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Welcome new employee! 
 
On behalf of your colleagues, I welcome you to SP and wish you every success here. 
 
We believe that each employee contributes directly to SP's growth and success, and we hope 
you will take pride in being a member of our team. 
 
This handbook was developed to describe some of the expectations of our employees and to 
outline the policies, programs, and benefits available to eligible employees. Employees should 
familiarize themselves with the contents of the employee handbook as soon as possible, for it will 
answer many questions about employment with SP. 
 
We hope that your experience here will be challenging, enjoyable, and rewarding. Again, 
welcome! 
 
Sincerely, 
Staffing Partners, LLC Staff 
 
 
 
 
 

INTRODUCTORY STATEMENT 
 
 

This handbook is designed to acquaint you with SP and provide you with information about 
working conditions, employee benefits, and some of the policies affecting your employment. You 
should read, understand, and comply with all provisions of the handbook. It describes many of 
your responsibilities as an employee and outlines the programs developed by SP to benefit 
employees. One of our objectives is to provide a work environment that is conducive to both 
personal and professional growth. 
 
No employee handbook can anticipate every circumstance or question about policy. As SP 
continues to grow, the need may arise and SP reserves the right to revise, supplement, or rescind 
any policies or portion of the handbook from time to time as it deems appropriate, in its sole and 
absolute discretion. Employees will, of course, be notified of such changes to the handbook as 
they occur. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
04 Nature of Employment 
 
Employment with SP is voluntarily entered into, and the employee is free to resign at will at any 
time, with or without cause. Similarly, SP may terminate the employment relationship at will at any 
time, with or without notice or cause, so long as there is no violation of applicable federal or state 
law. 
 
Policies set forth in this handbook are not intended to create a contract, nor are they to be 
construed to constitute contractual obligations of any kind or a contract of employment between 
SP and any of its employees. The provisions of the handbook have been developed at the 
discretion of management and, except for its policy of employment-at-will, may be amended or 
cancelled at any time, at SP sole discretion. 
 
These provisions supersede all existing policies and practices and may not be amended or added 
to without the express written approval of the chief executive officer of SP. 
 
 
 
05 Equal Opportunity Employment 
 
In order to provide equal opportunity employment and advancement opportunities to all 
individuals, employment decisions at SP will be based on merit, qualifications, and abilities. SP 
does not discriminate in employment opportunities or practices on the basis of race, color, 
religion, sex, national origin, age, disability, or any other characteristic protected by law. 
 
SP will make reasonable accommodations for qualified individuals with known disabilities unless 
doing so would result in an undue hardship. This policy governs all aspects of employment, 
including selection, job assignment, compensation, discipline, termination, and access to benefits 
and training. 
 
In addition to a commitment to provide equal employment opportunities to all qualified individuals, 
SP has established an affirmative action program to promote opportunities for individuals in 
certain protected classes throughout the organization. 
 
Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of their immediate supervisor or the SP Office. 
Employees can raise concerns and make reports without fear of reprisal. Anyone found to be 
engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and 
including termination of employment. 
 
 
 
06 Immigration Law Compliance 
 
SP is committed to employing only United States citizens and aliens who are authorized to work 
in the United States and does not unlawfully discriminate on the basis of citizenship or national 
origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility. Former employees who 
are rehired must also complete the form if they have not completed an I-9 with SP within the past 
three years, or if their previous I-9 is no longer retained or valid. 
 



Employees with questions or seeking more information on immigration law issues are 
encouraged to contact the SP Office. Employees may raise questions or complaints about 
immigration law compliance without fear of reprisal. 
 
 
 
07 Disability Accommodation 
 
SP is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring 
equal opportunity in employment for qualified persons with disabilities. All employment practices 
and activities are conducted on a non-discriminatory basis. 
 
Hiring procedures have been reviewed and provide persons with disabilities meaningful 
employment opportunities. Upon request, job applications are available in alternative, accessible 
formats, as is assistance in completing the application. Pre-employment inquiries are made only 
regarding an applicant's ability to perform the duties of the position. 
 
Reasonable accommodation is available to all disabled employees, where their disability affects 
the performance of job functions. All employment decisions are based on the merits of the 
situation in accordance with defined criteria, not the disability of the individual. 
 
Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or 
changes in compensation) as well as in job assignments, classifications, organizational 
structures, position descriptions, lines of progression, and seniority lists. Leave of all types will be 
available to all employees on an equal basis. 
 
