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Welcome to Employnet Workforce Management, Inc. (“EWM” or “the Company”).  Please review the 
following information and feel free to keep this page as a quick reference guide during your 
relationship with EWM.  

 

Ø Application Procedures: Complete the application packet in its entirety and return to your 
EWM representative. 

Ø Timecards: You will be provided access to our electronic timecard system, WebCenter. We ask 
that you set up your account as soon as you receive the invitation email so you can start utilizing 
this system.  Completed Electronic Timecards are due in no later than 10:00 am each Monday 
following the week worked. Please enter all hours worked from time of arrival to time of 
departure.  Please also enter the time at which you left to take your meal period and the time at 
which you returned to work at certain Client sites you may be issued time clock or badge access 
that can be used to access work areas and/or for electronic timekeeping.   

Ø Pay Cycle: EWM operates on a weekly pay cycle. 
Ø Direct Deposit: You can opt for your check to be direct deposited into your account. The first and 

in some cases your second check will arrive as a regular paper check to your mailing address. This 
delay is caused by our need to pre-note your account to ensure that your funds are put into the 
correct account. You will see the funds in your account each Friday. If it is a Federal Holiday, the 
funds will be available the following business day. 

Ø Benefits: Employees regularly scheduled to work thirty (30) or more hours per week (or fewer 
hours depending on state law) will be eligible for medical insurance coverage in accordance with 
federal or state law, as well as dental benefits.  You will receive a new hire packet shortly after 
hire with more information. You may contact the various providers directly for any questions you 
may have. 

Ø Injuries: If you are injured, please contact your immediate supervisor as soon as possible and 
then contact your EWM representative. All injuries or incidents must be reported within 24 
hours. 

 
Should you have any questions: Please feel free to contact us Monday through Friday, 8:00 AM to 5:00 
PM PST.  We congratulate you on your new position and welcome you to Employnet Workforce 
Management, Inc.   
 
Sincerely, 
Employnet Workforce Management, Inc. 

Ph: (877) EWM-TEMP 
  

 
 



Employnet Workforce Management, Inc. 2 Ph:   (877) EWM-TEMP 
                   

 
 
Welcome to Employnet Workforce Management, Inc. By completing our orientation process, you are 
seeking to join a team of hardworking professionals dedicated to consistently delivering outstanding 
service to our Clients and contributing to the financial success of EWM, its clients, and its employees. 
Equal access to programs, services, and employment is available to all qualified persons. We consider the 
employees of EWM to be one of its most valuable resources. This handbook has been written to serve as 
the guide for the employer/employee relationship. 

 
About This Handbook 

 
The following pages contain information regarding many of the policies and procedures of Employnet 
Workforce Management, Inc. (hereinafter referred to as "EWM" or “the Company”).  This is not an 
employment contract and is not intended to create contractual obligations of any kind. 

 
Please remember that the employment relationship is “at-will,” meaning that either you or EWM can 
terminate the employment relationship with or without cause and with or without prior notice.  No 
supervisor has the authority to change this policy.  Only the Chief Executive Officer (CEO) of EWM has the 
authority to change or modify the “at-will” status of employees, and only in a writing signed by EWM’s 
CEO and the employee (or the employee’s representative).  
 
Other than the at-will employment relationship, EWM reserves the right to modify the policies and 
procedures of this handbook, or to withdraw or change them, at any time. We will notify you when an 
official change in policy or procedure has been made. 

 
The policies contained in this handbook shall be applied to conform to federal and state law applicable 
in the state where you work.  If you have any questions, please contact the Vice President of Human 
Resources by calling (877) EWM-TEMP. 
. 
 
This Handbook is not intended to interfere with employees’ rights to participate in concerted activity 
such as communicating with their co-workers regarding their wages, hours, or terms and conditions of 
employment, or with any other rights protected under the National Labor Relations Act (“NLRA”). 

 
EWM values the many talents and abilities of its employees and seeks to foster an open, cooperative and 
dynamic environment where employees and EWM alike can thrive.  If you would like further information 
or have questions about any of the policies and procedures outlined in this handbook, please feel free to 
bring them to the attention of the Vice President of Human Resources. 
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Definitions 
In reviewing this handbook, please note the following definitions:  
• “Chief Executive Officer” or “CEO” means Charles N. Tope, located at 2555 

Garden Road, Suite H, Monterey, CA  93940. 
• “Company” means EWM 
• “Client” means the client of EWM that you are assigned to work for.  
• “Client Site Representative” means your primary contact at the client’s worksite. 

 
• “EWM Representative” means your primary contact at Employnet Workforce Management, 

Inc. 
•  
• “Supervisor” means your immediate, Client site supervisor. 
• “Vice President of Human Resources” means Employnet Workforce Management, Inc. Vice 

President of Human Resources, located at 2555 Garden Road, Suite H, Monterey, CA 93940. 
 
 
 
 
 
 
 
 
 
 
 
 

(Section left intentionally blank) 
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General Policies and Procedures 

 

At Will Employment 
EWM does not offer tenured or guaranteed employment. Unless EWM has otherwise expressly agreed in 
writing, your employment is AT WILL and may be terminated by you or by EWM at any time, with or 
without notice, for cause or for no cause. 

 
Employment that is “at-will” is employment that may be terminated with or without cause, with or 
without notice, at any time, by the employee, EWM, or the Client. No manager, supervisor or employee 
of EWM or of the Client has the authority to enter into any agreement for employment for any specified 
period of time. Only the CEO of EWM has the authority to enter into an agreement for employment for 
any specified period of time or to make an agreement for employment other than at-will. Any such 
agreement must be in writing signed by you, or your representative, and the CEO of EWM. 

 
Job Assignments 
Job assignments may be sporadic, intermittent, unpredictable, and irregular. As a result, significant gaps 
may occur between assignments. Nevertheless, the employment relationship will not end at the 
conclusion of any assignment, unless EWM or employee notifies the other of the decision to end the 
employment relationship in the manner noted above. In the absence of such notice, the end of an 
assignment will not constitute or be considered a discharge, release, resignation, or termination of the 
employment relationship. 

 
Between assignments, we will continue to consider you for suitable work opportunities for which we 
determine you are qualified. You will not earn wages except when you perform actual work on 
assignments you are given or when otherwise required by law. You also may take advantage, on a purely 
voluntary basis, of our training resources between assignments. 

 
While the employment relationship continues, you will be paid in accordance with the regular payday 
rules governing current employees. You will be paid on regular paydays following the completion of 
services on any assignment. If you expressly notify us of your decision to quit, or if you are terminated, 
you will receive your final wages when applicable law requires. 

 
After you are hired, you normally will not need to complete a new application form or additional new- 
hire paperwork in order to receive additional assignments as long as you remain employed. Exceptions 
will occur if you seek a new assignment that requires special screening or if special requirements are 
imposed by a particular client or are required by law. 

 
Review of Employee Handbook 
New employees will receive access to or a copy of the Employee Handbook and will be given the time to 
read it and ask any clarifying questions. The signed copy of the “Receipt and Acknowledgment of 
Employee Handbook” will be placed in the employee's personnel file.  Please sign and return the form 
found at the back of this Handbook. 
Reporting Changes 
You are responsible for promptly notifying an EWM representative of any change in your name,  
 



Employnet Workforce Management, Inc. 5 Ph: (877) EWM-TEMP 

 
 
address, telephone number, marital status, tax withholding allowances, emergency contact 
information, insurance beneficiary, or dependent insurance coverage. Accurate and correct 
information is vital for benefits and insurance records and other EWM files. 
 
Job Classifications 
Employees are classified by two major categories: "Exempt” and "Non-exempt." This handbook applies 
to both Exempt and Non-Exempt employees. 
 

(1) Exempt employees are generally salaried and fall into one or more of the following four 
classifications: executive, professional, administrative, or outside sales. These employees are 
exempt from the applicable provisions of state and federal (“Fair Labor Standards Act” or “FLSA”) 
wage and hour laws. 
 

(2) Non-exempt employees are subject to provisions of state and federal (FLSA) wage and hour laws, 
including eligibility to receive overtime pay in accordance with those laws. Non-exempt 
employees are required to submit a time record for each pay period, approved by the 
appropriate supervisor, for the purpose of tracking hours worked and calculating compensation. 

 
Pay Periods 
All employees are paid by way of regular United States Postal service mail.   Checks will be mailed to   the 
employee address on file with EWM on the Friday of the week following the week in   which work is 
performed. The check date will be the Friday of that week.  Alternative payment dates may be established 
for designated employees. Employees are paid for the hours entered and approved on the employee time 
sheet.  As such, it is of the utmost importance that employees enter on their time sheet all hours worked 
including the time of arrival, the time when any meal period started and ended, and the time of departure. 

 
You may also elect to be processed by way of ACH / Direct Deposit. This method is highly suggested. In 
this case funds will be put into your account each Friday following the week in which work was performed.  
Funds may take up to 24 hours to post to your account.  If you are interested in receiving your wages by 
direct deposit, you should speak to an EWM representative. 

 
Hours of Work 
EWM’s office hours are 8:00 a.m. to 5:00 p.m. PST, Monday through Friday.  Work hours for employees 
are established by EWM and our Client for each employee.   
 
The EWM office is closed on the following holidays: New Year’s Day, Labor Day, Thanksgiving, 
Christmas, Memorial Day, and Fourth of July. 

 
Meal and Rest Breaks 
EWM and the Client you support, establish when you will take your breaks and meal periods. EWM 
will provide breaks and meal periods in compliance with State and Federal law. 

 

California Employees:  If you are a non-exempt employee working in California, you will be provided a 
paid ten-minute break for every four hours worked, or major fraction thereof.  These breaks are to be 
ten consecutive uninterrupted minutes taken as close to the middle of the four-hour period as 
practical.  Supervisors at Client sites have the discretion to ask an employee to take a later rest period 
as necessary to meet staffing requirements.  Rest periods are intended to provide employees an 
opportunity for rest and relaxation and are always provided to employees.  Accordingly, employees are 
entirely relieved from duty during their rest periods.  Rest periods should be enjoyed away from 
employee work areas, and employees are not permitted to perform any duties during rest periods.  
Employees may leave the worksite during rest periods.  If, due to an emergency, an employee is  



Employnet Workforce Management, Inc. 6 Ph: (877) EWM-TEMP 

 

required to work through a rest period or to take a rest period of less than ten minutes, the employee 
must immediately notify the employee’s supervisor at the Client site and an EWM representative.  All 
non-exempt employees working in California are required to comply with this rest period provision.  
Violations of this policy may result in disciplinary action, up to and including possible termination of 
employment. 

A non-exempt employee working in California who works a five-hour shift or longer will receive an 
unpaid meal period of at least thirty minutes that will begin before the completion of the fifth hour of 
work.  Non-exempt employees who work more than ten (10) hours in a workday will be provided a 
second meal period of at least thirty (30) minutes, which must begin before the completion of the tenth 
hour of work.   

Any employee who works at least five (5) hours but no more than six (6) hours in a workday may waive 
the employee’s meal period by mutual consent of EWM, the Client, and the employee.  Any employee 
who works more than ten (10) hours but fewer than twelve (12) hours in a workday may waive the 
employee’s second meal period by mutual consent of EWM, the Client, and the employee, so long as 
the employee did not waive the employee’s first meal period. 

Meal periods are intended to provide employees an opportunity for rest and relaxation and are always 
provided to employees.  Accordingly, employees are entirely relieved from duty during their meal 
periods.  Meal periods should be enjoyed away from employee work areas, and employees are not 
permitted to perform any duties during meal periods.  Employees may leave the worksite during meal 
periods. 

If, due to an emergency, an employee is required to work through a meal period, take a late meal 
period, or return to duty before the employee has taken at least a thirty (30) minute meal period, the 
employee must immediately notify the employee’s Client site supervisor and an EWM representative.   

All non-exempt employees in California are required to enter on their timecards the beginning and 
ending times of their meal periods. 

All non-exempt employees in California are required to comply with this meal period policy.  Violations 
of this policy may result in disciplinary action, up to and including possible termination of employment. 

 
The paid rest breaks may not be combined with the meal period nor used to make up for reporting to 
work late or to leave early.   

 
Time Keeping 
Accurate time recording and reporting is a requirement for all labor performed. Your method of time 
reporting will depend on the Client and possibly the area where you work.  The following are the possible 
methods of recording hours worked: 

 
• WebCenter – You may be issued access to WebCenter, a web-based method to track hours and 

process your pay. If you are entering your hours via Web, you will enter your hours at the end of 
each day to ensure you capture all hours worked. Your hours are reviewed by your Client site 
supervisor and approved online. 

 
• Electronic Timekeeping – At certain Client sites, you may be issued time clock or badge access that 

can be used to access work areas and/or for electronic timekeeping. Each time clock has a 
department code assigned to the clock. Employees are required to clock in/out at the time clock 
located in their department using their EWM assigned ID. If there is a problem with the time clock,  
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the employee should notify the Client site supervisor and the Client site supervisor will direct the 
employee to the next appropriate time clock station. Employees should clock in no sooner than 5 
minutes before/after the scheduled shift and clock out no later than 5 minutes before/after the 
scheduled shift. Nonexempt employees are required to clock in/out for meal periods in addition 
to the beginning and end of the day. If the employee misses an entry into the timekeeping system, 
the employee will notify the Client site supervisor and an EWM representative as soon as possible. 
The Client site supervisor will manually enter the employee’s work hours via the manager time 
clock portal. Employees who consistently miss time clock entries will be subject to disciplinary 
action. In this case employees must enter their hours on a daily basis and these must be submitted 
to EWM no later than 10 AM on Monday following the week in which work was performed.  

 
Overtime 
Employees are not to work overtime unless authorized to do so.  Employees asked to work overtime are 
required to do so. Overtime is paid in accordance with the federal Fair Labor Standards Act and the laws 
of the state, county, or city where the employee is performing work. Employees will be paid for all hours 
worked, but may be subject to disciplinary action for working overtime without authorization.  Exempt 
employees are not eligible for overtime pay.   

 
Payroll 
Both exempt and nonexempt employees will have federal and state taxes withheld from their wages. 
Payroll checks will not be released prior to the set pay schedule for any reason, nor will they be released 
to anyone other than the employee. 
 
Expense Reimbursement 
EWM will reimburse employees for reasonable business expenses incurred in the course of performing 
their job duties.  Employees are required to limit business-related expenses to reasonable amounts.  In 
all cases, employees are required to obtain prior approval before incurring expenses on behalf of EWM.  
Employees who have incurred reasonable business expenses in the course of their employment must 
submit a completed expense report together with all applicable receipts to an EWM representative within 
fifteen (15) days after incurring the business expense. 
 
The use of a personal vehicle for EWM and its Clients’ business activities must be approved in advance 
and in writing by EWM’s Vice President of Human Resources.  This does not include commute time from 
home to the place of work and from the place of work to the home.  Employees must record mileage and 
submit for reimbursement.  Reimbursement will be at the then-current mileage rate approved by the 
Internal Revenue Service.  Falsification or exaggeration of the actual miles driven on EWM Client business 
will subject an employee to disciplinary action, up to and including termination of employment. 
 
Employees who are involved in an accident while traveling on EWM Client business must promptly report 
the incident to the Vice President of Human Resources. 
 
If employees use or are asked to use their personal cell phones for EWM Client business, they should 
contact the EWM Vice President of Human Resources.   

 

Attendance & Punctuality 
Punctual and regular attendance is an essential function of each position at EWM.  Additionally, 
performance of each employee’s job on client premises is an essential function of every employee’s job. 
Employees are required to report to work as scheduled, on time and prepared to start working. Employees 
also are required to remain at work for their entire work schedule, except during meal and rest periods. 
Late arrival, early departure or other absences from scheduled hours are disruptive and must be avoided. 
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 Absence 
If you experience unanticipated factors that prevent you from arriving at work on time or cause you to miss 
a shift entirely, you are required to contact your EWM representative FIRST, and then contact your Client 
site representative at least one hour before the time that you are scheduled to begin working for that day. 
Whenever possible, you should notify your EWM representative and your Client site representative the 
night before an anticipated absence. If you are unable to reach your EWM representative and your Client 
site representative to notify them of an upcoming absence, you must continue attempts to reach your EWM 
representative and your Client site representative until contact is made.  
 
Except in extenuating circumstances, you are required to notify your EWM representative and your Client 
site representative each day you intend to be absent, even if you have given prior notification to your EWM 
representative and your Client site representative of the anticipated duration of the absence. You must 
give notification of an upcoming absence or tardiness. Messages left with any unauthorized coworker, 
receptionist, or on an answering machine regarding an upcoming absence or tardiness are not sufficient 
and will automatically be considered a no show, no call.  
 
If you are unable to give one hour notice then, to the extent practicable, you must provide reasonable 
advance notice to your EWM representative and your Client site representative before the time you are 
scheduled to begin working for that day.   
 
Employees with more than three consecutive days of excused absences because of illness or injury must 
provide EWM a physician certification releasing the employee for duty prior to returning to work. 

 
Tardiness and Early Departures 

If you experience unanticipated factors that prevent you from arriving at work on time, you are required to 
contact your EWM representative FIRST, AND then contact your Client site representative at least one hour 
before the time you are scheduled to begin working for that day. 
 
