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COMPANY INFORMATION

WELCOME ABOARD!

Our PROMISE is peace of mind

ODS-Security.com

ODSservices ODSSecurity ODSsecuritysolutions ODSSecurity

SOCIAL MEDIA. Make sure you keep track of what ODS Security Solutions is up to, by following us on:

ARE YOU looking for AFFORDABLE health insurance  
for yourself or your family? You want the BEST price right? 

Well, we have options for YOU!

 

Tell people you care about to go to:

Healthcare.gov
The Health Insurance Marketplace could be a great option for you and your loved ones.

The Marketplace is an online, one-stop shop where people can search for health insurance plans, 
compare benefits, and see if they’re eligible for financial assistance.

•  Go to www.healthcare.gov or call 800.318.2596 for more information

•  Seek information for an Individual plan call 800.474.1471 and select Health Sales Agent

www.inova.org/eap

This site is the web portal to your EAP and WorkLife services. 
Scroll down the page to log onto the Inova Employee Assistance 
member site.

User Name: ODS         Password: ODS

You will have access to articles and helpful web links on a range of 
topics such as Parenting, Aging, Career and Workplace Education, 
Health, Wellness and other daily living topics.

Legal, Financial, & ID Theft Resources & Tools

Click on the banner topic “Living” located under the Inova 
Employee Assistance logo. You will see Legal, Financial and Fraud 
& Theft as topic choices.

Webinars

You can register for these interactive online seminars (webinars) 
– just scroll down the page until you see the heading, “On-Line 
Seminars”. You will need a computer with internet access and a 
telephone. Participants log into the web portion and then call into 
the audio portion.

If you were unable to attend a live Webinar, they are archived and 
can be replayed at any time.

Savings Center Tips

First-time users will need to register using the organization code of 
“advantage” to access the Savings Center.

Corporate Perks asks that you use your work e-mail address, but 
any e-mail address will do.

Whichever e-mail address you use, be sure that you can access it 
immediately. A system-created password will be e-mailed to that 
address immediately from sender@corporateperks.com.

You will need to retrieve the e-mail from sender@corporateperks.
com to get your password and then login to begin exploring the 
site for the great discounts.

Once you’ve successfully logged in to Corporate Perks, you can 
change your password from the system-created password to one 
that will be easier for you to remember. Simply go to “My Account” 
on the Corporate Perks homepage and select “Personal Settings” 
from the drop-down list.

Inova Employee Assistance
800-346-0110

www.inova.org/eap

Inova Employee Assistance Inova Workplace Health Services



ULTIPRO

ODS uses a system called Ultipro. This is an all-inclusive cloud-based 
solution that delivers serious business benefits for your organization 
and the most human capital management functionality available.  Any 
time during the day you can log on to the system and see your personal 
information, pay stubs, schedule, bank information and at the end of the 
year your W-2!

o  https://ew22.ultipro.com
o  �Username: six digit employee number followed by the year of your 

birth (will be provided by your manager) Ex: 0099991955
o  Password: your date of birth in this format  MMDDYYYY

EMPLOYEE HANDBOOK

To access the ODS employee handbook please follow the below steps:

1.  Log onto the Ultipro system https://ew22.ultipro.com 
2.  Click on the My Company tab
3.  Click on Electronic Forms
4.  Click on Employee Handbook

PAY CHECKS 

ODS pays all employees bi-weekly on Friday.  

If you feel there is an error on your paycheck, we encourage you to log on 
to the Ultipro system and review/confirm the hours on your timesheet. If 
you still have questions, you should contact your supervisor or manager 
and then the payroll department if you do find an error.    

ODS Security Solutions provides three methods for all employees to 
receive their pay.   

1.   �Have your pay deposited directly into a bank account by using direct 
deposit.  ODS has a relationship with Wells Fargo and BB&T.  Go to 
either bank, tell them you’re an employee with ODS, and set up a 
free checking account

2.  �Get your pay on the rapid! PayCard® Visa® Payroll Card.  Once you 
activate the card, your pay will be deposited to the card.  You can use 
this card to access your pay.  Set up a savings account, shop and pay 
bills online wherever Visa Debit cards are accepted.  

3.  �You can rely on the USPS and we can mail your check.  If we mail your 
check and you do not receive it, ODS will not put a stop payment on 
that check until it has been at least one week since the pay day.  

PAID TIME OFF

ODS maintains a system of Paid Time Off (PTO) for all regular non-
exempt employees who work a minimum of 16 hours per week, giving 
the employee options on how to “spend” their bank of accrued leave.  
PTO is used for vacation, sick leave, family illness or personal time off. 
PTO is not approved for any employee of ODS during the first year of 
employment. PTO must be earned before it is taken.