SP is also committed to not discriminating against any qualified employees or applicants because 
they are related to or associated with a person with a disability. SP will follow any state or local 
law that provides individuals with disabilities greater protection than the ADA. 
 
This policy is neither exhaustive nor exclusive. SP is committed to taking all other actions 
necessary to ensure equal employment opportunity for persons with disabilities in accordance 
with the ADA and all other applicable federal, state, and local laws. 
 
 
 
08 Personnel Data Changes 
 
It is the responsibility of each employee to promptly notify SP of any changes in personnel data. 
Personal mailing addresses, telephone numbers, number and names of dependents, individuals 
to be contacted in the event of an emergency, educational accomplishments, and other such 
status reports should be accurate and current at all times. If any personnel data has changed, 
notify the SP Office. 
 
 
 
09 Employee Benefits 
 
Eligible employees at SP are provided a wide range of benefits. A number of the programs (such 
as Social Security, workers' compensation, state disability, and unemployment insurance) cover 
all employees in the manner prescribed by law. 
 
Benefits eligibility is dependent upon a variety of factors, including employee classification. Your 
supervisor can identify the programs for which you are eligible. Details of many of these programs 
can be found elsewhere in the employee handbook. 
 



The following benefit programs are available to eligible employees: 
 
 * Retirement Plan 
 * Health Insurance 
 * Vacation Benefits 
 * Safety Bonus 
 
Some benefit programs require contributions from the employee, but most are fully paid by SP.  
Safety Bonuses are paid after each 500 hours worked in a calendar year without an on the job 
injury. 
 
 
 
10 Vacation Benefits 
 
Vacation time off with pay is available to eligible employees to provide opportunities for rest, 
relaxation, and personal pursuits. Employees in the following employment classification(s) are 
eligible to earn and use vacation time as described in this policy: 
 
 * All employees 
 
Eight (8) hours of paid vacation is given for every 1000 hours worked in a calendar year. These 
hours must be used during the same calendar year. 
 
Once employees enter an eligible employment classification, they begin to earn paid vacation 
time according to the schedule. They can request use of vacation time after it is earned. 
 
Paid vacation time can be used in minimum increments of one day. To take vacation, employees 
should request advance approval from SP. Requests will be reviewed based on a number of 
factors, including business needs and staffing requirements. 
 
Vacation time off is paid at the employee's base pay rate at the time of vacation. It does not 
include overtime or any special forms of compensation such as incentives, commissions, 
bonuses, or shift differentials. 
 
As stated above, employees are encouraged to use available paid vacation time for rest, 
relaxation, and personal pursuits. In the event that available vacation is not used by the end of 
the benefit year, employees will forfeit the unused time. 
 
Upon termination of employment, employees will be paid for unused vacation time that has been 
earned through the last day of work. 
 
 
 
11 Jury Duty 
 
SP encourages employees to fulfill their civic responsibilities by serving jury duty when required. 
Employees may request unpaid jury duty leave for the length of absence. If desired, employees 
may use any available paid time off (for example, vacation benefits). 
 
Employees must show the jury duty summons to their supervisor as soon as possible so that the 
supervisor may make arrangements to accommodate their absence. Of course, employees are 
expected to report for work whenever the court schedule permits. 
 
Either SP or the employee may request an excuse from jury duty if, in SP judgment, the 
employee's absence would create serious operational difficulties. 



 
 
 
12 Timekeeping/Payday 
 
Accurately recording time worked is the responsibility of every nonexempt employee. Federal and 
state laws require SP to keep an accurate record of time worked in order to calculate employee 
pay and benefits. Time worked is all the time actually spent on the job performing assigned 
duties. 
 
Employees should accurately record the time they begin and end their work, as well as the 
beginning and ending time of each meal period. They should also record the beginning and 
ending time of any split shift or departure from work for personal reasons. Overtime from multiple 
job assignments must be approved by SP. 
 
Altering, falsifying, tampering with time records, or recording time on another employee's time 
record may result in disciplinary action, up to and including termination of employment. 
 
It is the employees' responsibility to sign their time card, have their supervisor sign the time card 
to certify the accuracy of all time recorded, and turn the time card into SP office. In addition, if 
corrections or modifications are made to the time record, both the employee and the supervisor 
must verify the accuracy of the changes by initialing the time record. 
 
