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WELCOME! 
  
  
IINNTTRROODDUUCCTTIIOONN  

 
If you are reading this handbook, you have already made a great choice for your employer.  HT Staffing, Ltd is 
glad to have you on our team.  Here at HT Staffing we take pride in our work and expect our employees to do 
the same.   
 
HT Staffing is a dynamic staffing company with an employee-focused operating philosophy. HT Staffing offers 
staffing solutions to the full range of business needs, including traditional temporary help, project staffing, 
technical, regular and professional full-time hires, and strategic partnerships.  
 
Because we are familiar with the employment and labor markets, we possess the expertise to assist with finding 
you a job that is a “match” for your qualifications. We will invest the time to understand the nature of your 
employment needs and the specific interests you have.  Please feel free to call your staffing supervisor with any 
questions you may have. 
 
Again, welcome and we are glad you are a part of our organization.    
 
 
DDEECCLLAARRAATTIIOONNSS  

 
Hereinafter, HT Staffing, Ltd. is referred to as “HT Staffing” or the “Company”.  Likewise, the customer of HT 
Staffing to which the employee is working on assignment is referred to as the “Client” or “Assigned Client”. 
 
HT Staffing is an “at-will” employer, and employees hired by the Company are hired for no definite period of time 
and may be, therefore, terminated at any time for any reason. 
 
The policies contained in this “Employee Handbook” are not an employment contract, nor are they a part of any 
employment contract.  They are intended to be used by Company representatives as advisory guidelines and by 
employees as a source of information supplemental to and supportive of supervisory instruction(s). 
 
Because situations may arise which would cause the Company to determine that changes are necessary, HT 
Staffing reserves the right at any time to modify, to supplement, or to rescind any policy or policy segment 
contained herein, except for its status as an “at-will” employer; and to take actions which may be contrary to the 
guidelines in this handbook until such time that it has been amended to reflect the needed change(s). 
 
HT Staffing is an equal opportunity employer.  As such, the Company strives to ensure that employment and 
advancement opportunities are made available to all employees and applicants on the basis of individual 
qualifications and without unlawful regard to race, religion, color, national origin, disability, age, sex, or any other 
classification protected by federal, state, or local laws. 
 
 
RREEQQUUIIRREEMMEENNTTSS  OOFF  EEMMPPLLOOYYMMEENNTT  AANNDD//OORR  CCOONNTTIINNUUEEDD  EEMMPPLLOOYYMMEENNTT  

 
It will be the responsibility of each employee to timely submit and keep current the following when applicable: 
 

• Completed application form 
• Completed W-4 form 
• Completed I-9 form 
• Pertinent personal information to include current address, telephone number and emergency contact 

information 
• Signed copy of the Employee Handbook Acknowledgement form 
• Signed Acknowledgement forms for safety materials and other handbooks and policies required for 

employment and various assignments 
 
It is the responsibility of the Employee to comply with all safety policies, operational policies, operational 
standards and procedures of the Company and Client.  Employees must comply with the responsibilities as 
explained in this Handbook through a written description of essential tasks and/or through supervisory 
instruction(s).   

 



 

HT Staffing        Page 2 of 10 
Employee Handbook  Rev. 05/01/2007 

 
Personnel records are deemed to be the sole property of the Company.  While employees may review their 
personnel file by making an appointment with their staffing supervisor, no documents may be removed or 
retained by employees. 
 
 
For time periods when you are not assigned to a client, to be considered available for work you must 
call or e-mail once per week.  If you do not call or email once per week, we will assume that you are no 
longer searching for work.  Not calling or emailing available once per week may adversely affect your 
ability to collect unemployment benefits. 
 
NNOOTTIICCEESS  

 
Notices are posted in prominent areas at the HT Staffing office.  This board is used to communicate important 
Company information.  It is the responsibility of each employee to read and comply with posted notices. 
 
