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Fridley, Minnesota 55432

Office: 763-502-1505

Break-Thru Fax: 763-502-6777
Home Care, Inc. Web Site: www.breakthrucare.com





** Payroll Schedule 2011- 2012 * *
Timesheets are due in office by Tuesday at 1pm. You can drop your timesheet off during business hours, put it in our drop box outside after-hours, fax it, or mail it in. It is the PCAs responsibility to confirm that we have received your time sheet and that it was received on-time.

Pay Period



Timesheet Due

Pay Day  


Sept 5 – Sept 18 


Sept 20


Sept 30 

Sept 19 – Oct 2 


Oct 4 



Oct 14

Oct 3 – Oct 16



Oct 18



Oct 28

Oct 17 – Oct 30


Nov 1 



Nov 11

Oct 31 – Nov 13


Nov 15



Nov 23    


Nov 14 – Nov 27


Nov 29



Dec 9

Nov 28 – Dec 11


Dec 13



Dec 23

Dec 12 – Dec 25


Dec 27 


Jan 6, 2012


Dec 26 – Jan 8



Jan 10



Jan 20

Jan 9 – Jan 22



Jan 24



Feb 3

Jan 23 – Feb 5



Feb 7



Feb 17

Feb 6 – Feb 19


Feb 21



Mar 2

Feb 20 – Mar 4


Mar 6



Mar 16

Mar 5 – Mar 18


Mar 20



Mar 30

Mar 19 – Apr 1


Apr 3



Apr 13 TC \l2 "

Apr 2 – Apr 15


Apr 17 


Apr 27

Apr 16 – Apr 29


May 1



May 11

Apr 30 – May 13


May 15


May 25

May 14 – May 27


May 29


Jun 8

May 28 – Jun 10


Jun 12



Jun 22

Jun 11 – Jun 24


Jun 26



Jul 6

Jun 25 – Jul 8



Jul 10



Jul 20

Jul 9 – Jul 22 



Jul 24



Aug 3

Jul 23 – Aug 5 


Aug 7



Aug 17

Aug 6 – Aug 19


Aug 21



Aug 31

Aug 20 – Sept 2


Sept 4



Sept 14

Sept 3 – Sept 16 


Sept 18


Sept 28 

Sept 17 – Sept 30 


Oct 2 



Oct 12

Oct 1 – Oct 14



Oct 16



Oct 26

Oct 15 – Oct 28


Oct 30 



Nov 9

Oct 29 – Nov 11


Nov 13



Nov 23    


Nov 12 – Nov 25


Nov 27



Dec 7

Nov 26 – Dec 9


Dec 11



Dec 21

Dec 10 – Dec 23


Dec 25



Jan 4, 2013


Dec 24 – Jan 6



Jan 8 



Jan 18
*** Please NOTE!!  Important information on reverse side. ***
· Break-Thru will not pay PCAs for hours that exceed 48 in a weekly pay period that goes from Monday at 12:00am through Sunday at 11:59 pm, without prior authorization from the owner of Break-Thru. Break-Thru is the Employer of Record; as such you are only authorized to work a maximum of 48 hours per week.  If you turn in a timesheet for more than 48 hours, you are in violation of our policy and corrective actions will be taken, in addition to your timesheet being returned to you and the consumer for immediate corrections.  You will only be paid for the time that Break-Thru is authorizing you to work.
· A PCA is limited to providing and being paid for a maximum of 275 hours per month.  Regardless of the number of recipients being served or the number of PCA provider agencies enrolled with.
Helpful hints when completing your timesheet...  Get it right the first time!  ( 
□The date signed by the Client and PCA must not be earlier than the last date worked for the pay period. This indicates a timesheet was signed before work was performed and the timesheet was completed-this is a violation of both our policy and DHS policy.   
□Make sure both the PCA and the Client/Responsible Party have signed and dated the timesheet.
□Make sure you have check ✔or X the correct box in the Relation to Consumer section.
□Make sure you have the correct dates for the pay period.
□Remember to draw a single line though each shift box day that you have NOT worked.
□Check your math- make sure the week 1 and week 2 totals add up correctly for the period total!    
□ Write legibly- we cannot bill or issue a paycheck, if we are unable to read who it belongs to.   
□INITIAL the support boxes, NO check marks ✔or X’s!
□Do not scribble out any errors on the timesheet, this will void the time sheet.  It will be shredded.  

□You may draw a single line though the error and then initial the correction on the timesheet.

□Write only with blue or black ink!  Other colored ink or pencil will not be accepted.
□If you are faxing in a timesheet, call to make sure it was received and that it transmitted clearly.
□NEVER sign a timesheet on behalf of a Client, OR for a Client- this is participating in fraud.    
□When you work a shift that crosses over the midnight hour, please remember that any hours billed after midnight is considered a new shift/new day and your timesheet needs to reflect this.
Example:  You worked 8:30pm through 2:15am for a total of 5.75 hours, you shifts will be written as:



8:30pm  to  11:59pm  on the night you worked, and…



12:00am  to  2:15am on the next date line, anything after midnight is a new shift/new day.

PAYCHECKS WILL NOT BE ISSUED UNLESS THE ORIGINAL COMPLETED TIMESHEET IS RECEIVED INTO THE OFFICE BY THE ABOVE LISTED DUE DATES.

NO EXCEPTIONS!!!!!!