To request time off, log into the Ultipro system: 

1.   �Click on the Myself tab

2.   Select Time Management

3.   �From the Time Management categories, select the Scheduler 
category.  The Scheduler Requests page will appear. 

4.   �Fill in the Request Details information.

QUESTIONS REGARDING ODS HEALTH BENEFITS

Every new employee has 30 days from their date of hire to log into the 
Ultipro system and either accept or decline benefits.  If you live in North 
Carolina and have questions, you can contact CJ Bruce at 804.521.7897.  
If you live in Virginia, you can contact Shasta Dooms at 804.521.7897.  

Medical Insurance. Employees must work a minimum of 30 hours 
per week to be eligible to enroll in Major Medical coverage through  
ODS Security Solutions.  

Carrier Name Aetna

Carrier Contact Member Services

HNOnly Plan Member Services 888.702.3862

PPO Plan Member Services 888.802.3862

Carrier Web Address www. Aetna.com

Dental. Must work a minimum of 30 hours per week to be eligible.  

Provider Name Guardian

Provider Contact Person Member Services

Provider Phone Number 800.541.7846

Provider Web Address www.guardiananytime.com

Voluntary Life. Must work a minimum of 30 hours per week to be eligible.

Provider Name Guardian

Provider Contact Person Customer Service

Provider Phone Number 888.600.1600

Provider Web Address www.guardianlife.com

Accident Insurance. Must work a minimum of 30 hours per week to be eligible.

Provider Name Guardian

Provider Contact Person Customer Service

Provider Phone Number 888.600.1600

Provider Web Address www.guardianlife.com

401k. You must be with the company for one year or more OR work 
more than 1000 hours within that year.  You must be 21 years of age 
or older.  We offer an employer safe harbor matching contribution of 
3% for those that participate in our 401k plan.  For more information, 
contact CJ Bruce at 804.521.7897.

Worker’s Comp. ODS Security Solutions is committed to providing 
a safe and healthy workplace for our employees. Preventing on-the-
job injuries and illnesses is our primary objective. If an employee is 
injured, ODS Security Solutions will return the employee to modified 
or alternative work as soon after an injury as possible.  This will be done 
by temporarily modifying the employee’s pre-injury job or providing 
the employee with an alternative position.  This will benefit both ODS 
Security Solutions and the employee. 

In the event of a work related injury, employees MUST report the 
accident to their supervisor/manager immediately – within 24 hours. The 
Manager will ensure that the injured employee receives proper medical 
treatment, including first aid, hospital care or emergency transportation.  
The employee is expected to notify their attending physician, on the first 
medical visit that ODS Security Solutions has a return-to-work program 
and that modified/alternative work can be provided. If physically 
able, employees are expected to return to the worksite the same or 
next day to perform their normal job or modified/alternative job. An  
accident report can be completed and forwarded to Kim at ksherard@
ods-security.com or can be faxed to Kim Sherard’s attention at 
804.521.7898 for processing.   

If the treating physician determines the employee is unable to perform 
their regular job duties, the employee is required to contact Kim 
Sherard within one (1) business day to provide documentation of any 
work restrictions or the off work statement.  

DCJS, PPS, AND PERC LICENSES

It is extremely important that all employees carry their DCJS, PPS 
license or PERC card with them while on duty.  If you do not have your 
license on you while working you will be sent home.  Questions about 
DCJS or PERC should be directed to Shasta Dooms 804.521.7897.  
PPSB questions should be directed to CJ Bruce 804.521.7897.  

DCJS APPLICATIONS AND OFFICER STATUS HOT LINE 877.978.2887

DCJS receives a number of calls each day from officers checking on 
the status of their renewals and registration. The burden of these calls 
is often overwhelming.  To alleviate much of this burden, an automated 
Status Hot Line has been introduced. Please call 877.978.2887 and at the 
first prompt press 1. Enter your SS # and you will receive an automated 
response updating you on the status of your registration of renewal.

affordable care act and measurement waiting period 
policy

Employee Eligibility — Look-Back Measurement Method. The 
Company offers coverage under its health plan (Plan) to full-time 
employees. A full-time employee is an employee who is employed, 
on average, for at least 30 hours of service per week or 130 hours 
of service in a calendar month. Full-time employees may also elect 
coverage for their dependent children up to age 26 and spouses.

Effective June 1st 2014 the Company will use a look-back measurement 
method to determine whether an employee is a full-time employee for 
purposes of Plan coverage. The look-back measurement method is based 
on Internal Revenue Service (IRS) final regulations under the Affordable 
Care Act (ACA). Its purpose is to provide greater predictability for Plan 
coverage determinations.