Employees are required to report to work and return from scheduled breaks on time. If employees cannot 
report to work as scheduled, they must notify their EWM representative and their Client site representative 
no later than their regular starting time. This notification does not excuse the tardiness but simply notifies 
the employee’s EWM representative and Client site representative that a schedule change may be 
necessary. Employees who must leave work before the end of their scheduled shift must notify their EWM 
representative and their Client site representative immediately. 
 

Disciplinary Action 
     Excessive absenteeism will result in disciplinary action up to and including termination from the 
assignment with the Client and from employment with EWM. Employees may also be disciplined for poor 
attendance if they have patterned absences (for example, the day after a holiday weekend). Disciplinary 
action will not be imposed if absences are covered by the Family and Medical Leave Act (FMLA), leave 
provided as a reasonable accommodation under the Americans with Disabilities Act (ADA) and/or state law, 
absences resulting from vacation, or other legally protected absences.  
 

Job Abandonment 
Any employee who fails to report to work for a period of three days or more without notifying the 
employee’s supervisor, an EWM representative, or a client site representative will be considered to have 
abandoned the job and voluntarily terminated the assignment with the client and the employment 
relationship with EWM.  If an employee is out on a legally protected absence for three consecutive days  
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without notifying the employee’s EWM representative and Client site representative, the employee will 
not be presumed to have resigned from employment but the employee may be disciplined for failing to 
notify the EWM representative and the Client site representative of the legally protected absence as 
required by EWM policy. 
 

• California Employees: The above policy on Attendance and Punctuality does not apply to and does 
not affect the right of an employee in California to use paid sick leave under the California Healthy 
Workplaces, Healthy Families Act.  Employees absent pursuant to the California Healthy 
Workplaces, Healthy Families Act must give reasonable advance notification if the need for the 
paid sick leave is foreseeable, and if the need for the paid sick leave is not foreseeable, must 
provide notice of the need for the leave as soon as practicable.  Employees absent pursuant to the 
California Healthy Workplaces, Healthy Families Act are not required to provide medical 
verification concerning their absence. 

 
o EWM will not deny an employee working in California the right to use accrued Healthy 

Workplaces, Healthy Families Act paid sick days, or discharge, threaten to discharge, 
demote, suspend, or in any manner discriminate against an employee for using accrued 
sick days or exercising or attempting to exercise the rights provided by the California 
Healthy Workplaces, Healthy Families Act of 2014. 

 
Availability for Work 
Employees must be available for work during normal business hours.   If, for any reason, there is a change 
in your work availability status, you must notify your Client site supervisor and your EWM representative 
at least one week prior to the change.  For California employees, if the unavailability for work fits within 
the reasons under the California Healthy Workplaces, Healthy Families Act, and the employee is eligible 
for and has accrued, unused Healthy Workplaces, Healthy Families Act paid sick leave to apply, the 
employee must give reasonable advance notification if the need for the paid sick leave is foreseeable, and 
if the need for the paid sick leave is not foreseeable, must provide notice of the need for the leave as soon 
as practicable.   

 
Benefits 
Temporary employees are eligible for benefits in accordance with applicable local, state, and federal law, 
including the Affordable Care Act (“ACA”) guidelines. For more information regarding benefits programs, 
please refer to the EWM Summary Plan Descriptions, which were provided to employees upon hire, or 
contact the EWM Vice President of Human Resources. 

 
Holidays 
EWM and the EWM Client requirements, dictate the holiday policy for temporary employees. If your 
assignment involves holiday pay, this will be identified for you in a separate attachment to this handbook. 

 
Drugs and Alcohol 
EWM recognizes the importance of maintaining a safe, efficient and healthy work environment for its 
employees and is committed to providing a drug free work environment.  In keeping with this 
commitment, EWM has adopted this policy to ensure that employees perform their duties safely, 
efficiently, and in a manner that protects employees, Clients, and the interests of EWM.  Being under the 
influence of any drug and/or alcoholic beverage on the job poses serious risks to employee health and 
safety.  EWM has therefore adopted a strict policy regarding the use or possession of drugs or alcohol.  
This policy applies to the use of marijuana, whether prescribed or used recreationally. 

The manufacture, sale, distribution, dispensation, possession or use of intoxicating beverages, marijuana, 
narcotics and/or illicit drugs while on duty or being under their influence while on duty is prohibited and 
constitutes grounds for disciplinary action.  Legally prescribed medications are permitted only to the  
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extent that the use of such medications does not adversely affect the employee’s work ability, job 
performance, or the safety of that individual or others. 

In order to promote a safe, productive and efficient workplace, EWM and its Clients reserve the right to 
inspect desks, boxes, packages, lunch boxes, purses, briefcases, backpacks, containers, and other objects 
brought onto EWM or Client property that might conceal alcohol, marijuana, and/or illegal drugs.  Failure 
to cooperate with a requested inspection may result in immediate termination of employment. 

EWM retains the right to require testing under the following circumstances: 

• Pre-employment.  Drug, marijuana, and alcohol tests will be conducted on all employees being 
considered for certain positions with certain Clients based on government regulations requiring 
such testing, or based on Client policies requiring such testing due to the nature of the position. 

• Reasonable Suspicion.  Drug, marijuana, and alcohol tests will be conducted whenever there is a 
reasonable suspicion that an employee is under the influence of alcohol, marijuana, or another 
chemical substance.  EWM’s determination that reasonable suspicion exists to require the 
employee to undergo an alcohol, drug, marijuana, and controlled substance test will be based on 
objective symptoms such as specific, contemporaneous, articulable observations concerning the 
employee’s appearance, behavior, speech, body odors and/or other facts.  The observations may 
include indications of the chronic and withdrawal effects of controlled substances.  A reasonable 
suspicion may be based on evidence of erratic job behavior, including, but not limited to, a decline 
in an employee’s productivity, higher than average accident rates, repeated tardiness or absence 
from work, violent behavior, emotional unsteadiness, sensory/motor skill malfunctions, or 
possession of marijuana, a controlled substance or a dangerous drug.  A reasonable suspicion may 
also be based on evidence of any kind that an employee may be impaired or present a safety risk 
to himself/herself or others.  The Vice President of Human Resources must be consulted before 
an employee is subjected to reasonable suspicion testing. 

• Post-Accident.  Drug, marijuana, and alcohol tests will be conducted after an accident in which 
employee use of alcohol, marijuana, drugs, and/or other controlled substances is likely to have 
contributed to the incident, whether the incident resulted in injury or not.  The drug test must be 
able to accurately identify impairment caused by drug use.  Only those employees reasonably 
suspected to have been using alcohol, marijuana, drugs, and/or other controlled substances and 
whose actions, or failure to act, are reasonably believed to have caused or contributed to the 
accident will be tested.  Investigation and subsequent testing, if warranted, must take place within 
no more than two (2) hours following the accident.   

If an employee refuses to cooperate with the administration of a drug test under any of the circumstances 
set forth above, the refusal will be handled in the same manner as a positive result. 

Employees that receive an inconclusive drug test result during a pre-employment, reasonable suspicion, 
or post-accident drug test will be immediately re-tested at Employnet Inc.’s expense.  An inconclusive test 
result on the second pre-employment drug test may result in disqualification of the applicant or employee 
from employment or assignment.  An inconclusive test result on the second reasonable suspicion or post-
accident drug test may result in immediate discharge. 

 
Employees who have violated this policy are subject to discipline up to and including discharge.  An 
employee who is discharged for testing positive is not eligible for rehire by EWM for a minimum of a 90-
day period.  Upon reapplying, the employee will be subject to drug testing as described in this policy. 

 
Violence & Weapons 
EWM takes threats of violence extremely seriously. Any act or threat of violence by any employee against 
any employee including any co-worker or supervisor, or against any client, supplier, partner, visitor, or any 
other person that the employee comes into contact with related to the employee’s job with EWM is strictly 



Employnet Workforce Management, Inc. 11 Ph: (877) EWM-TEMP 

prohibited. This policy applies to all EWM employees, whether on or off EWM or Client property. 
 
Any use or possession of weapons, whether illegal or not, is prohibited on EWM and Client property and 
while on EWM or Client business. ”Weapons” include knives, guns, firearms, martial arts weapons, or any 
other object that is used as a weapon. Any employee caught possessing a weapon while on EWM or Client 
property will be disciplined, up to and including termination. 

 
Smoking 
Smoking is not allowed in EWM or Client facilities or in EWM or Client vehicles. 

 
Workplace Attire 
Employees are expected to use good judgment and taste and to show courtesy to the client, their co-
workers, associates, and others they come into contact with while working by dressing in a professional, 
neat, clean fashion that is presentable and appropriate to their work environment or as required by their 
assignment. Some EWM clients require uniforms for the employees.  If required, EWM or the Client may 
provide uniforms or the employee will be reimbursed for the cost of such uniforms. Some EWM Clients 
may have specific dress codes that you must follow. 
 
EWM will reasonably accommodate employees’ religious dress or grooming practices.  EWM will also 
reasonably accommodate employees’ gender identity and gender expression dress or grooming practices 
and traits historically associated with race (including hair texture and protective hairstyles). EWM will 
provide reasonable accommodations, unless such accommodations are precluded by business necessity. 

 
Telephone Use 
Telephones may be provided at client job sites to enable employees to carry out work assignments in an 
efficient manner.  Personal telephone calls should be kept to a minimum and personal toll calls should not 
be made at EWM’s or Client’s expense. 
 
Voice Mail and Electronic Mail 
All electronic and telephone communication systems and all communications and information transmitted 
by, received from, or stored in these systems are the property of EWM or the EWM Client, and as such are 
intended for job-related purposes. Personal use should be kept to a minimum.  Electronic or telephone 
communication systems may not be used to transmit messages that may be considered inappropriate 
under EWM’s or Client’s policies, including those policies prohibiting harassment, discrimination, and 
retaliation.  Employees are not permitted to use a code or password, access a file, or retrieve any stored 
communication unless authorized to do so or unless they have received prior clearance from an authorized 
EWM representative.  All pass codes and passwords of employees are the property of EWM or the Client 
and may be used by EWM and/or the Client to access electronic and t e l e p h o n e  c o m m u n i c a t i o n s  
at any time.  EWM and the EWM Client reserve the right to monitor any electronic, telephone, or other 
communications made using EWM or client systems or property. 
 
EWM and the Client reserve the right to retrieve any messages composed, sent, received, or downloaded 
on their systems.  Please note that even when a message is deleted or erased, it is still possible to recreate 
the message; therefore, ultimate privacy of messages cannot be ensured to anyone.  While voicemail, 
electronic mail, and Internet may accommodate the use of passwords for security, confidentiality cannot 
be guaranteed.  All electronic communication systems may be subject to regular monitoring. 
 
Nothing in this policy is intended to interfere with employees’ rights to participate in concerted activity 
such as communicating with their co-workers regarding their wages, hours, or terms and conditions of 
employment, or with any other rights protected under the National Labor Relations Act (“NLRA”). 
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Use of EWM and Client Vehicles 
All EWM and Client vehicles are to be used for business purposes only. Associates are not permitted to 
drive EWM or Client vehicles unless authorized by EWM and the client in writing. 

 
Use of EWM and Client Property 
All EWM and Client workspaces, including file cabinets and lockers, are the property of EWM or the Client 
and must be available to management at all times. The use of personal locks on any EWM or Client 
property is strictly forbidden. No EWM or Client property may be used to house personal files or items. No 
EWM or Client equipment, including computers, photocopiers or printers, may be used for personal 
business. 

 
Confidentiality 
During the course of employment, EWM and Client’s employees will have access to, and become 
acquainted with, intellectual property and information of a confidential, proprietary, or secret nature that 
is or may be related to the present or future business of EWM or Client.  Examples of intellectual property, 
confidential and proprietary information include EWM’s and Client’s trade secrets, trade names, customer 
lists, customer identity, customer addresses, marketing plans and strategies, financial information, 
supplier and vendor data, and customer preference data.  All such confidential and proprietary 
information is the sole property of EWM and Client and it may not be used by any EWM employee for any 
purpose other than to promote EWM or Client business. 

 
Employees shall not use or disclose any EWM or Client intellectual property, or confidential or proprietary 
information during their employment with EWM or at any other time after their employment ends, except 
as required in the course of performing their duties for EWM.  EWM will vigorously pursue all legal and 
equitable remedies to protect its intellectual property, confidential and proprietary information, and trade 
secrets. 
 
Nothing in this policy is intended to interfere with employees’ rights to participate in concerted activity 
such as communicating with their co-workers regarding their wages, hours, or terms and conditions of 
employment, or with any other rights protected under the National Labor Relations Act (“NLRA”). 

 
Postage, Shipping and Office Supplies 
Postage, shipping and office supplies paid for by EWM or the Client are for business purposes and are not 
to be used for an employee's personal purposes. 

 
Personal Property 
EWM does not assume responsibility for any employee personal property located on its premises.  
Employees are to use their own discretion when choosing to bring personal property into the workplace 
and do so at their own risk.  Additionally, employees may not bring or display in the workplace any property 
that may be viewed as inappropriate or offensive to others.  Please see the Policy against Harassment, 
Discrimination, and Retaliation set forth in this Handbook. 

 
Personal Safety 
The safety of each employee’s health and security is very important to EWM.  EWM is committed to the 
safety and health of all employees and recognizes the need to comply with regulations governing injury 
and accident prevention and employee safety. Maintaining a safe work environment, however, requires 
the continuous cooperation of all employees. 
 
EWM will maintain safety and health practices consistent with the needs of our industry. If you are ever 
in doubt about how to safely perform a job, it is your responsibility to ask your Client supervisor, an EWM 
representative, or the EWM Vice President of Human Resources for assistance. Any suspected unsafe 
conditions and all injuries that occur on the job must be reported immediately.  Compliance with these  
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safety rules is considered a condition of employment. Therefore, it is a requirement that each employee 
make the safety of employees an integral part of the employee’s job.  It is the responsibility of each 
employee to accept and follow established safety regulations and procedures. 
 
New employees must read and understand the Code of Safe Practices and the Injury and Illness Prevention 
Program. If you do not understand something that you have read, please refer your questions to your 
Client supervisor, an EWM representative, or the EWM Vice President of Human Resources. 

 
Monitoring & Searches 
All EWM and Client property is subject to monitoring and review at all times. This includes, but is not 
limited to, EWM and Client desks, offices, lockers, vehicles, voicemail, computers and email files. Reasons 
for searches and reviews include, but are not limited to, personal abuse of EWM and Client property, theft 
investigation, improper disclosure of confidential information, and violation of EWM and client policies 
including but not limited to the policy prohibiting harassment, discrimination, and retaliation. 
 
EWM and Client retain the right to conduct searches at any time.  This includes the right to search 
individual computers or files, even if protected by a password.  Any employee that attempts to obtain or 
alter a password for the purpose of accessing restricted files or to prevent EWM and/or the client from 
accessing or viewing files will be subject to disciplinary action, up to and including termination. 
 
 
 
 
 
 
 
 
 
 
 

(Section left intentionally blank) 
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Standard Employment Practices 

 

Equal Employment Opportunity 
EWM is an Equal Opportunity employer. EWM will not discriminate against qualified applicants or 
employees with respect to any terms or conditions of employment based on race, religion (including 
religious dress and religious grooming), color, national origin, ancestry, citizenship, physical disability, 
mental disability, legally protected medical condition, genetic information, marital status, registered 
domestic partner status, sex (including pregnancy, perceived pregnancy, childbirth, breastfeeding, or 
related medical conditions), gender, gender identity (defined as each person’s internal understanding of 
their gender or perception of a person’s gender identity, which may include male, female, neither male 
nor female, a gender different from the person’s sex assigned at birth, or transgender), gender expression 
(defined as a person’s gender-related appearance or behavior, or the perception of such appearance or 
behavior, whether or not stereotypically associated with the person’s sex assigned at birth), sexual 
orientation, age (40 or over), military or veteran status, or any other characteristic protected under federal 
or state law or local ordinance. 
 
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, EWM will make reasonable accommodations for the known physical or mental limitations of an 
otherwise qualified individual with a disability unless doing so would result in an undue hardship.   
 
Any applicant or employee who requires an accommodation in order to perform the essential functions 
of the job should contact the Vice President of Human Resources and request such an accommodation.  
The Client, EWM, and the applicant or employee will engage in an interactive process to identify and 
evaluate possible accommodations.  If an accommodation is identified that is reasonable and will not 
impose an undue hardship, EWM and the Client will make the accommodation. 
 
Employees with questions or concerns about any type of discrimination in the workplace are encouraged 
to bring these issues to the attention of the EWM representative, the client site representative, the Vice 
President of Human Resources, or Charles N. Tope, CEO. Employees can raise legitimate concerns and 
make good faith 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 discharge. 
 
Policy against Harassment, Discrimination, and Retaliation 
 

Purpose of Policy 
EWM is committed to providing a work environment for its employees, volunteers, independent 
contractors, unpaid interns, and applicants that is free of discrimination, harassment, and retaliation. The 
purpose of this policy is to promote equal employment opportunity and to assist all persons in 
understanding their rights, duties, and obligations.  In keeping with this policy, EWM strictly prohibits 
discrimination and harassment of any kind, including discrimination and harassment on the basis of sex 
(including pregnancy, perceived pregnancy, childbirth, breastfeeding, or related medical conditions), race, 
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color, religion (including religious dress and religious grooming), gender, gender identity (defined as each 
person’s internal understanding of their gender or perception of a person’s gender identity, which may 
include male, female, neither male nor female, a gender different from the person’s sex assigned at birth, 
or transgender), gender expression (defined as a person’s gender-related appearance or behavior, or the  
 
 
 
perception of such appearance or behavior, whether or not stereotypically associated with the person’s 
sex assigned at birth), age (40 or over), mental or physical disability, legally protected medical condition, 
genetic information, national origin, citizenship, ancestry, marital status, registered domestic partner 
status, military or veteran status, sexual orientation, or any other characteristic protected under Federal 
or State law or local ordinance.  
 
