Field/Associate employee manual


Welcome to RESOURCE STAFFING
Dear Field employee:
Congratulations! And thank you for making us your choice for your professional career search. This handbook is designed to ensure that your employment experience with Resource Staffing is a rewarding one. Keep a copy for your records and refer to it often; remember a representative of our recruiting team is always available should you have additional questions.

Resource Staffing is dedicated to two standards.
1.
Providing our customers with quality field employees at the best prices with the best service.
2.
Providing you, our field employee, with salaries and benefits comparable to other field employees doing similar work within the industry
This manual provides answers to most of the questions you may have about Resource Staffing's benefit program, as well as the company policies and procedures we abide by - our responsibilities to you and your responsibilities to us. If anything is unclear, please discuss the matter with one of our representatives. You are responsible for reading and understanding this Field employee Manual. In addition to clarifying responsibilities, we hope this Manual also gives you an indication of Resource Staffing's interest you, our most valuable Resource. From time to time, the information included in our Field employee Manual may change. Every effort will be made to keep you informed through suitable lines of communication, including postings at each of our branch offices and our website.
I extend to you my personal best wishes for your success and happiness at RESOURCE STAFFING.
Sincerely,
Dan Hines, President
Resource Staffing
NOTICE  

The policies in this manual are to be considered as guidelines. Resource Staffing, at its option, may change, delete, suspend or discontinue any part or parts of the policies in this manual, at any time, without prior notice. Any such action shall apply to existing as well as future field employees with continued employment being the consideration between the employer and field employee. No one other than the President of Resource Staffing may alter or modify any of the policies in this manual. No statement or promise by any representative may be interpreted as a change in policy nor will it constitute an agreement with a field employee.
Should any provision in this Field employee Manual be found to be unenforceable and invalid, such a finding does not invalidate the entire Field employee Manual, but only the subject provision. No provision in this manual, either individually or in conjunction with any other Resource Staffing policy, shall be considered to be contractual in nature or to grant the field employee any right other than, as a field employee at will.
This manual replaces all other previous manuals for Resource Staffing as of January 2020.
AN OVERVIEW OF RESOURCE STAFFING 

Resource Staffing is a privately held Texas based corporation specializing in the placement of contract, contract/hire, and direct staffing of administrative, financial/accounting, customer service and real estate personnel. We have over 75 years of combined industry experience and take great pride in the reputation we've established for hiring WINNERS! Our continued growth and success depends on you.
BACKGROUND POLICY   

Resource Staffing conducts security background checks of all applicants and does comply with the Fair Credit Reporting Act. A conviction record will not necessarily bar employment. Factors such as date of the offense, seriousness and nature of the violation, and rehabilitation will be taken into account. Before taking any adverse action based in whole or in part on any report provided to Resource Staffing by a credit reporting agency, you will be provided the Summary of Rights under the Fair Credit Reporting Act, as prescribed by the Federal Trade Commission. If you are employed as Field Employee and are arrested on the job while working, or if after employed, a background investigation is conducted and it reveals an open case, you will be suspended until you are acquitted of the charges, and if convicted, you will be terminated for cause.
FALSIFICATION OF APPLICATION  

It is understood and agreed that any misrepresentation (including omission of information) by you on the pre application or employment application will be sufficient cause for cancellation of the application and/or for separation from Resource Staffing's service if you have been employed.

STATEMENT ON DRUGS/POLICY  

Resource Staffing may require, as a condition to employment, or any time subsequent to employment, that you submit to drug testing and a personal history investigation. The cost of such a test or investigation shall be the sole expense of Resource Staffing or our customers. You must agree to submit to the forgoing testing and investigation, in order to continue your employment with Resource Staffing. You must also consent to the release of the results to our clients, agents and or representatives of Resource Staffing. If you don't submit to the drug test or investigation, it will be considered a "voluntary Quit". If you fail the drug test or investigation, your position will also be terminated for work-connected misconduct. Recovering alcohol or drug abusers will be covered under the ADA.
Prohibition of the use, possession, or sale of drugs or alcohol
The use, possession, possession of related paraphernalia, sale and purchase or transfer of illegal drugs/alcohol, controlled substances, and field employed paraphernalia, or other intoxicants on/off company property is prohibited.
Fitness for duty
Employees are expected to be in suitable mental and physical condition and able to perform their assigned duties satisfactorily

DRUG TESTING/WHEN WE TEST   

PRE-EMPLOYMENT

Should our client require as a condition of placement to their company a drug test, you will be required to do so before being assigned. 

POST ACCIDENT TESTING
All field employees will undergo such testing for "cause”, i.e. after a worksite accident

FOR-CAUSE 

Any field employee whose manager/supervisor has a reasonable suspicion that the field employee is in violation of our drug/alcohol policy may be required to undergo a drug/alcohol test as permissible under state law.
RANDOM TESTING

Resource Staffing’s field employees may be selected at random for drug and/or alcohol testing at any interval determined by the client OR Resource Staffing.
All field employee assigned to customers whose company policy mandates drug testing of their own employee performing similar task.