The look-back measurement method applies to all Company employees 
that are hired as part-time or variable hour employees. Any employee 
hired as full-time will be offered coverage either 1st of the month after 
date of hire for managers, administration and company police. All 
other employees will be offered coverage with a 60 day waiting period 
following the first of the month from date of hire.

The look-back measurement method involves three different periods:

•  �A measurement period for counting an employee’s hours of service 
(also called a standard measurement period or an initial measurement 
period);

•  �A stability period when the employee is either treated as full-time or 
non-full-time for Plan eligibility purposes; and

•  �An administrative period that allows time for Plan enrollment and 
disenrollment.

The Company establishes how long these periods will last, subject to 
specified IRS parameters.

The rules for the look-back measurement method are complex. They 
vary depending on whether an employee is an ongoing employee or 
a new employee, and whether a new employee is expected to work 
full time or is a variable, seasonal or part-time employee. The Company 
intends to follow the IRS final regulations (including any subsequent 
guidance issued by the IRS on the look-back measurement method) 
when administering the look-back measurement method.

Ongoing Employees. For ongoing employees, the Company determines 
full-time status by looking at a standard measurement period (SMP)  
12 months. The SMP starts on June 1st and ends on May 31st. An 
employee’s hours of service during the SMP will determine his or her 
Plan eligibility for the stability period that follows the SMP.

An ongoing employee is one who has been employed by the Company 
for at least one complete SMP.

If an ongoing employee was employed, on average, for at least 30 hours 
of service per week (or 130 hours per month) during the SMP, the 
employee is treated as a full-time employee for a set period into the 
future, known as the stability period. This means that, as a general rule, 
the employee is eligible for Plan coverage during the stability period, 
regardless of the employee’s number of hours of service during the 
stability period, as long as he or she remains an employee.

The final IRS regulations include an exception for certain employees 
who have been continuously offered Plan coverage and who transfer 
to part-time positions during the stability period. If certain conditions 
are met, Plan eligibility for these transferred employees may end 
during a stability period. The Company intends to follow applicable IRS 
guidance, including the rules for changes in employment status, when 
administering the look-back measurement method.

The stability period will last for 12 months.

The Company also uses an administrative period between the IMP 
and the stability period. The administrative period 2 months or 60 days 
starting on April 1st – May 31st.

Once a new variable hour, seasonal or part-time employee has been 
employed for an entire standard measurement period; the employee 
will be tested for full-time status, beginning with that standard 
measurement period, at the same time and under the same conditions 
as other ongoing employees.

Rehired Employees and Employees Returning from Unpaid Leave.  
The following rules apply to rehired employees and employees returning 
from unpaid leave:

•  �If an employee goes at least 13 consecutive weeks without an hour of 
service and then earns an hour of service, he or she is treated as a 
new employee for purposes of determining the employee’s full-time 
status under the look-back measurement method. The Company will 
apply a rule of parity for periods of less than 13 weeks. Under the rule 
of parity, an employee is treated as a new employee if the period with 
no credited hours of service is at least four weeks long and is longer 
than the employee’s period of employment immediately before the 
period with no credited hours of service.

•  �For an employee who is treated as a continuing employee, the 
measurement and stability periods that would have applied to the 
employee had he or she not experienced the break in service will 
continue to apply upon the employee’s resumption of service.

•  �In addition, a special averaging method applies when measurement 
periods include special unpaid leave (that is, leave under the 
Family and Medical Leave Act (FMLA) or the Uniformed Services 
Employment and Reemployment Rights Act (USERRA) or jury duty 
leave). This method only applies to an employee who is treated as a 
continuing employee upon resuming services for the employer, and 
not to an employee who is treated as terminated and rehired. Under 
the averaging method, the Company will either:

•  �Determine the average hours of service per week for the employee 
during the measurement period, excluding the special unpaid leave 
period, and use that average as the average for the entire measurement 
period; or

•  �Treat employees as credited with hours of service for special 
unpaid leave at a rate equal to the average weekly rate at which the 
employee was credited with hours of service during the weeks in the 
measurement period that are not special unpaid leave.

Employee Referral Program

As an ODS team member, you know what is expected from you and 
the team around you. Wouldn’t you like to have a say in who works 
next to you? Spread the word! Tell friends and family that ODS is  
hiring! They must be willing to embrace the ODS vision, focus, and  
three vital behaviors.

If you refer a person who then is hired and remains in the job for at least 
90 working days, you may receive a bonus of $250 in your paycheck! To 
receive this bonus, you must be employed with ODS Security Solutions 
when the bonus payment is made.