EWM’s policy against harassment, discrimination and retaliation applies to all persons involved in the 
operation of EWM and prohibits unlawful discrimination, harassment, and retaliation by EWM’s 
employees, managers, supervisors, co-workers, independent contractors, interns, volunteers, and third 
parties including but not limited to clients, customers, client employees, employees of other placement 
agencies, visitors, suppliers, vendors and others doing business with EWM with whom employees come 
into contact during the course of their work for EWM.   
 
EWM also prohibits abusive and hostile conduct in the workplace, which is conduct undertaken with 
malice that a reasonable person would find hostile, offensive, and unrelated to EWM’s legitimate business 
interests. Abusive conduct may include repeated infliction of verbal abuse, such as the use of derogatory 
remarks, insults, and epithets, verbal or physical conduct that a reasonable person would find threatening, 
intimidating, or humiliating, or the gratuitous sabotage or undermining of a person’s work performance. 
 
This policy prohibits discrimination and harassment in the form of sexual favoritism, which occurs when 
individuals are qualified for but are denied an employment opportunity or benefit because the person who 
received the employment opportunity or benefit submitted to sexual advances or requests. Favoritism or 
preferential treatment in the terms and conditions of employment on the basis of sexual conduct, sexual 
attraction, appearance, and/or physical characteristics or attributes is also prohibited. 
 
This policy also prohibits harassment and discrimination in the form of sex stereotyping.  As used in this 
policy, the term “sex stereotype” means an assumption about a person’s appearance or behavior, or about 
an individual’ s ability or inability to perform certain kinds of work based on a myth, social expectation, or 
generalization about the individual’s sex. 
 
This policy also prohibits discrimination and harassment against an individual who is transitioning, has 
transitioned, or is perceived to be transitioning.  “Transitioning” in this context refers to a process some 
transgender people go through to begin living as the gender with which they identify, rather than the sex 
assigned to them at birth.   

 
In addition, retaliation of any kind against individuals who file complaints or who assist in EWM’s 
investigation of a discrimination, harassment, or retaliation complaint is prohibited.  
 

Harassment Defined 
Harassment includes verbal, physical, and visual conduct that creates an intimidating, offensive, or hostile 
working environment or that interferes with an employee’s work performance.  Sexual harassment is 
defined as any unwelcome sexual advances, requests for sexual favors and other verbal, visual, or physical 
conduct of a sexual nature which (1) has been made either explicitly or implicitly a term or condition of an 
individual's employment, (2) is used as a basis for employment decisions such as promotions and benefits 
affecting such individual, or (3) substantially interferes with an individual's work performance or creates 
an intimidating, hostile, or offensive working environment. Harassing conduct can take many forms, but 
the most common forms may include, but are not limited to, the following: 
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• Verbal Harassment such as epithets, vulgar or derogatory jokes or comments, slurs, negative 
stereotyping, and unwelcome remarks when directed at an individual based on a protected 
characteristic listed in this policy; 

 
• Physical Harassment such as physical interference with normal work, impeding or blocking another’s 

movement, assault, unwelcome physical contact, staring at a person’s body, physically interfering 
with normal work or movement, and threatening, intimidating or hostile acts when directed at an 
individual based on a protected characteristic listed in this policy; 

 
• Visual Harassment such as offensive, derogatory, sexually oriented, or obscene photographs, 

calendars, posters, cards, cartoons, drawings and gestures, display of sexually suggestive or lewd 
objects, e-mail, computer graphics or images, unwelcome notes or letters, and any other written  or 
graphic material that denigrates or shows hostility or aversion toward an individual because of   a 
protected characteristic,  that  is  placed  on  walls,  bulletin  boards,  or  elsewhere  on  EWM’s or 
the Client’s premises or circulated in the workplace; and 
 

• Sexual favors, e.g., unwanted sexual advances, which condition an employment benefit upon an 
exchange of sexual favors. 

 
Sexually harassing conduct may be either “quid pro quo” or “hostile work environment” sexual 
harassment. 

 
• “Quid pro quo” (Latin for “this for that”) sexual harassment is characterized by explicit or implicit 

conditioning of a job or promotion on an applicant or employee’s submission to sexual advances or 
other conduct based on sex. 

 
• “Hostile work environment” sexual harassment occurs when unwelcome comments or conduct 

based on sex unreasonably interfere with an employee’s work performance or create an 
intimidating, hostile, or offensive work environment. 

 
Sexual harassment includes harassment of women by men, of men by women, and same-sex, gender- 
based harassment.  Sexual harassment need not be motivated by sexual desire. 
 

Reporting and Investigating Harassing, Discriminatory, and/or Retaliatory Conduct 
If you believe that the comments, gestures, or conduct of any Client, Client supervisor or manager, Client 
employee, co-worker, EWM employee, EWM supervisor or manager, independent contractor, customer, 
vendor, or other third party doing business with or for EWM or Client are harassing, discriminatory, 
retaliatory, or constitute misconduct in violation of this policy, you are required to immediately report the 
facts of the incident to the Vice President of Human Resources or to your Client supervisor or an EWM 
representative. Your report may be verbal or written and should include details of the incident or 
incidents, names of the individuals involved, and names of any witnesses. No adverse action will be taken 
against an employee who makes a report or cooperates in the investigation of a report of discrimination, 
harassment, or retaliation.  Any EWM or Client manager, EWM or Client supervisor, or EWM employee 
who receives a complaint or report of harassment, discrimination, or retaliation must immediately report 
such complaint to the Vice President of Human Resources or to the CEO of EWM so that the complaint can 
be investigated in accordance with this policy.  EWM will keep the complaint and investigation confidential 
to the extent possible. 
 
EWM’s policy is to have a qualified individual timely conduct a fair, thorough, objective and complete 
investigation of the complaint and provide all parties appropriate due process.  EWM will document and 
track the investigation to ensure reasonable progress.  At the conclusion of its investigation, EWM will 
evaluate whether discrimination, harassment, or retaliation has occurred based on the evidence collected. 
EWM will look at the totality of the circumstances, including the nature of the conduct and the context in 
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which it occurred, and will determine appropriate options for remedial actions and resolutions where 
necessary.  EWM will, as promptly as possible, communicate its findings, including the remedial action (if  
 
 
 
 
 
any) to be taken, to the accused and to the complainant, and, when appropriate, to any other person who  
is directly concerned.  EWM will keep the complaint and investigation confidential to the extent possible. 
 

Corrective Action 
If EWM determines that discrimination, harassment, or retaliation has occurred, EWM will take corrective 
or remedial action commensurate with the severity of the offense.  This action may include disciplinary 
action against the accused up to and including termination of employment. Steps will be taken, as 
necessary, to prevent any further discrimination, harassment, or retaliation.  

Retaliation 
No individual will suffer any reprisals or retaliation for reporting or making a complaint or for participating 
in any investigation of incidents of discrimination, harassment, or retaliation, or perceived discrimination, 
harassment, or retaliation. 
 

Additional Enforcement Action 
EWM encourages all employees to immediately report any incidents of discrimination, harassment, 
retaliation, or misconduct forbidden by this policy so that complaints can be resolved promptly.  You 
should also be aware that the Federal Equal Employment Opportunity Commission (“EEOC”) and, for 
employees performing work in California, the California Department of Fair Employment and Housing 
(“DFEH”), investigate and prosecute complaints of prohibited discrimination, harassment, and retaliation 
in employment.  If you think you have been discriminated against, or harassed, or that you have been 
retaliated against for resisting such behavior or for complaining about it, or for participating in an 
investigation about a claim, you may file a complaint with either of these agencies.  The nearest DFEH and 
EEOC branch offices are listed in the telephone book and online.   Additionally, employees may access the 
California DFEH’s sexual harassment online training courses at https://www.dfeh.ca.gov/shpt/. 
 
Immigration Law Compliance 
EWM is committed to full compliance with federal immigration laws and will not unlawfully discriminate 
on the basis of citizenship or national origin.    All offers of employment are contingent on verification of 
your right to work in the United States.  Under federal law, all newly hired employees must produce 
original documentation establishing their identity and right to work in the United States, and complete 
USCIS Form I-9, attesting that they have a right to work in the United States.  Form I-9 must be signed on 
your first day of employment.  Documentation from the Form I-9 List of Acceptable Documents 
establishing identity and right to work in the United States must be provided within three (3) business days 
of your first day of employment. 

Criminal Convictions 
Depending on the job duties of a position with a Client, as well as federal and state legal requirements 
that may apply to the position, employment in a position with a Client may be contingent upon whether 
the employee has been convicted of certain criminal offenses, to the extent allowed by law.  No questions 
about criminal convictions will be asked until a conditional job offer has been made to the individual.  If, 
after a conditional job offer has been made, it is discovered that the employee has been convicted of 
certain criminal offenses as provided by law, EWM will first do an individualized assessment as to whether 
the conviction has a direct and adverse relationship with specific job duties that would justify denying 
employment.  If EWM preliminarily decides not to hire or place the individual based on the conviction, 
EWM will send written notice to the individual so that he or she can respond.  EWM will consider any 
information the individual provides.  If EWM still decides not to hire the individual or place the individual 
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with the Client, EWM will provide the individual with written notice including certain specific information.  
Exceptions to this policy may apply pursuant to state and federal laws and regulations. 
 
 
 
 
Standards of Conduct 
EWM requires that all employees conduct themselves in a professional and ethical manner. Employees 
are prohibited from conducting business that is unethical in any way, or influencing other employees to 
act unethically.  Furthermore, employees are required to report any dishonest activities or damaging 
conduct to an appropriate supervisor.  This policy is not intended to interfere with employees’ rights to 
participate in concerted activity such as communicating with their co-workers regarding their wages, 
hours, or terms and conditions of employment, or with any other rights protected under the National 
Labor Relations Act (“NLRA”). 
 
By accepting employment with us, you have a responsibility to EWM, EWM’s clients, and your fellow 
employees to adhere to certain rules of behavior and conduct. EWM’s policy prohibits the following 
conduct, and violation of this policy may result in disciplinary action, up to, and including termination. 
 

• Negligence or willful inattention to duties or responsibilities. 
• Discourteous or insubordinate conduct. 
• Theft or dishonesty. 
• Smoking on the premises of EWM or of Client. 
• Frequent absences or tardiness.  This policy does not apply to California employee use of Healthy 

Workplaces Healthy Families paid sick leave. 
• Altering or falsifying timesheets or other documents. 
• Failure to adhere to personnel policies and procedures. 
• Disregard of safety or health rules. 
• Being under the influence or using alcohol, marijuana, or illegal drugs during work hours. 
• Harassment or discrimination in any form, including verbal, physical and visual. 
• Failure to maintain proper standards of performance or productivity. 
• Disclosing confidential information or removing confidential or proprietary information from the 

premises. 
• Violation of any EWM policy, including but not limited to any of the policies described in this 

Handbook, as revised from time to time. 
 

Employees should be aware that the above is not an exhaustive list, and conduct not specifically listed 
above, but which adversely affects or is otherwise detrimental to the interests of EWM, the Client, other 
employees, or customers may also be prohibited.   
 
In the event that you become aware of another employee's behavior or actions listed above, or other 
conduct which you believe is inappropriate, illegal, problematic, or in any way inhibits or affects your job 
performance or the EWM work environment, you are required to discuss such behavior or actions with 
the CEO of EWM, EWM’s Vice President of Human Resources, an EWM representative, a Client site 
representative, your Client supervisor, or other appropriate management personnel. 
 
EWM will promptly, thoroughly and confidentially investigate all reasonable concerns and, where 
necessary, appropriate corrective action will be taken. EWM requires your cooperation in the investigation 
of any complaint, and retaliation against employees who report such conduct, or cooperate in any 
investigation, is prohibited. To the extent practicable, EWM will maintain the confidentiality of the 
employee who makes the report, and employees who cooperate in the investigation.   
 
Nothing in this policy waives the at-will nature of your employment.  Employment with EWM is at-will, 
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and EWM or the employee may end the employment relationship at any time, with or without notice, and 
with or without cause. 
 
 
 
 
 
The Standards of Conduct policy is not intended to interfere with employees’ rights to participate in 
concerted activity such as communicating with their co-workers regarding their wages, hours, or terms 
and conditions of employment, or with any other rights protected under the National Labor Relations Act 
(“NLRA”). 
 
Personnel File 
EWM keeps personnel files on each of its employees. These files are confidential in nature and are kept 
secure. They will not be copied or be removed from the premises unless there is a legitimate business 
reason to do so. 
 
All current employees have a right to inspect their own personnel file at reasonable times, at a reasonable 
place, and on reasonable notice.  In addition, an employee has the right to request copies of the 
employee’s own payroll records (itemized wage statements) and personnel records relating to the 
employee’s performance or to any grievance about the employee in the employee’s personnel file, as well 
as all employment-related documents that the employee has signed.  An employee may inspect only the 
employee’s own personnel file and only in the presence of EWM’s Vice President of Human Resources or 
an EWM supervisor.  If you wish to inspect your personnel file, you should contact EWM’s Vice President 
of Human Resources so that a time for inspection can be arranged.  Personnel files are the property of and 
cannot be removed from the workplace premises without written authorization from the CEO of EWM or 
the Vice President of Human Resources of EWM. No employee may alter or remove any document in the 
employee’s personnel file. 
 
Federal Earned Income Tax Credit (EITC) Notification 
Based on your annual earnings, you may be eligible to receive the earned income tax credit from the 
federal government. The earned income tax credit is a refundable federal income tax credit for low 
income working individuals and families.  The earned income tax credit has no effect on certain welfare 
benefits. In most cases, earned income tax credit payments will not be used to determine eligibility for 
Medicaid, supplemental security income, food stamps, low-income housing or most temporary 
assistance for needy families’ payments.  Even if you do not owe federal taxes, you must file a tax return 
to receive the earned income tax credit.  Be sure to fill out the earned income tax credit form in the 
federal income tax return booklet.  For information regarding your eligibility to receive the earned 
income tax credit, including information on how to obtain the IRS Notice 797, or any other necessary 
forms and instructions, contact the Internal Revenue Service at 1-800-829-3676 or through its Web site 
at www.irs.gov.  
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Leaves of Absence 
 

Paid Leave 
 
Healthy Workplaces/Healthy Families Act of 2014 (for California Employees)  
 

Purpose/Objective 
In compliance with the California Healthy Workplaces, Healthy Families Act of 2014 (“HWHFA”), for its 
employees working in California, EWM provides paid sick leave to all eligible employees.    
 

Eligibility 
To be eligible, an employee must have worked in California for at least thirty (30) days for one employer 
within one year of commencing employment with EWM. 
 
 

Benefits 
Eligible employees will accrue one (1) hour of paid sick time for every thirty (30) hours worked 
commencing on their first day of work.  Employees who have not worked in California for thirty (30) days 
for one employer within a year of commencing work with EWM will begin accruing paid sick leave once 
they have worked in California for thirty (30) days for one employer within a year of commencing 
employment with EWM.   
 
Unused paid sick leave benefits under this policy will carry over from year to year.  At no time will an 
eligible employee’s total accrual of paid sick leave exceed a cap of forty-eight (48) hours or six (6) 
workdays.  If the eligible employee’s earned but unused paid sick leave reaches this cap, the eligible 
employee will cease accruing any additional paid sick leave.  Once the eligible employee uses enough paid 
sick leave to fall below the cap, the eligible employee will once again start earning paid sick leave from 
that date forward.  No additional paid sick leave will be earned during the period in which the eligible 
employee’s accrued paid sick days are at the maximum cap. 
 
Beginning on the 90th day of employment, eligible employees may begin to use paid sick time under this 
policy in minimum increments of two hours, up to a maximum of 24 hours, or three days, whichever is 
greater, per calendar year. 
 

Use 
Leave under this policy may be used for an absence due to the diagnosis, care or treatment of an existing 
health condition for, or the preventive care of, an employee or an employee’s family members as follows: 
 

• The employee’s biological, adopted, or foster child, stepchild, legal ward, or a child to whom the 
employee stands in loco parentis; 

• The employee’s or the employee’s spouse or registered domestic partner’s biological, adoptive, 
or foster parent, stepparent, or legal guardian, or a person who stood in loco parentis when the 
employee was a minor child; 
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• The employee’s spouse, registered domestic partner, grandparent, grandchild, or sibling. 
 
Paid sick leave under this policy can also be used by an employee who is a victim of domestic violence, 
sexual assault, or stalking, to obtain treatment or counseling, or engage in safety planning. 
 

Requesting Use of Paid Sick Leave 
If the need for paid sick leave is foreseeable, the employee must provide reasonable advance notification 
to the employee’s Client supervisor and to an EWM representative prior to the absence.  If the need for 
paid sick leave is unforeseeable, the employee must provide notice of the need for the leave as soon as 
practicable.  Employees who take more than the maximum allowable paid sick leave under this policy will 
be required to provide appropriate documentation to their immediate EWM representative in support of 
the leave taken. 
 