CONFIDENTIALITY
Your privacy will be respected in providing samples, and the results will be provided only to those individuals who have a need to know. Over-the-counter or prescribed medication, prescription drugs, when taken under a doctor’s order, will be exempt, but you must be able to provide proof and their use must be reported prior to the test. 
TERMINATION
Resource Staffing subscribes to a drug-free workplace. If you are suspected of intentionally interfering with a drug test, you will be terminated with cause. If a positive drug screen is revealed, you will not be hired and if a field employee, you will be terminated with cause.

ASSIGNMENT AVAILABILITY POLICY 

In order to maintain your active employment status with Resource Staffing, you must communicate and keep us informed of your availability. You must report your availability upon the completion of each assignment and no later than the day following the last day of your assignment. You must log in your availability weekly for as long as you are available. 

Please understand that the only method of updating your availability is to log on to the Resource Staffing website, enter your log in information, click on the “update availability” tab and enter your availability. While Resource Staffing does not accept availability acknowledgements by phone, we do not discourage contact with your recruiter. So long as you are aware that verbal communication does not replace the availability log in procedures/policy that was stressed during your orientation.

We expect that logging in your availability means that you are truly available for suitable employment. Failure to report your availability by logging in to our website and or refusing suitable employment at the time of offer may adversely affect your unemployment benefits.
PROOF OF U.S. CITIZENSHIP AND/OR RIGHT TO WORK      

Federal regulations require that 1) before becoming employed, all applicants must complete and sign the Federal Form i-9, Employment Eligibility Verification Form; and 2) all applicants who are hired need to present documents of identity and eligibility to work in the US

HOW YOU WERE SELECTED  [image: image9.wmf]
We carefully select our field employees through on line/written application, personal interview, aptitude testing, skills evaluation, reference checks, and background checks. This careful selection process helps Resource Staffing to find and employ people who are concerned with their own personal success and the success of Resource Staffing. Your employment with us is conditional until we have completed and are satisfied with the results of our background investigation.

WHAT YOU CAN EXPECT FROM RESOURCE STAFFING  

Resource Stuffing's established Field employee Relations Policy is to:
1. Operate an economically successful business so that a consistent level of steady work is available.
2. Select people on the basis of skills, experience, work- style, availability, and character without discrimination with regard to age, sex, color, race, and creed, national origin, religious persuasion, marital status, political belief, sexual orientation, or disability that does not prohibit performance of essential job functions. 

3. Pay all field employees according to the skills and experience required on job assignments and the job specifications that are requested by our customers.

4. Holiday Pay – To qualify for each of the paid holiday below, you must have worked 1800 hours within the past 52 weeks prior to the Holiday. You must also be currently working on assignment at the time of the holiday. 

· Currently working is defined as working the full week before the holiday and the full week of the holiday
· Employees who qualify for holiday pay as described above will receive payment of such funds on the Friday pay date in the week after the holiday week’s payroll is processed

	· NEW YEARS DAY
	· LABOR DAY

	· MEMORIAL DAY
	· THANKSGIVING

	· JULY 4TH 
	· CHRISTMAS


5. Parking Allowances - Receipts must be attached to timesheets for reimbursements up to $2.00 per day. No parking reimbursements will be made following payment for that week's wages.

6. Medical Benefits-Resource Staffing complies with the Affordable Health Care Act.  Based on your current work status, you may qualify to participate in Resource Staffing’s health care coverage. Employees who work a minimum of 30 hours per week on a consecutive basis for a minimum of 03 months may be eligible to enroll one of the medical insurance plans offered.
7. Field employee Referral Bonus - We will gladly pay a bonus of $50.00 for each person you refer to us after they have completed 80 billable hours.

8. Customer Referrals - We will gladly pay a bonus of $75.00 for each new customer you refer to us after we have billed the customer 40 hours.

9. **New customer shall be defined as any company that has not done business with Resource Staffing for at least 1 yr.

10. Direct Deposit - Resource Staffing offer the convenience of direct deposit -Contact your Resource Staffing Representative for enrollment forms.

11. Pay card-As a second option and great if you don’t have a bank account, you can take advantage of our paycard system, Set-up is free. 
12. Contract-Hire-You’re given the opportunity to make sure it’s the right company for you, and you never pay a fee.

WHAT RESOURCE STAFFING EXPECTS FROM YOU  

1. Never feel obligated to accept an assignment. Consider all the facts before committing to an assignment; If you accept the assignment, keep in mind, we’re counting on you 100% to fulfill your commitment to us.