Who Can Make a Referral? You are eligible to make an employee 
referral if you are not involved in the hiring process for the referred 
candidate and they will not report directly to you once hired.

What types of jobs are eligible for this bonus program and what is the 
bonus? The following positions may be eligible for employee referral 
bonus:

•  all security officer positions – $250
•  all public safety officer positions – $250
•  all company police positions – $500

Who can be referred? Candidates are eligible for employee referral 
provided they:

•  �are not currently employed by ODS Security Solutions in any capacity, 
including temporary, internship, PRN, or seasonal.

•  have not been referred previously by someone else; or
•  �have not previously applied for a position at ODS Security Solutions

Candidates must demonstrate that they have:

•  �a willingness to embrace the 3 vital behaviors (10ft rule, know your 
role, and A,B,C,Ds)

•  �ready to take on the responsibility of providing peace of mind to the 
client and their visitors

•  �the desire to focus on preventing a “never event” from taking place; 
and

•  the required qualifications

The Employee Relations Manager will make the final determination 
regarding eligibility after the candidate applies and the application or 
resume has been received.

How do I refer someone? The applicant must indicate that you referred 
them on their online application. When asked “How did you hear about 
this position?” on the application, the individual should select Employee 
Referral button and enter your name in the blank field below.

When am I eligible to receive the referral bonus? The referral bonus 
will be made as a taxable, additional payment and will be included on 
your regular paycheck.

You are eligible to receive the bonus:

•  �if the candidate indicated you as the referee on the online application
•  �when the person you referred is hired into a position included in this 

program;
•  �after the person you referred has worked 90 working days; and
•  �both, you and the new employee, are in good standing with the 

company (no disciplinary action has been documented within those 
90 days).

You must be employed by ODS Security Solutions when the payment 
is made, normally soon after the person you referred has worked their 
90 working days.

Other Things You Should Know. The Office of Human Resources 
reserves the right to make the final determination about candidate 
eligibility, including whether they are qualified for positions 
designated within the program. In the event an applicant is  
referred by more than one employee, the deciding factor will be  
the date of receipt of the referral to Human Resources.

SIGNING UP FOR BENEFITS – NEW EMPLOYEE

1.   �Log onto the Ultipro system and register your username and create 
a password:

o  �https://ew22.ultipro.com 

a.  �Username – provided by your manager or contact the ODS 
Richmond Office (six digit employee number followed by the 
year of your birth.) Ex: 0099991955

b.  Password – your DOB in this format MMDDYYYY

c.  Create a new password

2.   �Navigate to the “MYSELF” tab and click on “LIFE EVENTS”  
(you have 30 days from your date of hire to complete this. If you  
miss this deadline you can sign up for benefits during open  
enrollment in May.

3.   Click on “I AM A NEW HIRE”

4.   �Follow the directions to sign up for benefits and choose the plans 
that best fit you and your family.

For any questions or concerns please contact Human Resouces in the 
Richmond office at 804.521.7897 and ask to speak with Shasta Dooms 
or Charla Greene.

***
REMEMBER: If you are a new hire you have 30 days 

from date of hire to sign up in Ultipro.





ULTIPRO

ODS uses a system called Ultipro. This is an all-inclusive cloud-based 
solution that delivers serious business benefits for your organization 
and the most human capital management functionality available.  Any 
time during the day you can log on to the system and see your personal 
information, pay stubs, schedule, bank information and at the end of the 
year your W-2!

o  https://ew22.ultipro.com
o  �Username: six digit employee number followed by the year of your 

birth (will be provided by your manager) Ex: 0099991955
o  Password: your date of birth in this format  MMDDYYYY

EMPLOYEE HANDBOOK

To access the ODS employee handbook please follow the below steps:

1.  Log onto the Ultipro system https://ew22.ultipro.com 
2.  Click on the My Company tab
3.  Click on Electronic Forms
4.  Click on Employee Handbook

PAY CHECKS 

ODS pays all employees bi-weekly on Friday.  

If you feel there is an error on your paycheck, we encourage you to log on 
to the Ultipro system and review/confirm the hours on your timesheet. If 
you still have questions, you should contact your supervisor or manager 
and then the payroll department if you do find an error.    

ODS Security Solutions provides three methods for all employees to 
receive their pay.   

1.   �Have your pay deposited directly into a bank account by using direct 
deposit.  ODS has a relationship with Wells Fargo and BB&T.  Go to 
either bank, tell them you’re an employee with ODS, and set up a 
free checking account

2.  �Get your pay on the rapid! PayCard® Visa® Payroll Card.  Once you 
activate the card, your pay will be deposited to the card.  You can use 
this card to access your pay.  Set up a savings account, shop and pay 
bills online wherever Visa Debit cards are accepted.  