Each eligible employee will receive a statement with each pay stub stating the amount of paid sick leave 
benefits available for the employee’s use. 
 

Separation from Employment 
Unused time under this policy is not paid out at the time of separation from employment. However, 
employees who are re-employed with EWM within a year of separation will have their accrued unused 
paid sick leave under this policy reinstated. 
 

Other Leaves 
Leave under this policy may run concurrently with leave taken under other applicable policies as well as 
under local, state or federal law, including leave taken pursuant to the California Family Rights Act (CFRA) 
or the Family and Medical Leave Act (FMLA). 
 

Non-Discrimination 
EWM will not deny an employee the right to use accrued sick leave benefits under this policy, or discharge, 
threaten to discharge, demote, suspend, or in any manner discriminate against an employee for using 
accrued paid sick leave benefits or exercising or attempting to exercise the rights provided by the HWHFA. 
 
For more information regarding leave under this policy, contact Human Resources at  or by calling:  (877) 
EWM-TEMP. 
 

Unpaid 
 

Family and Medical Leave of Absence 
This policy describes your rights under the Family Medical Leave Act (“FMLA”) and the California Family 
Rights Act (“CFRA”) (for those employees performing work in California).  To the extent permitted by law, 
all federal and state mandated leaves will run concurrently. 
 

Employee Eligibility 
Employees with at least 12 months of employment at EWM and at least 1,250 hours of service during the 
12-month period immediately preceding the commencement of the leave may be eligible for a total of 12 
workweeks of unpaid family or medical leave during the applicable 12-month period. The applicable 12-
month period is a “rolling” 12-month period measured backward from the date an employee uses leave 
under FMLA and/or CFRA (for those employees performing work in California). 
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Use of Leave 

FMLA and CFRA (for those employees performing work in California) provide eligible employees with up 
to 12 weeks of time off per year for one or more of the following reasons: 
 

• For the birth of a child of the employee, including but not limited to baby bonding with a child 
after birth; 

• For placement with the employee of a child for adoption or foster care and to care for the newly 
placed child; 

• To care for a Covered Family Member (defined below) with a serious health condition;  
• To take medical leave when the employee is unable to work because of a serious health condition; 

or 
• For qualifying exigencies arising out of the fact that the employee’s spouse, domestic partner 

(California Family Rights Act only), child, or parent is on covered active duty or call to covered 
active duty status as a member of the National Guard, Reserves, or Regular Armed Forces. 

 
Leave taken for one or more of the above reasons will run concurrently under FMLA and CFRA (for those 
employees performing work in California).  In any case in which both parents of a Covered Child are 
employed by EWM and are eligible for CFRA leave (for those employees performing work in California), they 
are both entitled to a total of 12 weeks individually for such leave. 
 
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of 
leave to care for a covered service member during a single 12-month period (“Military Caregiver Leave”). 
Military Caregiver Leave may be requested to care for a covered servicemember if the employee is the 
covered servicemember’s spouse, child, parent, or next of kin.  For purposes of this leave, a covered 
servicemember is (1) a current member of the Armed Forces, including a member of the National Guard or 
Reserves, who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, 
or is otherwise on the temporary disability retired list, for a serious injury or illness, or (2) a covered veteran 
who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness and who was 
a member of the U.S. Armed Forces (including a member of the National Guard or Reserves) and who was 
discharged or released under conditions other than dishonorable at any time during the period of five (5) 
years prior to the date on which the employee takes FMLA leave to care for the covered veteran. 
 
An employee does not need to use this leave entitlement in one block.  Leave can be taken intermittently 
or on a reduced leave schedule when medically necessary.  Employees must make reasonable efforts to 
schedule leave for planned medical treatment so as not to unduly disrupt EWM’s operations.   
 

Definitions 
 

Covered Child 
• FMLA – a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a 

person to whom the employee stands in loco parentis, who is (a) under 18 years of age; or 
(b) 18 years of age or older and incapable of self-care because of a mental or physical 
disability. 

• CFRA (for employees performing work in California) – a biological, adopted, or foster child, 
a stepchild, a legal ward, a child of a domestic partner, or a person to whom the employee 
stands in loco parentis. 
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Covered Family Members 
• FMLA – the employee’s parents, children, and spouse. 
• CFRA (for employees performing work in California) – the employee’s parents, children, 

spouse, registered domestic partner, grandparents, grandchildren, and siblings.   
 

Parent 
• FMLA – a biological, foster, or adoptive parent, a stepparent, or other person who stood in 

loco parentis to the employee when the employee was a child. 
• CFRA (for employees performing work in California) – a biological, foster, or adoptive parent, 

a stepparent, a legal guardian, or other person who stood in loco parentis to the employee 
when the employee was a child.   

 
Serious Health Condition 

• A serious health condition is an illness, injury, impairment, or physical or mental condition 
that involves either an overnight stay in a medical care facility, or continuing treatment by a 
health care provider for a condition that either prevents the employee from performing the 
functions of the employee’ s job, or prevents the qualified family member from participating 
in school or other daily activities. 

• FMLA – “serious health condition” includes an employee’s own disability due to pregnancy, 
childbirth, or related medical conditions. 

• CFRA (for employees performing work in California) – “serious health condition” does not 
include leave taken for disability on account of pregnancy, childbirth, or related medical 
conditions.  An employee who performs work in California but is not eligible for CFRA leave 
may nevertheless be eligible for California Pregnancy Disability Leave. 

 
Employee Notice Requirements 

Employees must notify the Company, in writing, 30 days in advance of their need for family and medical 
leave, if the leave is foreseeable.  In unexpected or unforeseeable situations, an employee should provide 
as much notice as is practicable, such as verbal notice within one or two business days of when the need 
for leave becomes known.  Failure to provide advance notice when possible may cause delay of the leave 
request for a period up to 30 days.  In all cases of intermittent leave, employees are required to provide 
30 days’ advance notice of the need for leave if the leave is foreseeable.  If 30 days’ notice is not possible, 
the employee is required to give notice as soon as practicable, which ordinarily means at least verbal 
notification to the Company within one or two days of when the need for leave becomes known to the 
employee.  The employee is also required to inform the Company as soon as practicable if the dates of 
scheduled leave change.  If the employee’s need for leave is foreseeable due to a planned medical 
treatment or supervision, the employee shall make a reasonable effort to schedule the treatment or 
supervision to avoid disruption to the Company’s operations, subject to the approval of the health care 
provider of the individual requiring the treatment or supervision. 
 
Employees must provide sufficient information for the Company to determine if the leave may qualify for 
FMLA and/or CFRA protection and the anticipated timing and duration of the leave, but need not identify 
the nature of the serious health condition involved.  Sufficient information may include that the employee 
is unable to perform job functions, the family member is unable to perform daily activities, or the need for 
hospitalization or continuing treatment by a health care provider, or circumstances supporting the need  
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for military family leave.  Employees also must inform the Company if the requested leave is for a reason 
for which FMLA/CFRA (for employees performing work in California) leave was previously taken or 
certified.  Employees also may be required to provide a certification and recertification supporting the 
need for leave upon expiration of the time period the healthcare provider originally estimated for the 
leave. 
 
The Company will inform employees requesting leave whether they are eligible under FMLA/CFRA (for 
employees performing work in California).  If they are, the notice must specify any additional information 
required as well as the employees’ rights and responsibilities.  If they are not eligible, the Company will 
provide a reason for the ineligibility.  Additionally, the Company will inform employees if leave will be 
designated as FMLA/CFRA and the amount of leave counted against the employee’s leave entitlement.  If 
the Company determines that the leave is not FMLA/CFRA, the Company will notify the employee. 
 

Medical Certifications 
Any request for medical leave for an employee’s own serious health condition or for family care leave to 
care for a Covered Family Member with a serious health condition or for a serious injury must be supported 
by medical certification from a health care provider.  For FMLA military caregiver leave, the employee 
must provide confirmation of a family relationship to the seriously ill or injured service member.  EWM 
will provide the applicable Medical Certification Form to the employee.  Employees generally must provide 
the required certification within fifteen (15) calendar days after the Company’s request for certification. 
For foreseeable leaves, employees must provide the required medical certification before the leave 
begins. When this is not possible, employees must provide the required certification within fifteen (15) 
calendar days of the Company’s request for certification, unless it is not practicable under the 
circumstances to do so, despite the employee’s good faith efforts. 
 
The medical certification for a leave to care for a Covered Family Member, as defined above, who has a 
serious health condition must include all of the following: 

 
• The date on which the serious health condition commenced; 
• The probable duration of the condition; 
• An estimate of the amount of time that the health care provider believes the employee needs to 

care for the individual requiring the care; and 
• A statement that the serious health condition warrants the participation of a family member to 

provide care during a period of the treatment or supervision of the individual requiring care. 
 

Upon expiration of the time estimated by the health care provider regarding the probable duration of the 
Covered Family Member’s condition, the employee must obtain recertification if additional leave is 
required. 
 
The medical certification for leave for the employee’s own serious health condition must include all of the 
following: 

 
• The date on which the serious health condition commenced; 
• The probable duration of the condition; and  
• A statement that, due to the serious health condition, the employee is unable to perform the 

function of the employee’s position. 
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Where permitted by law, if the Company has a good faith objective reason to doubt the validity of the 
medical certification provided by the employee for the employee’s own health condition, the Company 
may require the employee to obtain a second opinion from a health care provider selected by the 
Company at the Company’s expense.  If the employee’s health care provider providing the original 
certification and the health care provider providing the second opinion do not agree, the Company may 
require a third opinion, also at the Company’s expense, performed by a mutually agreeable health care 
provider who will make a final determination. 
 
The Company may require that the employee obtain subsequent recertification regarding the employee’s 
serious health condition on a reasonable basis if additional leave is required. 
 

Substitution of Paid Leave for Unpaid Leave 
FMLA/CFRA (for employees performing work in California) leave is unpaid.  Employees may choose to take 
paid sick leave while taking FMLA/CFRA (for employees performing work in California) leave. 
 

Return to Work/Reinstatement 
Before returning to work from a FMLA or CFRA (for employees performing work in California) leave of 
absence due to the employee’s own serious health condition, the employee must provide a written release 
signed by the employee’s health care provider that the employee is able to return to work and is able to 
perform the essential functions of that employee’s job, with or without reasonable accommodation.  
Employees will be guaranteed reinstatement to the same or a comparable position upon timely return 
from FMLA/CFRA (for employees performing work in California) leave. 
 
If the employee’s total period of leave does not exceed 12 weeks (or 26 weeks for Military Caregiver 
Leave), the employee will be reinstated to the employee’s former position or a comparable position with 
comparable pay, benefits, status, and authority in accordance with legal requirements.  The employee’s 
right to reinstatement under the FMLA/CFRA (for employees performing work in California) terminates 
upon expiration of the 12-week FMLA/CFRA (for employees performing work in California) leave (or 26 
weeks for Military Caregiver Leave). 
 

Benefits During Leave 
Medical and family leave is unpaid. The Company requires employees who are not receiving wage 
replacement benefits to use accrued paid sick leave while taking FMLA/CFRA (for employees performing 
work in California) leave for the employee’s own serious health condition or to provide medically 
necessary care for the employee’s Covered Family Member who has a serious health condition.  In order 
to use paid leave for FMLA/CFRA (for employees performing work in California) leave, employees must 
comply with the Company’s normal paid leave policies contained in the Handbook.  If the employee 
substitutes paid leave for the unpaid leave, such payments will be deducted from the employee’s pay 
through the regular payroll deductions.  All other benefits will be governed in accordance with the terms 
of each benefit plan and are the sole responsibility of the employee. 
 
Employees taking family and medical leave will be allowed to continue participating in any health benefit 
plan(s) in which the employee was enrolled prior to the FMLA/CFRA (for employees performing work in 
California) leave (for a maximum of 12 workweeks, or 26 weeks in the case of Military Caregiver Leave) at 
the same level and under the same conditions of coverage as if the employee had not taken leave.  The 
continued participation in health benefits begins on the date that the leave first begins under FMLA or 
CFRA (for employees performing work in California).  The employee must continue to pay the employee’s 
share of the health plan premiums during the leave.  If the employee fails to pay the employee’s share of 
the premiums during leave, or if the employee fails to return from the leave at the expiration of 12 weeks 
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(or 26 weeks in the case of a Military Caregiver Leave) for a reason other than the recurrence, continuation, 
or onset of a serious health condition for which leave under this policy is allowed or other circumstances 
beyond the employee’s control, EWM can recover any health plan premiums paid by EWM on the 
employee’s behalf during any periods of the leave. 
 
Use of family and medical leave shall not constitute a break in service for seniority-related benefits, and 
will not result in the loss of any employment benefit that accrued prior to the start of an employee’s leave. 
 

No Retaliation 
EWM will not deny an employee the right to take family and medical leave or discharge, threaten to 
discharge, demote, suspend, or in any manner discriminate against an employee for taking family and 
medical leave exercising or attempting to exercise the rights provided by FMLA and/or CFRA (for 
employees performing work in California). 
  
 
Pregnancy Disability Leave (for California Employees only) 
Employnet recognizes that employees may be unable to work for temporary but extended periods of time 
due to pregnancy, childbirth, or related medical conditions (“Pregnancy-Disability”).  Accordingly, for any 
employee performing work in California who is disabled on account of pregnancy, childbirth, or related 
medical conditions, EWM provides Pregnancy Disability leave for the period of actual disability, up to a 
maximum of four months, defined as the number of days or hours an employee would normally work in 
seventeen and one-third (17 and 1/3) weeks or as otherwise required by law.  If an employee’s schedule 
varies from month to month, a monthly average of the hours worked over the four months prior to the 
beginning of the leave will be used for calculating the employee’s normal work month.  Pregnancy 
disability leave may be taken intermittently, in one-hour increments, or on a reduced-hours schedule, as 
medically advisable. 
 
An employee may request a reasonable accommodation for a condition related to pregnancy, childbirth, 
or related medical condition, if she so requests and provides EWM with medical certification from her 
health care provider.  In addition to other forms of reasonable accommodation, an employee affected by 
pregnancy may be entitled to transfer temporarily to a less strenuous or hazardous position or to less 
hazardous or strenuous duties if she so requests, the transfer request is supported by proper medical 
certification, and the transfer can be reasonably accommodated. 
 
Whenever possible, an employee should submit a written request for Pregnancy Disability leave, 
accommodation, or Pregnancy Disability transfer to the EWM Vice President of Human Resources or the 
employee’s EWM representative as soon as the employee is aware of the need for such leave, reasonable 
accommodation, or transfer.  If the leave, reasonable accommodation, or transfer is foreseeable, the 
employee must provide 30 calendar days’ advance notice to EWM of the need for Pregnancy Disability 
leave, reasonable accommodation, or transfer.  If it is not practicable for the employee to give 30 calendar 
days’ advance notice of the need for leave, reasonable accommodation, or transfer, the employee must 
notify EWM as soon as practicable after the employee learns of the need for the Pregnancy Disability 
leave, reasonable accommodation, or transfer.   
 
If an employee fails to provide the requisite 30 days’ advance notice for a foreseeable need for leave, 
reasonable accommodation, or transfer, without any reasonable excuse for the delay, or if an employee 
fails to provide the requisite medical certification at least fifteen (15) calendar days after EWM requests 
such certification, EWM reserves the right to delay the taking of the leave, reasonable accommodation, or 
transfer until at least 30 days after the date the employee provides notice of the need for the leave, 
reasonable accommodation, or transfer, or 30 days after the date the employee supports the employee’s 
request with an adequate medical certification, unless the delay would endanger the employee’s health,  
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the employee’s pregnancy, or the health of the employee’s co-workers.  Any request for a Pregnancy 
Disability leave must be supported by medical certification from a health care provider, which shall provide 
the following information: 

 
a. the date on which the employee became disabled due to pregnancy; 
b. the estimated duration of the leave needed; 
c. a statement that the employee needs to take a pregnancy disability leave because 

the employee is disabled by pregnancy, childbirth, or a related medical condition. 
 

In the case of a Pregnancy Disability accommodation or transfer, the medical certification shall provide 
the following information: 

 
a. a description of the requested reasonable accommodation or transfer; 
b. the date on which the need for a reasonable accommodation or transfer became or 

 will become medically advisable; 
c. the estimated duration of the need for reasonable accommodation or transfer; 
d. a statement that the reasonable accommodation or transfer is medically advisable 

 because of pregnancy, childbirth, or related medical condition. 
 

Upon expiration of the time period for the leave or transfer estimated by the health care provider, EWM 
may require the employee to provide another medical certification if additional time is requested for leave 
or transfer. 
 
When the leave is foreseeable and notice of at least 30 days has been provided, the employee must 
provide the medical certification before the leave begins.  When this is not practicable, the employee must 
provide the certification within 15 calendar days after the request, unless it is not practicable under the 
particular circumstances to do so despite the employee’s diligent, good faith efforts. 
 
In the case of a foreseeable need for reasonable accommodation, transfer, or Pregnancy Disability leave, 
EWM may delay granting the reasonable accommodation, transfer, or Pregnancy Disability leave to an 
employee who fails to provide timely certification until the required certification is provided. 
 
When the need for reasonable accommodation, transfer, or Pregnancy Disability leave is not foreseeable, 
or in the case of recertification, an employee must provide certification within 15 days after the request 
or as soon as reasonably possible under the circumstances.  If the employee fails to provide a medical 
certification within a reasonable time under the circumstances, EWM may delay the employee’s 
continuation of the reasonable accommodation, transfer, or Pregnancy Disability leave.   
 