2. If you are out, even for one day, we cannot guarantee your assignment.

3. On the first day of your assignment, allow yourself additional time to avoid being late.

4. Do not discuss your pay rate
5. Do not use client’s IT equipment for non job related activities
6. Do not add, change, delete, download, upload or copy software to or from any client equipment.

7. Do not produce, store, display or transmit material that is sexually explicit, suggestive, harassing or otherwise offensive.

8. Limit your personal phone calls to breaks and lunch.

9. Don’t be afraid to ask questions.

10. Do not work any overtime without first getting approval from an authorized supervisor to do so. 

11. Limit the use of pagers and cell phones. 

12. Personal belongings should be limited to a picture. Do not take radios, TV’s and other personal items that will interfere with your productivity or make it difficult for our staff to transport should an assignment end earlier than expected.

13. Do not make personal long distance calls while on assignment.

14. Do not utilize E-mail or the Internet for personal uses; always follow the customer’s policy as it relates to the use of these features.

15. Dress Code:

Attire, grooming, and personal cleanliness standards contribute to the morale of all 
employees. You must at all times maintain a clean, neat, and professional appearance 
in your dress and grooming. The following guidelines have been created to outline 
what is appropriate and inappropriate business attire for all associates. Please govern 
yourself accordingly!
MONDAY-THURSDAY

Slacks, Pants, and Suit Pants

· APPROPRIATE: Slacks that are similar to Dockers and other makers of cotton or synthetic material pants, wool pants, dressy capris, and nice looking dress synthetic pants are acceptable

· INAPPROPRIATE: Jeans, bright colored pants, pants with designs or prints, sweatpants, exercise pants, Bermuda shorts, short shorts, shorts, bib overalls, leggings, and any spandex or other form-fitting pants such as people wear for biking.

Skirts, Dresses, and Skirted Suits

· APPROPRIATE: Casual dresses and skirts, and skirts that are split at or below the knee are acceptable. Dress and skirt length should be at a length at which you can sit comfortably in public. 

· INAPPROPRIATE: Short, tight skirts that ride halfway up the thigh are inappropriate for work. Mini-skirts, skorts, sun dresses, beach dresses, and spaghetti-strap dresses 

Shirts, Tops, Blouses, Face Coverings and Jackets

· APPROPRIATE: Casual shirts, dress shirts, sweaters, tops, golf-type shirts, and turtlenecks are acceptable attire for work. Most suit jackets or sport jackets are also acceptable attire for the office.

· INAPPROPRIATE: tank tops; midriff tops; shirts, caps, and facial coverings displaying any form of expression; halter-tops; tops with bare shoulders; sweatshirts, and t-shirts unless worn under another blouse, shirt, jacket, or dress.

Shoes and Footwear 
· APPROPRIATE: Conservative walking shoes, loafers, boots, flats, dress heels with no more than 2.5” heels, and leather deck-type shoes are acceptable for work. Wearing no stockings is acceptable in warm weather.

· INAPPROPRIATE:  Flashy athletic shoes, sneakers, clogs, thongs, flip-flops, and slippers or beach shoes. 

Jewelry, Makeup, Perfume, and Cologne

· Should be in good taste, no ear stretchers, body piercings or tattoos that are


visible. Remember, some employees are allergic to the chemicals in perfumes 
and make-up, so wear these substances with restraint.

Hats and Head Covering

· APPROPRIATE: Head Covers that are required for religious purposes or to honor cultural tradition 

· INAPPROPRIATE:  Hats are not appropriate in the office. 

CASUAL FRIDAYS

Associates may have the opportunity to dress in casual attire on Fridays. Casual attire is clothing appropriate for an office environment that can include:

· Denim jeans that are clean and free of holes or signs of excessive wear

· T-shirts with no form of expression

· Sweatshirts without hoods are permitted

· Sneakers or gym shoes in good condition

CONCLUSION 

If clothing fails to meet the standards as set above, you will be asked not to wear the inappropriate item to work again. If the problem persists, you may be sent home to change clothes. If you are asked to leave until you are properly attired, you will not be paid for the time you are off the job for this purpose and you will receive a verbal warning. Progressive Disciplinary Actions up to and including termination will be applied if dress code violations continue.
Always maintain a positive attitude. This will certainly ensure your success.

WHEN TO CONTACT US!! 

1. If you are available for work, to make sure you are kept busy, you must  go to www.resourcestaffing.com to log in your availability the day after the completion of each assignment and a minimum of once per week thereafter for as long as you are available. Failure to log in will be an indication to Resource Staffing that you are not available and it may also affect your unemployment benefits. PLEASE NOTE: Resource Staffing “DOES NOT” accept availability phone calls!!! If there is no notation of your availability being logged in to our system within a 90 day period, we will consider it to be a “Voluntary Quit” until a log in is initiated by you informing us otherwise. This too will adversely affect your unemployment benefits. 

2. Call us if you are on an assignment through another service.

3. Call us the first day of each assignment to let us know that you have arrived safely and to list with us your direct extension.

