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It is the policy of JHHHCG to develop employee morale by offering a bonus structure. 
POLICY 

 

 
PROCEDURE 

Employee bonuses will only be paid if a correctly completed “JHHCG Bonus Form” (see 
attached form) has been completed and submitted to the payroll office.  Types of bonus include:  
Sign On Bonus, Preceptor Bonus, Buddy Referral Bonus, Supervisor/Mgr. Referral Bonus, and 
Merritt Bonus.  Bonus is defined as any additional money that is being paid to an employee 
outside of merit increases, equity adjustments etc…   
 
All bonus criteria are subject to change.  Updated forms and criteria are located in the HR 
Office.  It is the responsibility of the employee to manage the paper trail of this benefit. 
 
Employee  *Retrieves a form (in triplicate) (see attached) from the HR office. 
   *Completes the form and returned to the HR office. 

*The employee will continue this process until the complete bonus benefit 
is paid in full.   
*NOTE:  It is the sole responsibility of the employee to track the paper 
trail of this benefit.  Original forms must be used. 

 
HR   Reviews form and sends to payroll for payment   
 
PAYROLL  *Will pay out all bonus money only if a bonus form was completed. 
   *Will track & Provide reports for statistical purposes 
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