An employee taking Pregnancy Disability leave must use accrued but unused sick leave during the 
Pregnancy Disability leave, and the employee may substitute any accrued, unused paid leave for which 
the employee is eligible, if any, for her leave at the employee’s option.  Except to the extent that paid 
leave is substituted for Pregnancy Disability leave, the Pregnancy Disability leave will be unpaid.  The 
substitution of paid leave for Pregnancy Disability leave does not extend the total duration of the leave to 
which an employee is entitled. 
 
In California, an employee on Pregnancy Disability leave may apply for state disability insurance. 
 
Subject to the terms, conditions, and limitations of the applicable plans, EWM will provide health 
insurance benefits during Pregnancy Disability Leave to the same degree they were provided before the 
leave began.  If the employee does not return to work from an unpaid Pregnancy Disability Leave, or  
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returns for less than thirty (30) days and then resigns, EWM will require the employee to reimburse EWM 
the amount EWM paid for the employee’s health insurance premium during the leave period. 
 
An employee on Pregnancy Disability leave will accrue employment benefits for which the employee is 
eligible only when paid leave is being substituted for unpaid leave and only if the employee would 
otherwise be entitled to such accrual. 
 
Unless EWM and the employee have already agreed upon the employee’s return date, EWM requests an 
employee who has taken a Pregnancy Disability leave, reasonable accommodation, or transfer to notify 
the employee’s EWM representative at least two weeks before the employee’s scheduled return to work 
or, as applicable, transfer back to the employee’s former position.  If the employee’s reinstatement date 
differs from EWM’s and the employee’s original agreement, or if no agreement was made, EWM shall 
reinstate the employee within two business days, or, when two business days is not feasible, 
reinstatement shall be made as soon as it is possible for EWM to expedite the employee’s return, after 
the employee notifies EWM of the employee’s readiness to return. 
 
An employee who timely returns to work at the expiration of her Pregnancy-Disability leave will be 
reinstated to the employee’s former position, or a comparable position, whenever possible and consistent 
with applicable law. 
 
Each employee who has taken a Pregnancy Disability leave, accommodation, or transfer must be released 
by the employee’s doctor to return to work.  The release should be in writing and submitted to the 
employee’s EWM representative on or before the employee’s return from a Pregnancy Disability leave, 
accommodation, or transfer. 
 
Lactation Accommodation (for employees who perform work in California) 
California law requires, and EWM provides, a reasonable amount of break time as a lactation 
accommodation for employees who wish to express breast milk for their infant when they return to work.  
In recognition of the law and well documented health advantages of breastfeeding for infants and 
mothers, EWM provides a supportive environment to enable breastfeeding employees to express their 
milk during work hours. The Company does not discriminate on the basis of breastfeeding or medical 
conditions related to breastfeeding.  
 

Company responsibilities:  
 
Breastfeeding employees who choose to continue providing breast milk for their infants after returning to 
work shall receive: 
 
• Milk Expression Breaks: Breastfeeding employees are allowed to express milk during work hours 

each time they have a need to express milk.  The break time shall, if possible, run concurrently with 
any break time already provided to the employee.  Lactation break time that does not run 
concurrently with paid break time that is already provided to the employee will be unpaid.  

 
• A Place to Express Milk:  A private space (not a toilet stall, restroom, or portable toilet) in close 

proximity to the employee’s work area, shielded from view, and free from intrusion while the 
employee is expressing milk, shall be available for the employee to express milk. The room or 
location may include the place where the employee normally works if it meets the requirements 
set forth in this policy.  The space will be private, sanitary, safe, clean and free of hazardous 
materials.  The space will contain a surface to place a breast pump and personal items.  The space 
will contain a place to sit.  The space will have access to electricity or alternative devices, including, 
but not limited to, extension cords or charging stations needed to operate an electric or battery-
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powered breast pump.   The employee shall have access to a sink with running water.  The employee 
shall have access to either a refrigerator suitable for storing milk in close proximity to the 
employee’s workspace, or a cooling device provided by EWM suitable for storing milk.   

 
Employees who do not work in an office building may either use the private space described above, or 
may use a private, enclosed, and shaded space, including, but not limited to, an air-conditioned cab of a 
truck or tractor. 
 
Where a multipurpose room is used for lactation, among other uses, the use of the room for lactation shall 
take precedence over the other uses, but only for the time it is in use for lactation purposes. 
 
EWM, working with client, may designate a lactation location that is temporary due to operational, 
financial, or space limitations.  The temporary location will comply with the accommodation requirements 
of this policy. 
 
• Breastfeeding Equipment:  EWM will not provide employees with breast pumps.  Employees are 

responsible for bringing to work a battery operated, manual, pedal-operated, or electrical 
breastfeeding pump of their own.  

 
• Education 

Prenatal and postpartum breastfeeding informational materials are available for all mothers and 
fathers, as well as their partners.  

 
Employee responsibilities: 

 
Communication with EWM representatives and Client site representatives:  Employees who wish to 
express milk during the work period shall keep EWM representatives and Client site representatives 
informed of their needs so that appropriate accommodations can be made to satisfy the needs of both 
the employee and the Company. Employees are asked to provide their EWM representative and Client 
site representative with a minimum of 48-hours advance notice of their need for lactation 
accommodations.   
• Maintenance of Milk Expression Areas:  Breastfeeding employees are responsible for keeping milk 

expression areas clean, using anti-microbial wipes to clean the general pumping area. Employees 
are also responsible for keeping the general lactation space clean for the next user.  

• Use of Break Times to Express Milk:  When more than one breastfeeding employee needs to use 
the designated lactation room, employees can use the sign-in log provided in the room to negotiate 
milk expression times that are most convenient or best meet their needs. 

 
Employer responsibility: 
 

• Written Response:  If a break time or location that complies with this policy cannot be provided, 
EWM will provide the employee with a written response. 

 
Atmosphere of Tolerance 

 
EWM does not discriminate on the basis of breastfeeding or medical conditions related to breastfeeding.  
It is prohibited under this policy to harass or discriminate against a breastfeeding employee. If an 
employee feels subjected to harassment or discrimination because the employee is breastfeeding, the 
employee should report this to the employee’s EWM representative, or to the employee’s Client site 
representative, or to EWM’s Vice President of Human Resources immediately.  Any incident of harassment 
or discrimination of a breastfeeding employee will be addressed in accordance with EWM’s policies and 
procedures on the prohibition of discrimination and harassment.  
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No employee will suffer any reprisals or retaliation for exercising or attempting to exercise any right 
protected under this policy. 
 
Employees should be aware that they may report a violation of this policy to the California Labor 
Commissioner’s field enforcement unit, which will investigate and prosecute complaints of violations of 
this policy. 
 
Other Disability Leave 
In addition to Healthy Workplaces, Healthy Families Paid Sick Leave (for California employees), Pregnancy 
Disability Leave (for California employees), other leaves provided by state law, and Family and Medical 
Leave described above, employees may take an unpaid temporary disability leave of absence if necessary 
to reasonably accommodate a disability in accordance with federal and state law.  Disability Leave will run 
concurrently with other leave to which the employee is entitled.  The duration of Disability Leave will be 
consistent with applicable law, but in no event will the leave extend past the date on which an employee 
becomes capable of performing the essential functions of the employee’s position, with or without 
reasonable accommodation.  For a full explanation of leave duration and reinstatement rights, employees 
should contact their EWS representative.    
 
Other Leaves of Absence 
Employees will also be granted a leave of absence for certain personal reasons as required by federal and 
state law that applies where the employee is working.  For example, additional leaves of absence provided 
in California include time off to vote (with pay), jury duty, appearance as a witness in a legal proceeding, 
court appearances or seeking of relief related to domestic violence, sexual assault, or stalking, court 
appearances for victims or immediate family members of victims of certain crimes, appearance at school 
by a parent when requested pursuant to the California Education and Labor Codes, bone marrow or donor 
leave (with pay), or performance of emergency duty by a volunteer firefighter.  Employees must provide 
reasonable advance notice of any need for such leave and in some circumstances, may need to provide 
appropriate documentation related to the need for the leave.  Employees out on jury duty or to testify as 
a witness are expected to return to work each day or portion of the day that they are not selected for jury 
duty, called as a witness, or otherwise required to be absent.  Employees with questions about other leaves 
of absence should contact their EWS representative. 
 
 
 
 
 
 
 

(Section left intentionally blank) 
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Injuries 
CONTACT YOUR EWM REPRESENTATIVE IMMEDIATELY UPON ANY WORK-RELATED INJURY.  IN CASE OF 
AN EMERGENCY, CALL 911 OR GO TO THE NEAREST EMERGENCY ROOM TO SEEK TREATMENT. 

 
Accident Reporting 
All accidents, injuries, potential safety hazards, safety suggestions, and health and safety related issues 
must be reported immediately to the EWM local office and to your on-site supervisor at the Client’s job 
site where you are working.  This information must also be provided to the EWM Vice President of Human 
Resources as soon as possible.  If you or another employee is injured, you must report it immediately to 
the EWM local office and to your on-site supervisor at the Client’s job site where you are working, and you 
must complete an incident report form.  Be prepared when notifying the supervisor to give details of the 
accident, exact time and place, and a list of witnesses.  This information must also be provided to the EWM 
Vice President of Human Resources as soon as possible.  If medical attention is needed, seek medical 
attention immediately, or call 911 in the event of an emergency or serious injury.  To the extent practicable 
and/or necessary, the identity of the reporter will be kept confidential. 
 
If you are injured while working for EWM or for a Client of EWM, even slightly, immediately report to your 
Client supervisor, Client site representative, or EWM representative for first aid.  If the injury requires 
medical attention, you will be transported to a health care provider for professional care.  Failure to report 
accidents or injuries can result in a violation of legal requirements.  If you are injured on the job, you may 
be entitled to benefits under the State Workers’ Compensation law.  EWM carries workers’ compensation 
insurance and will assist employees in obtaining benefits to which they are legally entitled. 
 
Submitting a Claim 
Once we have received an injury report, we will submit a claim to our Worker's Compensation Insurance 
Carrier. That adjuster will then contact the injured worker to obtain necessary information and will 
continue to track the process. Medical Caseworkers will also be used as is deemed necessary to review the 
progress and the treatment. 
 
Who Pays 
If you are injured on the job, you need only to report your injury to EWM to have your medical expenses 
covered. Different states have different rules but most states will require you to be seen by a health care 
provider of our choice, not your family physician except for emergency situations. 
 
Fraudulent Claims 
If one of our workers is injured, EWM will go to great lengths to make sure that 
person is well cared for and rehabilitated, however, we if we suspect any element of fraud surrounding 
any submitted claim, we will aggressively use all lawful means to ensure prosecution. IF YOU HURT 
YOURSELF OFF THE JOB AND THEN CLAIM THAT IT HAPPENED AT WORK, OR IF YOU ENGAGE IN ANY OTHER 
FRAUDULENT ACTIVITY, EWM WILL INVESTIGATE FULLY AND SEEK PROSECUTION OF OFFENDERS TO THE 
FULLEST EXTENT OF THE LAW. 
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Discrimination	is	illegal	

 	
	

WHAT	IS	WORKERS’	COMPENSATION?	

If	you	get	hurt	on	the	job,	your	employer	is	required	by	law	to	pay	for	workers’	compensation	benefits.	You	could	get	
hurt	by:	

	
One	event	at	work.	Examples:	hurting	your	back	in	a	fall,	getting	burned	by	a	chemical	that	splashes	on	your	skin,	
getting	hurt	in	a	car	accident	while	making	deliveries.	

—or—	
Repeated	exposures	at	work.	Examples:	hurting	your	wrist	from	using	vibrating	tools,	losing	your	hearing	because	of	
constant	loud	noise.	

—or—	
Workplace	crime.	Examples:	you	get	hurt	in	a	store	robbery,	physically	attacked	by	an	unhappy	customer.	

	

	

	

WHAT	ARE	THE	BENEFITS?	
	

• Medical	care:	Paid	for	by	your	employer	to	help	you	recover	from	an	injury	or	illness	caused	by	work.	Doctor	
visits,	hospital	services,	physical	therapy,	lab	tests	and	x-rays	are	some	of	the	medical	services	that	may	be	
provided.	These	services	should	be	necessary	to	treat	your	injury.	There	are	limits	on	some	services	such	as	
physical	and	occupational	therapy	and	chiropractic	care.	

	
• Temporary	disability	benefits:	Payments	if	you	lose	wages	because	your	injury	prevents	you	from	doing	

your	usual	job	while	recovering.	The	amount	you	may	get	is	up	to	two-thirds	of	your	wages.	There	are	
minimum	and	maximum	payment	limits	set	by	state	law.	You	will	be	paid	every	two	weeks	if	you	are	eligible.	
For	most	injuries,	payments	may	not	exceed	104	weeks	within	five	years	from	your	date	of	injury.	Temporary	
disability	(TD)	stops	when	you	return	to	work,	or	when	the	doctor	releases	you	for	work,	or	says	your	injury	
has	improved	as	much	as	it’s	going	to.	

	
• Permanent	disability	benefits:	Payments	if	you	don’t	recover	completely.	You	will	be	paid	every	two	weeks	

if	you	are	eligible.	There	are	minimum	and	maximum	weekly	payment	rates	established	by	state	law.	The	
amount	of	payment	is	based	on:	

o Your	doctor’s	medical	reports	
o Your	age	
o Your	occupation	

	
• Supplemental	job	displacement	benefits:	This	is	a	voucher	for	up	to	$6,000	that	you	can	use	for	retraining	

or	skill	enhancement	at	an	approved	school,	books,	tools,	licenses	or	certification	fees,	or	other	resources	to	
help	you	find	a	new	job.	You	are	eligible	for	this	voucher	if:	

o You	have	a	permanent	disability.	
• Your	employer	does	not	offer	regular,	modified,	or	alternative	work,	within	60	days	after	the	claims	

TIME	OF	HIRE	PAMPHLET	
This	pamphlet,	or	a	similar	one	that	has	been	approved	by	the	Administrative	Director,	must	be	given	to	all	newly	
hired	employees	in	the	State	of	California.	The	content	of	this	pamphlet	applies	to	all	industrial	injuries	that	occur	on	
or	after	January	1,	2013.	

	
It	is	illegal	under	Labor	Code	section	132a	for	your	employer	to	punish	or	fire	you	because	you:	

● File	a	workers’	compensation	claim	
● Intend	to	file	a	workers’	compensation	claim	
● Settle	a	workers’	compensation	claim	
● Testify	or	intend	to	testify	for	another	injured	worker.	

	
If	it	is	found	that	your	employer	discriminated	against	you,	he	or	she	may	be	ordered	to	return	you	to	your	job.	Your	
employer	may	also	be	made	to	pay	for	lost	wages,	increased	workers’	compensation	benefits,	and	costs	and	expenses	
set	by	state	law.	



 

 

  

Workers’	compensation	fraud	is	a	crime	

administrator	receives	a	doctor’s	report	saying	you	have	made	a	maximum	medical	recovery.	
• Death	benefits:	Payments	to	your	spouse,	children	or	other	dependents	if	you	die	from	a	job	injury	or	illness.	

The	amount	of	payment	is	based	on	the	number	of	dependents.	The	benefit	is	paid	every	two	weeks	at	a	rate	
of	at	least	$224	per	week.	In	addition,	workers’	compensation	provides	a	burial	allowance.	

	
OTHER	BENEFITS	

	

You	may	file	a	claim	with	the	Employment	Development	Department	(EDD)	to	get	state	disability	benefits	when	
workers’	compensation	benefits	are	delayed,	denied,	or	have	ended.	There	are	time	restrictions	so	for	more	
information	contact	the	local	office	of	EDD	or	go	to	their	web	site	www.edd.ca.gov.	

	

If	your	injury	results	in	a	permanent	disability	(PD)	and	the	state	determines	that	your	PD	benefit	is	
disproportionately	low	compared	to	your	earning	loss,	you	may	qualify	for	additional	money	from	the	Department	of	
Industrial	Relation’s	special	earnings	loss	supplement	program	also	known	as	the	return	to	work	program.	If	you	have	
questions	or	think	you	qualify,	contact	the	Information	&	Assistance	Unit	by	going	to	www.dwc.ca.gov	and	looking	
under	“Workers’	Compensation	programs	and	units”	for	the	“Information	&	Assistance	Unit”	link	or	visit	the	DIR	web	
site	at	www.dir.ca.gov.	

	
	

	

WHAT	SHOULD	I	DO	IF	I	HAVE	AN	INJURY?	

Report	your	injury	to	your	employer	
Tell	your	supervisor	right	away	no	matter	how	slight	the	injury	may	be.	Don’t	delay	–	there	are	time	limits.	You	could	
lose	your	right	to	benefits	if	your	employer	does	not	learn	of	your	injury	within	30	days.	If	your	injury	or	illness	is	one	
that	develops	over	time,	report	it	as	soon	as	you	learn	it	was	caused	by	your	job.	

	
If	you	cannot	report	to	the	employer	or	don’t	hear	from	the	claims	administrator	after	you	have	reported	your	injury,	
contact	the	claims	administrator	yourself.	

	

	

You	may	be	able	to	find	the	name	of	your	employer’s	workers’	compensation	insurer	at	
www.caworkcompcoverage.com.	If	no	coverage	exists	or	coverage	has	expired,	contact	the	Division	of	Labor	
Standards	Enforcement	at	www.dir.ca.gov/DLSE	as	all	employees	must	be	covered	by	law.	

