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ACKNOWLEDGEMENT
of 2Work Policies

I, __________________________________________________________________

acknowledge that I have received a copy of the 2Work Associate Handbook.
I also acknowledge that I have read, understand and agree to adhere to
2Work's policies on:

Please Initial

_________ Equal Employment Opportunity
_________ Harassment-Free Workplace/Sexual Harassment
_________ Drug and Alcohol Free Workplace
_________ Non-Solicitation
_________ Confidential Information
_________ Conflict of Interest
_________ Safety
_________ Non-Fraternization
_________ At-Will Employment
_________ Assignment Availability
_________ Blanket Staffing Policy
_________ Hire Policy / Shift Policy
_________ Attendance Policy
_________ Additional Company Policies 

I understand that:
The information contained in this handbook is not a contract or an offer to enter
into a contract. I understand that all employment at 2Work Staffing is based on
mutual consent. I have the right to resign my employment at any time and for
any reason, except in those cases where the client requires a period of notice.
Similarly, 2Work Staffing also has the right to end the employment relationship
of any associate, with or without cause, and with or without notice, as it deems
appropriate.

I further acknowledge that:
2Work Staffing reserves the right to modify, revoke, suspend, terminate or
change any plans, policies, or procedures, in whole or in part, at any time, with
or without prior notice. 2Work Staffing expressly revokes and rescinds any and
all prior personnel policy and procedures manuals and handbooks and any
implied or expressed offer of employment in said previous manuals and
handbooks. I understand that my failure to sign renders me ineligible for
employment.

Associate Signature                                                              Date

Witness Signature                                                                Date
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All employment at 2Work Staffing is "At Will" and for no definite period of
time. Employment is based on mutual consent. Either 2Work Staffing or its
associates may terminate employment at any time, with or without cause,
and with or without notice.

The information contained in this handbook is not a contract or an offer to
enter into a contract. 2Work Staffing reserves the right to interpret, alter,
modify, amend or terminate its policies, practices or benefits in any manner
which it believes to be in the Company's best interest, with or without notice,
at any time.



Tardiness
Employees are expected to report to work on time. If employees cannot report
to work as scheduled, they should notify their immediate supervisor and 2Work
office no later than 30 minutes after their regular starting time. This notification
does not excuse the tardiness but simply notifies the immediate supervisor and
2Work office that a schedule change may be necessary.

Progressive Discipline for Unexcused Absences
First instance: Verbal warning
Second and all future instances totaling fewer than 16 hours: Written warning
At 16 hours of accumulated unexcused absences: Subject to termination

Additional Company Policies
Violation of the following company rules and policies will result in disciplinary
action, up to and including termination of employment:

• Violation of security and critical safety rules
• Abusing, destroying, or intentionally damaging 2Work or client

equipment or property
• Possession of firearms, weapons or explosives on 2Work or client

premises or while conducting 2Work business
• Falsification of 2Work records, including but not limited to falsification

of hours worked
• Theft or any dishonest act impacting either 2Work, client, other

associates, or organizations serving 2Work
• Disclosure of proprietary or confidential information
• Misusing or removing 2Work records or confidential or proprietary

information without proper authorization
• Withholding information from 2Work concerning the theft of 2Work

property or assets
• Abusive or threatening physical or verbal acts against co-workers

or clients
• Insubordination
• Sexual, racial, or other prohibited forms of harassment of associates,

clients, or other business associates
• Possession, use, dispensing, or sale of illegal drugs, including

drug paraphernalia, while on Company time or on 2Work or client
property

• Possession or consumption of alcoholic beverages on 2Work or
client property

• Reporting to work while under the influence of alcohol or a controlled
substance

• Cell phone, texting or internet usage during work hours is
not allowed on company work time

• Failure to meet quality standards set by client company
• Failure to meet production standards set by client company
• No visitors allowed at client company site
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WELCOME
Congratulations! You have been selected to represent

2Work Staffing, an industry leader built on superior

quality

and service. While at 2Work, you will be working with

some of the finest companies in the country. Our clients

expect reliability, responsiveness and superior

performance.