HHEEAALLTTHH  BBEENNEEFFIITTSS  
 

HT Staffing offers an associate employee health benefit, “Assurant Staffing Health Benefits Program”.  You may 
contact your staffing supervisor or contact Assurant Health at 1-888-404-2944 or go to 
www.AssurantStaffing.com for more info. 
 
HHOOLLIIDDAAYYSS  
 

HT Staffing offers a paid holiday benefit for the following holidays: 
 
 New Year’s Day   Labor Day 
 Memorial Day   Thanksgiving Day 
 Independence Day  Christmas Day 
  
To be eligible to receive a paid holiday, you must have worked 1,000 hours during the 6 months before the 
holiday.  In addition, you must work both the working day before and the working day after the holiday. 
 
VVAACCAATTIIOONN  
 

As an employee of HT Staffing, you may be eligible to receive one week (40) hours of vacation pay for 1,800 
actual hours worked per year beginning with your anniversary date. In order to receive vacation pay, a written 
request must be submitted to your staffing supervisor within sixty days from the date it is earned or it will be 
forfeited.  To request vacation pay, submit a time card for 40 hours and enter Vacation Pay as the client name.  
Vacation pay is equal to 40 hours at the straight time hourly rate you were earning at the time you qualified, but 
will not exceed $400.  The pay will be processed as a separate payment and cannot be issued in increments 
of less than 40 hours.  Note - If you have a lapse in work with the Company for a period of 90 calendar 
days, all hours previously accrued toward vacation pay will be forfeited.  The Company does not pay for 
partially accrued or unused vacation or sick hours upon separation from employment.  
 
RREEFFFFEERRAALL  BBOONNUUSS  
 

The Company may implement a referral bonus program at various times to encourage employees to assist with 
locating talented people.  Please check with your staffing supervisor to obtain information regarding current 
referral bonus opportunities and requirements. 
 
 
PPRROOFFEESSSSIIOONNAALL  AANNDD  EETTHHIICCAALL  SSTTAANNDDAARRDDSS  
 

HT Staffing employees are a reflection of HT Staffing and our clients.  You are expected to: 
 

• Project a professional personal appearance; 
• Maintain a clean and organized work area; 
• Conduct face-to-face, telephone, and written business in a cooperative manner with a positive, helpful 

attitude. 
 
Employees must adhere to the following policies as related to HT Staffing and the client to which the employee is 
performing a work assignment: 
 

• The employee must not engage in any activity, which could be determined to be a conflict of interest or 
contrary to the best interest of HT Staffing or the client. 
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• Employees are not to disclose to anyone any information which is confidential or which could cause 
harm to HT Staffing or the client to which the employee is performing a work assignment.   

• The employee is prohibited from removing or copying material of the client for any purpose except 
utilization within and for the client.  

• Upon termination of the work assignment, regardless of the cause, all equipment, materials, supplies, 
tools and property must be returned to the client.  

• Non-returned equipment may be billed at cost to the former employee, either in the form of a payroll 
deduction or an invoice to the former employee. 

 
Failure to comply with the Professional and Ethical Standards of the Company will constitute grounds for 
disciplinary action, termination and civil and/or criminal legal action. 

 
  
WWOORRKKPPLLAACCEE  VVIIOOLLEENNCCEE  SSTTAATTEEMMEENNTT  

 
HT Staffing or its clients will not tolerate, in any manner, any oral or written threats, acts, or intent to commit a 
violent act that jeopardizes or appears to jeopardize the safety of employees, visiting guests, or company 
property. 
 
Any person who makes threats, exhibits threatening behavior, or engages in violent acts on client or HT Staffing 
property is subject to immediate removal from the premises.  Persons removed from the premises will remain off 
the property, pending the outcome of an investigation of the incident.   
 
If an investigation substantiates that violations of this policy have occurred, HT Staffing will initiate a decisive and 
appropriate response.  This response may include, but is not limited to: 
 

• disciplinary action; 
• suspension or termination of employment; 
• suspension or termination of any business relationship; 
• civil and/or criminal prosecution of all persons involved. 