	
Get	emergency	treatment	if	needed	
If	it’s	a	medical	emergency,	go	to	an	emergency	room	right	away.	Tell	the	medical	provider	who	treats	you	that	your	
injury	is	job	related.	Your	employer	may	tell	you	where	to	go	for	follow	up	treatment.	

	

Any	person	who	makes	or	causes	to	be	made	any	knowingly	false	statement	in	order	to	obtain	or	deny	workers’	
compensation	benefits	or	payments	is	guilty	of	a	felony.	If	convicted,	the	person	will	have	to	pay	fines	up	to	$150,000	
and/or	serve	up	to	five	years	in	jail.	

Workers’	compensation	insurance	company	or	if	employer	is	self-insured,	
person	responsible	for	handling	the	claim	is:	
	
Name:	   
	
Address:	   
	
Phone:	   

Emergency	telephone	number:	Call	911	for	an	ambulance,	fire	department	or	police.	
For	non-emergency	medical	care,	contact	your	employer,	the	workers’	
compensation	claims	administrator	or	go	to	this	facility:	
	

  .	



 

 

  

Fill	out	DWC	1	claim	form	and	give	it	to	your	employer	
Your	employer	must	give	you	a	DWC	1	claim	form	within	one	working	day	after	learning	about	your	injury	or	illness.	
Complete	the	employee	portion,	sign	and	give	it	back	to	your	employer.	Your	employer	will	then	file	your	claim	with	
the	claims	administrator.	Your	employer	must	authorize	treatment	within	one	working	day	of	receiving	the	DWC	1	
claim	form.	
	
If	the	injury	is	from	repeated	exposures,	you	have	one	year	from	when	you	realized	your	injury	was	job	related	to	file	
a	claim.	
	
In	either	case,	you	may	receive	up	to	$10,000	in	employer-paid	medical	care	until	your	claim	is	either	accepted	or	
denied.	The	claims	administrator	has	up	to	90	days	to	decide	whether	to	accept	or	deny	your	claim.	Otherwise	your	
case	is	presumed	payable.	
	
Your	employer	or	the	claims	administrator	will	send	you	“benefit	notices”	that	will	advise	you	of	the	status	of	your	
claim.	

	

MORE	ABOUT	MEDICAL	CARE	
	
What	is	a	Primary	Treating	Physician	(PTP)?	
This	is	the	doctor	with	overall	responsibility	for	treating	your	injury	or	illness.	He	or	she	may	be:	

• The	doctor	you	name	in	writing	before	you	get	hurt	on	the	job	
• A	doctor	from	the	medical	provider	network	(MPN)	
• The	doctor	chosen	by	your	employer	during	the	first	30	days	of	injury	if	your	employer	does	not	have	an	MPN	

or	
• The	doctor	you	chose	after	the	first	30	days	if	your	employer	does	not	have	an	MPN.	

	
What	is	a	Medical	Provider	Network	(MPN)?	
An	MPN	is	a	select	group	of	health	care	providers	who	treat	injured	workers.	Check	with	your	employer	to	see	if	they	
are	using	an	MPN.	
	
If	you	have	not	named	a	doctor	before	you	get	hurt	and	your	employer	is	using	an	MPN,	you	will	see	an	MPN	doctor.	
After	your	first	visit,	you	are	free	to	choose	another	doctor	from	the	MPN	list.	
	
What	is	Predesignation?	
Predesignation	is	when	you	name	your	regular	doctor	to	treat	you	if	you	get	hurt	on	the	job.	The	doctor	must	be	a	
medical	doctor	(M.D.),	doctor	of	osteopathic	medicine	(D.O.)	or	a	medical	group	with	an	M.D.	or	D.O.	You	must	name	
your	doctor	in	writing	before	you	get	hurt	or	become	ill.	
	
You	may	predesignate	a	doctor	if	you	have	health	care	coverage	for	non-work	injuries	and	illnesses.	The	doctor	must	
have:	

• Treated	you	
• Maintained	your	medical	history	and	records	before	your	injury	and	
• Agreed	to	treat	you	for	a	work-related	injury	or	illness	before	you	get	hurt	or	become	ill.	

	
You	may	use	the	“predesignation	of	personal	physician”	form	included	with	this	pamphlet.	After	you	fill	in	the	form,	be	
sure	to	give	it	to	your	employer.	
	
If	your	employer	does	not	have	an	approved	MPN,	you	may	name	your	chiropractor	or	acupuncturist	to	treat	you	for	
work	related	injuries.	The	notice	of	personal	chiropractor	or	acupuncturist	must	be	in	writing	before	you	get	hurt.	You	
may	use	the	form	included	in	this	pamphlet.	After	you	fill	in	the	form,	be	sure	to	give	it	to	your	employer.	State	law	
does	not	allow	a	chiropractor	to	continue	as	your	treating	physician	after	24	visits.	
	

WHAT	IF	THERE	IS	A	PROBLEM?	
If	you	have	a	concern,	speak	up.	Talk	to	your	employer	or	the	claims	administrator	handling	your	claim	and	try	to	
solve	the	problem.	If	this	doesn’t	work,	get	help	by	trying	the	following:	
	
Contact	the	Division	of	Workers’	Compensation	(DWC)	Information	and	Assistance	(I&A)	Unit	



 

 

  

Warning	

Additional	rights	

All	24	DWC	offices	throughout	the	state	provide	information	and	assistance	on	rights,	benefits	and	obligations	under	
California's	workers'	compensation	laws.	I&A	officers	help	resolve	disputes	without	formal	proceedings.	Their	goal	is	
to	get	you	full	and	timely	benefits.	Their	services	are	free.	

	
To	contact	the	nearest	I&A	Unit,	go	to	www.dwc.ca.gov	and	under	“Workers’	Compensation	programs	and	units”,	click	
on	“Information	&	Assistance	Unit.”	At	this	site	you	will	find	fact	sheets,	guides	and	information	to	help	you.	

	

	

Consult	with	an	attorney	
Most	attorneys	offer	one	free	consultation.	If	you	decide	to	hire	an	attorney,	his	or	her	fees	may	be	taken	out	of	some	
of	your	benefits.	For	names	of	workers’	compensation	attorneys,	call	the	State	Bar	of	California	at	(415)	538-2120	or	
go	to	their	website	at	www.californiaspecialist.org.	You	may	get	a	list	of	attorneys	from	your	local	I&A	Unit	or	look	in	
the	yellow	pages.	

	
	

	
	
	

	

The	information	contained	in	this	pamphlet	conforms	to	the	informational	requirements	found	in	Labor	Code	sections	3551	and	3553	and	
California	Code	of	Regulation,	Title	8,	sections	9880	and	9883.	This	document	is	approved	by	the	Division	of	Workers’	Compensation	administrative	
director.	
Revised	12/20/12	and	effective	for	dates	of	injuries	on	or	after	1/1/13	

The	nearest	I&A	Unit	is	located	at:	
	
Address:		 .	
	
Phone	number:		 .	

Your	employer	may	not	pay	workers’	compensation	benefits	if	you	get	hurt	in	a	voluntary	off-duty	recreational,	social	
or	athletic	activity	that	is	not	part	of	your	work-related	duties.	

You	may	also	have	other	rights	under	the	Americans	with	Disabilities	Act	(ADA)	or	the	Fair	Employment	and	Housing	
Act	(FEHA).	For	additional	information,	contact	FEHA	at	(800)	884-1684	or	the	Equal	Employment	Opportunity	
Commission	(EEOC)	at	(800)	669-4000.	



 

 

  

PREDESIGNATION	OF	PERSONAL	PHYSICIAN	
	
In	the	event	you	sustain	an	injury	or	illness	related	to	your	employment,	you	may	be	treated	for	such	injury	
or	illness	by	your	personal	medical	doctor	(M.D.),	doctor	of	osteopathic	medicine	(D.O.)	or	medical	group	if:	

• you	have	group	health	coverage;	
• the	doctor	is	your	regular	physician,	who	shall	be	either	a	physician	who	has	limited	his	or	her	

practice	of	medicine	to	general	practice	or	who	is	a	board-certified	or	board-eligible	internist,	
pediatrician,	obstetrician-gynecologist,	or	family	practitioner,	and	has	previously	directed	your	
medical	treatment,	and	retains	your	medical	records;	

• your	"personal	physician"	may	be	a	medical	group	if	it	is	a	single	corporation	or	partnership	
composed	of	licensed	doctors	of	medicine	or	osteopathy,	which	operates	an	integrated	
multispecialty	medical	group	providing	comprehensive	medical	services	predominantly	for	non-	
occupational	illnesses	and	injuries;	

• prior	to	the	injury	your	doctor	agrees	to	treat	you	for	work	injuries	or	illnesses;	
• prior	to	the	injury	you	provided	your	employer	the	following	in	writing:	(1)	notice	that	you	want	

your	personal	doctor	to	treat	you	for	a	work-related	injury	or	illness,	and	(2)	your	personal	doctor’s	
name	and	business	address.	

You	may	use	this	form	to	notify	your	employer	if	you	wish	to	have	your	personal	medical	doctor	or	a	doctor	
of	osteopathic	medicine	treat	you	for	a	work-	related	injury	or	illness	and	the	above	requirements	are	met.	

	
	
	
	
	

NOTICE	OF	PREDESIGNATION	OF	PERSONAL	PHYSICIAN	
	
Employee:	Complete	this	section.	
To:	Employnet	Workforce	Management,	Inc.	(name	of	employer)	If	I	have	a	work-related	injury	or	illness,	I	

choose	to	be	treated	by:	
	
	

(name	of	doctor)		(M.D.,	D.O.,	or	medical	group)	
	

  (street	address,	city,	state,	ZIP)	
	

  (telephone	number)	

Employee	Name	(please	print):	

Employee’s	Address:	
	
	

Employee’s	Signature		 Date:   
 
Physician:	I	agree	to	this	Predesignation:	
	
Signature:		 Date:	 	
(Physician	or	Designated	Employee	of	the	Physician	or	Medical	Group)	
	
The	physician	is	not	required	to	sign	this	form,	however,	if	the	physician	or	designated	employee	of	the	
physician	or	medical	group	does	not	sign,	other	documentation	of	the	physician’s	agreement	to	be	
predesignated	will	be	required	pursuant	to	Title	8,	California	Code	of	Regulations,	section	9780.1(a)(3).	



 

 

 

  
 

NOTICE	OF	PERSONAL	CHIROPRACTOR	OR	PERSONAL	ACUPUNCTURIST	
	
If	your	employer	or	your	employer’s	insurer	does	not	have	a	Medical	Provider	Network,	you	may	be	able	to	
change	your	treating	physician	to	your	personal	chiropractor	or	acupuncturist	following	a	work-related	
injury	or	illness.	In	order	to	be	eligible	to	make	this	change,	you	must	give	your	employer	the	name	and	
business	address	of	a	personal	chiropractor	or	acupuncturist	in	writing	prior	to	the	injury	or	illness.	Your	
claims	administrator	generally	has	the	right	to	select	your	treating	physician	within	the	first	30	days	after	
your	employer	knows	of	your	injury	or	illness.	After	your	claims	administrator	has	initiated	your	treatment	
with	another	doctor	during	this	period,	you	may	then,	upon	request,	have	your	treatment	transferred	to	
your	personal	chiropractor	or	acupuncturist.	
	
You	may	use	this	form	to	notify	your	employer	of	your	personal	chiropractor	or	acupuncturist.	

State	law	does	not	allow	a	chiropractor	to	continue	as	your	treating	physician	after	24	visits.	

	
	
Your	Chiropractor	or	Acupuncturist’s	Information:	
	
__________________________________________________________________________________________________________________________	
(name	of	chiropractor	or	acupuncturist)	
	
__________________________________________________________________________________________________________________________	
(street	address,	city,	state,	zip	code)	
	
___________________________________________________________________________________________________________________________	
(telephone	number)	
	

Employee	Name	(please	print):	
	

__________________________________________________________________________________________________________________________	
	
Employee’s	address:	
	
__________________________________________________________________________________________________________________________	
	

Employee’s	
Signature		 Date:   

  



 

 

  

 
PART A: General Information 
When key parts of the health care law take effect in 2014, there will be a new way to buy health insurance: the Health 
Insurance Marketplace. To assist you as you evaluate options for you and your family, this notice provides some basic 
information about the new Marketplace and employment based health coverage offered by your employer. 

What is the Health Insurance Marketplace? 
The Marketplace is designed to help you find health insurance that meets your needs and fits your budget. The 
Marketplace offers "one-stop shopping" to find and compare private health insurance options. You may also be eligible 
for a new kind of tax credit that lowers your monthly premium right away. Open enrollment for health insurance 
coverage through the Marketplace begins in October 2013 for coverage starting as early as January 1, 2014. 

 
Can I Save Money on my Health Insurance Premiums in the Marketplace? 
You may qualify to save money and lower your monthly premium, but only if your employer does not offer coverage, or 
offers coverage that doesn't meet certain standards. The savings on your premium that you're eligible for depends on 
your household income. 

 
Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace? 
Yes. If you have an offer of health coverage from your employer that meets certain standards, you will not be eligible 
for a tax credit through the Marketplace and may wish to enroll in your employer's health plan. However, you may be 
eligible for a tax credit that lowers your monthly premium or a reduction in certain cost-sharing if your employer does 
not offer coverage to you at all or does not offer coverage that meets certain standards. If the cost of a plan from your 
employer that would cover you (and not any other members of your family) is more than 9.5% of your household 
income for the year, or if the coverage your employer provides does not meet the "minimum value" standard set by the 
Affordable Care Act, you may be eligible for a tax credit.1

 

 
 

Note: If you purchase a health plan through the Marketplace instead of accepting health coverage offered by your 
employer, then you may lose the employer contribution (if any) to the employer-offered coverage. Also, this employer 
contribution -as well as your employee contribution to employer-offered coverage- is often excluded from income for 
Federal and State income tax purposes. Your payments for coverage through the Marketplace are made on an after- 
tax basis. 

 
How Can I Get More Information? 
For more information about your coverage offered by your employer, please check your summary plan description or 
contact Employnet Workforce Management, Inc. Vice President of Human Resources, Ph:  (877) EWM-TEMP 

_______________ 
. 

 
 

The Marketplace can help you evaluate your coverage options, including your eligibility for coverage through the 
Marketplace and its cost. Please visit HealthCare.gov for more information, including an online application for health 
insurance coverage and contact information for a Health Insurance Marketplace in your area. 

 
 
 
 
 
 
 
 

1 An employer-sponsored health  plan meets the  "minimum  value standard"  if  the plan's  share of  the  total allowed benefit  costs covered 
by  the  plan is  no  less than 60 percent  of  such costs.(Section  36B(c)(2)(C)(ii)  of the Internal Revenue Code of 1986) 
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PART B: Information About Health Coverage Offered by Your Employer 
This section contains information about any health coverage offered by your employer. If you decide to complete an 
application for coverage in the Marketplace, you will be asked to provide this information. This information is numbered 
to correspond to the Marketplace application. 

 
 

\ 
 
 
 
 
 
 
 
 
 
 
 

Here is some basic information about health coverage offered by this employer: 
•As your employer, we offer a health plan to: 

All employees.  Eligible employees are: 

 
Some employees. Eligible employees are: 

 
•With respect to dependents: 

We do offer coverage. Eligible dependents are: 

We do not offer coverage. 
 

If checked, this coverage meets the minimum value standard, and the cost of this coverage to you is intended to 
be affordable, based on employee wages. 

 
** Even if your employer intends your coverage to be affordable, you may still be eligible for a premium 

discount through the Marketplace. The Marketplace will use your household income, along with other factors, 
to determine whether you may be eligible for a premium discount. If, for example, your wages vary from 
week to week (perhaps you are an hourly employee or you work on a commission basis), if you are newly 
employed mid-year, or if you have other income losses, you may still qualify for a premium discount. 

 
If you decide to shop for coverage in the Marketplace, HealthCare.gov will guide you through the process. Here's the 
employer information you'll enter when you visit HealthCare.gov to find out if you can get a tax credit to lower your 
monthly premiums. 

Employees who have been identified as working on a Full-Time basis. Full time under the ACA is defined as any employee who works 
30 or more hours on average per week. Based on those hours worked, an individual is deemed full-time or not full-time. You must 
enroll within your new hire waiting period of 60 days. 

 Refer to an employee’s legal spouse and dependent children through age 26. For now, this only applies in cases where the adult 
 dependent’s employer does not offer coverage. Coverage is also extended to unmarried domestic partners of employees. Employees 
and their domestic partners must sign an affidavit of domestic partnership to establish that they are living together in a committed 
relationship, and intend to stay that way indefinitely. 

X 

X 

3. Employer name 

Employnet Workforce Management, Inc. 

4. Employer Identification Number (EIN) 

87-1465219 
5.  Employer address 

2555 Garden Road, Suite H 
6. Employer  phone number 

877-EWM-TEMP 
7. City 

 
Monterey 

8. State 
 

CA 

9. ZIP code 
 

93940 
10. Who can we contact about employee health coverage at this job? 

