Employees are paid on the 15th and last day of each month.
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