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LETTER FROM THE OWNERS 
 

 CongratulaƟons... Your special talents, ability, and willingness 
to learn are important qualiƟes that we are looking for in selecƟng 
you to become a member of our team.  To those of you who are join-
ing us at Unified Staffing, Inc. (hereaŌer “Unified Staffing” or 
“Company”), we believe you have selected one of the top organizaƟons 
of its kind in the Flint and surrounding areas.  To those of you who have 
been with us, we thank you for your effort and parƟcipaƟon.  Without 
you, this organizaƟon could never accomplish its goals. 
 

 Unified Staffing prides itself in being the premier area supplier 
of temporary staff in administraƟve, educaƟonal, technical, and light 
industrial posiƟons.  It is commiƩed to building partnerships and strong 
relaƟonships with its clients, prospects, employees, and the community.  
Unified Staffing was started in 2009 and was founded by its three       
current owners – Margaret Chisholm, Jennifer Lang, and Mary Ellis – 
who collecƟvely have over 75 years experience in the staffing industry.  
It is our goal to have a strong market presence in the area, while at the 
same Ɵme conƟnuing to offer superior service to our clients at compeƟ-
Ɵve rates. 
 

 This booklet summarizes many of the important programs de-
signed to benefit you as a Unified Staffing employee. 
        

Welcome to our team! 
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INTRODUCTION 

 

Welcome 

 

To you who are joining Unified Staffing, Inc., a sincere welcome.  And, to you 
who have been with us longer, our thanks for your loyal cooperaƟon which has 
contributed to our past growth. 

 

This is your employee handbook.  It is intended to cover all employees of the 
Company.  Some specific policies may apply to you depending on your status as 
a Unified Staffing Home Office employee or Field Employee, which will be pro-
vided to you separately in an addendum to this employee handbook.  Each of 
you, newcomer or veteran, will find this booklet (and any addendum) helpful.  It 
describes the various benefits for which you, as an employee, are eligible and 
discusses the basic Company policies and rules.  This employee handbook super-
sedes any prior contrary verbal or wriƩen handbooks, policies, statements, un-
derstandings, or agreements concerning your employment at the Company.  
Decisions on the interpretaƟon and administraƟon of all Company policies, ben-
efits, and rules, including those in this employee handbook, are the sole respon-
sibility of the Company. 

 

The Company reserves the right at its sole discreƟon to amend the contents of 
this employee handbook at any Ɵme.  No obligaƟons or amendment or excep-
Ɵon to our policies, benefits, and rules can be imposed upon the Company at 
any Ɵme, for any reason, except by one of the Owners and it must be in wriƟng, 
directed to you personally, and signed by one or more of them.   No other em-
ployee, representaƟve, or agent of the Company had in the past or now has the 
authority to amend, alter, or change the Company’s policies, benefits, and rules 
set forth in this employee handbook.  WriƩen amendments will be issued direct-
ly to employees or posted on the Company’s bulleƟn boards. 

 

ProbaƟonary Period 

 

During your first 90 days, we will spend Ɵme with you reviewing our Company 
policies and procedures.  In this iniƟal period, the Company, Unified Staffing’s 
clients, and everyone else you come in contact with at work will get an oppor-
tunity to know you, your skills, and whether you are well-suited for the posiƟon, 
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and you will learn more about the Company and responsibiliƟes of being an em-
ployee.  Employees are encouraged to ask quesƟons.  It is natural for parƟes to a 
new relaƟonship to try to create a favorable first impression and it is rare and 
noteworthy when performance or conduct difficulƟes arise in the first weeks of 
employment. In the event it is determined that the hiring decision has not prov-
en to be a good match, we will let you know as soon as pracƟcable so we may 
hopefully part ways without hard feelings.  CompleƟon of this period does not 
imply guaranteed or conƟnued employment, and employees’ at-will status 
conƟnues during and aŌer this period.  Employees are not eligible for benefits 
during this Ɵme unless otherwise set forth in this employee handbook.   

 

Employee Status and Job ClassificaƟons 

 

A regular full-Ɵme employee is one who is hired as such and regularly works 30 
hours or more a week, and has completed 90 days or more of conƟnuous full-
Ɵme service.  Regular full-Ɵme status will be determined solely by the Company.  
Employees who are not designated as regular full-Ɵme by the Company are clas-
sified as either part-Ɵme, temporary/seasonal employees, leased, casual, or 
merely full-Ɵme (e.g., employees who have not reached regular full-Ɵme status), 
or inacƟve (e.g., employees on unpaid leave of absence for medical reasons, 
personal reasons, etc.).  Employees in these categories are not eligible for bene-
fits, even though they may occasionally work 30 hours or more in a given week, 
unless otherwise set forth in this employee handbook or required by law.  In 
addiƟon, all employees are classified as either exempt (typically salaried) or non-
exempt (typically hourly), as defined under the Fair Labor Standards Act, state 
laws, and applicable regulaƟons.  Lastly, employees are assigned the status of 
either Home Office Employees (those working at Unified Staffing’s home office 
located in Flint, Michigan) or Field Employees (those who typically work for Uni-
fied Staffing’s clients on a temporary and/or leased basis and do not regularly 
perform services at Unified Staffing’s home office).  Job classificaƟons, employ-
ees’ status, and duƟes are determined by the Company, and may be changed by 
the Company at any Ɵme as it deems appropriate.  
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YOUR PAY AND BENEFITS AT UNIFIED STAFFING, INC. 

 

Some of the employee benefit plans described in this booklet (or its addendums) 
may be subject to legal requirements concerning reporƟng and disclosure.  This 
employee handbook and its addendums contain highlights of these plans.  For 
complete details, you should consult the official plan documents for the respec-
Ɵve plans and in case of any discrepancy, the official plan documents control.  
Unified Staffing, in its discreƟon, reserves the right to add to, modify, reduce, or 
eliminate any or all of the benefits or other compensaƟon described in the em-
ployee handbook or which may otherwise be provided.  Benefits beyond those 
listed in this employee handbook may be available, as well, and in such cases this 
will be communicated to you in wriƟng in an addendum which will be provided 
to you separately. 
 

Non-FMLA Medical Leave 
 

Employees who require leave due to sickness, injury, including on-the-job injury 
or disease, pregnancy, or pregnancy-related condiƟons and who do not qualify 
for FMLA leave may be granted an extended unpaid leave for up to 60 days in 
the Company’s discreƟon. Such medical leave may be extended for an addiƟonal 
30-day periods or porƟons thereof in the Company’s discreƟon and in accord 
with applicable laws.  A request for leave or leave extension must be made by 
the employee at the earliest date possible staƟng the reasons for the request 
and the number of days of leave, or leave extension, desired.  All requests must 
be approved by one of the Owners. 
 

Employees must submit a request for leave in wriƟng and, when possible, at 
least 4 weeks in advance.  If not possible, the noƟce must be provided as soon 
as the employee is able.  A leave request must be supported by a physician’s 
leƩer at the Ɵme of the leave request staƟng the approximate date the em-
ployee can return to work and such other medical informaƟon as the Compa-
ny may require for it to evaluate the request.  For any medical leave exceed-
ing 3 days, the Company may require you to submit a wriƩen release from 
your doctor before returning indicaƟng you are fit to return to work. The 
Company may require supplementary statements from your physician up-
daƟng the Company on the status of your medical condiƟon(s) and/or ability 
to conƟnue to work with or without an accommodaƟon as provided by law.  
Unified Staffing may also require you to submit to a medical examinaƟon by a 
doctor, selected and paid for by the Company, in order to determine if the 
leave request should be granted, conƟnued, extended, or terminated. 
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The leave of absence, if granted, is without pay except to the extent required 
to maintain salaried exempt employees’ status under applicable laws and 
regulaƟons.  Employees are prohibited from engaging in gainful employment 
during such leave unless they have management approval. 

  

Unified Staffing does not make contribuƟons toward health insurance while 
employees are on non-FMLA leave.  Employees who wish to conƟnue these 
benefits during their leave are responsible for 100% of any applicable premi-
um payments, which must be remiƩed to the Company on or before the first 
day of the month of coverage.  Failure to make a Ɵmely premium payment 
will result in the terminaƟon of health care benefits subject to any applicable 
law. 

 

Unified Staffing is not required to hold an employee’s posiƟon open indefi-
nitely and consideraƟons of hardship on the operaƟon, the client worksite 
where you work, and your co-workers (as well as other factors) will be evalu-
ated to determine whether and when the Company will locate other(s) to fill 
your posiƟon.  However, if the posiƟon is no longer available, Unified Staffing 
may, within its discreƟon, aƩempt to place you in another open posiƟon for 
which you are qualified, depending on the circumstances surrounding the 
leave. 

 

An employee who fails to return to work upon compleƟon of an unpaid, non-
FMLA medical leave or leave extension will be considered to have voluntarily 
terminated his/her employment. 

 

Family and Medical Leave (FMLA) 

 

Employees who have worked for the Company for 12 months or more are 
eligible for up to 12 weeks of unpaid leave under the Family Medical Leave 
Act of 1993 (“FMLA”), provided they have worked a minimum of 1,250 hours 
for the Company during a 12-month period immediately preceding the re-
quest for leave and work within a 75-mile radius of at least 49 other employ-
ees of the Company.  Employees who reach the 12-month/1,250 hour re-
quirement aŌer their leave commences may have a porƟon of that leave 
designated as FMLA-qualifying if all other eligibility and qualificaƟon criteria 
are met.   
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The Company calculates the amount of leave for which employees are eligible 
in any 12-month period by using a rolling method measuring backward from 
the date an employee uses any FMLA leave.  This means that each Ɵme an 
employee takes FMLA leave, the remaining leave enƟtlement becomes the 
balance of the 12 weeks which has not been used during the immediately 
preceding 12 months. 

 

FMLA leave may be used for: certain incapaciƟes due to pregnancy, prenatal 
medical care, or the birth of the employee's child; to care for the employee’s 
child aŌer birth, or at the Ɵme an adopƟve or foster care child is placed in the 
employee's home; to care for a spouse, child or a parent who has a serious 
health condiƟon which renders the family member from parƟcipaƟng in 
school or other daily acƟviƟes; or, because of the employee's own serious 
health condiƟon which renders the employee unable to perform the func-
Ɵons of the posiƟon.  In the case of leave for childbirth and/or placement of 
adopƟve or foster care, the leave must be completed within 12 months of the 
event for which leave is used. 