4. Call us if you are ever running more than 15 minutes late for your assignment.

5. Call us if you are unable to report for work at any time during your assignment. Resource Staffing is your employer. CONTACT US.NEVER CALL THE CUSTOMER There is no excuse for not calling our 24-hour answering service. Failure to notify us may be grounds for termination. Needless to say, a “no-show, no-call” is definite grounds for termination.

6. Call us if you are requested by our customer to say longer than originally requested.

7. Call us if our customer offers you full-time/regular employment. Your representative will handle this procedure.

8. Call us as soon as you are aware your assignment will be ending.

9. Call us to report any changes of address, name, and telephone number.
10. Call us if your job duties change significantly.

11. Call us if you asked to do any lifting over 10 pounds or if you are asked to perform any task which you believe to be unsafe.

12. Call us if you are injured on the job.

13. Call us if you know of anyone who would like to work for Resource Staffing. 

Call us if you would like to be retested for newly acquired skills/upgraded skills.
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Resource Staffing utilizes a Web-Time system. This is the automated system accessed over the internet where time worked on a job is entered on a daily or weekly basis. It is designed to make your paycheck accurate and on time, every time.

As always, your pay period begins on Monday and ends on Sunday and you must submit your hours at the completion of your workweek. Time submitted after the deadline cannot be processed for the current week payroll. Web Time is due each “Monday before Noon!” We strongly recommend that you submit your time at the end of each work week or over the weekend! The system does not allow you to enter time after the cut off period. Any submission of time after the cutoff period will require a manual timesheet and all manual timesheets will be processed the following week. NO EXCEPTIONS!!!! ; be sure to allow access to the appropriate URL through your internet browser, depending on what company you work for: 


Resource Staffing – AUSTIN/HOUSTON
https://apps.skilmatch.net/RESS10/

Resource Staffing – DALLAS
https://apps.skilmatch.net/RESS20/
RDS





  https://apps.skilmatch.net/RESS30/ 
Before your first assignment with Resource Staffing, you will be provided “WEB TIME” INSTRUCTIONS which will guide you through the process, step by step. If you have further questions, be sure to contact your Resource Staffing representative. 

Finally, if you have any questions or concerns about payroll, please feel free to contact Payroll Services at (281) 275-5405
PAYROLL HANDLING
Option 1: Direct Deposit
-If you would like to start a full Direct Deposit after your hire date, please ask your Resource Staffing representative for a registration form. When you have completed the form, return it to your branch office or our payroll department at: 
2277 Plaza Drive, Suite 600
Sugar Land, Texas 77479

Attn: Payroll Services

· Please indicate if the Direct Deposit will go into your checking account or savings account

· It will not be possible to deposit funds into two separate accounts through Direct Deposit

· If incorrect banking information is submitted, Direct Deposit cannot be accepted by the bank

Note: The completed form is invalid without your signature

Please read the following information carefully prior to completing the enrollment form.
1. Actual Direct Deposit will take place immediately.

2. If you wish to make a change in your Direct Deposit data (i.e. change banks or bank accounts, etc.) you must submit a change form.  This change will delete your active Direct Deposit status and put you back into a “pre-note” status because the change data must be validated by the bank before the new Direct Deposit can actually take place.

3. Direct Deposit funds are available on Friday.  Please be aware that this may be a change from the availability of funds you experienced with a regular paycheck system.

1. In order for Resource Staffing to be able to provide the Direct Deposit benefit to you, it will be even more important than ever before to comply with timesheet/payroll procedures. Specifically

2. Your Direct Deposit status will remain in effect for 120 days after your last paycheck from Resource Staffing.  You will need to resubmit Authorization form and supporting documentation in order to continue Direct Deposit status beyond this date.

Option 2: Pay Card-If you would prefer this option, complete a registration form and submit to your Resource Staffing representative
Please read the following information carefully and complete the enrollment form.

· Resource Staffing agrees to pay the initial activation fee of $3.99 per card for each qualified employee.

· An activation fee of $3.99 will be charged to the employee for replacement of any card lost or stolen.

· The procedure for initial payroll: employee will be required to pick up their payroll card at the branch through which the employee is working.

· Replacement cards may be picked up at the most convenient branch location for the employee, upon arrangements made through the branch office with Corporate Payroll group.

In order for Resource Staffing to be able to provide the Payroll Card benefit to you, it will be even more important then ever to comply with timesheet/payroll procedures.  

Specifically, it is the responsibility of the employee to get their weekly timesheet approved by their appropriate supervisor before submitting to the payroll department whether by WebTime or manual paper timesheet. A timesheet submitted without appropriate client approval will only delay the processing of your payroll and put you at risk of not meeting the deadline.

Be sure to thoroughly fill out the hours worked portion of your timesheet for each day worked during the week. If using a manual paper timesheet, be sure to total the hours on the timesheet.