 
You are responsible for reporting threats or threatening behavior to your staffing supervisor. 
  
WWOORRKKEERRSS''  CCOOMMPPEENNSSAATTIIOONN 

 
HT Staffing provides workers’ compensation insurance coverage for all employees.  If an employee is injured on 
the job, the employee may be entitled to workers' compensation benefits in accordance with state law.  In order 
to be eligible for benefits, the employees should report any injury immediately, no matter how slight, to their 
staffing supervisor. 
 
HT Staffing policy and practices related to an employee who is injured on the job include, but are not limited to 
the following guidelines: 
 

• Employees should contact their staffing supervisor to file an incident report immediately. 
• If the employee fails to report to a scheduled appointment, it will be considered failure to report to work 

and may be subject to HT Staffing discipline policy. 
• Employees not following their physician's/medical professional's plan of treatment and/or restrictions 

will be subject to discipline up to and including termination. 
• The rapid and efficient return of the employee to his or her job, or an alternate position until the 

attending physician/medical professional releases the employee to regular duties, is the desired 
outcome of workers' compensation incidents. 

 
An employee who is on workers' compensation leave may be required to provide HT Staffing with statements 
from a medical professional concerning the employee's present ability to work.  Employees who have been on 
workers' compensation leave will not be permitted to return to work without a medical professional's certification 
satisfactory to HT Staffing releasing the employee to return to work.  If there is any question concerning an 
employee's abilities as a result of any restriction or limitation, HT Staffing reserves the right to seek clarification 
from a licensed medical professional, including a physician or other medical professional designated by HT 
Staffing. 
 
HT Staffing has chosen Texas Star Networksm  to manage the health care and treatment you may receive if you 
are injured at work.  Texas Star Networksm  is a certified workers’ compensation health care network.  The state 
of Texas has approved this network to provide cared for work related injuries.  They are also trained in getting 
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people back to work safely.  You will receive information about Texas Star Networksm when you are hired.  
Please report all on-the-job injuries immediately. 
 
SSEEXXUUAALL  HHAARRAASSSSMMEENNTT  SSTTAATTEEMMEENNTT  
 

Sexual harassment will not be tolerated under any circumstances.  It is the policy of the Company to strictly 
prohibit any conduct that constitutes sexual harassment, and to discipline any employee who has committed 
such conduct.  Disciplinary action may be as severe as termination even if such conduct constitutes a “first 
offense.” 
 
Sexual harassment is defined as unsolicited, unwanted, or unwelcome sexual advances, requests for sexual 
favors and/or other verbal, graphic or physical conduct of a sexual nature (including sexually explicit language, 
jokes, etc.) where:  (1) submission to such conduct is either an express or implied term or condition of 
employment; (2) submission to or rejection of such conduct is used as a basis for an employment decision 
affecting the harassed person; or (3) the conduct has the purpose or effect of substantially interfering with an 
affected person's work performance or creating an intimidating, hostile or offensive work environment. Sexual 
harassment may include explicit or implied sexual propositions, sexual innuendo, suggestive comments, 
sexually oriented “kidding” or “teasing,” practical jokes, jokes about gender-specific traits, foul or obscene 
language or gestures, displays of foul or obscene printed or visual material, and physical conduct, such as 
patting, pinching, or brushing against another’s body.  This conduct is strictly prohibited. 
 
It is the responsibility of management to create an atmosphere free of sexual harassment. It is the responsibility 
of each employee to respect the rights of fellow employees.   
 
Vendors, contract employees and others employed by businesses doing business with and/or for the Company 
who are found to have violated this policy subject themselves to termination of their services and/or other 
appropriate action. 
 
Any employee who feels that he or she has encountered, experienced, or witnessed sexual harassment should 
immediately report the incident(s) to his/her staffing supervisor in writing with a copy forwarded to the Director of 
Operations of the Company.  If an employee feels uncomfortable or unable to report such incident to his/her 
staffing supervisor, the employee should report the incident to the Director of Operations of the Company.  The 
Company forbids retaliation against anyone who has reported alleged sexual harassment.  The Director of 
Operations of the Company will process all complaints of sexual harassment and will be responsible for 
coordinating all investigations.   
 