 

FMLA leave may also be used in the event of a qualifying exigency arising out 
of the fact that the spouse, son, daughter, or parent of the employee is on 
covered acƟve military duty (or has been noƟfied of an impending call or or-
der to covered acƟve duty) in the Armed Forces.  Employees who are the 
spouse, son, daughter, parent, or next of kin (closest blood relaƟve) of a cov-
ered service member (as defined in the FMLA which includes certain Armed 
Forces members and certain veterans) may take up to 26 weeks of FMLA 
leave during a single 12-month period to care for the service member.   

 

Spouses employed by the Company may be required to aggregate their FMLA 
leave for a combined total of 12 weeks for the birth of their child, to care for 
their child aŌer birth, for the care of a parent with a serious health condiƟon 
or at the Ɵme an adopƟve or foster care child is placed in their home, includ-
ing the Ɵme to care for their child aŌer placement.  With respect to military 
caregiver leave, spouses employed by the Company may be required to ag-
gregate their FMLA leave for a combined total of 26 weeks during any 12-
month period. 
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A request for FMLA leave must comply with the Company’s customary and 
usual noƟce and procedural requirements for Ɵme-off work, absent unusual 
circumstances.  Requests should be made at the earliest date possible and, in 
the case of a foreseeable leave, including the birth, adopƟon, placement of a 
foster child or planned medical treatment, a minimum of 30 days advance 
noƟce must be provided to the Company unless absolutely not pracƟcal. 
Where the need for leave is not foreseeable, employees must provide noƟce 
as soon as pracƟcal and within 2 days of learning of the need for leave.  Fail-
ure to provide such noƟce may result in the delay or denial of an employee’s 
leave.  The employee must make a reasonable effort to have any planned 
medical treatment scheduled so as not to unduly disrupt the Company's oper-
aƟons.  Failure to provide the Company with sufficient informaƟon and/or 
Ɵmely noƟce may result in a delay or loss of leave benefits and/or coverage.  
Employees must cooperate with Company requests for informaƟon.  Failure 
to respond to reasonable requests may result in denial of FMLA benefits for 
which employees may otherwise be eligible. 

 

An employee requesƟng FMLA leave may subsƟtute available paid leave Ɵme 
(e.g., vacaƟon, sick days, etc.) in accordance with the Company’s normal leave 
policies.  The Company may require employees to exhaust available paid 
leave Ɵme as part of an approved FMLA leave and any such leave shall be 
counted against the employee’s allotment of FMLA leave.  Moreover, work-
ers' compensaƟon and short-term disability benefits (if applicable) shall run 
concurrent with FMLA leave where all eligibility criteria are met.  This means 
the Ɵme-off work, while covered by workers’ compensaƟon or disability ben-
efit plan, sƟll counts as FMLA leave.  When an employee receives payment 
through workers’ compensaƟon or a disability benefit plan, the employee 
may not subsƟtute other available paid leave Ɵme and the Company may not 
require the employee to exhaust other available paid leave Ɵme, unless oth-
erwise provided by law. 

 

Employees must furnish the Company with medical cerƟficaƟon completed by 
the employee’s health care provider within 15 days of the Company’s request 
for cerƟficaƟon due to your serious health condiƟon of the employee or of a 
family member.  Similarly, cerƟficaƟon of adopƟon or placement into a foster 
care home, as well as for qualifying military exigencies and military caregiver 
needs, must be furnished by the employee within 15 days of the Company’s 
request for cerƟficaƟon.  Failure to provide medical cerƟficaƟon upon request 
by the Company, or to correct an incomplete or insufficient medical cerƟfica-
Ɵon, may result in the denial of FMLA leave or benefits for which employees 
would otherwise be eligible.   

6 



The Company reserves the right to obtain a second medical opinion, at its 
own expense, by a health care provider who is not regularly employed by the 
Company to determine whether and to what extent a serious health condi-
Ɵon exists.  No second/third opinions are permiƩed when military caregiver 
leave is requested.  When a conflict exists (as determined by the Company) 
between the employee’s cerƟficaƟon and the second opinion, a third health 
care provider, jointly agreed to by the Company and the employee and paid 
for by the Company, will have the final say on whether a serious health condi-
Ɵon exists.  Failure to authorize the release of relevant informaƟon to a 
health care provider conducƟng the second or third medical opinion may re-
sult in denial of FMLA benefits for which employees may otherwise be eligi-
ble. 

 

In some cases, informaƟon that we need to evaluate your request or rights 
under the FMLA and/or this policy may be considered personal health infor-
maƟon under the Health Insurance Portability and Accountability Act 
(“HIPAA”).  In those cases, it may be necessary for you or a family member to 
promptly authorize the release of such informaƟon in wriƟng.  Failure or de-
lay in providing such authorizaƟon may result in denial of benefits for which 
you may otherwise be eligible. 

 

An employee who requests leave for the birth of the employee's child or at 
the Ɵme an adopƟve or foster care child is placed in the employee's home 
may only take leave on an intermiƩent or reduced leave schedule, provided 
that the Company agrees to such an arrangement.  IntermiƩent or reduced 
leave may also be taken when medically necessary in cases of serious health 
condiƟons, military caregiver, and qualifying exigency leaves without Compa-
ny agreement. The Company, in its sole discreƟon, may temporarily transfer 
an employee seeking an intermiƩent or reduced leave due to a medical ne-
cessity to any equivalent alternaƟve posiƟon that beƩer accommodates the 
requested intermiƩent or reduced leave provided that he/she is qualified for 
the alternaƟve posiƟon.   

 

For any leave exceeding 3 days, the employee must submit a wriƩen release 
from his/her health care provider before returning to work which cerƟfies 
that the employee can return to work.  Failure to provide a return to work 
release or to cooperate in the return to work cerƟficaƟon process may result 
in delay or denial of FMLA benefits for which employees may otherwise be 
eligible.  During the leave, the Company may require periodic reports from 
the employee’s or family member’s health care provider updaƟng the Compa-
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ny on the status of the employee’s or family member’s health and may re-
quire periodic reports from the employee on his/her intent to return to work.  
Such reports may not be more frequent than every 30 days unless the Compa-
ny has reason to quesƟon the validity or duraƟon of the leave or the Company 
has informaƟon indicaƟng that circumstances have changed since the prior 
cerƟficaƟon. 
 

The Company is not required to hold an employee’s posiƟon open if he/she 
has exhausted his/her FMLA leave allotment and remains off work unless oth-
erwise provided by law.  Employees who return to work during or at the con-
clusion of the 12-week period (26 weeks in the case of military caregiver 
leave) shall be reinstated to the same or an equivalent posiƟon, as provided 
by law.  All health care benefits for which the employee is otherwise eligible 
shall conƟnue during the approved FMLA leave on the same terms as if the 
employee had conƟnued to work. Failure to Ɵmely remit any required premi-
um payment may result in the terminaƟon of health care benefits.  ConƟnua-
Ɵon of non-health care benefits shall be determined in accordance with those 
specific policies as they are set forth in this employee handbook.  In addiƟon, 
Ɵme missed for an approved leave shall be considered working Ɵme for pur-
poses of vesƟng of certain reƟrement benefits but not for the accrual of other 
Company provided benefits. 
 

If the employee fails to return to work upon the compleƟon of FMLA leave, 
the employee will be required to reimburse the Company for the employer 
porƟon of monies expended incident to the purchase of health care benefits 
unless the employee does not return because of a conƟnuaƟon, recurrence, 
or onset of a serious health condiƟon which would enƟtle the employee to a 
leave or because of other circumstances beyond his/her control. A medical 
cerƟficaƟon will be required for the exempƟon to apply and the cerƟficaƟon 
must be returned in 30 days.  
 

The Company may deny restoraƟon to a former posiƟon to highly compen-
sated employees where the denial is necessary to prevent substanƟal and 
grievous economic injury to the Company's operaƟon.  Highly compensated 
employees are those employees who are among the highest paid 10 percent 
of the Company's employees.  The Company will noƟfy such a highly compen-
sated employee of its intenƟon to deny reinstatement on this basis as soon as 
the Company determines that such injury would occur.  If the leave has al-
ready begun when such noƟce is given, and the highly compensated employ-
ee elects not to return to work immediately, the employee gives up all rights 
to restoraƟon. 

 

8 



This policy has been developed to comply with the requirements of the FMLA 
and the U.S. Department of Labor’s interpreƟve regulaƟons.  Should this poli-
cy conflict with the FMLA, the FMLA will control.  The Company also retains 
all rights under the FMLA and regulaƟons even though they may not be incor-
porated into this policy.  Nothing contained in this policy shall be construed 
to create greater rights or benefits than provided by the FMLA or other appli-
cable law.  Employees may find further informaƟon regarding the FMLA in 
the Employee Rights and ResponsibiliƟes NoƟce issued by the U.S. Depart-
ment of Labor, a copy of which is aƩached as Appendix A of this employee 
handbook. 

 

BreakƟme for Non-Exempt Nursing Mothers 

 

Employees who are considered non-exempt from the overƟme requirements 
of the Fair Labor Standards Act under SecƟon 7 will be provided reasonable 
break Ɵmes to express breast milk for a nursing child for up to 1 year aŌer 
the birth of such child.  Such breakƟme will be provided each Ɵme an employ-
ee has the need to express milk, and will be unpaid in accordance with appli-
cable laws.  In such cases, the Company will provide a place (not a bathroom) 
that is shielded from view and free from intrusion by others (e.g., coworkers 
and the public).  If you have quesƟons about this policy, please ask one of the 
Owners. 