PAYROLL ADVANCES [image: image15.png]



Salary advances and loans are not permitted since, as a temporary, there is no guarantee of the length an assignment.

DEDUCTIONS FROM PAYCHECK (MANDATORY)   

Resource Staffing is required by law to make certain deductions from your paycheck each time one is prepared. Among these are your Federal, State and Local Income Taxes and your contributions to Social Security as required by law. These deductions will be itemized on your check stub. The amount of the deductions may depend on your earnings and on the information you furnish on your W-4 form regarding the number of dependents/exemptions you claim. Any change in name, address or telephone number, must be reported to Resource Staffing or our payroll Services department immediately. If there are any changes to your marital status or number of exemptions, a new W-4 form will be required. You must report to one of our offices to complete a new form to ensure proper credit for tax purposes. The w-4 form you receive for each year indicates precisely how much earnings were deducted for these purposes.
DEDUCTIONS (OTHER)

Resource Staffing may deduct other charges from your paycheck for payment of unauthorized charges the customer may request of us due to your actions. These may include but are not limited to unauthorized personal long distance telephone charges, lost parking cards, ID badges, mailing charges and unapproved overtime. The above actions will also be sufficient cause for termination with Resource Staffing.

MISPAYMENTS

As a condition precedent to payment, you must submit an accurate timesheet for wok performed for our customer. You will be held for forgery, falsification, or alteration of your timesheet. If amounts are contested boy customer, you specifically grant Resource Staffing to withhold any contested amounts from your current or future wages. In the event of an overpayment/underpayment, our payroll services department will contact you and adjustments will be made accordingly.

YOUR PERSONNEL FILE   [image: image17.wmf]
The task of handling personnel records and related personnel administration functions at Resource Staffing has been assigned to each branch office. Questions regarding rates and interpretation of policies may be directed to one of our Managers of Staffing.

Keeping you personnel file up to date is extremely important. If you have a change in any of the items listed, please be sure to notify your branch office as soon as possible.

· Legal name

· Home address

· Home telephone number

· Person to call in case of emergency

· Number of dependents (you must come in & complete a new W-4 form)
· Marital status (you must come in & complete new W-4)
· Exemptions on your W-4 tax form (you must come in & complete a new form)

· Skills

· Experience

· Employment status

YOUR PERSONNEL RECORDS [image: image18.wmf]
It is Resource Staffing’s policy when confirming employment or previous employment, to verify hire date, position(s) held, and whether your file is active or inactive. Any additional information must be submitted in writing authorized by you. You agree to hold Resource Staffing harmless and indemnify Resource Staffing for any action arising out of information it provides third parties related to your current or previous employment. 

AT WILL EMPLOYMENT    

All employment and compensation with Resource Staffing is “at will” which means that your employment can be terminated without cause, and with or without notice at any time.

EQUAL EMPLOYMENT OPPORTUNITY  

Resource Staffing has a long standing record of non-discrimination in employment and opportunity because of race, color, creed, national origin, ancestry, disability, sex or age. The President of Resource Staffing has issued the following stating the Company’s views in this matter:

It is the policy of Resource Staffing to:

· Strictly follow personnel procedures that will ensure equal opportunity for all people without regard to race, color, religion, creed, national origin, sex, age, ancestry, marital status, and disability, veteran or draft status.

· Comply with al the relevant and applicable provisions of the Americans with Disabilities Act (“ADA”). Resource Staffing will not discriminate against any qualified field employee or job applicant with respect to any terms, privileges, or conditions of employment because of a person’s physical or mental disability.

· Make reasonable accommodations wherever necessary for all field employees or applicants with disabilities, provided that the individual is otherwise qualified to safely perform the duties and assignments connected with the job and provided that any accommodations made do not require significant difficulty or expense.

· Achieve understanding and acceptance of Resource Staffing’s policy or Equal Opportunity Employment by all field employees.

· Thoroughly investigate instances of alleged discrimination and take corrective action if warranted.

· Be continually alert to identify and correct any practices by individuals that are at variance with the intent of the Equal Employment Opportunity Policy. 

At this time, Resource Staffing would like to reaffirm this policy and call upon all personnel to effectively pursue the policy as stated.

STATEMENT ON AIDS (Acquired Immune Deficiency Syndrome) 

Legal Obligation – AIDS is considered by law to be a disability and people who have AIDS are protected from discrimination.

Facts – The AIDS virus, referred to, as HIV or LAV, is not casually transmitted. Medical researchers say that the AIDS virus is passed from person to person in one of four ways:

1. Sexual intercourse with an infected individual,
2. Sharing intravenous drug needles with an infected person
3. Transfusion of contaminated blood products, and
4. Maternal transmission of virus to the infant.
RIGHT TO BEAR ARMS  

Resource Staffing prohibits weapons in the work place, concealed or otherwise. It is your legal right to carry a weapon, but it is totally against Resource Staffing’s Company policy to do so on our premises or on that of any of our customers.