* The workweek is from 12:00 am Sunday to 11:59 pm Saturday. 
* Timecards must be turned into our office by 5:00 pm Monday following the week worked in 
order to be paid that Friday.  Late timecards will result in a delay of payment to the next Friday.               
* Paychecks are available every Friday from 11:00 am to 5:00 pm.  Some assignments pay bi-
monthly. 
*SP is not responsible for lost or stolen checks, including checks lost or stolen in the mail system.  
If lost or stolen, you will be charged a "stop payment" fee to re-issue a replacement check. 
* Photo ID must be presented when picking up a paycheck. If you would like to authorize another 
person to pick up your check, you must complete and sign a release form in our SP office. 
* Comp time for hours worked at a job-site is prohibited without prior consent from SP.  If a job-
site offers you to pay you "under the table," you must notify SP immediately. 
* Our payroll department is unable to process incomplete or incorrect timecards. If timecards are 
not properly completed, you may not receive your paycheck on time.  Here are 7 tips to help you 
receive your paycheck on time: 
 

1. Clearly print your name and social security number. 
 

  2. Enter your time in, lunch breaks, and time out. 
 
  3. Enter the Saturday week ending date and the company name and job-site address. 
 
  4. Enter the total regular time for the week worked. 
 
  5. Get your supervisor's signature, then your signature. 
 

6. If your construction job-site address changes, you must write in the new job-site 
address. 

 
  7. Any comments on timecards are welcomed.  
 
CALLING IN AVAILABLE: Phone SP Monday through Friday from 7am to 9am when you are 
available for work. Employees who call in available are the first to be considered for job 
assignments. If you do not call in for 14 calendar days, you will be considered a voluntary quit, 



which may affect future unemployment claims. 
 
REASSIGNMENT: The job site decides when an assignment has been completed. This does not 
mean that you have been laid off. We have another assignment for you. You must contact SP 
and let us know that you are available again. You must notify SP if a client calls you direct after 
the original assignment. If not, your timecard will not be processed. 
 
 
 
13 Employment Termination 
 
Termination of employment is an inevitable part of personnel activity within any organization, and 
many of the reasons for termination are routine. Below are examples of some of the most 
common circumstances under which employment is terminated: 
 
 * Resignation - voluntary employment termination initiated by an employee. 
 * Discharge - involuntary employment termination initiated by the organization. 
 
Since employment with SP is based on mutual consent, both the employee and SP have the right 
to terminate employment at will, with or without cause, at any time. Employees will receive their 
final pay in accordance with applicable state law. 
 
 
 
14 Use of Equipment and Vehicles 
 
Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult 
to replace. When using property, employees are expected to exercise care, perform required 
maintenance, and follow all operating instructions, safety standards, and guidelines. 
 
Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be 
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the need for 
repairs could prevent deterioration of equipment and possible injury to employees or others. The 
supervisor can answer any questions about an employee's responsibility for maintenance and 
care of equipment or vehicles used on the job. 
 
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or 
vehicles, as well as excessive or avoidable traffic and parking violations, can result in disciplinary 
action, up to and including termination of employment. 
 
 
 
15 Medical Leave 
 
SP provides medical leaves of absence without pay to eligible employees who are temporarily 
unable to work due to a serious health condition or disability. For purposes of this policy, serious 
health conditions or disabilities include inpatient care in a hospital, hospice, or residential medical 
care facility; continuing treatment by a health care provider; and temporary disabilities associated 
with pregnancy, childbirth, and related medical conditions. 
 
Employees in the following employment classifications are eligible to request medical leave as 
described in this policy: 
 
 * All employees 
 
Eligible employees should make requests for medical leave to their supervisors at least 30 days 



in advance of foreseeable events and as soon as possible for unforeseeable events. 
 
A health care provider's statement must be submitted verifying the need for medical leave and its 
beginning and expected ending dates. Any changes in this information should be promptly 
reported to SP. Employees returning from medical leave must submit a health care provider's 
verification of their fitness to return to work. 
 
Eligible employees are normally granted leave for the period of the disability, up to a maximum of 
6 weeks within any 12 month period. Any combination of medical leave and family leave may not 
exceed this maximum limit. If the initial period of approved absence proves insufficient, 
consideration will be given to a request for an extension. Employees will be required to first use 
any accrued paid leave time before taking unpaid medical leave. 
 
Employees who sustain work-related injuries are eligible for a medical leave of absence for the 
period of disability in accordance with all applicable laws covering occupational disabilities. 
 
Subject to the terms, conditions, and limitations of the applicable plans, SP will continue to 
provide health insurance benefits for the full period of the approved medical leave. 
 