3.  �You can rely on the USPS and we can mail your check.  If we mail your 
check and you do not receive it, ODS will not put a stop payment on 
that check until it has been at least one week since the pay day.  

PAID TIME OFF

ODS maintains a system of Paid Time Off (PTO) for all regular non-
exempt employees who work a minimum of 16 hours per week, giving 
the employee options on how to “spend” their bank of accrued leave.  
PTO is used for vacation, sick leave, family illness or personal time off. 
PTO is not approved for any employee of ODS during the first year of 
employment. PTO must be earned before it is taken.

To request time off, log into the Ultipro system: 

1.   �Click on the Myself tab

2.   Select Time Management

3.   �From the Time Management categories, select the Scheduler 
category.  The Scheduler Requests page will appear. 

4.   �Fill in the Request Details information.

QUESTIONS REGARDING ODS HEALTH BENEFITS

Every new employee has 30 days from their date of hire to log into the 
Ultipro system and either accept or decline benefits.  If you live in North 
Carolina and have questions, you can contact CJ Bruce at 804.521.7897.  
If you live in Virginia, you can contact Shasta Dooms at 804.521.7897.  

Medical Insurance. Employees must work a minimum of 30 hours 
per week to be eligible to enroll in Major Medical coverage through  
ODS Security Solutions.  

Carrier Name Aetna

Carrier Contact Member Services

HNOnly Plan Member Services 888.702.3862

PPO Plan Member Services 888.802.3862

Carrier Web Address www. Aetna.com

Dental. Must work a minimum of 30 hours per week to be eligible.  

Provider Name Guardian

Provider Contact Person Member Services

Provider Phone Number 800.541.7846

Provider Web Address www.guardiananytime.com

Voluntary Life. Must work a minimum of 30 hours per week to be eligible.

Provider Name Guardian

Provider Contact Person Customer Service

Provider Phone Number 888.600.1600

Provider Web Address www.guardianlife.com

Accident Insurance. Must work a minimum of 30 hours per week to be eligible.

Provider Name Guardian

Provider Contact Person Customer Service

Provider Phone Number 888.600.1600

Provider Web Address www.guardianlife.com

401k. You must be with the company for one year or more OR work 
more than 1000 hours within that year.  You must be 21 years of age 
or older.  We offer an employer safe harbor matching contribution of 
3% for those that participate in our 401k plan.  For more information, 
contact CJ Bruce at 804.521.7897.

Worker’s Comp. ODS Security Solutions is committed to providing 
a safe and healthy workplace for our employees. Preventing on-the-
job injuries and illnesses is our primary objective. If an employee is 
injured, ODS Security Solutions will return the employee to modified 
or alternative work as soon after an injury as possible.  This will be done 
by temporarily modifying the employee’s pre-injury job or providing 
the employee with an alternative position.  This will benefit both ODS 
Security Solutions and the employee. 

In the event of a work related injury, employees MUST report the 
accident to their supervisor/manager immediately – within 24 hours. The 
Manager will ensure that the injured employee receives proper medical 
treatment, including first aid, hospital care or emergency transportation.  
The employee is expected to notify their attending physician, on the first 
medical visit that ODS Security Solutions has a return-to-work program 
and that modified/alternative work can be provided. If physically 
able, employees are expected to return to the worksite the same or 
next day to perform their normal job or modified/alternative job. An  
accident report can be completed and forwarded to Kim at ksherard@
ods-security.com or can be faxed to Kim Sherard’s attention at 
804.521.7898 for processing.   

If the treating physician determines the employee is unable to perform 
their regular job duties, the employee is required to contact Kim 
Sherard within one (1) business day to provide documentation of any 
work restrictions or the off work statement.  

DCJS, PPS, AND PERC LICENSES

It is extremely important that all employees carry their DCJS, PPS 
license or PERC card with them while on duty.  If you do not have your 
license on you while working you will be sent home.  Questions about 
DCJS or PERC should be directed to Shasta Dooms 804.521.7897.  
PPSB questions should be directed to CJ Bruce 804.521.7897.  

DCJS APPLICATIONS AND OFFICER STATUS HOT LINE 877.978.2887

DCJS receives a number of calls each day from officers checking on 
the status of their renewals and registration. The burden of these calls 
is often overwhelming.  To alleviate much of this burden, an automated 
Status Hot Line has been introduced. Please call 877.978.2887 and at the 
first prompt press 1. Enter your SS # and you will receive an automated 
response updating you on the status of your registration of renewal.

affordable care act and measurement waiting period 
policy

Employee Eligibility — Look-Back Measurement Method. The 
Company offers coverage under its health plan (Plan) to full-time 
employees. A full-time employee is an employee who is employed, 
on average, for at least 30 hours of service per week or 130 hours 
of service in a calendar month. Full-time employees may also elect 
coverage for their dependent children up to age 26 and spouses.