 

Military Service 

 

If you are called to or voluntarily engage in uniformed/military service, you 
will be eligible for Ɵme-off and/or re-employment in accordance with State 
and Federal laws.  If you go on leave or need Ɵme-off for these reasons, you 
are required to inform your supervisor as soon as you know so that appropri-
ate arrangements may be made for your absence.  Failure to give appropriate 
noƟce, unless you were unable to provide such, may be grounds to deny rein-
statement and/or leave under this policy will be considered unpaid, except to 
the extent required to maintain employees’ salaried exempt status under 
applicable laws.  Employees may, however, elect to use any paid Ɵme-off 
benefits for which they are eligible. Employees will be reinstated in accord-
ance with applicable law.  Employees may also be asked for proof of military 
service, honorable discharge, or other documentaƟon to confirm employees’ 
eligibility for reemployment or reinstatement under applicable laws.  
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Jury Duty 

 

If called to jury duty, Unified Staffing will provide employees Ɵme-off in ac-
cordance with the law.  Your absence will be excused, but unpaid, except to 
the extent required to maintain employees’ salaried exempt status under the 
Fair Labor Standards Act, state law, and applicable regulaƟons.  When you 
receive your jury duty summons, immediately noƟfy your supervisor of the 
day or days you expect to be absent.  To the extent that you perform jury duty 
and can reasonably come to work (e.g., for a day you are not required to re-
port to jury duty or when your jury duty and work hours do not exceed your 
normal workday or go beyond your normal scheduled hours for the day), we 
expect you to report back to work.  If you have quesƟons about this expecta-
Ɵon during your jury duty, call your supervisor. 

 

Health Insurance ConƟnuaƟon Coverage (COBRA) 

Under federal law, most employers (those that sponsor health care plans and 
that have 20 or more employees) are required to offer covered employees 
and their qualified beneficiaries the opportunity to elect a temporary conƟnu-
aƟon of health coverage at group rates, when coverage under the plan would 
otherwise end due to certain qualifying events pursuant to the Consolidated 
Omnibus Budget ReconciliaƟon Act (COBRA). This rate may include a 2% ad-
ministraƟve fee.  Examples of COBRA qualifying events include: terminaƟon, 
layoff or leave of absence without pay; death of employee or reƟree; divorce 
or legal separaƟon; and, a dependent child no longer meeƟng eligibility re-
quirements. Either the Company or its health insurance carrier or administra-
tor will provide noƟce with further informaƟon upon the occurrence of a qual-
ifying event.  Contact one of the Owners if you have any quesƟons. 

 

Direct Deposit  

 
The Company offers employees the convenience of direct deposit.  Employees 
wishing to parƟcipate will need to provide the required authorizaƟon and 
banking informaƟon.   

10 



POLICY PROHIBITING DISCRIMINATION, 

HARASSMENT AND RETALIATION 

 

 A. No-DiscriminaƟon, Harassment, or RetaliaƟon 
 

It is our philosophy and policy that any unlawful discriminaƟon against any em-
ployee or applicant based on race, color, sex (including pregnancy), religion, na-
Ɵonal origin, age, handicap/disability, geneƟc informaƟon, height, weight, veter-
an status, marital status, or any other classificaƟon that is protected by federal, 
state, or local laws or ordinances, will not be allowed or tolerated.  The Company 
also prohibits any form of harassment, derogatory or joking remarks, retaliaƟon, 
or other abusive or offensive conduct directed at employees on the basis of their 
membership in a protected class.  This policy applies to all employment pracƟces 
and all work and work-related acƟviƟes (e.g., on business trips, during business 
social events, at business meeƟngs, etc.). 
 

 B. Sexual and Other Harassment 
 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature.  Sexual harass-
ment can, depending on the circumstances, take the following forms: 
 

1. Unwelcome or uninvited physical contact with the body of 
another, even if you do not recognize the touching as offen-
sive;  

2. Sexualizing conversaƟons, turning the subject to sex, discus-
sion of sexual subjects, past or present romances, or double 
entendres; 

3. Unsolicited or unwelcome flirtaƟons, advances, comments on 
appearances or physical characterisƟcs, excessive comments, 
leering, whistling, invitaƟons to social ouƟngs or aŌer work 
events, or proposiƟons; 

4. Improper jokes, cartoons, photos, graffiƟ, e-mails, voicemails, 
etc.; 

5. Using terms of endearment, nicknames, or other monikers 
that suggest undue familiarity, such as “dear,” “sweeƟe,” 
“cupcake,” “sweetheart,” “darling,” “honey,” “handsome,” 
etc.; 
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6. Displaying, discussing, or referring to pornographic, sexually 
explicit, or offensive materials, including magazines, bathing 
suit calendars, websites or live performances; 

7. CondiƟoning conƟnued employment of an employee upon 
unwelcome sexual advances or requests for sexual favors or 
other verbal or physical conduct of a sexual nature; 

8. Making submission to or rejecƟon of verbal or physical sexual 
conduct the basis for employment decisions affecƟng the em-
ployee; 

9. StaƟng or implying that employment advances of a parƟcular 
employee have resulted from the granƟng of sexual favors or 
the establishment or conƟnuance of a sexual relaƟonship; 
and/or 

10. StaƟng or implying that deficiencies in performance of an em-
ployee are aƩributable in whole or in part to the gender of 
that person. 

 

Most of the comments and examples regarding sexual harassment set forth 
above also carry over to other forms of illegal harassment, including harassment 
based upon race, age, disability, or any other protected status set forth above.  
Examples include but in no way are limited to:  ethnic, racial, or religious jokes; 
epithets; discussions of stereotypical noƟons or ideas; ridicule of beliefs or cul-
tures; disparagement of ethnic or cultural figures; and, references or symbols 
related to hate groups. 

 

C. Complaint Procedure for ReporƟng Harassment,             
DiscriminaƟon or RetaliaƟon 

 

Any employee of the Company who believes he or she has been the subject of 
or has witnessed any discriminaƟon, harassment, or retaliaƟon, should report 
the maƩer to the Company at the earliest possible opportunity, regardless of 
the offender’s posiƟon within the Company and regardless of the offender’s rela-
Ɵonship to the Company, even if it is by a non-employee such as an independent 
contractor, guest, client, client employee or other contact, vendor, business visi-
tor, or any other individual.  Employees have a variety of ways to report harass-
ment, discriminaƟon, or retaliaƟon:  Reports may be made in wriƟng (the pre-
ferred method), in person, by telephone, by facsimile, or by e-mail.   
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Report the harassment, discriminaƟon, or retaliaƟon to one of the Owners, 
whose contact informaƟon is as follows: 

 

 

Upon receiving a complaint, the Company will immediately commence an inves-
ƟgaƟon, which will include contact with you, the person against whom the com-
plaint is made (if possible), and others who may know relevant facts. The Com-
pany will uƟlize all proper methods to resolve your complaint.  When it is deter-
mined that an employee engaged in discriminaƟon, harassment, or retaliaƟon 
(including conduct that is considered unlawful and conduct that the Company 
deems a violaƟon of this policy even if not unlawful), the offending employee 
will be subject to discipline up to and including terminaƟon from employment.  
 Further, the Company will take any other correcƟve steps, as deemed 
appropriate.  Complaints of this nature will be maintained in confidence, but 
may be divulged to the extent necessary to complete the invesƟgaƟon and de-
termine the appropriate resoluƟon. 

 

 D. No RetaliaƟon  

 

The Company strictly prohibits retaliaƟon against an employee (or any other 
individual) who has registered a complaint (whether by way of the reporƟng 
procedure in this policy or otherwise), and also prohibits retaliaƟon against any 
individual that parƟcipates in an invesƟgaƟon of a claim for harassment, discrim-
inaƟon, or retaliaƟon. Any employee of the Company who, aŌer invesƟgaƟon, 
has been determined to have retaliated against any employee (or any other indi-

Margaret Chisholm - Owner 

1063 W. Hill Road, Ste. C, Flint, MI 48507 

Telephone Number-810.407.6713 

Facsimile Number-810.407.6795 

E-Mail-margaret@unifiedstaffing.net 

Jennifer Lang - Owner 

1063 W. Hill Road, Ste. C, Flint, MI 48507 

Telephone Number-810.407.6713 

Facsimile Number-810.407.6795 

E-Mail-jennifer@unifiedstaffing.net 

Mary Ellis - Owner 

1063 W. Hill Road, Ste. C, Flint, MI 48507 

Telephone Number-810.407.6713 

Facsimile Number-810.407.6795 

E-Mail-mary@unifiedstaffing.net 
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vidual) in violaƟon of this policy will be subject to discipline, up to and including 
terminaƟon.  If you feel you are being retaliated against in violaƟon of this policy 
or witness or suspect such conduct, immediately report the retaliaƟon in accord-
ance with the Complaint Procedure (Page 12). 

 

 E. Appeal Procedure 

 

If any party involved in an invesƟgaƟon of workplace discriminaƟon, harassment, 
or retaliaƟon is dissaƟsfied with the outcome or resoluƟon, that individual may 
appeal the decision.  If you wish to appeal, your appeal should be submiƩed in 
wriƟng within 3 business days from the Ɵme you are informed of the decision.  
All appeals should be submiƩed to one of the Owners (see contact informaƟon 
under the Complaint Procedure).  It is generally recommended that you submit 
your appeal to an alternate individual, if possible, from whom you placed your 
original complaint. 

 

 F. Supervisors’ ResponsibiliƟes 

 

This policy applies to all employees, including supervisors.  To the extent that you 
serve in a supervisor capacity and are made aware of a complaint, or suspect a 
violaƟon of this policy (no maƩer who is involved), you are required to immedi-
ately report this to one of the Owners - no excepƟons!  Further, the Company 
strongly discourages personal relaƟonships between supervisors and employees 
under their supervision.  If this occurs, the Company requires that this be imme-
diately reported to one of the Owners. 