The Company will investigate all complaints and make a determination of whether a reasonable basis exists to 
believe that sexual harassment has occurred.  If such reasonable basis exists, appropriate action will be taken, 
which may include termination of the harasser even if this is found to be a “first offense.” To the extent 
practicable, The Company will keep complaints of sexual harassment and the terms of the resolution of the 
complaint as confidential as possible. 
 
AALLCCOOHHOOLL  &&  DDRRUUGGSS  SSTTAATTEEMMEENNTT  
 

The Company has a vital interest in maintaining safe, healthful, and efficient working conditions for its 
employees.  Being under the influence of a drug or alcohol on the job may pose serious safety and health risks 
not only to the user, but to all those who work with the user, as well as our customers. 
 
The Company also recognizes that its own health and future are dependent upon the physical and psychological 
health of its employees.  Accordingly, the Company has established the following guidelines with regard to use, 
possession or sale of alcohol or drugs: 
 
* The Company will maintain pre-employment screening practices per client instruction designed to 

prevent hiring individuals who use illegal drugs or individuals whose use of legal drugs or alcohol 
indicates a potential for impaired or unsafe job performance. 

  
* The manufacture, possession, use, distribution, sale, purchase, or transfer of, or being under the 

influence of, alcohol or illegal drugs is strictly prohibited while on Company or Client’s premises or while 
performing company business.  Holiday gifts of alcohol, which are given or received by employees, but 
are not opened or consumed on company premises, although not encouraged, would not be considered 
a violation of this policy. 

  
* Employees will not be permitted to work while under the influence of drugs or alcohol.  Individuals who 

appear to be unfit for duty may be subject to a medical evaluation which may include drug or alcohol 



 

HT Staffing        Page 5 of 10 
Employee Handbook  Rev. 05/01/2007 

screening.  Refusal to comply with a fitness-for-duty evaluation may result in disciplinary action up to and 
including discharge. 

  
* Off-the-job illegal drug use which could adversely affect an employee's job performance or which could 

jeopardize the safety of other employees, the public or company facilities, or where such usage could 
jeopardize the security of Company or Client’s finances or business records, or where such usage 
adversely affects customers' or the public's trust in the ability of the company to carry out its 
responsibilities, will not be tolerated.  Employees who are involved in or suspected of involvement in off-
the-job drug activity will be considered in violation of this policy. 

  
* Employees undergoing prescribed medical treatment with a controlled substance that may affect the safe 

performance of their duties are required to report this treatment to their staffing supervisor through their 
personal physician. 

  
The Company recognizes that alcoholism/drug abuse is a form of illness that is treatable in nature. The 
Company shall not discriminate against employees based on the nature of their illness. No employees shall have 
their job security at HT Staffing threatened by their seeking of assistance for a substance abuse problem.  
  
* Every effort shall be made to provide an early identification of a substance abuser, to work with and 

assist the employee in seeking and obtaining treatment without undue delay. 
   
* Early identification of the substance abuser shall be based upon job performance and related criteria, as 

well as resulting impairment on the job from the job activities. The manager of the employee shall bring 
such information to the attention of the designated representative for further evaluation. An employee 
who voluntarily seeks treatment for a substance abuse problem which requires a leave of absence for 
treatment shall be granted such leave of absence. 

 
Nothing in this policy is construed to prohibit the Company from its responsibility to maintain a safe and secure 
work environment for its employees or from invoking such disciplinary actions as may be deemed appropriate for 
actions of misconduct by virtue of their having arisen out of the use or abuse of alcohol or drugs or both. 
 

AABBSSEENNTTEEEEIISSMM  AANNDD  TTAARRDDIINNEESSSS  

 
It is essential for the your success and the success of HT Staffing, that we provide quality services to our clients 
and meet or exceed our production schedules.  Regular and prompt attendance at work is required of all 
employees to accomplish these goals. 
 