Effective June 1st 2014 the Company will use a look-back measurement 
method to determine whether an employee is a full-time employee for 
purposes of Plan coverage. The look-back measurement method is based 
on Internal Revenue Service (IRS) final regulations under the Affordable 
Care Act (ACA). Its purpose is to provide greater predictability for Plan 
coverage determinations.

The look-back measurement method applies to all Company employees 
that are hired as part-time or variable hour employees. Any employee 
hired as full-time will be offered coverage either 1st of the month after 
date of hire for managers, administration and company police. All 
other employees will be offered coverage with a 60 day waiting period 
following the first of the month from date of hire.

The look-back measurement method involves three different periods:

•  �A measurement period for counting an employee’s hours of service 
(also called a standard measurement period or an initial measurement 
period);

•  �A stability period when the employee is either treated as full-time or 
non-full-time for Plan eligibility purposes; and

•  �An administrative period that allows time for Plan enrollment and 
disenrollment.

The Company establishes how long these periods will last, subject to 
specified IRS parameters.

The rules for the look-back measurement method are complex. They 
vary depending on whether an employee is an ongoing employee or 
a new employee, and whether a new employee is expected to work 
full time or is a variable, seasonal or part-time employee. The Company 
intends to follow the IRS final regulations (including any subsequent 
guidance issued by the IRS on the look-back measurement method) 
when administering the look-back measurement method.

Ongoing Employees. For ongoing employees, the Company determines 
full-time status by looking at a standard measurement period (SMP)  
12 months. The SMP starts on June 1st and ends on May 31st. An 
employee’s hours of service during the SMP will determine his or her 
Plan eligibility for the stability period that follows the SMP.

An ongoing employee is one who has been employed by the Company 
for at least one complete SMP.

If an ongoing employee was employed, on average, for at least 30 hours 
of service per week (or 130 hours per month) during the SMP, the 
employee is treated as a full-time employee for a set period into the 
future, known as the stability period. This means that, as a general rule, 
the employee is eligible for Plan coverage during the stability period, 
regardless of the employee’s number of hours of service during the 
stability period, as long as he or she remains an employee.

The final IRS regulations include an exception for certain employees 
who have been continuously offered Plan coverage and who transfer 
to part-time positions during the stability period. If certain conditions 
are met, Plan eligibility for these transferred employees may end 
during a stability period. The Company intends to follow applicable IRS 
guidance, including the rules for changes in employment status, when 
administering the look-back measurement method.

The stability period will last for 12 months.

The Company also uses an administrative period between the IMP 
and the stability period. The administrative period 2 months or 60 days 
starting on April 1st – May 31st.

Once a new variable hour, seasonal or part-time employee has been 
employed for an entire standard measurement period; the employee 
will be tested for full-time status, beginning with that standard 
measurement period, at the same time and under the same conditions 
as other ongoing employees.

Rehired Employees and Employees Returning from Unpaid Leave.  
The following rules apply to rehired employees and employees returning 
from unpaid leave:

•  �If an employee goes at least 13 consecutive weeks without an hour of 
service and then earns an hour of service, he or she is treated as a 
new employee for purposes of determining the employee’s full-time 
status under the look-back measurement method. The Company will 
apply a rule of parity for periods of less than 13 weeks. Under the rule 
of parity, an employee is treated as a new employee if the period with 
no credited hours of service is at least four weeks long and is longer 
than the employee’s period of employment immediately before the 
period with no credited hours of service.

•  �For an employee who is treated as a continuing employee, the 
measurement and stability periods that would have applied to the 
employee had he or she not experienced the break in service will 
continue to apply upon the employee’s resumption of service.

•  �In addition, a special averaging method applies when measurement 
periods include special unpaid leave (that is, leave under the 
Family and Medical Leave Act (FMLA) or the Uniformed Services 
Employment and Reemployment Rights Act (USERRA) or jury duty 
leave). This method only applies to an employee who is treated as a 
continuing employee upon resuming services for the employer, and 
not to an employee who is treated as terminated and rehired. Under 
the averaging method, the Company will either:

•  �Determine the average hours of service per week for the employee 
during the measurement period, excluding the special unpaid leave 
period, and use that average as the average for the entire measurement 
period; or

•  �Treat employees as credited with hours of service for special 
unpaid leave at a rate equal to the average weekly rate at which the 
employee was credited with hours of service during the weeks in the 
measurement period that are not special unpaid leave.