 

NOTICE UNDER MICHIGAN PERSONS WITH DISABILITIES CIVIL RIGHTS ACT 

 

Under Michigan law, handicapped/disabled employees and applicants may re-
quest an accommodaƟon of their disability by noƟfying the Company in wriƟng 
of the need for accommodaƟon within 182 days of the date the disabled individ-
ual knows or should reasonably know that an accommodaƟon is needed (this 
requirement does not apply to an individual’s rights under the federal Americans 
With DisabiliƟes Act).  Failure to properly noƟfy the Company may preclude any 
claim that the employer failed to accommodate the disabled individual under 
State law. 
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COMPANY POLICY ON COMPLIANCE WITH THE LAW AND BUSINESS ETHICS 

 

As a company and employer of our size, there are many federal, state, and local 
laws that we are required to adhere to.  It is our policy to conduct our business in 
a manner that is in compliance with these laws and applicable regulaƟons and in 
a manner that is consistent with the highest standards of business and profes-
sional ethics.  If you become aware of a policy, pracƟce, or procedure that is not 
in compliance with the law, immediately report this to the Company.  Similarly, if 
you feel that you have been retaliated against by an individual here at the Com-
pany, or by someone who you interact with in performing your job duƟes, be-
cause of your opposiƟon to any policy, pracƟce, or procedure you believe is un-
lawful or unethical, report this also.  All complaints should be reported to one of 
the Owners.  

 

COMPANY POLICY ON MICHIGAN’S EARNED SICK TIME ACT POLICY  

 

Accrual Rate & InformaƟon 
 
· ALL employees regardless of status (full-Ɵme, part-Ɵme, temporary, sea-

sonal, hourly, salary, etc.) will begin accruing one (1) hour of paid sick 
Ɵme for every 30 hours worked as of 2/21/25 or your start date, which-
ever is later.  

· The use of your accrued paid sick Ɵme is subject to an iniƟal 120-day 
waiƟng period.  

· If separated from employment with Unified Staffing for longer than 2 
months, employees lose all accrued, unused sick Ɵme. 

· Accrued sick Ɵme can be used in 1 hour increments with as much noƟce 
as is pracƟcable given the circumstances of the absence. 

· Once accrued, you can use up to 72 hours of paid sick Ɵme each year (to 
the extent leave is accrued), per benefit year.  

· All earned sick Ɵme requests must provide sufficient informaƟon to allow 
Unified Staffing to determine whether the leave meets the eligibility cri-
teria under the ESTA.  If an employee misses 3 consecuƟve days or more, 
Unified Staffing may require reasonable documentaƟon to support.   

· Pay rate will be based upon the current employee's payrate when the 
earned sick Ɵme is taken as pay rates can vary based upon assignments. 
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Carryover policy: 
· Any accrued, unused sick Ɵme will carry over from year to year.    
· For the purposes of this policy, Unified Staffing, Inc. defines a ‘year’ as 

beginning on January 1, 2025, and running for 12 consecuƟve months. 
· Accrued, unused sick Ɵme is NOT eligible for payout at the Ɵme of sepa-

raƟon nor at the end of a benefit year.  
 
Usage Guidelines:  
a. The employee’s mental or physical illness, injury or health condiƟon; 

medical diagnosis, care or treatment of the employee’s mental or physi-
cal illness, injury, or health condiƟon; or preventaƟve medical care for the 
employee.  

b. For the employee’s family member’s mental or physical illness, injury, or 
health condiƟon; medical diagnosis, care or treatment of the employee’s 
family members’ mental or physical illness, injury or health condiƟon; or 
prevenƟve medical care for a family member of the employee.  

c. If the employee or the employee’s family member is a vicƟm of domesƟc 
violence or sexual assault, for medical care or psychological or other 
counseling for physical or psychological injury or disability; to obtain ser-
vices from a vicƟm services organizaƟon; to relocate due to domesƟc 
violence or sexual assault; to obtain legal services; or to parƟcipate in any 
civil or criminal proceedings related to or resulƟng from the domesƟc 
violence or sexual assault.  

d. For meeƟngs at a child’s school or place of care related to the child’s 
health or disability, or the effects of domesƟc violence or sexual assault 
on the child; or  

e. For the closure of the employee’s place of business by order of a public 
official due to a public health emergency; for an employee’s need to care 
for a child whose school or place of care has been closed by order of a 
public official due to a public health emergency; or when it has been de-
termined by the health authoriƟes having jurisdicƟon or by a health care 
provider that the employee’s or employee’s family member’s presence in 
the community would jeopardize the health of others because of the em-
ployee’s or family member’s exposure to a communicable disease,  

 

16 



whether or not the employee or family member has actually contracted the 
communicable disease.  
 
RetaliaƟon ProtecƟon: 
Employees will not be penalized or retaliated against in any way for re-
quesƟng or using your accrued paid sick Ɵme for the purposes designated 
above.  Employees who feel as though their rights under this act have been 
violated can file a complaint with the Wage and Hour Division of the Michigan 
Department of Labor and Economic Growth or bring civil acƟon against Uni-
fied Staffing, Inc.  
  
Please direct any quesƟons regarding this policy to: 
 
Mary Ellis-Redmond  
Jennifer Lang 
Margaret Chisholm 
 

 

UNIFIED STAFFING INC.’S EMPLOYEE RELATIONS 

 

Open Door Policy 

 

Unified Staffing’s policy has been and will conƟnue to be maintaining an open 
door policy under which all employees will have the right to deal directly with 
their supervisors and other members of management with reference to all work-
ing condiƟons.  Our goal is to serve our clients by providing quality service at a 
compeƟƟve price while providing a pleasant working environment for all em-
ployees.  This is achieved by developing and maintaining a cooperaƟve working 
relaƟonship among employees based on mutual respect and understanding.  We 
recognize the need to allow employees to call aƩenƟon to work-related maƩers 
that they feel need correcƟon or improvement.  We strongly endorse an Open 
Door Policy where an employee has the right to meet with his or her supervisors 
or other members of management to discuss concerns.  Our success has been 
built on the free exchange of ideas, creaƟve management, and the idenƟficaƟon 
of problem areas and their quick resoluƟon. 

The Open Door Policy provides you with 4 different ways to let us know your 
problems, suggesƟons, or ideas.  They are direct communicaƟons, company 
meeƟngs, the problem resoluƟon procedure, and employee suggesƟons, as fur-

17 



ther outlined below: 

 

1. Direct CommunicaƟons.  You are encouraged to communicate 
with your worksite supervisor or an Owner of the home office 
directly. 

2. Company meeƟngs scheduled periodically.  Unified Staffing 
values your right to speak for yourself and to have your say 
directly with management.  We also value our privilege of 
speaking directly with you.  Accordingly, we will periodically 
schedule meeƟngs with you directly to talk about various 
things such as business developments, economic views, chang-
es in policies and procedures, and our accomplishments. Em-
ployees are encouraged to offer suggesƟons and to ask ques-
Ɵons during these sessions.  The purpose of these Company 
meeƟngs is to assist in the maintenance of two-way communi-
caƟon between the Company and the employees. 

3. The Problem ResoluƟon Procedure.  Because Unified Staffing 
strongly believes in your right to speak for yourself, and to 
have your own say about your employment problems, we en-
courage you to make your problems known.  If you feel you 
have an employment problem, use the following procedure 
which guarantees that you will, by doing so, in no way place 
your job in jeopardy. If your problem is found to be valid, ap-
propriate correcƟve acƟon will be iniƟated. Take your employ-
ment problems first to your immediate supervisor for resolu-
Ɵon.  If you are not saƟsfied with the decision, take your prob-
lem to an Owner (or in cases where you already have ap-
proached an Owner, contact another Owner).  This is done by 
contacƟng the office within 3 working days of the event giving 
rise to your problem to arrange a meeƟng.  Similarly, if you 
want to use the successive steps, you should do so no later 
than 3 days aŌer geƫng your response. 

4. Employee SuggesƟons. We realize that we don’t always have 
all the answers.  And, we know from Ɵme to Ɵme you may 
have ideas on how to make our workplace beƩer or more effi-
cient.  We appreciate and welcome your ideas.  By sharing 
previous work experiences that have proven to be successful, 
the business can operate more smoothly, and the Company 
can conƟnue to be a good place to work and do business.  At 
the moment you have an idea, put your ideas into wriƟng and 
turn them into an Owner.   
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SAFETY, SECURITY AND PRIVACY 

 

Safety and Accidents 

 

Safety and accident prevenƟon are vital to all of us, and it is important that we 
strive to prevent injury to our employees, clients, and others we come in contact 
with while working.  It is our goal that: (1) unsafe acts or condiƟons are promptly 
detected, reported, and corrected; (2) safety consciousness is insƟlled in all em-
ployees at all locaƟons; and (3) all jobs are performed safely.  Some important 
guidelines follow, but you must remember that this list is not exhausƟve.  You 
should also be proacƟve.   With that said, the following safety procedures and 
pracƟces apply: 

 

1. It is every employee’s responsibility to immediately report to 
management and/or the appropriate client contact any unsafe 
condiƟon or pracƟce which might cause injury to employees 
or other individuals or damage to equipment. 

2. Employees are required to put equipment away when not 
using it. Orderly condiƟons in your workplace are important.  
You should at all Ɵmes keep your individual work area clean 
and free from objects which could in any way cause accidents 
or injury to you or to others. 

3. Employees are not permiƩed to work or remain on Company 
or client premises alone unless they have prior authorizaƟon 
from their supervisors or appropriate client contact.   Other-
wise, a supervisor must be present when employees are work-
ing aŌer normal business hours. 

4. Repair of any electrical device will ONLY be done by qualified 
personnel. 

5. Keep all aisles and emergency exits clear at all Ɵmes. 

6. Always use the right tools and equipment for the job.  Use 
them safely and only when you are qualified. 

7. Never aƩempt to push or liŌ an object that could cause back 
injury.  Ask for assistance. 
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You must report all accidents and job-related injuries, illnesses and diseases by 
no later than 24 hours aŌer your injury and to one of the Owners, no maƩer how 
trivial you think it may be.  Do not ignore small scratches or cuts, burns, bruises 
or abrasions--these should be treated at once.  Failure to report an injury, illness, 
or disease could result in jeopardizing your workers’ compensaƟon claim should 
the injury, illness, or disease be more serious than first determined.  If the acci-
dent, injury, or disease happened at work and requires medical treatment during 
non-business hours, you should sƟll make aƩempts to get in touch with an Own-
er who will provide you with informaƟon for a recommended clinic.  In the event 
you are unable to contact anyone, then you should see a doctor of your choice or 
go the emergency room at the hospital and immediately advise an Owner of the 
name of the doctor or hospital where you received treatment as soon as you are 
able. 