We are confident that you will meet or exceed their

expectations!

As an associate working for 2Work Staffing (2Work), you

are responsible for adhering to the following policies.

This booklet is designed to make your employment with

us a successful, positive experience. After you review the

content in its entirety, please keep it handy for easy

reference.

If you have any questions, please don't hesitate to

contact your 2Work Staffing Specialist.
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Absence

“Absence” is defined as the failure of an employee to report for work when the
employee is scheduled to work. The two types of absences are defined below:

1. Excused absence occurs when all three of the following conditions are met:
a) the employee provides sufficient notice to his or her immediate supervisor
and 2Work office, b) the reason is found credible or acceptable by his or her
immediate supervisor and 2Work office (see number 2 below), c)such absence
request is approved by his or her immediate supervisor and 2Work office.

2. Unexcused absence occurs when one of the three conditions in number 1 is
not met. If it is necessary for an employee to be absent or late for work because
of illness or an emergency, the employee must notify his or her immediate
supervisor and 2Work office no later than 30 minutes after the employee’s
scheduled starting time on that same day.

Sixteen hours of unexcused absence may subject an employee to immediate
termination. Progressive discipline will be administered according to the table
in the section “Progressive Discipline for Unexcused Absences,” page 18. 

Employees who have three consecutive days of excused absences because of
illness or injury must give 2Work Staffing proof of physician’s care. If an illness
or injury prevents an employee from performing his or her regularly scheduled
duties, a physician’s statement must be provided verifying a) the nature of the
illness or injury, b) if and when the employee will be able to return to work, if
applicable, and c) whether the employee is capable of performing his or her
regularly scheduled duties, and if not, what duties the employee is capable of
performing. The employee is responsible for providing 2Work Staffing with the
above-described physician’s proof of physician’s care. Without an acceptable
excuse, the employee may be subject to immediate termination. 

Sufficient Notice
To be considered an excused absence as defined above, sufficient notice must
be given to the immediate supervisor and 2Work office. Sufficient notice is:

1. For a scheduled absence of eight hours or more, employees must give a
notice of one week (seven days).
2. For a scheduled absence of less than eight hours, employees must give a
notice of two working days. (No exceptions, other than Family Medical and
Leave Act-qualified leave or as a reasonable accommodation under the
Americans with Disabilities Act).

3. For an emergency absence occurring a) at the beginning of an employee’s
shift, the employee must notify his or her immediate supervisor and 2Work
office within 30 minutes after the beginning of the shift, and b) during an
employee’s shift, the employee must notify his or her immediate supervisor and 
2Work office prior to leaving the premises.

An employee’s immediate supervisor and 2Work office must approve any
exceptions to this provision or any conflicts in scheduling.

Getting
Started

2Work Staffing Is Your Employer

Whether you are on a short- or long-term assignment, you are still a
2Work Staffing associate. Please be sure to inform us if you are:

• Offered a full-time position with a client
• Unable to report to work
• Going to be late to an assignment
• Unhappy with an assignment for any reason
• Placed in a work environment that appears unsafe
• Moving or need to update your contact information
• Ending an assignment. You must let us know your

availability within 24 hours.
• Feeling discriminated against or harassed. Please notify

us immediately.

Workplace Injuries
• Report all injuries, no matter how slight, to your 2Work

Staffing Specialist. Company-authorized providers must
perform all medical treatment.

• All injuries requiring medical treatment are subject to our
Drug-Free Workplace policy

• In case of an emergency, call 911
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previous week reverting to minimum wage ($7.25). In addition, walking off the
job, quitting without notice, being dismissed due to behaving in a discourteous
fashion while working at a client site, or not completing the first full day will
result in not being paid.
The penalty for either of these violations may result in 2WORK STAFFING
being unable to place you on future assignments at any client location.