Employees are expected to report for work on time, on a regular basis.  Absences and/or tardiness are 
disruptive, expensive, and can place an unfair burden on our clients, other employees, and supervisors. 
 
Good attendance is expected and required of all employees. 
 
EXCUSED ABSENCE:  An excused absence from your scheduled work time is caused by conditions over 
which the employee has no control. 
 
UNEXCUSED ABSENCE:  An unexcused absence is an absence from your scheduled work time caused by 
conditions over which the employee has control. 
 
Each incident of absenteeism will be evaluated on its own merits.  The supervisor will determine whether an 
absence is excused or unexcused and will inform the employee of the decision. 
 
ADVANCE NOTICE: If an employee knows he/she will be unable to work all or part of their scheduled 
shift, the employee’s staffing supervisor must be notified at least sixty (60) minutes in advance of the 
scheduled shift, stating the reason for the absence.  It is important to give notice of your absence during 
regular business hours.  If this is not possible, you may call the HT Staffing office and leave a message.   
 
Providing advance notice is required and does not impact the decision of whether the absence is excused or 
unexcused. 
 
NOTIFICATION:  An absent employee must notify the employee’s staffing supervisor each day of the 
absence status; i.e., his/her availability to return to work, thirty (30) minutes prior to starting time, or 
earlier if possible. 
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The employee MUST PERSONALLY call the employee’s HT Staffing supervisor, unless they are physically 
unable to call due to an emergency in which case another person may notify the employee’s immediate 
supervisor as soon as possible.  If the employee calls the Client but fails to call HT Staffing, the absence may be 
considered unexcused.  
 
LACK OF NOTIFICATION:  An employee, who is absent three consecutive work days without providing 
any notification, will be considered to have voluntarily quit, and will be removed from the payroll.  For 
the purposes of unemployment benefits, HT Staffing will consider this action job abandonment. 
 
 
DISCIPLINARY ACTION: 
 
Unexcused Absence within Any Consecutive Twelve-Month Period:   
 
 First Time: Warning and possible termination to be determined on a case-by-case 

basis 
 Second Time: Termination 
 
Excused Absence:  Excessive absenteeism whether excused or unexcused prevents the Company from 
operating in the normal course of business.  Employees who are determined to have excessive absenteeism are 
subject to disciplinary action and/or termination.  
 
 
TARDINESS:  Tardiness is defined as employees reporting to work after their scheduled time.  This 
includes the lunch and/or break periods, regardless of how much time has passed.  It is just as 
important to be on time as it is to be present for work.  Our clients depend on your presence to operate 
in the normal course of business.   
 
DISCIPLINE: 
 
Times Tardy Within Any Consecutive Six-Month Period: 
 
 First Tardy: Verbal Warning & Possible Termination 
 Second Tardy: Written Warning & Possible Termination 
 Third Tardy: Termination 
  
112200  DDAAYY  CCOONNSSEECCUUTTIIVVEE  AABBSSEENNCCEE  PPOOLLIICCYY  

 
Any employee absent for any reason in excess of one hundred twenty (120) consecutive days in any twelve (12) 
month period will be terminated. 
  
SSAAFFEETTYY  PPOOLLIICCYY  
 
Establishing and maintaining a safe work environment is of great importance to HT Staffing and our clients.  Safety 
is the shared responsibility of everyone. 
 
HT Staffing strives to accept clients that provide a safe environment that complies with federal, state, and local 
safety regulations for all its employees. 
 
Employees are expected to obey safety rules and to exercise caution in all work activities.  Employees are asked to 
immediately report any unsafe conditions to their staffing supervisor. 
 
Employees will be informed on an individual basis of special safety regulations related to particular jobs and work 
assignments, including the required use of any necessary personal protective equipment. 
 
All accidents shall be reported immediately to the employee's HT Staffing supervisor, regardless of how insignificant 
the injury may appear.  Such reports are necessary to comply with State laws and comply with workers' 
compensation insurance procedures. 
 