 

Material Safety Data Sheets 

 

Material Safety Data Sheets (MSDS Sheets) should be available for all employ-
ees, in a readily accessible manner for those hazardous chemicals in the work-
place.  Employees cannot be terminated or discriminated against for exercis-
ing their rights, including the request for informaƟon on hazardous chemicals. 
Employees should be able to find MSDS sheets at their respecƟve worksites.  
However, if you have quesƟons or for any reason the forms are not available, 
noƟfy an Owner. 

 

Social Security Privacy 

  

Consistent with the Company’s policies on safeguarding non-public client in-
formaƟon, the Company recognizes that employees and others, including its 
clients, have privacy rights in their social security numbers in accordance with 
Michigan law.  Accordingly, only employees with an absolute need for access 
to social security informaƟon will be given access to this informaƟon.  Moreo-
ver, the Company treats social security numbers as confidenƟal informaƟon.  
This means that the informaƟon must be kept secure in locked files and em-
ployees must have special clearance and special access codes to access the 
informaƟon on computers.   
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In those cases where authorized employees have accessed the informaƟon on 
their computer, under no circumstances should the informaƟon be visible to 
the public on the computer screen.  The best way to secure the informaƟon 
on a computer is to limit your access to occasions when there are no office 
visitors and your computer screen is not visible to those who might be passing 
by.  The Company requires that employees shred any documents containing 
social security informaƟon.  

 

Employees who access the informaƟon without proper authorizaƟon, who 
disclose the informaƟon or improperly dispose of documents containing so-
cial security informaƟon will be held in violaƟon of this policy and be subject 
to discipline, up to and including terminaƟon.   

 

Threats and Violence 

 

Acts and threats of violence will not be tolerated (whether serious or made as 
a joke, prank, in jest, or in connecƟon with horseplay). For our purposes, a 
threat or act of violence shall include, but not be limited to, any act or ges-
ture: intended to harass or inƟmidate another person; likely to damage com-
pany property; or, likely to leave another person injured or fearing injury. 

 

Some examples of conduct that will not be tolerated include:  yelling, using 
profanity, verbally abusing others, geƫng physically close to others, etc.  Sim-
ilarly, prohibited behaviors include physical acƟons, even if short of actual 
contact/injury (e.g., moving closer aggressively), general oral or wriƩen 
threats to people or property (e.g., “you beƩer watch your back” or “I’ll get 
you”) as well as implicit threats (e.g., “You’ll be sorry” or “This isn’t over”) 
which cause inƟmidaƟon, helplessness, or fear in another.  Violent behavior 
includes: any physical assault, with or without weapons, behavior that a rea-
sonable person would interpret as being potenƟally violent (e.g., throwing 
things, pounding on a desk or door, or destroying property); or, specific 
threats to inflict physical harm (e.g., a threat to hit, punch, slap, or shoot a 
named individual).  Further, the Company strictly prohibits the possession of 
guns or other weapons at work or while on duty.  This means employees may 
not even bring weapons into parking lots or leave them in cars no maƩer 
what the reason. 

 

All employees are responsible for helping to maintain a violence-free work-
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place.  To that end, each employee is required to conduct him or herself ac-
cordingly.  In addiƟon, any employee experiencing an act or threat of vio-
lence, or who may know or suspect such acƟvity, is required to report such act 
or threat to his or her supervisor and an Owner of the Company immediately.  
This includes conduct by employees as well as anyone else (e.g., clients, ven-
dors, visitors, etc.). 

 

Employees should not place themselves in peril.  If an employee sees or hears 
a disturbance or commoƟon, he/she should not try to get involved or try to 
get a beƩer view.   Instead, employees should report the conduct to manage-
ment as outlined above.  Also, we encourage employees to bring to manage-
ment’s aƩenƟon any dispute or difference so that we may aƩempt to address 
the situaƟon before it escalates into potenƟal violence.  Each act or threat of 
violence will be invesƟgated and appropriate acƟon will be taken.  Any such 
act, threat of violence, or other violaƟon of this policy may lead to discipline, 
up to and including terminaƟon. 

 

HIPAA AuthorizaƟon and Personal Health InformaƟon  

 

Occasionally, Unified Staffing has the need for medical informaƟon concerning 
applicants and employees for such maƩers including but not limited to: post-
offer/pre-hire physical examinaƟons; treatment and invesƟgaƟon of work-
related injuries, illness, and diseases; assessment and accommodaƟon of disa-
biliƟes under the Americans with DisabiliƟes Act or similar state laws; and, 
threat assessment and/or substance abuse tesƟng. In many cases, such infor-
maƟon may consƟtute personal health informaƟon under the Heath Insur-
ance Portability and Accountability Act (“HIPAA”).  When the Company’s need 
for personal health informaƟon arises, employees are required to execute 
HIPAA authorizaƟons.  Failure to execute a HIPAA authorizaƟon will be consid-
ered a failure to cooperate with the Company and may result in the loss of 
protecƟon under the program for which the informaƟon is needed, such as 
the denial of accommodaƟon or leave requested.  In addiƟon, under appropri-
ate circumstances, failure to provide authorizaƟon may lead to discipline, up 
to and including terminaƟon. 
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Policy on Substance Abuse 

It is essenƟal that all employees be alert and in full possession of their facul-
Ɵes when working to protect the safety of our work force, our work place 
andany worksite at a client locaƟon, and the public, as well as promote high  

standards of conduct, integrity and efficiency.  Being under the influence of or 
being impaired by alcohol, controlled substances, or illegal drugs can cause 
permanent injury or death.  As part of the Company’s commitment to main-
taining a safe and drug-free workplace, all employees are expected to follow 
these rules: 
 

· Employees are prohibited from using or consuming alcohol, controlled        
substances, or illegal drugs on the job or while performing any work. 

· Employees are prohibited from reporƟng to work in an unfit condiƟon, 
being under the influence of, or having in their system alcohol, illegal drugs, 
controlled substances, or metabolites of any controlled substance, or while 
working (this means in any capacity and is not limited by any definiƟon of im-
pairment or influence used under civil or criminal statutes). 

· No employee may manufacture, possess, sell, dispense, or distribute al-
cohol, illegal drugs, or controlled substances while on Company or client 
worksite property or otherwise while working. 
 

The Company also prohibits the use of over-the-counter medicaƟon which can 
affect workplace performance or safety.  This policy does not prohibit the use of 
a controlled substance prescribed or authorized by a medical pracƟƟoner so long 
as the employee’s use is consistent with safe, efficient, and effecƟve perfor-
mance of the employee’s duƟes and the substance is used at the dosage pre-
scribed or authorized.  Employees may not, however, ingest cannabis 
(marijuana) at work or report to work while under the influence of cannabis 
even if prescribed by a licensed physician.  
 

Employees may not operate a Company or client vehicle or drive during work-
ing Ɵme aŌer they have consumed alcohol or taken any controlled substances 
or illegal drugs, or have alcohol, a controlled substance, or any metabolite of 
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a controlled substance in their system or if their ability to operate a vehicle is 
impaired in any way. 

Unified Staffing reserves the right to require employees and applicants for 
employment to undergo urine or breath tesƟng (or any other substance abuse 
tesƟng adopted by the Company or ordered by the client), including but not 
limited to, pre-employment, upon reasonable suspicion, in connecƟon with an 
employee’s return to work aŌer an absence of more than 12 weeks, post-
accident or injury (no maƩer who is at fault), at a client’s request, and ran-
domly in the Company’s discreƟon.  

Any employee who performs work for Unified Staffing on and aŌer the effec-
Ɵve date of this policy (as amended) shall be deemed to have consented to 
tesƟng under the condiƟons set forth herein.  Nothing in this policy requires 
the Company to undertake tesƟng as a prerequisite to any disciplinary acƟon 
or restricts the discreƟon of the Company to proceed based solely on the evi-
dence of behavior, personal observaƟons, or other evidence. 

Employees, who violate this policy, fail a required test (including tesƟng posi-
Ɵve for alcohol, a controlled substance, or related metabolites in their sys-
tem), refuse to sign a required consent, or refuse a test will be subject to dis-
cipline up to and including immediate terminaƟon. 
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WHAT WE EXPECT OF YOU 

 

InspecƟons and Searches 

 

Although Unified Staffing or its clients may provide desks, computers, cell 
phones, etc. (among other things) for the convenience of employees and for 
their use in connecƟon with work, they remain the sole property of the Compa-
ny or the client, as appropriate.  The Company or the client (if appropriate) re-
serves the right to access and inspect these items as well as any arƟcles or con-
tainers found in them, at any Ɵme, either with or without prior noƟce.  Also, the 
Company, client, or their representaƟve, may inspect persons entering and/or 
leaving the premises or any job sites, and any packages, purses or other personal 
belongings in their possession.  This is to facilitate enforcement of this policy, to 
promote a safe workplace, prevent and detect theŌ, and ensure compliance 
with various Company policies.  Any employee who wishes to avoid inspecƟon of 
items or materials should not bring them onto the Company’s premises or with 
them when they are otherwise conducƟng work (e.g., to client worksites).  Em-
ployees shall have no right or expectaƟon of privacy in any item or locaƟon 
that the Company or its clients may inspect pursuant to this policy. 

 

Video Cameras 
 

Depending on your parƟcular worksite, the client where you are placed may 
have systems in place to monitor and/or record telephone calls, or videotape 
certain aspects of your employment.  Calls may be monitored, recorded, lis-
tened to, or shared with representaƟves or agents of the Company or its cli-
ents, or other individuals or enƟƟes within the Company or the client’s discre-
Ɵon.  Also, clients may have installed video cameras in certain indoor and 
outdoor areas of the property (but not in any private bathroom area).  These 
cameras may record video, sound, and other informaƟon.  Accordingly, em-
ployees shall have no right or expectaƟon of privacy in any informaƟon, data, 
pictures, etc. that may be tracked, recorded, assessed, or otherwise obtained 
in any recording, videotape, etc. as outlined herein.   
 

