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814 East Avenue, Suite B

       Office:  281-395-4064
Katy, Texas 77493

           Fax:  281-395-4058

www.advantagelabor.com

ADVANTAGE LABOR
SUPPLEMENTAL POLICIES AND PROCEDURES

Applicant certifies that all information submitted on this application to be true and correct.  Applicant understands that if any false information misrepresentations are discovered, this application will be rejected and employment by Advantage Labor may be terminated at any time.

In consideration of employment, applicant agrees to conform to the Advantage Labor rules and regulations that include the rules and regulations of the client to which they are assigned.  Applicant further agrees employment and compensation can be terminated with or without cause, and with or without notice, at any time by Advantage Labor.  Applicant understands that Advantage Labor representatives do not have the authority to enter into any agreement for employment for any specific period of time, or to make any agreement contrary to the foregoing.  Applicant is to notify Advantage Labor by the next business day if an offer of employment is made from one of our Clients.

Applicant agrees to return any and all equipment furnished by Advantage Labor or its Clients.  Applicant will be financially liable for any items, lost, stolen or damaged by neglect.  EXAMPLE:  Nomex, Safety Glasses, Hard Hats, Pagers, Badges, Tools, etc.  If such equipment is not returned, the cost for these items will be deducted from applicant’s final check. 

APPLICANT’S INITIALS__________________



DATE_______________________

Applicant agrees to return any money that was advanced to them for the purpose of travel, hotel, fuel, etc.  An expense report must be filled out before leaving Advantage Labor’s employment with original receipts attached.  If applicant fails to return money for advances or a final expense report is not submitted, the funds will be deducted from applicant’s final check.

APPLICANT’S INITIALS_________________



DATE_______________________

Applicant agrees they will not operate any motor vehicle without authorization of Advantage Labor.  In the event an applicant is authorized by Advantage Labor to drive, applicant agrees to provide proof of liability insurance from the state in which applicant resides.

APPLICANT’S INITIALS_________________



DATE_______________________

Applicant fully understands that should it be required by our client, they will submit to an alcohol and/or drug test.  If a positive result is received or if applicant does not report to job location, the cost of the drug and/or alcohol test will be deducted from their check or Advantage Labor will bill applicant if no hours have been accrued and pursue all legal resources to collect for such testing.

APPLICANT’S INITIALS__________________



DATE_______________________

Applicant agrees that any training provided by Advantage Labor or its Clients is based solely on an offer of temporary employment.  If training has been provided and applicant fails to report to work for client, Advantage Labor will bill applicant for training fees and pursue all legal resources to collect for such training.

APPLICANT’S INITIALS___________________


DATE_______________________

Any minor discrepancies ($100 or less) on payroll checks will be verified and paid the following pay period after verification.

APPLICANT’S INITIALS____________________


DATE_______________________

Applicant agrees that personal use of cell phones during working hours is prohibited and could be grounds for immediate termination.

APPLICANT’S INTIALS_____________________


DATE_______________________

Applicant agrees they have read and fully understand all of the Company Policies contained herein and agrees to follow all such policies.  Applicant further agrees that the statements contained herein are true and correct.
APPLICANT’S SIGNATURE_________________________________
DATE_______________________
Interviewer’s Signature
_________________________________
DATE_______________________
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Safety Contract
Notice to New Employee

Employees working for Advantage Labor (Advantage) are responsible for their own safety, for the safety of other workers and for reporting injuries (to themselves or others) to the appropriate supervisor and to Advantage immediately.  If an employee sustains a legitimate job related injury, we will do everything in our power to assure prompt and adequate care.  We will work with the employee to expedite claims handling and, wherever possible provide an early back to work program.  Please be advised, however, we will make every effort to fight, investigate and prosecute any claim we feel is fraudulent.

It is the employee’s responsibility to make sure their on site supervisor reports their weekly time to Advantage.  The deadline for turning in time is 5:00 pm (CST) Monday.  All time reported must be signed by Client’s representative (i.e. on-site supervisor, manager, etc).  Advantage will not accept timesheet directly from employee.  Failure to have your time reported before the deadline could delay the employee’s paycheck by one week.  NO EXCEPTIONS.  Your cooperation will insure you get paid the correct amount and on time.

Employees are to report to Advantage when an assignment ends (within 24 hours), for their next job assignment.  Failure to do so or failure to accept the next job assignment will indicate that the employee has voluntarily quit and may result in denial of any state UNEMPLOYMENT benefits to the employee.

Employees are also expected to complete any assignment that they accept.  If the employee does not complete any assignment, then Advantage can assume that the employee has voluntarily quit.  If the employee abandons a job assignment without at least seven (7) days notice to Advantage, the employee agrees to accept any remaining wages due at a rate not less than the legal minimum wage.

I, _____________________________, have read and understood the above policies as well as the Advantage Policy and Procedures Manual.