Employnet Workforce Management, Inc. Human Resources Team 

11. Phone number (if different from above) 12. Email address 
 

 



 

Employnet Workforce Management, Inc. 43 Ph: (877) EWM-TEMP 

 

CODE OF SAFE PRACTICES (Safety Rules) 
 

At EMPLOYNET WORKFORCE MANAGEMENT, INC. (EWM) we expect all of our employees to be safety conscious and 
to assist us in finding conditions that may cause an accident or injury. All persons shall follow these safe practices and 
report all unsafe conditions to their supervisor, manager, EWM representative, or client site representative. Supervisors, 
managers, EWM representatives, and client site representatives shall insist that all employees comply with every rule, 
regulation, and policy to ensure safe and healthful working conditions, and shall take necessary action to obtain 
compliance. 

 
It is the policy of EWM to provide and maintain a safe and healthful workplace. The following Code of Safe Practices will 
help ensure safe and healthful work conditions for all employees and assist in efficient operations. The following Rules 
are considered to be minimum safe work practices. 

 
General 

 
1. All employees shall follow this Code of Safe Practices and make every effort to assist in the practice of safe 

operations. 
 

2. Failure to abide by the Code of Safe Practices may result in disciplinary action up to and including termination. 
 

3. All unsafe conditions, accidents, injuries or illnesses must be reported to your Supervisor, Manager, EWM 
representative, or client site representative immediately. 

 
4. If you are unsure of the safe method to do your job, stop and ask your supervisor, manager, EWM 

representative, or client site representative. Ignorance is no excuse for a safety violation. 
 

5. All employees are responsible for not working in an area that they feel is unsafe. Immediately report your safety 
concerns to your supervisor, manager, EWM representative, or client site representative. 

 
6. You will not be required to perform a task that will jeopardize your safety or the safety of others. 

 
7. No one shall knowingly be permitted to work while their ability or alertness is impaired by fatigue or illness, 

prescription or over the counter medications, or by alcohol or illegal drugs. Anyone suspected to be impaired by 
any of these conditions shall be prohibited from working. 

 
8. Do not bring firearms, weapons, illegal drugs or alcoholic beverages on company property or client property. 

 
9. Anyone known to be under the influence of, or in possession of any illegal drug, alcoholic beverage or any other 

intoxicating substance shall not be allowed on company property or client property. 
 

10. Horseplay, scuffling, fighting and other acts which may have an adverse effect on the safety and well-being of 
others, are prohibited. 

 
11. All employees shall be given frequent accident prevention instructions through Periodic Safety Meetings and are 

required to attend such meetings. 
 

12. Work shall be well planned and supervised to prevent accidents and injuries. 
 

13. Immediately clean up spilled liquids. 
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14. Always notify others in your area that may be endangered by the work you are doing. 
 

15. Do not operate any type of equipment for which you have not been trained in proper usage. 
 

16. Only use equipment or machinery that is required for the duties of your position. 
 

17. Do not use any equipment if the manufacturer’s safety devices are not functioning properly. 
 

18. Do not bypass any manufacturer’s safety devices. 
 

19. Do not use equipment for purposes other than what the manufacturer designed them to be used for. 
 

20. Do not tamper with or attempt to repair any electrical equipment or machinery. 
 

21. When lifting heavy objects, use the large muscles of the legs instead of the smaller muscles of the back. 
 

22. Do not block exits, fire doors, aisles, fire extinguishers, first aid kits, emergency equipment, electrical panels, or 
traffic lanes. 

 
23. Do not leave materials or other objects on the ground or floor that may cause others to slip, trip or fall. 

 
24. Do not run in the office, on the client site, or in any area around the property. 

 
25. Always be aware of your surroundings and take care as to where you are stepping. 

 
26. Do not distract others while working.  

 
27. Smoking is not permitted in buildings or office or on the client site. It is permitted in designated areas and at lunch 

and breaks only. No smoking is permitted in the proximity of any flammable or combustible liquids, gases or 
materials. 

 
28. Do not throw materials, supplies or other objects from one area to another. 

 
29. All work-related injuries and illnesses shall be reported immediately to your supervisor, manager, EWM 

representative, client site representative, or Vice President of Human Resources. 
 

30. Be aware of hazardous surroundings such as: 
 

• Vehicles entering and exiting the parking area. 
 

• Maintenance Projects using ladders or other equipment. 
 

• Slippery floor surfaces. 
 

Accident Procedures 
 

1. Employees are required to familiarize themselves with the emergency action plan established for EWM or, when 
working at a client site, for the client Emergency action plans for EWM are kept in a binder and are located in the 
EWM main office. 
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2. For severe accidents call 911. 
 

3. Employees must report all work-related injuries to their supervisor, manager, EWM representative, client site 
representative, or Vice President of Human Resources immediately, even if they do not feel that it requires 
medical attention. Failure to do so may result in disciplinary action and a delay of Worker’s Compensation Benefits. 

 
4. Telling a co-worker does not constitute reporting a work-related injury, you must tell a supervisor, manager, EWM 

representative, client site representative, or Vice President of Human Resources. 
 

5. If you are injured on the job, you must see a doctor immediately. You will not be permitted to return to work until 
you have a doctor’s release. 

 
6. If the employee cannot transport themselves for any reason, transportation will be provided. 

 
7. If an injured employee refuses medical attention, let the Vice President of Human Resources know immediately. 

 
8. When appropriate pursuant to EWM’s drugs and alcohol policy set forth in the EWM Employee Handbook, a post-

accident alcohol and drug test will be conducted. Refusal to submit to a post-accident alcohol and drug test may 
result in a delay of benefits and disciplinary action. 

 
9. If you are involved in or witness an accident, cooperation in the accident investigation is imperative in determining 

cause and abatement of an unsafe condition. Your input and ideas as to the cause of an accident may help prevent 
a similar occurrence. 

 
10. Accident investigations will be conducted immediately by a supervisor, EWM representative, client site 

representative, or other Management. Supervisors, managers, EWM representatives, and client site 
representatives are responsible for submitting accident investigation reports to the Vice President of Human 
Resources, immediately. 

 
11. In the event of a serious accident involving hospitalization for more than 24 hours, amputation, permanent 

disfigurement, loss of consciousness or death, contact must be made with the nearest OSHA office within 8 
hours. 

 
Driving Safety for Personal and Company Vehicles 

 

1. Only authorized employees are permitted to operate company and EWM client vehicles. Do not let anyone else 
drive your company or EWM client vehicle. 

 
2. Company Vehicles and EWM client vehicles are to be used for company business only. Personal, off duty and family 

use are prohibited. 
 

3. Non-employee passengers are not permitted in your company vehicle or EWM client vehicles at any time unless 
they are on company business. 

 
4. No employee is permitted to drive a company vehicle or EWM client vehicle while impaired by alcohol, illegal or 

prescription drugs, or over the counter medications. 
 

5. Wear your seat belt at all times. Refer to the vehicle owner’s manual for the manufacturer’s seatbelt instructions. 
 

6. No smoking while refueling. 
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7. No smoking is allowed at any time in Company or EWM client vehicles. 
 

8. Keys must be removed from all unattended vehicles and vehicles should be locked. 
 

9. If you are involved in a traffic accident, report it immediately to your supervisor, manager, EWM representative, 
or client site representative and call the police. You must obtain a police report. 

 
10. If your driver’s license is expired or revoked, immediately notify your supervisor, manager, EWM representative, 

or client site representative and do not drive any company or client vehicle. 
 

11. Employees with two or more preventable accidents in a three-year period, or who obtain three points on their 
driving record, may be subject to a loss of their driving privileges or have their driving privileges restricted. 

 
12. You are responsible for the regular maintenance and oil change service on your company vehicle, at every five 

thousand miles.  Consult with your EWM representative or client site representative concerning maintenance of 
any client vehicle driven by employee. 

 
13. Operations and safety managers will periodically spot check company vehicles and EWM vehicles to determine 

their condition. 
 

14. Inspect your vehicle for mechanical defects prior to each trip. Check the tires, lights and signals and also run a 
brake test as soon as you start out. Report any defects or operating problems to your supervisor, manager, EWM 
representative, or client site representative so that repairs can be arranged. 

 
15. Never drive faster than road conditions warrant and do not exceed the posted speed limit. 

 
16. Always signal when changing lanes or turning. 

 
17. Do not drive aggressively. Avoid tailgating, rapid lane changes, speeding, and hand gestures to bad drivers. If you 

are being tailgated, change lanes and let them pass. 
 

18. Use caution when passing any stopped vehicle, especially near intersections and crosswalks. 
 

19. Avoid passing on two lane roads. Turn on your headlights while driving on two lane roads. Never pass another 
vehicle on curves or hills. 

 
20. Avoid dialing the phone, reading maps, texting, or other distracting activities while driving. Pull over in a safe 

parking area for any of these activities. 
 

Electrical Safety 
 

1. Ground Fault Circuit Interrupters (GFCI’s) shall be installed in all areas where the risk of shock from liquids 
exposure can occur. This includes kitchen / break rooms with sinks, coffee makers etc. 

 
2. Before using electrical equipment, make sure that you are aware of the location of the circuit breaker, in case of 

an emergency. 
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3. Extension and temporary power cords shall be heavy duty and grounded. 

 
4. Do not use extension cords that have splices, exposed wires or cracked or frayed ends. 

 
5. Do not use extension cords or other three-pronged power cords that have a missing prong. 

 
6. Do not remove the ground prong from electrical cords. 

 
7. Do not use an adapter such as a cheater plug that eliminates the ground. 

 
8. Do not overload circuits / outlets with equipment or extension cords. 

 
9. Do not use electrical equipment with defective or damaged cords. 

 
10. Do not operate electrical equipment with wet hands or while you are standing on wet surfaces. 

 
11. Only trained, qualified and authorized employees shall make repairs to electrical equipment and tools. 

 
Emergencies 

 

1. Employees are required to familiarize themselves with the emergency action plan established for EWM.  
Employees working at client sites are required to familiarize themselves with the emergency action plan 
established for the client. 

 
2. The Emergency Plan for EWM is included in this document.  Emergency Plans for clients will vary at each 

location. EWM representatives and client site representatives will advise employees at each location where to 
go if an evacuation is necessary. 

 
Fall Prevention 

 
The three most common places where falls occur are floors, stairs, and when climbing. It is everyone's job to make 
sure that areas are kept free of any obstacles and are safe not only for yourself but for your fellow workers too. 

 
The different floor surfaces are the greatest cause of falling accidents. If you do not follow simple safety precautions, 
the floor in your work area can be as dangerous as a mine field. 

 
1. Proper footwear for all employees will prevent many falls.  

 
2. There are two simple rules to follow to make sure that your floors are maintained in safe condition: 

• If you spill something, it is your responsibility to wipe it up. 
� If you drop something, it is your responsibility to pick it up. 

 
By following these two rules, you will reduce the major causes of falls and protect yourself and your fellow 
employees. 

 
3. If you spill anything, use a dry towel to wipe it dry immediately. Doing this, you will protect everyone working in 

the area from slipping. 
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4. When mopping is necessary, mop with warm soapy water to soak up dirt and grime. After mopping with warm 
soapy water, always dry mop immediately to remove excess soap and water. 

 
5. After mopping, you should place a sign and warning cones to identify the wet area. A sign will warn others that 

the area is wet and slippery. It can easily be removed once the area is dry. 
 

6. Broken flooring, loose stair treads, or damaged ladders are all hazardous when not maintained in good condition. 
Report any damages you see to your supervisor, manager, EWM representative, or client site representative who 
will make sure that any hazards are eliminated as quickly as possible. 

 
7. Make sure that any staircase area is properly lit so you can see your way as you either descend or ascend the 

stairway. It is important that you can always see where you are going when you are climbing stairs to avoid falling. 
 

8. If you have to climb to reach a high shelf, DO NOT USE THE SHELVING AS A LADDER. Use a ladder to reach high 
shelves. Boxes or crates are never sturdy enough for climbing and too easy to fall from. Only a ladder is strong 
and safe enough. 

 
9. When you use a ladder, first check the ladder to make sure that it is strong enough and that it is clear of any 

dangerous obstacles. After placing the ladder securely, you should test it with your weight. 
 

10. Place the ladder close to where you are going to work, but be aware of other hazards such as swinging doors, 
pedestrian traffic, etc. It is always best to place a ladder where a door cannot swing open and hit it, and where no 
one will accidentally run into it. However, if you must use a ladder in a busy passageway, have someone stand at 
the foot of the ladder to warn others. 

 
11. When carrying a load up or down stairs, you should be able to see your feet. If your load is so big as to impair your 

vision, you will not be able to see any obstacles that might be in your way. 
 

Fire Extinguishers 
 

1. Fire extinguishers are to be located throughout the office and work areas. 
 

2. Fire extinguishers are to be visually checked on a monthly basis to ensure that they are fully charged and 
operable at all times. 

 
3. Fire extinguishers must have a documented annual inspection by a certified technician. 

 
4. Fire extinguishers that are defective, lost their charge, or have been used must be serviced as soon as possible. 

 
Fire Prevention 

 

1. Do not leave oily waste, rags, flammable liquids, or other combustible wastes lying around. 
 

2. Know where fire extinguishers are and ensure that access to fire extinguishers is kept clear at all times. 
 

3. Never use gasoline or flammable solvents for cleaning purposes. 
 

4. Flammable liquids must be stored in an approved container and labeled. 
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5. Smoking is prohibited in the workplace, including when working with or in the vicinity of flammable liquids or 
substances. 

 
First Aid Kits 

 

1. An adequate supply of first aid supplies will be kept in the first aid kit. 
 

2. First aid kits are located in the office.  Ask your EWM representative or client site representative for information 
on the location of first aid kits at client sites. 

3. Your Manager, Supervisor, EWM representative, or client site representative should be notified if you need to use 
anything out of the first aid kit. 

 
Fit For Work 

 
1. Employees are expected to report for work without physical or mental impairments that may endanger 

themselves or others. 
 

2. If an employee appears to be impaired or acting in an unsafe manner, report it to your supervisor 
immediately.  

 
Hazardous Materials 

 
1. Read all warning labels and Safety Data Sheets (SDS) before using any chemical. SDS contain personal protective 

equipment and safety information and are part of EWM’s hazard communication program. 
 

2. Hazardous materials shall be handled in accordance with the SDS and label. If protective equipment is required, 
use it. 

 
3. Eye protection must be worn when working with hazardous materials or chemicals. 

 
4. Mixing of chemicals is prohibited at all times unless required by the label. Before you mix, review all SDS. 

 
5. Never use solvents for cleaning hands. 

 
6. Store all hazardous materials properly in suitable containers that are properly labeled. 

 
7. Use chemicals only in well ventilated areas. 

 
8. When using secondary containers, ensure that they are labeled as to their contents. 

 
9. Bonding and grounding must be employed during the dispensing of flammable liquids. 

 
10. Flammable liquids must be kept in closed containers when not actively in use. 

 
11. Flammable liquids may be used only in areas where there are no flames or other sources of ignition. 
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Hearing & Noise Protection 

 

1. Employees are required to wear hearing protection if any of the following conditions are true: 

• You cannot hear someone that is less than two feet from you, without shouting. 
 

• The noise in your work area is irritating. 
 

• Your hearing is muffled or dull after you leave a noisy area. 
 

• You have a ringing in your ears after exposure to noise. 

2. Let your supervisor know immediately if you need hearing protection. 
 

Heat Exhaustion & Heat Stress 
 

1. Heat is a recognized hazard of our work environment. 
 

2. Take breaks in cooler areas to relieve the body of excessive heat. 
 

3. Drink plenty of clear liquids during your breaks. 

4. Inform your supervisor if you feel lightheaded or sick from the heat. 
 

Housekeeping 
 

1. Keep your work areas free of debris, materials, unneeded equipment or other potential trip hazards. 
 

2. Spilled liquids or other materials must be cleaned up immediately. 
 

3. Sharp protruding nails, fasteners, staples, and wire must be removed or bent. 

4. Do not leave trash or food debris in the work areas. 
 

Ladders 
 

1. Inspect the ladder before usage. Do not use a damaged ladder. Do not attempt to repair a damaged 
ladder. 

 
2. Use the proper ladder for the job. Do not use an “A” frame as a straight ladder. 

 
3. Ladders shall be placed on hard level surfaces only. Never place ladders on a slippery surface. 

 
4. Do not place ladders in passageways, doorways or other areas they might be hit or bumped by others passing 

by. 
 

5. Ladder rungs and steps shall be kept free of oil, grease or other slippery substances. 
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6. Straight ladders shall be tied off at the top. 
 

7. Straight ladders shall extend at least 36 inches above the level being accessed. 
 

8. Never stand on or above the second rung from the top of the ladder. 
 

9. Do not step or stand on a ladder’s cross bracing. 
 

10. Always climb facing the ladder, keeping a three-point contact with the ladder at all times. 
 

11. Do not carry tools and equipment when climbing ladders. 

12. Be aware of objects below you. Move or cover sharp objects below in case of a fall. 

 
Lifting 

 

1. Do not attempt to lift loads that appear too heavy. Ask for help. 
 

2. Considering using a carts or hand trucks for frequent heavy lifting activities. 
 

3. Wear gloves when lifting sharp edged, hot or rough objects. 
 

4. Lift with your legs, not with your back. 
 

5. Keep your load close to your body. 
 

6. Do not twist your body when lifting. 

7. Set loads down by reversing the lifting technique. 
 

Lock Out/Tag Out 
 

1. The following may be subject to lock out/tag out: 
 

• Broken or faulty equipment and tools. 
• Damaged electrical cords. 