Benefit accruals, such as vacation benefits will continue during the approved medical leave 
period. 
 
So that an employee's return to work can be properly scheduled, an employee on medical leave 
is requested to provide SP with at least two weeks advance notice of the date the employee 
intends to return to work. When a medical leave ends, the employee will be reinstated to the 
same position, if it is available, or to an equivalent position for which the employee is qualified. 
 
If an employee fails to return to work on the agreed upon return date, SP will assume that the 
employee has resigned. 
 
 
 
16 Family Leave 
 
SP provides family leaves of absence without pay to eligible employees who wish to take time off 
from work duties to fulfill family obligations relating directly to childbirth, adoption, or placement of 
a foster child; or to care for a child, spouse, or parent with a serious health condition. A serious 
health condition means an illness, injury, impairment, or physical or mental condition that involves 
inpatient care in a hospital, hospice, or residential medical care facility; or continuing treatment by 
a health care provider. 
 
Employees in the following employment classifications are eligible to request family leave as 
described in this policy: 
 
 * All employees 
 
Eligible employees should make requests for family leave to their supervisors at least 30 days in 
advance of foreseeable events and as soon as possible for unforeseeable events. 
 
Employees requesting family leave related to the serious health condition of a child, spouse, or 
parent may be required to submit a health care provider's statement verifying the need for a 
family leave to provide care, its beginning and expected ending dates, and the estimated time 
required. 
 
Eligible employees may request up to a maximum of 12 weeks of family leave within any 12 
month period. Any combination of family leave and medical leave may not exceed this maximum 



limit. If this initial period of absence proves insufficient, consideration will be given to a written 
request for a single extension of no more than 14 calendar days. Employees will be required to 
first use any accrued paid leave time before taking unpaid family leave. Married employee 
couples may be restricted to a combined total of 12 weeks leave within any 12 month period for 
childbirth, adoption, or placement of a foster child; or to care for a parent with a serious health 
condition. 
 
Subject to the terms, conditions, and limitations of the applicable plans, SP will continue to 
provide health insurance benefits for the full period of the approved family leave. 
 
Benefit accruals, such as vacation benefits will continue during the approved family leave period. 
 
So that an employee's return to work can be properly scheduled, an employee on family leave is 
requested to provide SP with at least two weeks advance notice of the date the employee intends 
to return to work. When a family leave ends, the employee will be reinstated to the same position, 
if it is available, or to an equivalent position for which the employee is qualified. 
 
If an employee fails to return to work on the agreed upon return date, SP will assume that the 
employee has resigned. 
 
 
 
17 Employee Conduct and Work Rules 
 
To ensure orderly operations and provide the best possible work environment, SP expects 
employees to follow rules of conduct that will protect the interests and safety of all employees and 
the organization. 
 
It is not possible to list all the forms of behavior that are considered unacceptable in the 
workplace. The following are examples of infractions of rules of conduct that may result in 
disciplinary action, up to and including termination of employment: 
 
* Theft or inappropriate removal or possession of property 
* Falsification of timekeeping records 
* Working under the influence of alcohol or illegal drugs 
* Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while       

on duty, or while operating employer-owned vehicles or equipment 
* Fighting or threatening violence in the workplace 
* Boisterous or disruptive activity in the workplace 
* Negligence or improper conduct leading to damage of employer-owned or customer-owned  

property 
* Insubordination or other disrespectful conduct 
* Violation of safety or health rules 
* Smoking in prohibited areas 
* Sexual or other unlawful or unwelcome harassment 
* Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 

workplace 
* Excessive absenteeism or any absence without notice 
* Unauthorized absence from work station during the workday 
* Violation of personnel policies 
* Unsatisfactory performance or conduct 
 
If you are going to be late or unable to make it to work for any reason, you must notify SP 
immediately. If you don't call and don't show up for an assignment, you will face disciplinary 
action up to and including termination. 
 



Leaving a job site, without first notifying SP or the job site supervisor, is considered gross 
misconduct and grounds for disciplinary action up to including termination. If you leave a job site 
without notifying SP or the job site supervisor, you will be paid minimum wages for hours worked 
that day. 
 
Employment with SP is at the mutual consent of SP and the employee, and either party may 
terminate that relationship at any time, with or without cause, and with or without advance notice. 
 
 
 
18 Drug and Alcohol Use 
 
It is SP desire to provide a drug-free, healthful, and safe workplace. To promote this goal, 
employees are required to report to work in appropriate mental and physical condition to perform 
their jobs in a satisfactory manner. 
 