Employee’s Signature






Date
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ADVANTAGE LABOR
ACCIDENTS/INJURIES PROCEDURES


The following procedures must be followed for all work related injuries

1. ALL ACCIDENTS/INJURIES must be reported to your foreman or supervisor, even if no medical attention is required.  The injured employee must complete a Report of Employee Injury/Accident whether or not medical attention is required.  It will be placed in their medical file for future reference in case of problems.

2. The supervisor must complete a Supervisor’s Reports of Accident, i.e. the person you report to on your assignment, at the same time the employee accident report is being filled out, regardless of whether medical attention is required.  Both reports need to be faxed to Advantage office at (281) 395-4058.

3. If the injury requires medical attention and is not an emergency situation, have your supervisor call (281) 395-4064 prior to going to a medical facility.  In case of an emergency, have your supervisor call and report which medical facility you are being transported to.  We need to authorize treatment, arrange for proper billing, and determine that the facility follows proper procedures.

4. If an employee must be off on disability, he/she must notify their Advantage Supervisor.  If off for an extended period of time, the employee must go by their office or call at least once a week to advise Advantage of their status.  Upon receiving a release to return to work, you must call the office to report your availability and provide Advantage the doctor’s release prior to returning to work.  

5. Anytime an employee is on light duty the doctor’s restrictions must be followed.  The employee may return to his regular duties only when released by the doctor.  It is your responsibility to tell the doctor that Advantage has all types of light duty work.

6. A drug screen is required for all injuries.  A drug test is required to be taken within 24 hours after an injury is reported.  Refusal to submit to a drug test will result in the same consequences as a positive drug or alcohol test.

7. I understand and agree to abide by the above accident procedures.  I understand that any payments to me or anyone else for expenses in connection with my accident and resulting injury is not an admission of liability on the part of Advantage.  In the event of an injury, I authorize full access to copies of medical records, radiology reports, drug/alcohol screenings and documents of any kind relating to my past or present injury/illness to Advantage.  I hereby agree to release this information and hold all such medical providers harmless from the release of this information as set forth in this authorization.
APPLICANT’S SIGNATURE_______________________________  DATE________________________
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ADVANTAGE LABOR
POLICIES AND PROCEDURES

The purpose of this handbook is to provide you with a descriptive summary of policies and practices for employees of Advantage Labor.  Please read this information carefully and keep it available for future reference.

Business Hours

Regular attendance and punctuality are paramount to the efficiency, productivity and success of any organization.  Your work habits and job performance will not only have an impact on all other employees of this company but will reflect your commitments, dedication and dependability as an employee of ADVANTAGE LABOR.
All Advantage in-house office personnel shall observe normal office hours.  Employees who work outside the office for clients of Advantage shall observe the working hours of that client.

Appearance

A clean, neat employee is a vital link with our clients.  All employees shall follow the dress code for the client they are working for.

Payroll

Paychecks will be issued through either regular mail or direct deposit.  Paychecks will only be issued once approved timesheets have been received.  Paychecks sent regular mail will be mailed on Wednesday of each week.  Employees electing direct deposit will receive direct deposit funds in their provided account by Friday of each week.  Issuance of paycheck is based solely on approved timesheets being received on time.  It is your responsibility to ensure that your time is turned in by 5:00pm (CST) Monday.  Any time turned in late will be paid the following week.

Equal Opportunity Employment

This company is an Equal Opportunity Employer.   We are committed to a workplace environment that encourages growth and respect for all current and prospective employees based upon job related factors such as educational background, work experience, and ability to perform the essential functions of a particular job.  It is the policy and practice of this company to prohibit any form of discrimination or harassment based on race, color, age, national origin, religion, sex, veteran, disability or any other status protected under applicable federal, state or local law.  Support and belief in this principal is a basic responsibility of all employees in this company.

Harassment

Every employee of Advantage Labor is entitled to be treated with respect and to be free of any conduct that is offensive, hostile or intimidating.  The Advantage work environment must be free from harassment, whether verbal, visual or physical based on race, sex, religion, or any other protected characteristic.
Alcohol, Drug, Contraband Policy

The use, possession, concealment, transportation, promotion or sale of the following is strictly prohibited while on Advantage property or while on company business during normal work hours.


Illegal drugs


Unauthorized controlled substances


Look alike, designer and synthetic drugs


Alcohol beverages


Firearms, weapons, explosives and ammunition


Stolen property


Drug paraphernalia

Urine Drug Screening

All employees will submit to a urine drug screen prior to placement with the employees’ written consent.  Any employee testing positive on the drug and alcohol test will be denied placement unless you have provided information on current prescriptions.  If any employee suffers an occupation on-the-job injury, a urine drug test will be performed as part of our worker’s compensation policy.

Worker’s Compensation

Any employee who is injured on the job is to report the injury to his supervisor and Advantage immediately.

If the injury requires emergency medical treatment, this treatment is to be provided immediately by whatever means necessary.  If it is not an emergency, the employee is required to see a physician or medical facility at the earliest possible time under the direction of the Advantage representative.

This policy and procedure handbook is made for the maximum safety and well being of all ADVANTAGE LABOR employees.  Your assistance and cooperation for the achievement of this goal is vitally important.
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