BUSINESS HOURS    

Resource Staffing’s regular operating hours are (7:30 a.m.-5:30 p.m.) Monday through Friday. 

Your schedule of work hours will always be given to you at the time you accept an assignment. You will be notified by the Resource Staffing representative or your worksite supervisor whenever a change is necessary. If you have any questions concerning your schedule, please contact your Resource Staffing representative.

CONFIDENTIAL INFORMATION 

Our customers from time to time will entrust Resource Staffing field employees with important information relating to their businesses. The nature of this relationship requires maintenance of confidentiality. In making certain that the information is safeguarded, Resource Staffing earns the respect and further trust of our customers. Your employment with Resource Staffing assumes an obligation to maintain confidentiality, even after your assignment is complete. Any violation of confidentiality seriously injures Resource Staffing’s reputation and effectiveness. Therefore, please do not discuss our customers’ business with anyone. Even casual remarks can be misinterpreted and repeated, so develop the personal discipline necessary to maintain confidentiality. If you hear, see or become aware of anyone else breaking this trust, consider what he or she might do with information they get from you. No one is permitted to remove or make copies of any of our customer’s records, reports, or documents without prior management approval. Because of the seriousness, disclosure of confidential information will lead to dismissal.

REACTIVATING FORMER FIELD EMPLOYEES 

We welcome former field employees!! To be rehired, a former field employee must have been in good standing at the time of separation with Resource Staffing, and must have provided adequate notice of their intention to terminate their employment with Resource Staffing. ** A Resource Staffing Representative will define adequate notice after reviewing the personnel file. If you wish to reactivate with Resource Staffing, you may be subject to Resource Staffing’s usual pre-employment procedures. If you have not worked for Resource Staffing in the last six (6) months, you may also be asked to come in to update new skills and experience in order to be considered for additional assignments.

VIOLENCE/HARASSMENT-FREE WORKPLACE 

Resource Staffing intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, hostility or other offenses that might interfere with work performance and we have adopted a zero tolerance policy. Harassment of any sort-verbal, physical or visual will not be tolerated.

What is harassment? Harassment can take many forms. It may be but is not limited to: 
· words, 
· signs
· jokes
· pranks
· intimidation
· physical contact
· violence
Harassment is not necessarily sexual in nature. Sexually harassing conduct may include:

· unwelcome sexual advances
· requests for sexual favors
· any other verbal or physical contact of a sexual nature that prevents an individual from effectively performing the duties of their position or creates an intimidating, hostile or offensive working environment, or when such conduct is made as a condition of employment or compensation, either implicitly or explicitly.
Violence, threats of violence, or intimidation of Resource Staffing Staff, Field employees, vendors, or clients will not be tolerated. Examples include, but are not limited to:

· Hitting or shoving and individual

· Threatening harm to an individual or his/her family, friends, Resource Staffing Staff, or Field employees
· Damage or destruction of, or threat of damage or destruction to property

· Threatening phone calls

· Stalking 

Violations of this policy may result in immediate termination

Procedure for Reporting Harassment
Any employee who believes that he or she is the victim of any type of harassment, including sexual harassment, should immediately report such actions to their on-site supervisor, manager or your Resource Staffing Representative. If an employee’s immediate supervisor is involved in the alleged harassment, it is unnecessary to make a report to that individual. Employees are encouraged to promptly report the alleged harassment within three calendar days of the offense. It is not necessary to file a formal complaint or grievance to complain of sexual harassment. Resource Staffing takes all complaints seriously and handles complaints as promptly, thoroughly and confidentially as possible. Resource Staffing will clearly inform the employee of his or her rights to assistance and how to preserve and protect those rights.
Retaliation

Resource Staffing will not retaliate against any employee for making an allegation of harassment or for participating in such an investigation. Retaliation in any form is prohibited. Any employee who violates this policy is subject to disciplinary action up to and including dismissal. It is the responsibility of each Resource Staffing employee to be aware of the details of the foregoing policy.
GRIEVANCES   

Our goal is to maintain a comfortable working environment for everybody. We do this in several ways.

· By treating each of you as an individual & encouraging your maximum development;

· By recognizing that each of you is essential to the success and growth of Resource Staffing and;

· By maintaining direct communications with all our field employees and ensuring that each and every one of you can speak directly with our management team.

We believe that this type of communication, without interference from any outside party, is best for all concerned. Therefore, when you wish to express your problems, opinions, or suggestions, you will always find an open door and an attentive ear. As time goes by and Resource Staffing grows, we will continue to listen and respond to your questions and comments.