While on SP premises and while conducting business-related activities off SP premises, no 
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. 
The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's 
ability to perform the essential functions of the job effectively and in a safe manner that does not 
endanger other individuals in the workplace. 
 
Violations of this policy may lead to disciplinary action, up to and including immediate termination 
of employment, and/or required participation in a substance abuse rehabilitation or treatment 
program. Such violations may also have legal consequences. 
 
To inform employees about important provisions of this policy, SP has established a drug-free 
awareness program. The program provides information on the dangers and effects of substance 
abuse in the workplace, resources available to employees, and consequences for violations of 
this policy. 
 
Employees with questions or concerns about substance dependency or abuse are encouraged to 
use the resources of the Employee Assistance Program. They may also wish to discuss these 
matters with their supervisor or the SP Office to receive assistance or referrals to appropriate 
resources in the community. 
 
Under the Drug-Free Workplace Act, an employee who performs work for a government contract 
or grant must notify SP of a criminal conviction for drug-related activity occurring in the workplace. 
The report must be made within five days of the conviction. 
 
Employees with questions on this policy or issues related to drug or alcohol use in the workplace 
should raise their concerns with their supervisor or the SP Office without fear of reprisal. 
 
 
 
19 Sexual and Other Unlawful Harassment 
 
SP is committed to providing a work environment that is free from all forms of discrimination and 
conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. 
Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, 
religion, disability, or any other legally protected characteristic will not be tolerated. SP provides 
ongoing sexual harassment training to ensure you the opportunity to work in an environment free 
of sexual and other unlawful harassment. 
 
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical 
conduct of a sexual nature. This definition includes many forms of offensive behavior and 



includes gender-based harassment of a person of the same sex as the harasser. The following is 
a partial list of sexual harassment examples: 
 
* Unwanted sexual advances. 
* Offering employment benefits in exchange for sexual favors. 
* Making or threatening reprisals after a negative response to sexual advances. 
* Visual conduct that includes leering, making sexual gestures, or displaying of sexually 

suggestive objects or pictures, cartoons or posters. 
* Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes. 
* Verbal sexual advances or propositions. 
* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, 

sexually degrading words used to describe an individual, or suggestive or obscene letters, 
notes, or invitations. 

* Physical conduct that includes touching, assaulting, or impeding or blocking movements. 
Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other 
verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) 
submission to such conduct is made either explicitly or implicitly a term or condition of 
employment; (2)submission or rejection of the conduct is used as a basis for making 
employment decisions; or, (3) the conduct has the purpose or effect of interfering with work 
performance or creating an intimidating, hostile, or offensive work environment. 

 
If you experience or witness any sexual or other unlawful harassment in the workplace, you must 
report it immediately to your supervisor. If the supervisor is unavailable, or you believe it would be 
inappropriate to contact that person, you should immediately contact the SP Office or any other 
member of management. You can raise concerns and make reports without fear of reprisal or 
retaliation. 
 
All allegations of sexual harassment will be quickly and discreetly investigated. To the extent 
possible, your confidentiality and that of any witnesses and the alleged harasser will be protected 
against unnecessary disclosure. When the investigation is completed, you will be informed of the 
outcome of the investigation. 
 
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment 
must immediately advise the SP Office or any member of management so it can be investigated 
in a timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will 
be subject to disciplinary action, up to and including termination of employment. 
 
 
 
20 Drug Testing 
 
SP is committed to providing a safe, efficient, and productive work environment for all employees. 
Using or being under the influence of drugs or alcohol on the job may pose serious safety and 
health risks. To help ensure a safe and healthful working environment, job applicants and 
employees may be asked to provide body substance samples (such as urine and/or blood) to 
determine the illicit or illegal use of drugs and alcohol. Refusal to submit to drug testing may 
result in disciplinary action, up to and including termination of employment. 
 
The Employee Assistance Program (EAP) provides confidential counseling and referral services 
to employees for assistance with such problems as drug and/or alcohol abuse or addiction. It is 
the employee's responsibility to seek assistance from the EAP prior to reaching a point where his 
or her judgment, performance, or behavior has led to imminent disciplinary action. Participation in 
the EAP after the disciplinary process has begun may not preclude disciplinary action, up to and 
including termination of employment. 
 
Copies of the drug testing policy will be provided to all employees. Questions concerning this 



policy or its administration should be directed to the SP Office. 
 