Personal Property 
 

Neither the Company nor its clients are responsible for personal property or 
items that employees bring to work, including but not limited to vehicles, purses, 
wallets, cell phone or other devices, ruined clothing, or any other personal be-
longings. 
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Company Property, Supplies and Documents 

 

Unified Staffing and its clients may supply the use of and provides some equip-
ment, tools, and supplies (e.g., name badges, keys), as well as documents, for 
employees to use in the performance of their job duƟes.  All property provided 
to you must be returned to the Company (or client, if appropriate) in the condi-
Ɵon it was received.  Employees are responsible for the care of items in their 
possession, and may be held responsible for the loss or damage (beyond normal 
wear and tear) of items that are in their possession, to the extent permiƩed by 
law.  And, upon your terminaƟon of employment with the Company, for any 
reason, or upon the Company’s or a client’s request, these items must be re-
turned to the Company or client (as appropriate) or you may be charged, to the 
extent permiƩed by law.  Before issuing you these items, the Company or its 
client may require you to sign a form acknowledging these requirements. 

 

Telephone, Electronic Devices and Mail Systems  

 

The Company, its clients, and your co-workers deserve your full aƩenƟon to your 
duƟes.  Therefore, we ask that you keep personal telephone calls and text mes-
sages to a minimum.  Ringing personal cell phones or other devices are disrup-
Ɵve, and can interfere with your ability to offer prompt and professional service.  
Further, surfing the internet, text messaging, playing games, or other acƟviƟes 
on your telephone or other device is disrupƟve.  Accordingly, if you bring these 
devices to work, we ask that you put them on vibrate or silent modes while 
working and refrain from using them during your working Ɵme.  You should tell 
your friends and family to limit their calls and text messages to you and suggest 
that they contact you during your lunch period or outside of work hours.  Person-
al telephone calls on Company or client telephones are permiƩed only in cases of 
an emergency.  Employees may not place personal long distance, informaƟon 
calls, or toll calls without prior approval.    

 

Also, the use of the employer-paid or client-paid postage for personal corre-
spondence is not permiƩed.  Employees should not have personal items deliv-
ered to the Company or any client worksite.  All mail addressed to employees is 
presumed to be work-related, and the Company or the client reserves the right 
to open all mail that is forwarded to its home office or any worksite where you 
work.  Employees have no right or expectaƟon of privacy in any such items. 
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Employees who drive as part of their job duƟes (whether regularly, occasionally, 
or incidentally) are expected to refrain from using a cell phone, PDA, or other 
handheld device while driving in connecƟon with their job duƟes.  This prohibi-
Ɵon extends to any capacity, including calling, text-wriƟng, surfing the internet, 
etc.  Regardless of the circumstances, including slow or stopped traffic, employ-
ees are strongly encouraged to pull off to the side of the road and safely stop the 
vehicle before placing or accepƟng a call, or otherwise using any similar device.  
If acceptance of a call is unavoidable and pulling over is not an opƟon, you 
should keep calls short, use hands free opƟons if available, and keep your eyes 
on the road.  Special care should be taken in situaƟons where there is heavy 
traffic, inclement weather, or where driving in an unfamiliar area.   Further, em-
ployees are required to adhere to all applicable laws prohibiƟng texƟng while 
driving.  

 

Company Issued Cell Phones or Other Electronic Devices 

 
Where job or business needs require (as determined solely by the Company), 
we may issue a business cellular phone or other similar device to an employ-
ee for work-related communicaƟons and acƟviƟes.  Such items are to be used 
for business purposes only and employees must follow all guidelines set forth 
in the Telephones, Electronic Devices, and Mail Systems policy.  Employees 
will be provided with limited minutes each month.  Employees are expected 
to protect the equipment from loss, theŌ, or damage.  And, employees are 
required to return, or allow the Company to inspect, any issued item upon 
request at any Ɵme for any reason.  Also, they must be returned upon termi-
naƟon of employment. Employees will be responsible for lost, damaged, or 
non-returned items, as well as any addiƟonal charges to the extent permiƩed 
by law and will be asked to sign a form acknowledging their responsibiliƟes.  
Any addiƟonal charges, including but not limited to those associated with 
minutes beyond the monthly allotment, directory assistance, text messaging, 
etc., or costs associated with lost, damaged, or non-returned items, will be 
the sole responsibility of the employee.  Employees have no right or expecta-
Ɵon to privacy with regard to such items, including but not limited to billing 
informaƟon, informaƟon programmed in the phone/device/etc., history 
informaƟon, etc.   

 
Any employees issued a business cellular phone or other similar device is 
strictly prohibited from using his/her own cellular phone or other similar de-
vice for business without express wriƩen management authorizaƟon.  In cas-
es where management has authorized use of personal equipment, employees 
will be required to cooperate with a member of management and/or desig-
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nated representaƟve, upon terminaƟon or as otherwise requested, to inspect 
business-related informaƟon and/or remove informaƟon which is confidenƟal 
or proprietary to the Company.  As above, employees have no right or expec-
taƟon to privacy with regard to such informaƟon. 

 
Computer/System, E-Mail, Voicemail & Internet Access and Usage Policy 
 

As part of our communicaƟon systems, we uƟlize electronic mail (e-mail), 
voicemail, the Internet, and other similar systems.  These systems enhance our 
ability to communicate and conduct business efficiently.  We use the Internet to 
access important business informaƟon, and use e-mail and voicemail to com-
municate internally, as well as with our clients, potenƟal clients, and suppliers.  
Similarly, our clients use these same systems for these purposes. 
 

As with all of our electronic and communicaƟon systems, the Company’s com-
puters, computer files, all e-mail and voicemail systems, all Internet access sys-
tems, and similar systems, whether hardware or soŌware (for purposes of this 
policy, collecƟvely referenced as “Company Systems”) are Company property 
and are to be used for Company business only.  Further, any client’s computers, 
computer files, all e-mail and voicemail systems, all Internet access systems, and 
similar systems, whether hardware or soŌware (for purposes of this policy, col-
lecƟvely referenced as “Client Systems”) are client property and are to be used 
for work-related and authorized purposes only.  All messages generated, com-
posed, created, transmiƩed (uploaded), received (downloaded), stored on the 
Company Systems/Client Systems are and remain the property of the Company 
or client irrespecƟve of their content and no employee has a proprietary interest 
in this informaƟon.  Even when messages are deleted or erased, or protected by 
password, it may be possible to retrieve and read them.  All soŌware is regis-
tered to the Company or client, and employee duplicaƟon is prohibited. 
 

Employees may be given Company Systems/Client Systems access by way of 
Company/client assigned usernames and passwords.  Employees are prohibited 
from allowing others to use any Company Systems/Client Systems from their 
account, from disclosing without authorizaƟon their access informaƟon, from 
using a Company System/Client System using another employee’s username or 
password, from changing Company/client assigned usernames or passwords, or 
from taking any other acƟon that would jeopardize the security of Company 
Systems/Client Systems, without prior management approval.  An employee’s 
use of a Company/client password or access code does not restrict or limit the 
Company/client’s right to access and review Company Systems/Client Systems or 
to review informaƟon in any form on those Company Systems/Client Systems.  If 
any password or similar security informaƟon is assigned or changed in any Com-
pany System/Client Systems, or with respect to documents, files, etc. within such 
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systems, employees must have proper authorizaƟon from management to do so 
and immediately noƟfy a proper member of management with the appropriate 
password/security informaƟon. 
 

Any use (whether work-related, personal, or during nonworking Ɵme) of the 
Company Systems/Client Systems may be monitored, accessed, audited and/or 
copied by the Company/client, including but not limited to, monitoring: Internet 
sites visited; Internet chat groups or newsgroups visited; informaƟon download-
ed or uploaded, or e-mails; and, voicemails or other messages sent or received.   
 

Employees are only authorized to retrieve and read informaƟon on the Company 
Systems/Client Systems, including but not limited to, computer files, e-mail mes-
sages, voicemail or Internet messages, that are specifically addressed or directed 
to them or which they have Company/client authorizaƟon to access.  Using Com-
pany Systems/Client Systems for solicitaƟon, adverƟsing or proselyƟzing is pro-
hibited. 
 

The content of e-mail, voicemail and other Internet messages must not be objec-
Ɵonable. CreaƟng, transmiƫng (uploading), copying or receiving (downloading) 
messages of an offensive, defamatory, derogatory, objecƟonable or disrupƟve 
nature is a violaƟon of Company policy.  This includes but is not limited to, any 
material that would be considered in violaƟon of the Policy ProhibiƟng Discrimi-
naƟon, Harassment, and RetaliaƟon.  Any informaƟon that is considered confi-
denƟal should not be discussed over any systems that are not internal (e.g., 
over Internet chat groups, etc.).  
  

The Company reserves and intends to exercise the right to review, audit, inter-
cept, monitor, inspect, access and disclose, with or without noƟce, permission or 
consent, all Company Systems, including, but not limited to, computer files or e-
mail, voicemail, or Internet messages which employees create, transmit, copy or 
receive.  Clients at any worksite where you work retain these same rights.  Such 
acƟon may occur during or aŌer working hours.  The content or informaƟon 
associated with the above may be disclosed within the Company, and to third-
parƟes, without the employee’s permission and without regard to whether it is 
business-related or personal. 
  

Employees’ use of any Company System/Client Systems consƟtutes full ac-
ceptance with the terms of this policy, and to any and all Company/client 
monitoring of that use consistent with this policy.  Employees shall have no 
right or expectaƟon of privacy in any Company System or associated mes-
sages, informaƟon, etc. 
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Dress and Grooming Code 

 
Our dress requirements are simple and reasonable – we expect you to dress 
neatly and avoid any apparel that may not be in keeping with good business 
taste and safety standards.  We also expect you to dress consistent with the du-
Ɵes and responsibiliƟes of your posiƟon.  Although by no means inclusive, the 
following are a few dress requirements: 

 
1. Garments should cover the body and not be see-through or 

revealing.   

2. Clothing containing suggesƟve words or pictures should not be 
worn.  Examples include: obscenity, nudity, and other sugges-
Ɵve printed designs on any items including hats, blouses, 
shirts, and pants. 