Regular Hiring Policy
You must understand that most of our clients can hire you at no fee after
working the allotted time through our company. We in no way guarantee that
you will be hired after this date. You must understand that your attendance,
attitude, and performance play a major role in your regular hire. If the
client/company cannot hire you as a regular employee after the allotted time,
you may remain employed with 2WORK STAFFING at that company as a
temporary employee. Their need and number of regular positions available
determines being hired by the client/company.

Shift Policy
There is no guarantee of the shift you will work. You must be willing to work
any shift other than the one you might start on. You must understand that
2WORK STAFFING in no way promises you a certain shift. It is our intention
to make sure you are aware of this policy before you begin on a position with
us.

Attendance Policy

Objective

The purpose of this policy is to set forth 2Work Staffing’s statement of policy
and procedures for handling employee absences and instances of tardiness.

General

Punctual and regular attendance is an essential responsibility of each
employee at 2Work Staffing. Any tardiness or absence causes problems for
fellow employees and supervisors. When an employee is absent, others must
perform the work, which diminishes the smooth functioning of 2Work Staffing.

Employees are expected to report to work as scheduled, on time and prepared
to start work. Employees also are expected to remain at work for their entire
work schedule. Late arrival, early departure or other absences from scheduled
hours are disruptive and must be avoided. The purpose of this policy is to
promote the efficient operation of the company and minimize unscheduled
absences.

Any employee who fails to report to work without notification to his or her
immeditate supervisor and 2Work office, otherwise known as a “NO CALL, NO
SHOW,” for a period of one day or more will be considered to have voluntarily
terminated his or her employment relationship.
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Tips To
Remember

Be On Time
Timeliness is one of the most crucial aspects of your job assignment.
If you are going to be more than 5 minutes late, you
must notify 2Work Staffing so that we may inform our client as
soon as possible.

Dress Appropriately
A neat, professional appearance contributes to the positive impression
you make on our customers. When working at a customer's
site, please dress appropriately according to the
corporate culture. Associates who violate dress code standards
may be subject to appropriate disciplinary action.

Be Friendly
Please introduce yourself as the 2Work Staffing associate assisting
the client with their needs.

Ask for Additional Work
When you have completed your work, please ask your supervisor
for additional work.

Be Flexible
Be flexible, but if you are asked to use skills other than those
you were originally assigned in your job description, please call
your local 2Work Staffing office.
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• Learn where fire extinguishers and first aid kits are located.
• Maintain a clean environment in all work areas at all times.
• Obey all traffic regulations when operating vehicles on public highways.
• When operating or riding in company vehicles or using your personal

vehicle for business purposes, the vehicle's seat belt shall be worn.
• Be alert to hazards that could affect you and your co-employees.
• Obey safety signs and tags.
• Always perform your assigned task in a safe and proper manner; do not

take shortcuts. The taking of shortcuts and the ignoring of established
safety rules is a leading cause of employee injury.

• Cell phone, texting, or internet usage is not allowed on
client/company time none whatsoever. If your assignment
ends because of cell phone, texting, or personal internet
usage, your pay will be reduced to minimum wage.

Non-Fraternization
2Work Staffing desires to avoid misunderstandings, actual or potential conflicts
of interest, complaints of favoritism, possible claims of sexual harassment, and
the associated morale and dissension problems that can potentially result from
romantic relationships between managerial, supervisory, and other 2Work
associates of client employees. Associates are discouraged from becoming
romantically involved with other 2Work associates or client employees. In the
case of any such relationship, 2Work Staffing, in its sole discretion, may
determine that the personal relationship in question creates a conflict of interest,
causes legal liability, or presents concerns regarding supervision, safety, security
or morale. In such event, 2Work Staffing may take whatever action it deems
appropriate according to the circumstances, up to and including transfer or
termination.

At-Will Employment
All employment at 2Work Staffing is "At Will" and for no definite period of
time. Employment is based on mutual consent. Either 2Work Staffing or its
associates may terminate employment at any time, with or without cause, and
with or without notice.