 
 
21 Progressive Discipline 
 
The purpose of this policy is to state SP position on administering equitable and consistent 
discipline for unsatisfactory conduct in the workplace. The best disciplinary measure is the one 
that does not have to be enforced and comes from good leadership and fair supervision at all 
employment levels. 
 
SP own best interest lies in ensuring fair treatment of all employees and in making certain that 
disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary 
action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory 
service in the future. 
 
Although employment with SP is based on mutual consent and both the employee and SP have 
the right to terminate employment at will, with or without cause or advance notice, SP may use 
progressive discipline at its discretion. 
 
Disciplinary action may call for any of four steps -- verbal warning, written warning, suspension 
with or without pay, or termination of employment -- depending on the severity of the problem and 
the number of occurrences. There may be circumstances when one or more steps are bypassed. 
 
Progressive discipline means that, with respect to most disciplinary problems, these steps will 
normally be followed: a first offense may call for a verbal warning; a next offense may be followed 
by a written warning; another offense may lead to a suspension; and, still another offense may 
then lead to termination of employment. If more than 12 months have passed since the last 
disciplinary action, the process will normally start over. 
 
SP recognizes that there are certain types of employee problems that are serious enough to 
justify either a suspension, or, in extreme situations, termination of employment, without going 
through the usual progressive discipline steps. 
 
While it is impossible to list every type of behavior that may be deemed a serious offense, the 
Employee Conduct and Work Rules policy includes examples of problems that may result in 
immediate suspension or termination of employment. However, the problems listed are not all 
necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger 
progressive discipline. 
 
By using progressive discipline, we hope that most employee problems can be corrected at an 
early stage, benefiting both the employee and SP. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Employee Acknowledgement 

 
 
 
The employee handbook describes important information about SP, and I understand that I should consult 
the SP Office regarding any questions not answered in the handbook. 
 
Since the information, policies, and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the handbook may occur. All such changes will be communicated through 
official notices, and I understand that revised information may supersede, modify, or eliminate existing 
policies. Only the Chief Executive Officer of SP has the ability to adopt any revisions to the policies in this 
handbook. 
 
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal document. I 
have received the handbook, and I understand that it is my responsibility to read and comply with the 
policies contained in this handbook and any revisions made to it. 
 

Policies and Procedures 
 
1.  I understand that I am to complete any job assignment I accept.  If I do not complete the assignment, 
Staffing Partners, LLC can assume that I have voluntarily quit. 
 
2.  I understand that I am an employee of Staffing Partners, LLC,  I and or Staffing Partners, LLC can 
terminate my employment.  When an assignment ends, I must report to a Staffing Partners, LLC office for 
my next job assignment.  Failure to do so or to accept my next job assignment will indicate that I have 
voluntarily quit and will not be eligible for unemployment benefits. 
 
3.  Staffing Partners, LLC has a very strict “NO DRUG POLICY”, and I have signed a consent form to submit 
to testing.  I understand that my failure to comply with this agreement will be grounds for my immediate 
termination. 
 
4.  Once I have accepted an assignment, I am responsible for my timecard.  I understand that Staffing 
Partners, LLC will not recognize or pay for any hours worked by an employee without the timecard being 
signed by both the client and the employee. 
 
5.  If for any reason, I cannot make it to work, or will be late, I will contact Staffing Partners, LLC one hour 
prior to the start time.  My failure to do so may be grounds for dismissal and/or indicate that I have 
voluntarily quit. 
 
6.  If I sustain an injury, or have an accident, while on the job, I will inform the client and Staffing Partners, 
LLC immediately after the incident. 
 
7.  I understand and will comply with Staffing Partners, LLC safety rules and regulations and hazardous 
communication program explained to me in the safety orientation. 
 
8.  Staffing Partners, LLC pays its employees once a week.  Our pay period starts on Sunday and ends on 
Saturday.  My check will be ready after 11am the Friday following the week worked. 
 
9.  I understand that in order to be paid in a timely manner, timecards must be turned in no later than 5pm 
each Monday following the week worked.  Any late timecards will not be paid until the next payroll week. 
 
10.  I have read and fully understand the above statements regarding Staffing Partners, LLC policies and 
procedures and agree to the same.  I understand that failure to comply with these policies and procedures 
could lead to my termination and may jeopardize my insurance benefits. 
 
 
Employee Signature: ____________________________________  Date: __________________ 
 
 
Staffing Services Representative: _____________________________  Date: _______________    
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