Violation of the safety policy may result in discipline up to and including termination. 
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IINNTTEERRNNEETT,,  EE--MMAAIILL  UUSSEE  &&  CCEELLLL  PPHHOONNEE  UUSSEE  
 

The Internet is a powerful communication tool and a valuable source of information about vendors, customers, 
competitors, technology, and new products and services.  However, an employee’s improper use of employer or 
client provided Internet services can waste time and resources and create legal liability and embarrassment for 
both HT Staffing and the employee. 
 
Internet service includes, but is not limited to, e-mail, FTP, Telnet, web browsing, and Usenet or newsgroups.  
This policy applies to any Internet service that is: 
 
• Accessed on or from any client’s premises;  
• Accessed using client computer equipment or via company-paid access methods; and/or  
• Used in a manner that identifies the individual with the client company. 
 
Our clients provide Internet services for employees’ (both temporary and full-time) business use.  Very limited or 
incidental use of Internet services for personal, non-business purposes is acceptable.  However, personal use 
must be infrequent.  All messages are subject to the examination and audit mentioned below, and should not be 
considered 'private'.  Use of The Client’s facilities concedes any right to privacy and additionally subjects you to 
other guidelines and policies with respect to acceptable content and acceptable volume.  Where and when 
necessary, “acceptable volume” will be decided on a case by case basis. Any personal use of internet services 
must not: 
 
• Conflict with any client’s in-house internet usage policy; 
• Involve any prohibited activity as mentioned below;  
• Interfere with the productivity of the employee or his or her co-workers;  
• Consume system resources or storage capacity on an ongoing basis; or  
• Involve large file transfers or otherwise deplete system resources available for business purposes. 
 
Employees are strictly prohibited from using client-provided Internet services in connection with any of the 
following, but not limited to, activities: 
 
• Engaging in illegal, fraudulent, or malicious conduct; 
• Working on behalf of organizations without any professional or business affiliation with the Company or the 

Client. 
• Sending, receiving, or storing offensive, obscene, or defamatory material; 
• Annoying or harassing other individuals;  
• Sending uninvited e-mail of a personal nature; 
• Monitoring or intercepting the files or electronic communications of employees or third parties;  
• Obtaining unauthorized access to any computer system;  
• Using another individual’s account or identity without explicit authorization;  
• Attempting to test, circumvent, or defeat security or auditing systems of the Company or any other 

organization without prior authorization; or  
• Distributing or storing chain letters, jokes, solicitations, offers to buy or sell goods, or other non-business 

material of a trivial or frivolous nature. 
 
Employees violating this policy are subject to discipline, up to and including termination of employment.  
Employees using the client’s computer system for defamatory, illegal, or fraudulent purposes also are 
subject to civil liability and criminal prosecution. 
 
The Client provides certain supplies and equipment for the use of employees in performing their duties.  
Such materials are the property of the Client and shall be treated as such, and should remain on the 
premises of the Client. In the event of a termination or separation of employment with the Company, any and 
all materials, including this employment manual, shall be appropriately returned to the Company and the 
Client.  You are reminded that the computer, desk and file cabinets you are provided to facilitate your work 
at the Client remain the property of the Client.  Nothing of a personal nature should be maintained therein.  
System administration may require from time to time a review of all materials on the system of the Client.  
Your voice mail may be retrieved during the course of routine maintenance as well.  When leaving a 
message, remember that it may well be heard by others.  Additionally, from time to time, someone may have 
to find something in your office in your absence, which would entail opening drawers and cabinets.  Be 
mindful of such occurrences.  No right of privacy attaches to these items.     
 
Note: Your use of The Client’s Electronic Mail Services denotes acceptance of these conditions! 
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ACCEPTABLE CONTENT 

Content of all internet communications must not be socially objectionable or in violation of any state, local or 
federal laws or regulations.  This includes, without limitation, material protected by copyright, trademark, 
trade secret or other intellectual property right used without proper authorization, and any material that is 
obscene, defamatory, constitutes an illegal threat, or violates export control laws.   
 