 
2. The following steps shall be taken when any of the above are found to be unsafe: 

 
• Unsafe item is to be pulled from service. 
• Red tag item and lock if necessary. 
• Report item to maintenance / facilities for repair or replacement. 

 
3. Do not use or attempt to use equipment that has been red tagged or locked. 

 
4. Do not remove or tamper with any red tag or lock out device. 

 
5. Immediately notify a supervisor if you observe others tampering with, using or attempting to use any locked 
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or red tagged equipment. 
 

Office Ergonomics 
 

Good posture: 
 

You can minimize unnecessary stress on your back by using good sitting posture - maintaining the three natural curves 
of your spine. You can maximize your comfort in your chair by learning a few practical posture comfort tips. 

 
1. Use a lumbar support to relieve strain in your lumbar curve. You can use a lumbar roll or a towel rolled up to 

4-6 inches. Place it in the small of your back. 
 

2. Adjust your chair height so that your weight is shifted forward off your spine and your arms are at desk level. 
You may need a small wedge on your seat. 

 
3. Shift your position throughout the day to keep your muscles loose and to relax away tension due to 

immobility. But be sure your spine stays aligned. 
 

4. Keep your feet flat on the floor to help maintain good sitting posture and aid circulation in your legs. If they 
don't reach the floor, use a footrest. 

 
Comfort exercises: 

 
During a day of sitting in front of your computer with your arms extended to the keyboard, muscle tension and stiffness 
can build up in your neck, back, shoulders, hands, wrists, and even fingers. But it only takes minutes to prevent these 
discomforts with comfort exercises you can do at your terminal. 

 
1. Warming up helps you relax, loosen tense muscles and increases blood circulation. Deep breathing draws 

fresh air deep into your lungs, while reaching high stretches stiff muscles. 
 

2. Deep Breathing: Inhale through your nose and exhale through your mouth, letting your stomach 
expand and contract. Repeat 6 times. 

 
3. Reaching High: Raise your arms over your head, stretching as high as you can. Then bring your arms back 

down. Rest a moment. Repeat 2 times. 
 

4. For the Neck: To relieve a stiff neck glide your head back, as far as it will go, keeping your head and ears level, (Doing 
it correctly creates a double chin). Now glide your head forward. Repeat 3 times. 

 
5. For the Upper Back: To relieve shoulder and back tension raise your hands to your shoulders. Using your arms, 

push your shoulders back. Keep your elbows down. Hold for 15 seconds. Repeat 3 times. 
 

6. For the Lower Back: To relieve lumbar pressure, lower your head and slowly roll your body as far as you can toward 
your knees. Hold for 10 seconds. Push yourself up with your leg muscles. Repeat 3 times. 

 
7. For the Shoulders: To relieve shoulder stiffness raise your arms to the sides, elbows straight. Slowly rotate your 

arms in small circles forward, then backward. Lower your arms, then repeat 3 times. 
 

8. For the Hands and Wrists: To relieve hand and wrist tension, hold your right arm out, fingers pointed up. Take 
your left hand and gently bend your right hand back toward the forearm. Hold 5 seconds. Repeat on the other 
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side. 
 

9. For the Fingers: To relieve hand and finger tension hold your hands out in front of you, palms down. Spread your 
fingers apart as far as you can. Hold for 5 seconds, and then make a tight fist. Repeat 3 times. 

 
Eye care: 

 
Using your eyes doesn't harm them. But focusing on a computer screen for long periods can cause temporary eye 
discomfort. The muscles that move and focus your eyes become strained. Your eyes become dry and itchy. So take care 
of them: get regular eye exams to be sure your eyes are healthy and vision problems are corrected. And practice eye 
comfort tips to prevent everyday eye strain. 

 
1. Blinking: To keep your eyes moist, prevent itching, and aid in cleaning, blink them often. 

 
2. Reducing Glare: To reduce reflection and glare from your screen, reposition your terminal, tilt the screen, or 

modify the lighting. 
 

3. Palming: To rest your eyes from the light, shape your hands into shallow cups and place them lightly over your 
closed eyes. Hold them there for one minute. 

 
4. Refocusing: To exercise the muscles that focus your lenses, periodically look away from the computer screen 

and focus on an object at least 20 feet away. Repeat three times. 
 

5. Eye Rolling: To exercise the muscles that move your eyes, roll your eyeballs around clockwise 3 times, then 
counterclockwise 3 times. Make wide circles. 

 
Office Safety 

 

1. Use chairs properly. Do not use chairs as stepping stools. Do not lean or tip in chairs. 
 

2. Keep all file cabinet drawers closed when not in use. Only one drawer may be opened at a time. 
 

3. Keep aisles and walkways free from debris, cords and other objects that may cause trips, slips, or falls. 
 

4. Approach and open doors cautiously. 
 

5. Do not attempt to repair faulty or broken office equipment or machinery unless it is in your job description. 
 

6. Keep desk drawers organized in a manner to prevent being injured by sharp or pointed objects. 
 

7. Walk, do not run. 
 

8. Keep fingers, ties, hair, and other loose objects out of, and away from, moving parts of office machines. 

9. Use “common sense.” If you are unsure of a safety procedure, ask a supervisor, manager, EWM representative, or 
client site representative. 
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Parking Safety 
 

1. When traveling through parking lots and/or garages be careful and watch for traffic coming and going. 
 

2. Always use designated walkways and stay off driving ramps. 
 

3. Have your keys out when leaving so that you can get right into your car and lock the doors for safety and 
security. 

 
4. If you feel you are being watched or followed, head back to security or other populated areas and get help. 

 
5. Always try to have at least one free hand for stairs, steps and opening / closing car doors. 

 
Personal Protective Equipment (PPE) 

 

1. Use the correct PPE for each job assignment. 
 

2. Proper Clothing shall be worn at all times while on EWM facilities. 
 

3. Inappropriate footwear or shoes with thin or badly worn soles shall not be worn. 
 

4. PPE shall be inspected daily and maintained in good condition. 
 

5. Damaged or broken PPE must be replaced immediately. 
 

6. Approved safety glasses must be worn at all times in areas where the risk or eye injury is noted. 
 

7. Employees shall use appropriate gloves when handling sharp edged, rough, hot or hazardous materials and are 
to be provided by the employee. 

 
Power Tools & Equipment 

 

1. Do not use power tools or equipment that you have not been trained to use. 

 

2. Only use tools, equipment, and machinery that are necessary to perform the duties of your position. 
 

3. Inspect tools and cords prior to use. 
 

4. Keep all safety guards operational and in place. 
 

5. Keep power cords away from the path of cutting equipment. 
 

6. Do not leave tools and equipment that are “on” unattended. 
 

7. Do not carry plugged in tools and equipment with your finger on the switch. 
 

8. Unplug all tools and equipment prior to changing bits, wheels or blades. 
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9. Never leave chuck keys in tools or equipment during operation. 
 

10. Turn tools and equipment off before unplugging them. 
 

11. Disconnect tools and equipment from the outlet by pulling on the plug, not the power cord. 
 

12. Do not lift, carry or lower tools and equipment by their power cord. 
 

13. Return all tools and equipment to their proper place after use. 
 

Violence In The Workplace / Security 
 

1. There is to be no rough housing or fighting at any time, for any reason. Anyone caught fighting will be removed 
from the work site and may be terminated for this action. 

 
2. There are no weapons of any type allowed in the work site or in vehicles that are brought to the work site. This 

includes but is not limited to firearms of any kind, knives of any kind, or other items that can be used as a weapon. 
 

3. Vulgar language, verbal abuse, name calling, practical joking, and the like will not be tolerated on the job. 
 

4. Anyone who sees someone on the site wandering around, taking photos, loitering, or just acting suspicious needs 
to inform the employee’s supervisor, manager, EWM representative, or client site representative immediately. 

 
5. If you are confronted with someone who threatens you to demand that you give them your personal or company 

property, money, or other belongings - DO SO! These are material items that are not worth risking injury or death. 
 

6. When parking your personal or company vehicle, be sure to lock the doors and secure all of your supplies, 
valuables, etc. as they may get stolen if left in the open. 

 
7. Confrontation is a normal part of life and doing business. At all times, employees working for EWM are to maintain 

a professional level of conduct no matter the situation. Anger only increases the tension and leads to violence. 
 

8. There is to be no destruction of property at the work site. Anyone caught damaging property will be removed and 
may be terminated for this action. Charges may be brought against those who destroy property intentionally. 

 
9. Monitoring methods including video, monitoring systems, security guards, and such may be in place at EWM and 

client work sites to protect the workers as well as the site and all of the property. Report any suspicious activity 
you see to help maintain a safe and secure site. 

 
In the absence of specific rules, all employees are expected to maintain proper standards of safety and follow the 
instructions of their supervisor, manager, EWM representative, or client site representative. Failure to comply with 
safety rules and procedures, or failure to wear the appropriate personal protective equipment, WILL result in 
disciplinary action up to and including termination. 
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EMPLOYEE ACKNOWLEDGMENT FORM  
CODE OF SAFE PRACTICES 

 
I, _____________________________________________, hereby acknowledge that I have received, read, and 
understand the "EMPLOYNET WORKFORCE MANAGEMENT Code of Safe Practices". 
 
I agree to conform to all practices, safety rules, and regulations relating to safe work performance. 
 
I understand that my failure to follow these safety procedures will result in disciplinary action up to and including 
discharge. 
 
I further understand that: 
 

a. It is my responsibility to report all unsafe conditions or violations of the Code of Safe Practices to my supervisor, 
manager, Employnet Workforce Management representative, client site representative, or other management 
personnel in order to minimize the potential of injury to my fellow workers. 

 
b. I am encouraged to inform my immediate supervisor, EWM representative, or client site representative of any 

hazards on the job without fear of retaliation or reprisal, and that should my assistance create any such 
retaliation or reprisal or related intimidation, that I am encouraged to contact the Safety Coordinator or 
management by phone, email, or mail. 

 
 
 
 
 

(Signature of Employee)     Date 
 
 
 
 
 

(Signature of Supervisor)    Date 
 
 
 
 
 
 
 

COPIES TO: OFFICE (ORIGINAL), SAFETY COORDINATOR, EMPLOYEE 
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CODE OF SAFE PRACTICES  
SUMMARY OF RESPONSIBILITIES 

 
The purpose of the Code of Safe Practices Summary of Responsibilities is to assist you in making safety a regular 
part of your work habits. This is a minimum guide to help identify your responsibility for safety. Your supervisor, 
EWM representative, or client site representative is obligated to hold you responsible for your safety by 
enforcing these rules and by providing you a safe place to work. 

 
a. I will immediately report to my supervisor, manager, EWM representative, or client site representative 

all accidents or near misses, and injuries, no matter how slight, that occur on the job. 
 

b. I will cooperate with and assist in investigation of accidents to identify the causes and to prevent 
recurrence. 

 
c. I will promptly report to my supervisor, manager, EWM representative, or client site representative all 

unsafe acts, practices, or conditions that I observe. 
 

d. I will become familiar with and observe safe work procedures during the course of my work activities. 
 

e. I will keep my work areas clean and orderly at all times. 
 

f. I will avoid engaging in any horseplay and avoid distracting others. 
 

g. I will obey all safety rules and follow published work instructions. 
 

h. I will wear personal protective equipment when working in hazardous areas, and/or as required by my 
supervisor, manager, EWM representative, or client site representative. 

 
i. I will only use equipment, tools, and machinery that are necessary for the performance of my job duties. 

 
j. I will inspect all equipment, tools, and machinery prior to use and report any unsafe conditions to my 

immediate supervisor, manager, EWM representative, or client site representative. 
 

k. I will submit any suggestions for accident prevention that may assist in improved working conditions or 
work practices to my immediate superior, manager, EWM representative, or client site representative. 

 
l. I will not smoke in the office, in client sites, or in EWM or EWM client vehicles.  I will smoke in authorized 

locations only. 
 

m. I will not bring onto the job or have in my possession or in my car, any firearms, weapons or ammunition 
of any kind. 
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n. I will not have in my possession, use, or introduce any kind of alcoholic beverage, marijuana, or illegal 

drugs on any EWM property or work area or facility or client property or work area or facility.   
 

o. I will not come to work under the influence of intoxicating liquor, marijuana, or illegal drugs. 
 

I have read and understood the above items.  I understand and acknowledge that any violation of the Code of 
Safe Practices may result in disciplinary action up to and including termination from my assignment with an 
EWM client, and termination from my employment with EWM. 
 
 
__________________________________________ 
Employee Name (Please Print) 

 
 
 
__________________________________________ 
Employee Signature 
 
 
Date: __________________________ 
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RECEIPT AND ACKNOWLEDGMENT OF EMPLOYEE HANDBOOK 
 
PLEASE READ THE EMPLOYEE HANDBOOK, SIGN THIS ACKNOWLEDGMENT, AND RETURN THIS 
ACKNOWLEDGMENT TO THE VICE PRESIDENT OF HUMAN RESOURCES OF EMPLOYNET WORKFORCE 
MANAGEMENT, INC. WITHIN ONE WEEK. 
 
Employee Name:        

I acknowledge that I have received a copy of Employnet Workforce Management, Inc.’s (EWM) Employee 
Handbook for Temporary Employees (“Handbook”), dated 2021 to 2022, which describes my employee benefits and 
obligations.  I understand that I am responsible for reading the entire Handbook and for knowing and complying 
with all of the policies set forth in the Handbook during my employment with EWM.  I have been given the 
opportunity to ask any questions I might have about policies that I do not understand.  I also understand that I am 
responsible for reading and complying with all posted notices contained in the EWM workplace and the Client 
workplace. 

I further understand that EWM has the right to amend, interpret, modify, or withdraw any of the provisions 
of the Handbook at any time in its sole discretion, with or without notice. Furthermore, I understand that, because 
EWM cannot anticipate every issue that may arise during my employment, if I have any questions regarding any of 
EWM’s policies or procedures, I should consult the Vice President of Human Resources.  

I understand and agree that my relationship with EWM is “at-will,” which means that my employment is for 
no definite period and may be terminated by me or by EWM at any time and for any reason with or without cause 
or advance notice. The at-will nature of my employment with EWM can only be modified in a writing signed by me 
or my representative and the CEO of EWM.  

I understand and agree that the terms of this Acknowledgment may not be modified or superseded except 
by a written agreement signed by me and the CEO of EWM, and that no other employee, supervisor, or 
representative of EWM has the authority to enter into any such agreement, and that any agreement to employ me 
for any specified period of time, or any agreement that is otherwise inconsistent with the terms of this 
Acknowledgment, will be unenforceable unless in writing and signed by me or my representative and the CEO of 
EWM.  I further understand and agree that if the terms of this Acknowledgment are inconsistent with any policy or 
practice of EWM now or in the future, the terms of this Acknowledgment shall control. 

I understand and agree that this Acknowledgment contains a full and complete statement of the agreements 
it recites, that no one has made any promises or commitments to me contrary to the foregoing, and that this 
Acknowledgment supersedes all previous agreements, whether written or oral, express or implied, relating to the 
subjects covered in this Acknowledgment.  I acknowledge that I have received the entire Handbook and agree to 
comply with the policies contained in the Handbook and any revisions made to it. 

 



Employnet Workforce Management, Inc. (877) EWM-TEMP 
  

 

60 

 

I understand and agree that nothing in the Handbook is intended to interfere with my right to participate in 
concerted activity such as communicating with my co-workers regarding my wages, hours, or terms and conditions 
of employment, or with my right to self-organize or join labor organizations or any other rights protected under the 
National Labor Relations Act. 

 

            
Employee’s Printed Name   Position 
 
 
            
Employee’s Signature    Date 
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ACKNOWLEDGMENT AND RECEIPT OF POLICY AGAINST HARASSMENT, 
DISCRIMINATION, AND RETALIATION 

PLEASE READ THE ABOVE REFERENCED POLICY CONTAINED IN THE EMPLOYNET WORKFORCE MANAGEMENT, INC. 
(EWM) EMPLOYEE HANDBOOK, SIGN THIS ACKNOWLEDGMENT, AND RETURN THIS ACKNOWLEDGMENT TO THE 
VICE PRESIDENT OF HUMAN RESOURCES WITHIN ONE WEEK. 

This will acknowledge that I have received a copy of the Policy Against Harassment, Discrimination, and 
Retaliation contained in EWM’s Employee Handbook for Temporary Employees dated 2021 to 2022, and that I 
understand and will comply with the requirements of that policy at all times.  

 

            
Employee’s Printed Name   Position 
 
 
            
Employee’s Signature    Date  
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ACKNOWLEDGMENT OF RECEIPT OF LACTATION ACCOMMODATION POLICY 
 
PLEASE READ THE ABOVE REFERENCED POLICY CONTAINED IN THE EMPLOYNET WORKFORCE MANAGEMENT, INC. 
(EWM) EMPLOYEE HANDBOOK, SIGN THIS ACKNOWLEDGMENT, AND RETURN THIS ACKNOWLEDGMENT TO THE 
VICE PRESIDENT OF HUMAN RESOURCES WITHIN ONE WEEK. 
 
 This will acknowledge that I have received a separate copy of the Lactation Accommodation policy, which is 
also contained in the Employnet Workforce Management, Inc. Employee Handbook for Temporary Employees dated 
2021 to 2022.  
 
            
Employee’s Printed Name   Position 
 
 
            
Employee’s Signature    Date 
 

 