Resolving Problems- Whenever you have a problem or complaint, we expect you to speak up and communicate directly with us. You can take the following steps:

1. First, talk to your Resource Staffing Representative. Your Representative is most familiar with you and your job and is, therefore, in the best position to assist you. Your representative works closely with you, and is interested in seeing that you are treated fairly and properly.

2. If your representative cannot help you resolve the matter, you can speak to the Manager of Staffing who will give your problem or complaint prompt consideration.  

3. If the Manager of Staffing feels that the situation warrants further review, he/she will ask the Director of Operations of assistance.

Remember-it is always best to resolve problems right away. Little problems tend to turn into big problems; facts become confused; resentment and anger builds up. It is always best to get things off your chest before they get out of hand.

CONSENT TO SEARCH   

We reserve the right to conduct the unannounced search of field employees and his or her possessions in order to ensure compliance and protection of the customer’s property and personnel. Let it be understood that refusal to submit to such a search will result in the immediate expulsion from the customer’s property and termination of employment.

PERFORMANCE REVIEWS [image: image29.wmf]
Resource Staffing is continuously evaluating your job performance. The following checks are done with your supervisor to ensure that quality standards are being met:

· ARRIVAL CALLS

Made to make sure you’ve arrived safely. 

· WEEKLY CHECKS
-
Made to status on your weekly progress.

· LAST DAY CHECKS
-
Made to get an overall assessment of your performance

· QC CHECKS
-

Made to your supervisor upon completion of your assignment requesting a rating of your attitude, ability, punctuality, and appearance. Also requested is an acknowledgement of whether you are eligible to return. These evaluations then become a part of your personnel file and are used for any compensation reviews, or disciplinary actions. This information is always available to you. Just contact your representative whenever you’d like to know the feedback.

COMPENSATION  [image: image30.wmf]
Resource Staffing agrees to pay you compensation at a rate that may vary depending on the position and job duties performed by you for the customer. Pay increases are given on an individual basis; if you have been on an assignment for an extended period of time, (1 year or more) or if your job duties change dramatically, please notify us so that we may assess whether an increase is in order. If an increase is merited, we will contact our customer. Our customer and or Resource Staffing must approve all raises. 

CONVERSIONS TO REGULAR  

Resource Staffing requires that a field employee remain on our payroll for a length of time agreed upon with our client. There are some exceptions to this rule and each are handled on its own merit. Some of our clients will opt to pay a placement fee if converted before the agreement is fulfilled; however you may not accept regular/full-time work from a customer to whom Resource Staffing has sent you without first notifying our office. You may also not transfer to the payroll of another temporary service at the request of a customer or of your own choice while on an assignment through Resource Staffing for 120 days thereafter at said customer. This includes all customers to whom we have sent you on an interview, assignment, etc. Should you accept regular employment with one of our customers or transfer to the payroll of another temporary service without our permission, you will be liable for a placement fee equal to one percent per thousand of your annual salary.
WORKERS COMPENSATION  

Resource Staffing field employees are protected by Worker’s Compensation and any work related injury will be covered. Resource Staffing and our Worker’s Compensation Insurance Carrier will work together to cover medical expenses. If you are injured on the job, notify your on-site supervisor and your Resource Staffing Recruiter immediately so that we may arrange medical treatment and complete the necessary reports. The acknowledgement of Workers Comp that you signed on date of hire gives specific instructions to you if you are injured on the job.
MILITARY RESERVES OR NATIONAL GUARD LEAVE OF ABSENCE [image: image33.wmf]
Field employees who serve in U.S. Military organizations or state militia groups may take the necessary time off without pay to fulfill this obligation and will retain all of their legal rights for continued employment under existing laws. Since you are, however, a field employee, Resource Staffing cannot guarantee your assignment if you are out even for one day. Every effort will be made to find immediate placement for you the moment you become available.

JURY DUTY  [image: image34.wmf]
It is your civic duty as a citizen to report for jury duty whenever called. Since you are a field employee, Resource Staffing cannot pay for your time not worked, nor can we guarantee your assignment when you are out even for one day. If you are called to jury, please notify us immediately and attach a copy of the summons to your timesheet. If we are forced to replace you, every effort will be made to find immediate placement for you the moment you become available.
MATERNITY/MEDICAL/FUNERAL LEAVE   

Occasionally, for medical, personal, or other reasons you may need to be temporarily released from assignments with Resource Staffing, but may not wish to resign. Under certain circumstances, you may be eligible for an unpaid leave of absence. If maternity/medical leave is requested, Resource Staffing requests a two (2) weeks notice so that a replacement can be found and trained. For medical leave, if a two (2) week notification is not possible, please notify us as soon as possible. Again, if you are out even for one day, we cannot guarantee your assignment. Every effort will be made to place you on another assignment the moment you become available.

FAMILY MEDICAL LEAVE   

The Family and Medical Leave Act (FMLA) entitles eligible employees to take unpaid leave for specified family and medical reasons with continuation of group health insurance under the same terms and conditions as if the employee had not taken leave.. 