Employee Referral Program

As an ODS team member, you know what is expected from you and 
the team around you. Wouldn’t you like to have a say in who works 
next to you? Spread the word! Tell friends and family that ODS is  
hiring! They must be willing to embrace the ODS vision, focus, and  
three vital behaviors.

If you refer a person who then is hired and remains in the job for at least 
90 working days, you may receive a bonus of $250 in your paycheck! To 
receive this bonus, you must be employed with ODS Security Solutions 
when the bonus payment is made.

Who Can Make a Referral? You are eligible to make an employee 
referral if you are not involved in the hiring process for the referred 
candidate and they will not report directly to you once hired.

What types of jobs are eligible for this bonus program and what is the 
bonus? The following positions may be eligible for employee referral 
bonus:

•  all security officer positions – $250
•  all public safety officer positions – $250
•  all company police positions – $500

Who can be referred? Candidates are eligible for employee referral 
provided they:

•  �are not currently employed by ODS Security Solutions in any capacity, 
including temporary, internship, PRN, or seasonal.

•  have not been referred previously by someone else; or
•  �have not previously applied for a position at ODS Security Solutions

Candidates must demonstrate that they have:

•  �a willingness to embrace the 3 vital behaviors (10ft rule, know your 
role, and A,B,C,Ds)

•  �ready to take on the responsibility of providing peace of mind to the 
client and their visitors

•  �the desire to focus on preventing a “never event” from taking place; 
and

•  the required qualifications

The Employee Relations Manager will make the final determination 
regarding eligibility after the candidate applies and the application or 
resume has been received.

How do I refer someone? The applicant must indicate that you referred 
them on their online application. When asked “How did you hear about 
this position?” on the application, the individual should select Employee 
Referral button and enter your name in the blank field below.

When am I eligible to receive the referral bonus? The referral bonus 
will be made as a taxable, additional payment and will be included on 
your regular paycheck.

You are eligible to receive the bonus:

•  �if the candidate indicated you as the referee on the online application
•  �when the person you referred is hired into a position included in this 

program;
•  �after the person you referred has worked 90 working days; and
•  �both, you and the new employee, are in good standing with the 

company (no disciplinary action has been documented within those 
90 days).

You must be employed by ODS Security Solutions when the payment 
is made, normally soon after the person you referred has worked their 
90 working days.

Other Things You Should Know. The Office of Human Resources 
reserves the right to make the final determination about candidate 
eligibility, including whether they are qualified for positions 
designated within the program. In the event an applicant is  
referred by more than one employee, the deciding factor will be  
the date of receipt of the referral to Human Resources.

SIGNING UP FOR BENEFITS – NEW EMPLOYEE

1.   �Log onto the Ultipro system and register your username and create 
a password:

o  �https://ew22.ultipro.com 

a.  �Username – provided by your manager or contact the ODS 
Richmond Office (six digit employee number followed by the 
year of your birth.) Ex: 0099991955

b.  Password – your DOB in this format MMDDYYYY

c.  Create a new password

2.   �Navigate to the “MYSELF” tab and click on “LIFE EVENTS”  
(you have 30 days from your date of hire to complete this. If you  
miss this deadline you can sign up for benefits during open  
enrollment in May.

3.   Click on “I AM A NEW HIRE”

4.   �Follow the directions to sign up for benefits and choose the plans 
that best fit you and your family.

For any questions or concerns please contact Human Resouces in the 
Richmond office at 804.521.7897 and ask to speak with Shasta Dooms 
or Charla Greene.

***
REMEMBER: If you are a new hire you have 30 days 

from date of hire to sign up in Ultipro.



Our 
Core 

Values

Celebrate
Successes

share
goals

serve &
inspire

integrity & 
humility

excellence 
in

reputation

encourage
innovation

embrace
diversity

consistency 
&  

dependability

COMPANY INFORMATION

WELCOME ABOARD!

Our PROMISE is peace of mind

ODS-Security.com

ODSservices ODSSecurity ODSsecuritysolutions ODSSecurity

SOCIAL MEDIA. Make sure you keep track of what ODS Security Solutions is up to, by following us on:

ARE YOU looking for AFFORDABLE health insurance  
for yourself or your family? You want the BEST price right? 

Well, we have options for YOU!

 

Tell people you care about to go to:

Healthcare.gov
The Health Insurance Marketplace could be a great option for you and your loved ones.

The Marketplace is an online, one-stop shop where people can search for health insurance plans, 
compare benefits, and see if they’re eligible for financial assistance.

