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River Valley Child Development Services, hereinafter referred to as RVCDS, strives to increase 
the well-being and productivity of all employees, through the enhancement of all aspects of 
health. RVCDS, seeks to increase awareness of positive health behaviors, to motivate employees 
to voluntarily adopt healthier behaviors and to provide opportunities and a supportive 
environment to foster positive lifestyle changes. This procedure will summarize the two 
scenarios in which an employee may apply for the wellness incentive stipend: 
 
Benefits Orientation 
Once an employee has completed their provisional benefit period, they are eligible to apply for 
benefits. If the employee would like to participate in the wellness benefit, they will need to 
complete the wellness incentive stipend application. Once the employee completes their portion 
of the application, the employee will submit it to the HR Coordinator to initial. The HR 
Coordinator will determine the prorated stipend amount, using the wellness incentive stipend 
scale. The HR Coordinator will initiate the stipend payout by submitting a requisition form to the 
Purchasing department. Once the requisition form has been processed by Purchasing, it will be 
forwarded to Payroll to process the payment.   
 
 
Annual Enrollment   
Employees who meet the eligibility requirements may apply for the annual wellness incentive 
stipend during the annual enrollment period, which is from October 1st until October 7th of each 
fiscal year. Employees are to fill out the wellness incentive application and the wellness incentive 
report form, if they enrolled for the wellness incentive stipend the previous fiscal year. Once all 
applications and report forms have been submitted to the HR Coordinator, the HR Coordinator 
completes requisition forms to submit to Purchasing for processing. Once Purchasing has 
completed their processing, the requisition forms are forwarded to Payroll to process the 
payments. 