SMOKING  [image: image37.wmf]
You must always conform to our customer’s smoking policies while working at a customer’s site. Please don’t smoke in areas where you are directly serving customers and where it may be offensive to your co-workers. If you smoke, there are usually a variety of places appropriate for you to enjoy a short break. Please be courteous and concerned about the needs of your fellow field employees and others. The wishes and preferences of non-smokers will usually take precedence over those field employees who smoke. Please do not smoke in restricted areas. 

SAFETY  [image: image38.wmf]
It is the policy of Resource Staffing to furnish a place of employment and learning which is as free as possible from recognized hazards, which cause or are likely to cause harm. It is our intention to place each field employee in the safest work environment possible. All field employees share in the responsibility to ensure that your action and activities are conducted in a manner that presents the least possible hazard to themselves and individuals working with them. Most accidents can be avoided by using common reasoning and common sense. It is not our intention that you should perform any task that you believe is unsafe. If you feel that you have been placed in an unsafe situation, please contact your supervisor or the main office immediately.

Resource Staffing strives to conform with applicable federal, state, and local statues, ordinances and rules or codes relating to safety issues.

Medical emergencies
 At Resource Staffing, your safety is a very important issue. If you are injured while on assignment, report the accident immediately to your supervisor and a Resource Staffing representative. If medical attention is required, Resource Staffing will make arrangements for you to see a physician. If on-the-job injury is not reported immediately, you may not be eligible for worker’s compensation benefits. All on-the-job accidents will be investigated thoroughly by a Resource Staffing representative to determine the cause and if corrective action is necessary. A drug screen will be requested after an accident in which case you will be required to submit a urine and/or blood specimen to be analyzed. Fraudulent claims will not be tolerated and are a criminal offense. If you ever have any questions concerning your safety on the job, contact your Resource Staffing representative.

Accident Prevention:
 Ergonomics is a science that focuses on human capabilities and limitations in the design of jobs, workstations, tools, and equipment. Ergonomics plays a very important role in the reduction of accidents in an office environment. Have you ever experienced headaches caused by eyestrain or neck tension? A sore back at the end of the workday? All of these symptoms are a result of poor posture or poor ergonomic design and can be prevented.

ATTENDANCE/PUNCUTALITY 

From time to time, it may be necessary for you to be absent from your assignment. Resource Staffing is aware that emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may arise. However, if you are out, even for a day, Resource Staffing cannot guarantee your assignment. In the event we are asked to replace you, we will make every attempt to place you on another assignment the moment one is available. If you are unable to report to work, or if you will arrive late, please contact your Resource Staffing representative immediately. We are equipped with a 24-hour answering service for call after 5:30 pm or before or before 7:30 am. For late arrivals, please indicate when you expect to arrive for work. Absence from work, even for a day, without notifying your Resource Staffing representative may be grounds for immediate dismissal.
DISCIPLINARY ACTIONS   [image: image40.wmf]
Unacceptable behavior or performance, which does not lead to immediate dismissal, may be dealt with in the following manner:

Verbal Counseling
*
Verbal Warning
*
Dismissal

Discipline
This policy pertains to matters of conduct as well as the field employee’s competence; however, a field employee who does not display satisfactory performance and accomplishment on the job may be dismissed, in certain cases, without resorting to the steps set forth in this policy. Under normal circumstances, managers are expected to follow the three-step procedure outlined above. There may be particular situations, however, in which the seriousness of the offense justifies the omission of one or more of the steps in the procedure. Likewise, there may be times when the company may decide to repeat a disciplinary step.

TERMINATION      [image: image41.wmf]
Texas is an “AT-WILL” State. Your employment with Resource Staffing is “at will”. That means that your employment can be terminated for any reason, with or with out cause and with or without notice. Termination for cause includes, but is not limited to the following: Breaking of any company policy, rule, or regulation; excessive absenteeism/tardiness; no show/no call; poor performance; failure to report availability; falsification of application (including omission of information), testing, or timesheets; carrying of weapons on our or any of our customer’s premises; unauthorized use of long distance calls, petty cash, company property for personal reasons; failure to submit to a drug/alcohol test; failure to submit to a reasonable search; poor performance; harassment, etc. Discharged employee will be paid in full no later than the Friday following their last week ending worked. 
Return of Company Property Policy
Termination
Upon termination or resignation, all employees will be required to return to the branch office that assigned you to your position, any company property that was issued. Company property may include but is not limited to:
· Key/keycards; Parking passes; Badges; Company credit cards; Company phone

· Electronics such as laptop, tablets, hard drives, or digital planners; books and sensitive documents

Condition of Property
All property must be returned in the same condition in which it was loaned. The value of any damaged, lost or broken property (or the cost of repairs) will be deducted from the employee's final paycheck. 
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