In addition to the above, in the interest of Network Security and the Company’s and Client’s professional 
standing in the industry and business world at large, the Company applies a more stringent standard to the 
concept of acceptable content.    
 
SUMMARY 

Your continued use of the Client’s electronic messaging facilities denotes that you have been made aware of 
the above, and your consent to these guidelines.  Violations can result in disciplinary actions ranging from 
reprimand to actual employee dismissal.  Periodically, these standards and policies may be updated.  
Additionally, you may be requested to review any updates and initial them as to understanding them.   
 
Cell phones should be used only on official breaks or during lunch.  Your cell phone should be turned off 
while you are performing your job duties.  Improper cell phone usage could result in disciplinary action 
and/or termination. 
 
 
RRIIGGHHTT  TTOO  PPRRIIVVAACCYY  

 
Employees should not expect privacy with respect to any of their activities using client provided Internet access 
or services.  HT Staffing and our clients reserve the right to review any files, messages, or communications sent, 
received, or stored on the client computer systems. 
  
  
RRUULLEESS  OOFF  CCOONNDDUUCCTT  

 
Although not all-inclusive, the following conduct is unacceptable behavior serious enough to result in disciplinary 
notification: 
 

• Violation of the safety rules or instructions provided by HT Staffing and/or the client. 
• Excessive and/or unauthorized absenteeism or tardiness. 
• Poor quality of work or failure to follow proper job procedures, techniques, or instructions; or failure 

to properly accomplish assigned duties or those specified on the job description. 
• Display of an attitude that creates dissension among co-workers or clients. 
• Improper personal conduct, such as failure to comply with the established code of professional and 

ethical standards as related to personal appearance or smoking in non-designated areas. 
• Failure to attend, without permission, any assigned meeting. 
• Misuse of Company or assigned Client’s time, equipment or materials. 
• Improper or unsafe handling of client property. 

 
The serious behavior listed above can result in disciplinary notification(s) as follows: 
 
 1st Offense: Formal Notification & Possible Termination 
 2nd Offense: Final Warning & Possible Termination 
 3rd Offense: Termination 
Behavior listed below is considered severe and may result in immediate termination: 
 

• Violation of the Company and/or assigned Client’s policies related to harassment or workplace 
violence. 

• Any discourteous conduct, oral or physical, which offends a co-worker, a supervisor, or client while 
representing the Company. 

• Insubordinate or disrespectful attitude or action toward a supervisor or manager. 
• Non-compliance with any part of the Company or assigned Client’s policy of Professional and 

Ethical standards. 
• Abuse or neglect of the assigned Client’s equipment or property. 
• Stealing from the Company or assigned Client or engaging in any act of fraud or sabotage. 
• Falsification of any documents which record time worked. 
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• Fighting, throwing objects, or engaging in “horseplay” or practical jokes while on the assigned 
client’s premises or while representing the Company which could cause harm to another individual. 

• Consuming alcohol, taking illegal drugs, being under the influence of alcohol or drugs, or testing 
positive for alcohol or drugs while representing the Company; or non-compliance with any part of 
the Company or assigned Client’s policies as related to drugs and alcohol. 

• Failure to comply with the Conditions of Employment and Continued Employment. 
• Failure to return to work immediately following an approved absence or leave, or as stated on a 

Return-To-Work document signed by a physician. 
• Gambling on Company or assigned Client’s premises or carrying explosives or any concealed 

weapon while on Company or assigned Client’s property or while representing the Company or 
assigned Client. 

• Any unreported absence for three (3) or more consecutive scheduled days of work. 
• Engaging in any activity deemed to be a conflict of interest or adverse to the best interest of the 

Company and/or the assigned Client. 
• Inappropriate disclosure of any confidential information, such as the affairs of the Company, 

assigned Client or co-workers, or any information regarding clients. 
 