•  Go to www.healthcare.gov or call 800.318.2596 for more information

•  Seek information for an Individual plan call 800.474.1471 and select Health Sales Agent

www.inova.org/eap

This site is the web portal to your EAP and WorkLife services. 
Scroll down the page to log onto the Inova Employee Assistance 
member site.

User Name: ODS         Password: ODS

You will have access to articles and helpful web links on a range of 
topics such as Parenting, Aging, Career and Workplace Education, 
Health, Wellness and other daily living topics.

Legal, Financial, & ID Theft Resources & Tools

Click on the banner topic “Living” located under the Inova 
Employee Assistance logo. You will see Legal, Financial and Fraud 
& Theft as topic choices.

Webinars

You can register for these interactive online seminars (webinars) 
– just scroll down the page until you see the heading, “On-Line 
Seminars”. You will need a computer with internet access and a 
telephone. Participants log into the web portion and then call into 
the audio portion.

If you were unable to attend a live Webinar, they are archived and 
can be replayed at any time.

Savings Center Tips

First-time users will need to register using the organization code of 
“advantage” to access the Savings Center.

Corporate Perks asks that you use your work e-mail address, but 
any e-mail address will do.

Whichever e-mail address you use, be sure that you can access it 
immediately. A system-created password will be e-mailed to that 
address immediately from sender@corporateperks.com.

You will need to retrieve the e-mail from sender@corporateperks.
com to get your password and then login to begin exploring the 
site for the great discounts.

Once you’ve successfully logged in to Corporate Perks, you can 
change your password from the system-created password to one 
that will be easier for you to remember. Simply go to “My Account” 
on the Corporate Perks homepage and select “Personal Settings” 
from the drop-down list.

Inova Employee Assistance
800-346-0110

www.inova.org/eap

Inova Employee Assistance Inova Workplace Health Services



Our 
Core 

Values

Celebrate
Successes

share
goals

serve &
inspire

integrity & 
humility

excellence 
in

reputation

encourage
innovation

embrace
diversity

consistency 
&  

dependability

COMPANY INFORMATION

WELCOME ABOARD!

Our PROMISE is peace of mind

ODS-Security.com

ODSservices ODSSecurity ODSsecuritysolutions ODSSecurity

SOCIAL MEDIA. Make sure you keep track of what ODS Security Solutions is up to, by following us on:

ARE YOU looking for AFFORDABLE health insurance  
for yourself or your family? You want the BEST price right? 

Well, we have options for YOU!

 

Tell people you care about to go to:

Healthcare.gov
The Health Insurance Marketplace could be a great option for you and your loved ones.

The Marketplace is an online, one-stop shop where people can search for health insurance plans, 
compare benefits, and see if they’re eligible for financial assistance.

•  Go to www.healthcare.gov or call 800.318.2596 for more information

•  Seek information for an Individual plan call 800.474.1471 and select Health Sales Agent

www.inova.org/eap

This site is the web portal to your EAP and WorkLife services. 
Scroll down the page to log onto the Inova Employee Assistance 
member site.

User Name: ODS         Password: ODS

You will have access to articles and helpful web links on a range of 
topics such as Parenting, Aging, Career and Workplace Education, 
Health, Wellness and other daily living topics.

Legal, Financial, & ID Theft Resources & Tools

Click on the banner topic “Living” located under the Inova 
Employee Assistance logo. You will see Legal, Financial and Fraud 
& Theft as topic choices.

Webinars

You can register for these interactive online seminars (webinars) 
– just scroll down the page until you see the heading, “On-Line 
Seminars”. You will need a computer with internet access and a 
telephone. Participants log into the web portion and then call into 
the audio portion.

If you were unable to attend a live Webinar, they are archived and 
can be replayed at any time.

Savings Center Tips

First-time users will need to register using the organization code of 
“advantage” to access the Savings Center.

Corporate Perks asks that you use your work e-mail address, but 
any e-mail address will do.

Whichever e-mail address you use, be sure that you can access it 
immediately. A system-created password will be e-mailed to that 
address immediately from sender@corporateperks.com.

You will need to retrieve the e-mail from sender@corporateperks.
com to get your password and then login to begin exploring the 
site for the great discounts.

Once you’ve successfully logged in to Corporate Perks, you can 
change your password from the system-created password to one 
that will be easier for you to remember. Simply go to “My Account” 
on the Corporate Perks homepage and select “Personal Settings” 
from the drop-down list.

Inova Employee Assistance
800-346-0110

www.inova.org/eap

Inova Employee Assistance Inova Workplace Health Services


	CompanyInfo_p1
	CompanyInfo_p2
	CompanyInfo_p3
	CompanyInfo_p4
	CompanyInfo_p5
	CompanyInfo_p6