3. Wear shoes that are comfortable and safe.  Footwear must be 
appropriate for the job performed. 

4. Personal adornments, such as body piercings and taƩoos, 
should not be visible.  For example, pins, studs, or rings may 
not be worn in the nose, eyebrows, tongue, in or around the 
lips, etc. 

5. Unacceptable clothing includes but is not limited to: tube tops 
or shirts that reveal the midriff or have low necklines; spa-
gheƫ strap, strapless, or backless tops or dresses; spandex; 
short skirts or dresses (e.g., more than 2 inches above the 
knee); sheer clothing; garments that are revealing, distracƟng 
or provocaƟve (e.g., underwear that is visible through clothing 
or above the waistline of your pants).  

6. Jewelry should be minimal. 
 

 
In addiƟon to the above guidelines, good personal hygiene is also expected of 
all employees, at all Ɵmes.  While by no means inclusive, the following are 
illustraƟve of what good hygiene habits include: 

 
1. Bathe or shower daily. 

2. Maintain good dental hygiene. 

3. Keep hair clean, and either shave daily or keep facial hair 
neatly trimmed.   
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4. Keep your nails clean and neatly trimmed or manicured. 

5. Use deodorant.   

6. As a courtesy to co-workers, perfumes/colognes/aŌer-
shaves/body odors should be unobtrusive as some individu-
als may be sensiƟve to strong smells.   

 
Employees must follow any uniform or dress direcƟve communicated to 
them by the client where they are assigned to work, which may be stricter 
or in addiƟon to the guidelines set forth above.   

 
Schedules, Lunches, and OverƟme 

 
At the Company, our business hours are generally Monday through Thursday, 
8 a.m. to 5 p.m., and Friday 8 a.m. to 4 p.m.  You will be provided your sched-
ule which may or may not coincide with these hours.   However, the demands 
of our business require flexibility in the work schedules and from Ɵme to Ɵme, it 
may be necessary for the Company to require you to work overƟme, weekends, 
outside our business hours, or beyond your normal or otherwise communicated 
schedule.  Guidelines for following employee schedules vary, depending on 
their posiƟon of exempt or non-exempt, as set forth below:  

 
1. Non-Exempt Employees   

 
Non-exempt employees are expected to report to work as scheduled, and 
leave no earlier than scheduled, unless prior arrangements have been made 
with management.  Promptness is important so that other employees, and most 
important, our clients, are not kept waiƟng.  If you are an hourly employee, your 
lunch period is intended as your own personal Ɵme.  Employees may do as they 
please during their lunch period but may or may not leave the premises.  Non-
exempt employees are required to record their lunch periods accurately in their 
Ɵme-sheets or on their Ɵme-cards (as applicable), and are not allowed to work 
during their lunch periods unless they have supervisors’ authorizaƟon.  

 
From Ɵme to Ɵme, depending on business situaƟons or producƟon demands, 
employees may be asked to work overƟme hours, including before or aŌer 
their regularly scheduled Ɵme or days beyond their normal workdays, or 
through their normal breaks or lunches.  In these cases, the supervisor will 
aƩempt to give you sufficient noƟce concerning scheduled changes.  However, 
non-exempt employees are not permiƩed to work overƟme (e.g., more than 40 
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hours in a workweek) or beyond their normal work schedule (e.g., coming in 
early, leaving late, or working during their lunch) without advance approval 
from his/her supervisor. Non-exempt employees who work overƟme without 
authorizaƟon or who fail to work overƟme when requested may be subject to 
discipline up to and including terminaƟon. 

 
Non-exempt employees (as determined by the Fair Labor Standards Act, its regu-
laƟons, and other applicable federal or state laws), receive overƟme pay at the 
rate of Ɵme and one-half for all hours worked in excess of 40 hours in any work-
week.  Only actual hours worked will be considered, and Ɵme away from work 
(e.g., holidays or vacaƟon) will not be counted when compuƟng overƟme. 

 
2. Exempt Employees   

 
In addiƟon to our expectaƟon that all employees be here during our normal 
business hours, unless alternate arrangements have been made with manage-
ment, white collar exempt employees (e.g., certain execuƟve, professional, or 
administraƟve employees, certain outside salesmen, and certain computer 
employees) are also required to work any addiƟonal hours necessary to 
promptly and adequately complete their assigned duƟes.  Pursuant to state 
and federal laws, white collar exempt employees receive a predetermined 
salary in most cases, and most exempt employees are not paid addiƟonal 
compensaƟon or other benefits, for overƟme hours.   

 
Pay Day and Salary Payment Policy 

 
Workweeks are measured from Monday to Sunday, and you will be paid every 
Thursday for the workweek ending the previous Sunday.  If you have elected to 
receive your pay by direct deposit, it is guaranteed to be deposited into your 
account no later than Friday of each week.  If you will not be here on a payday, 
and want us to give your check to another person, you must authorize release of 
your check to others in wriƟng.   

 
The Company intends to pay exempt employees, who are paid on a salary 
basis, in accordance with the Fair Labor Standards Act, state law, and applica-
ble regulaƟons, and will not make improper deducƟons.  Any employee who 
feels that he/she has been subject to an improper deducƟon should contact 
one of the Owners. To the extent your complaint has merit, the Company will 
correct its mistake to promptly reimburse you and take steps to prevent simi-
lar improper deducƟons in the future.   
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Time Cards/Time Sheets & Time Keeping 

 
All non-exempt employees are required to keep track of their Ɵme worked.  We 
may also request that certain exempt employees track their Ɵme, as well.  In 
such cases, you will be provided with either a Ɵme-sheet or Ɵme-card, depend-
ing on your worksite.  You are expected to maintain an accurate record of your 
Ɵme by personally and carefully punching your Ɵme card and/or compleƟng 
your Ɵme-sheet daily.  Employees using Ɵme cards are expected to use the Ɵme 
card to punch in when they are on duty (e.g., when reporƟng in the morning or 
aŌer lunch) and to punch out when they leave their duƟes (e.g., when going to 
lunch, leaving for the day, or otherwise not working).  Similarly, if you are re-
quired to use a Ɵme-sheet, this same informaƟon should be accurately record-
ed.  Employees who fill out Ɵme-sheets are required to fax their Ɵmesheets to 
the home office by no later than Monday of each workweek to the following 
facsimile number: 810.407.6795.  All Ɵme will be figured on the actual hours 
worked.  This means that if you are scheduled to work, and arrive 15 minutes 
late, you will not be paid for the 15 minutes you were scheduled but were not 
working.  Punching any other employee's Ɵme card in or out, having another 
employee punch your Ɵme card, or falsificaƟon of any Ɵme record, is strictly 
prohibited and may result in discipline up to and including terminaƟon.  Employ-
ees who turn their Ɵme in late may experience a delay in their pay. 

 
No SolicitaƟon or DistribuƟon 

 
Our company will conƟnue as a successful compeƟtor in the industry if we de-
vote our full aƩenƟon to quality work, and do so at all client sites, as well.  As a 
consequence, employees may not use Ɵmes when they are required to be ac-
Ɵvely performing their job duƟes, or interfere with other employees who are 
required to be acƟvely performing their job duƟes, to sell, collect, or solicit for 
any other business, organizaƟon, or cause.  Also, in the interest of maintaining 
clean and orderly faciliƟes and worksites, employees are not permiƩed to dis-
tribute any non-work adverƟsing materials, or other non-work items, during 
Ɵmes when they or persons they are distribuƟng to, are acƟvely performing 
work duƟes, or at any Ɵme in work areas. Non-employees are not permiƩed to 
solicit or distribute adverƟsements, literature, or other non-work maƩer on 
Company property at any Ɵme. There shall be no solicitaƟon of clients or ven-
dors for non-business related acƟviƟes at any Ɵme. 
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BulleƟn Boards 

 
InformaƟon regarding your employment is oŌenƟmes posted on the Company 
bulleƟn board for your guidance.  This bulleƟn board is for Company use only.  
Please make it a pracƟce of reading the noƟces and informaƟon posted on the 
bulleƟn board regularly. 

 
ConfidenƟal and Proprietary InformaƟon 

 
The Company’s business is extremely compeƟƟve and the Company must take 
every precauƟon to insure that its processes, methods, and trade secrets are 
protected.  In the course of your employment, you will be exposed to and will 
learn confidenƟal informaƟon, including but not limited to:  client lists, idenƟty, 
and contact informaƟon; prospects; preferred suppliers or shippers; techniques, 
cost structures, bidding strategies, pricing informaƟon, and profit margins; billing 
rates; negaƟve research (e.g., which clients least likely to uƟlize services), materi-
als, components, or recipes; manufacturing processes or unique bundling of con-
cepts; equipment; research; consultants; candidates for placement; resources; 
informaƟon regarding employees’ addresses, job skills, past employment history, 
and employment; and other confidenƟal informaƟon.  The Company will take 
every reasonable precauƟon to insure that this informaƟon does not come into 
the possession of our compeƟtors and impair our opportuniƟes for success.  
However, your role in that process is key, and you should never download, copy, 
or disclose any of the above informaƟon about the Company to anyone other 
than authorized persons as determined by the Company.  Employees who are 
unsure about the confidenƟal nature of specific informaƟon should consult with 
management.  Further, any request for confidenƟal informaƟon should be 
passed along to management. 

 
MoonlighƟng/Outside Employment 

 
Employees must not have any addiƟonal jobs that are either inconsistent with 
the Company’s interests, or have a detrimental impact on the Company’s im-
age with its clients and the public.  Also, outside acƟviƟes must not require 
devoƟng such Ɵme and effort that the employee’s work for Unified Staffing 
would be adversely affected.  For any Home Office employee or Field employ-
ee working a full-Ɵme schedule, before obtaining outside employment, you 
must first get approval from an Owner and any change in the status of outside 
work must also be immediately reported. 
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Contracts, Monies, and Usage of Names 
 

The only authorized signatures for approval of any contract commiƫng the 
Company is an Owner.  Also, when dealing with individuals or clients, employ-
ees must direct them to write such checks payable to the Company and any 
checks, monies, etc. received must be immediately turned in to management.  
Employees are prohibited from purchasing for personal use any item from 
any supplier under the Company’s name or from receiving monies directly 
from any client (for wages, expenses, etc.).  Further, employees may not use 
any Company staƟonary for personal use or without proper authorizaƟon.  
Lastly, employees may not use the Company’s name for any poliƟcal, person-
al, or charitable acƟvity without wriƩen authorizaƟon from management. 