 
GGRRIIEEVVAANNCCEE  

 
Employees are to follow the normal chain of command in pursuing resolutions to any problem.  If no satisfactory 
resolution can be attained through discussions with the immediate staffing supervisor, the aggrieved employee is 
to put the matter in writing to be submitted to the next supervisory level in the chain of command.   
 
If the progression reaches the level of executive management, the aggrieved employee and his/her staffing 
supervisor will be notified of management’s decision, which will be final and binding. 
 
Formal grievances shall be filed no later than thirty (30) days beyond the event or incident over which the 
employee became aggrieved. 

 
AASSSSIIGGNNMMEENNTTSS  

 
Although you will be working for a variety of HT Staffing clients, we are your employer.  Your timecards and 
paychecks are processed by HT Staffing and your staffing supervisor is your contact for all work assignments.  
You are responsible for reporting your time each week. Please contact your staffing supervisor if you have 
questions or to address problems that may arise.   
 
Before beginning each assignment you should have: 
 
• The client company name and address. 
• The hours and length of your assignment. 
• The client specific dress code. 
• Parking instructions and employee amenities (i.e. cafeteria, break room, microwave, etc.). 
• Your hourly pay rate and the name of the person to whom you will report. 
• Any other pertinent information. 
 
It is up to you to make sure that we know when you are nearing the end of an assignment or if the client is 
extending your assignment past its original end date.  We depend on you to keep communication open with us 
so that we can continue to find you work. 
 
Always show up for work on time and ready to begin work.  Remember, our clients are depending on you – so 
be professional and productive at all times.  
 
For time periods when you are not assigned to a client, to be considered available for work you must 
call or e-mail once per week.  If you do not call or email once per week, we will assume that you are no 
longer searching for work.   Not calling or emailing available once per week may adversely affect your 
ability to collect unemployment benefits. 
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PPAAYYRROOLLLL  IINNFFOORRMMAATTIIOONN  

 
HT Staffing is your employer and all discussion concerning pay or time reporting must be directed to your 
staffing supervisor or someone in the HT Staffing administrative office.  Your timecard is the document form from 
which you will be paid.  It is essential that it be filled out truthfully, correctly, completely and submitted timely.  If 
you have any doubt about how to complete the timecard please call your staffing supervisor. 
 
Scheduled workweeks are Monday through Sunday.  Your timecard must be submitted no later than noon 
Monday following the week in which the work was performed.  You must include your name, social security 
number, signature, and client supervisor’s signature and correctly reported hours worked.   You may fax your 
timecard or drop your timecard in person at our office.   If you fail to submit your timecard by noon the Monday 
following the week in which the work was performed your timecard will not be processed that week.   Your check 
may be delayed by up to one week.   
 
Approximately your first 3 paychecks will be processed and forwarded by U.S. Mail to your designated postal 
address.  After 3 paychecks you will receive all pay by cash card or by authorized electronic deposit no later than 
Friday following the week in which the work was performed.  It is important that HT Staffing be supplied with your 
current mailing address for distribution of paychecks and W2s as well as other correspondence and reporting 
requirements. 
 
Falsifying time reports is a reason for immediate dismissal. 
   
OOFFFFSSEETT  PPOOLLIICCYY  

 
The Company understands that from time to time an employee may need to make personal photocopies, long 
distance phone calls and the like or may otherwise become indebted to the Company by virtue of failure to return 
Company or Client property, clerical errors resulting in payroll overpayments and the like.  An employee is 
required to pay all such charges or indebtedness incurred in a given month by the 15th day of the following 
month.  By acknowledging this manual, all employees expressly authorize the Company to offset such sums 
against wages due to the employee from pay checks within the next thirty day period or, in the event of 
separation of employment, in the employee’s final paycheck. 
 

 

 

 

 

WWEELLCCOOMMEE  TTOO  OOUURR  TTEEAAMM!!  



 
 
 
 
 
 

 
 
 
 
 
 
 
 
  
 
  
 
 
  
  
  

  
 

 

  