 
Smoking 
 

EffecƟve May 1, 2010, Michigan law provides that an individual shall not 
smoke in a public place, which in most cases specifically includes any enclosed 
indoor work area at places of employment.  Accordingly, all Michigan employ-
ees are strictly prohibited from smoking in any indoor, enclosed work area, in 
accordance with the law.  Further, employees are required to adhere to any 
rules, ordinances, etc. applicable to their specific worksite.  In cases where 
smoking is permiƩed on the premises, employees are required to smoke in 
designated smoking areas only and are required to properly discard smoking 
materials (including matches) in a designated receptacle.  Do not liƩer or dis-
card these items in the trash as this would pose a fire hazard.  Employees are 
not provided with specific break Ɵmes, etc. and should refrain from smoking 
except during designated lunch or break periods and should not abuse this 
privilege (e.g., by taking breaks during criƟcal periods, excessively, or for long 
duraƟons).  Employees who violate this policy will be subject to discipline, up 
to and including terminaƟon.  Further, employees who violate Michigan’s no 
smoking law may be subject to monetary fines of $100 for first offenses or 
$500 for second and subsequent offenses, or injuncƟve acƟon. 

 
NoƟce of Changes 
 

For your protecƟon, convenience and benefit, you are requested to noƟfy the 
office immediately of any change in your name, address, phone number or num-
ber of dependents.  Keeping this informaƟon accurate enables us to reach you in 
an emergency, forward your mail and W-2 forms, maintain your insurance and 
other benefits (if applicable) and compute your payroll deducƟons. This personal 
informaƟon will be handled with complete confidence in accordance with the 
law. 
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Employee Licenses and CerƟficaƟons 

 
Employees in certain posiƟons are required to have specific licenses, cerƟfica-
Ɵons, or permits.  Employees in such posiƟons are required to keep their licens-
es, cerƟficaƟons, or permits up-to-date, and remain in good standing.  Also, em-
ployees in these posiƟons are expected to provide the Company with proof of 
their current professional licenses, cerƟficaƟons, or permits, as well as renewals 
upon expiraƟon.   

 
When Absent or Tardy 

 
To maintain a producƟve work force, the Company expects employees to be 
reliable and punctual in reporƟng for work.  Work schedules are disrupted when 
employees are absent or tardy.  Tardiness and absenteeism also place addiƟonal 
burdens on your fellow employees and on our clients.  If you know you must be 
absent or late on a certain day, discuss it in advance with your supervisor to seek 
advance approval of your absence or tardiness.  Your request will be given seri-
ous consideraƟon. 

 
When you do not have advance approval and cannot avoid being late or ab-
sent from work, must be away from work for part of the day, or are unable to 
work as scheduled due to an unexpected illness or other unavoidable reasons, 
you are expected to call by the start of your shiŌ.  When it is aŌer normal 
business hours, you should leave a message on the main office’s telephone 
number at 810.407.6713, and also call the client where you are assigned.  In 
those rare circumstances, the employee must call as soon as he/she is able 
but in no event more than 30 minutes before your assigned start-Ɵme.  Em-
ployees must inform the appropriate individual(s) each day that they will be 
absent, unless their absence has been excused in advance.  

 
Failure to noƟfy the Company, as required, of your absence will result in your 
absence being considered UNEXCUSED, regardless of the reason for your ab-
sence.  If you do not report to work and fail to noƟfy the Company as to the 
reason for your absence, or walk off the job without noƟfying the Company 
and your client contact at the worksite personally, the Company will consider 
you a voluntary quit and process your terminaƟon. 

 
When you call in, you will be asked to provide the reason for your absence 
and when (date and Ɵme) you expect to return to work.  ReporƟng an ab-
sence does not necessarily excuse the absence.  You should know that you 
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may be required to substanƟate the reason for your absence or lateness.  It is 
your responsibility to verify the accuracy of any and all informaƟon presented 
to the Company by you or anyone on your behalf.  Doctors’ notes which do 
not reflect consultaƟon/treatment at the Ɵme of the absence will be disre-
garded. 

  

The Company reserves the right to apply any unused Ɵme-off benefits, in 
any increment, to any absences as appropriate under the circumstances.  
Employees are not permiƩed to use these benefits, however, for unexcused 
absences without management approval and as set forth in the parƟcular 
policies. 

 
Excessive or unauthorized absences or tardiness will result in disciplinary ac-
Ɵon, up to and including terminaƟon of your employment.   

 
Reference Inquiries  

 
If you are contacted about a reference check of a present or former employ-
ee, forward or direct such inquiries to Unified Staffing. Nobody else is author-
ized to respond to such requests.  In response to a request for employment 
informaƟon, the informaƟon furnished by the Company will generally be lim-
ited to the employee or former employee’s name, job Ɵtle, dates of employ-
ment, and confirmaƟon of amounts earned. 
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Rules of Conduct 
 

We have certain rules of conduct that have to be followed if we are to get our 
work done in an efficient and orderly way.  Your cooperaƟon is essenƟal, and we 
urge you to familiarize yourself with those rules of prohibited conduct listed be-
low so you know what is and is not acceptable behavior.  Based on common 
sense and good judgment, these rules are designed to protect your rights, the 
rights of your fellow employees as well as the rights of our clients.  ViolaƟons of 
the following rules which prohibit the indicated behavior will, in the discreƟon of 
the Company, result in disciplinary acƟon up to and including terminaƟon: 
 

1. Poor work performance; 

2. InsubordinaƟon (disobedience to authority or failure to follow 
instrucƟons); 

3. TheŌ, unauthorized removal of property, or misappropriaƟon 
of funds of either the company, employees, clients, client em-
ployees, or other persons employees deal with in conducƟng 
their duƟes; 

4. Refusal to parƟcipate in any Company or client invesƟgaƟon or 
in the maintenance of a safe workplace, including but not lim-
ited to invesƟgaƟons related to suspected rule violaƟons, sus-
pected legal violaƟons, or client invesƟgaƟons; 

5. Horseplay, scuffling, running, or throwing material or other 
objects; 

6. Causing hazardous or unsafe working condiƟons or engaging in 
any acƟon which threatens the safe and efficient operaƟon of 
the Company or client; 

7. Possession of hazardous or dangerous property such as weap-
ons, firearms, or chemicals on Company or client premises, 
during working hours, or while otherwise performing work 
duƟes; 

8. FalsificaƟon of personnel or other records, dishonesty 
(including the submission of false or inaccurate records devel-
oped by others), or omissions of material informaƟon; 

9. RestricƟng or interfering with producƟon or aƩempƟng to 
induce others to do so; 

10.  Damage to, destrucƟon of, or misuse of property and equip
 ment belonging to the Company or its employees, clients, or 
 other persons with whom employees interact in performing 
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11.  Leaving the job before the end of the assigned schedule 
without permission, walking off the job or wasƟng Ɵme, 
loafing, sleeping on the job, neglect or failure to perform 
assigned duƟes, or being away from an assigned work area 
or wasƟng Ɵme without permission; 

12. Use of personal radios, tape players, cameras, MP3 players/
recorders, TV’s or other similar media at work without au-
thorizaƟon; 

13. ConducƟng personal business on Company Ɵme and/or 
company or client property; 

14. Engaging in other employment without prior approval by the 
Company including while on FMLA leave, on non-FMLA med-
ical leave, or while on a personal leave of absence; 

15. Dumping personal items in trash or dumpsters of the Com-
pany or client; 

16. Lending keys to Company or client property to unauthorized 
persons or duplicaƟng or allowing duplicaƟon of keys with-
out prior authorizaƟon; 

17. Personal conduct which is obnoxious or abusive of other 
employees including gossip, rumors, and statements of a 
defamatory nature; 

18. Failure to keep work area clean; 

19. Unauthorized entry into Company or client premises during 
non-working hours; 

20. ViolaƟon of any policy contained in this employee handbook, 
or any work-rule applicable to the worksite where you are 
employed (e.g., client communicated workrules, etc.). 

 

The above rules are not intended to be all-inclusive of the proper standards of 
conduct or other obligaƟons of employees.  The Company reserves the right to 
take disciplinary acƟon for other offenses not specifically listed here.  
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Disciplinary acƟon may include, but not necessarily be limited to: a verbal warn-
ing, one or more wriƩen warnings, suspension without pay, and terminaƟon.   
The Company shall not be required to uƟlize any parƟcular form or manner of 
discipline, and does not guarantee that one form of acƟon will necessarily pre-
cede the other (e.g., progressive disciplinary acƟon), and does not guarantee 
any other redress for any work rule violaƟon or misconduct.  The choice of disci-
pline issued is within the Company’s sole determinaƟon.  This lisƟng of Rules of 
Conduct and any discipline taken under these rules does not modify the at-will 
status explained in the TerminaƟon-Leaving Employment and At-Will Employ-
ment Status secƟon of this employee handbook. 

 

TerminaƟon of Employment and At-Will Employment Status 

 

All employees are requested to submit, in wriƟng, noƟce of intent to leave em-
ployment at least 2 weeks prior to their anƟcipated last day of work.  All em-
ployees’ employment, compensaƟon, and benefits are at will.  This means that 
just as any employee may resign at any Ɵme, for any reason or for no reason at 
all, with or without cause, the Company reserves the right to release an employ-
ee and/or change compensaƟon or benefits at any Ɵme, for any reason or for 
no reason at all, and with or without cause.  Owners are the only persons with 
authority to make an excepƟon to this policy, and it must be in wriƟng, directed 
to you personally, and signed by one or more of them.  This policy applies to all 
of our employees, irrespecƟve of their length of service, and will conƟnue to 
apply to your employment as long as you work for Unified Staffing.  All benefits 
stop effecƟve the day of your separaƟon from employment, unless otherwise 
required by law.   
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