Assignment Availability
In order to continue your employment status with 2Work Staffing, it is your
responsibility to immediately notify us of your availability. Should no
assignment be immediately available, you must continue to contact 2Work
Staffing on a daily basis. If you fail to do so, 2Work Staffing will
assume you are NOT available for work and have voluntarily
resigned. This may result in all unemployment compensation
benefits being denied.

Blanket Staffing Policy
Failure to complete the assignment or dismissal due to behavior not consistent
with the standard courtesy shall result in your pay rate for the current week or 
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GETTING PAID
2Work Staffing understands how important it is for you to be paid correctly and
on time. We commit to doing our best to ensure the accuracy and prompt
delivery of your work earnings. However, you must take responsibility for the
following:

Please complete and return your time sheet to your 2Work Staffing
office no later than 11:00 a.m. each Monday

Be sure to keep an accurate record of the time you arrive and leave
work, and how long you take for lunch

Check your math when adding your hours

Make sure you have the customer sign your time sheet and leave a copy
with the client company

If you have any questions, please contact your 2Work Staffing
Specialist

Paydays
2Work Staffing's standard work week is Monday through Sunday. The pay
period begins at 12:01 A.M. on Monday and ends one week later at 12:00
midnight on Sunday. This means that payday is on the Friday following the end
of the pay period. Also, at the client's request, 2Work may follow the pay
schedule of the client, if required.

Payroll Deductions
By law, 2Work Staffing is required to deduct, where applicable, federal and
state withholding taxes, social security taxes and garnishments. Voluntary
deductions may include group insurance premiums.

Changing Tax Exemptions
If you need to change your tax exemptions, you must submit new W-4 and G-4
forms to Corporate Payroll no later than one week prior to the effective pay
date.
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otherwise required by state law).
• All injuries requiring medical treatment are subject to our drug-free

workplace policy. Failure to go to approved doctors or to submit to drug
testing may jeopardize your Worker's Compensation

• Claims may be denied if an on-the-job injury/illness occurs and you fail
to report the injury/illness within 30 days of the initial incident.

• In case of emergency, call 911.

General Safety Rules
2Work Staffing has developed these safety rules patterned after the Federal
OSHA requirements. Read and become familiar with these rules, and other
safety rules that apply to your job.

• Report an injury to your employer/supervisor immediately.
• Report any observed unsafe condition to your employer/supervisor.
• Horseplay is prohibited at all times.
• The drinking of alcoholic beverages is not permitted on the job. Any

associate discovered under the influence of alcohol or drugs will not be
permitted to work.

• If you do not have current first aid training, do not move or treat an
injured person unless there is an immediate peril, such as profuse
bleeding or stoppage of breathing.

• Appropriate clothing and footwear must be worn on the job at all times.
• An approved hard hat must be worn where there is the hazard of falling

objects.
• You should not perform any task unless you are trained to do so and are

aware of the hazards associated with that task.
• You may be assigned certain personal protective safety equipment. This

equipment should be available for use on the job, be maintained in
good condition, and worn when required.

• Learn safe work practices. When in doubt about performing a task
safely, contact your 2Work Staffing Specialist for instruction and
training.

• The riding of a hoist hook, or on other equipment not designed for such
purposes, is prohibited at all times.

• Never remove or by-pass safety devices.
• Do not approach operating machinery from the blind side; let the

operator see you.
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Garnishments
By law, 2Work Staffing is required to honor legal garnishments of associates'
wages. You will be notified of any garnishment notice received by 2Work
Staffing.

Forms of Payment
You may choose to have your weekly earnings paid via a re-loadable pay
card or direct deposit into your personal bank account.

Pay Cards
This is a Visa branded card that is reloadable. Each week your
earnings will be deposited on the card. The card will serve as your
virtual bank account. Please make sure you consult and review the
important documentation that comes with your card for usage
instructions and other important information. Do not use rapid pay
card on any automated outside fuel pumps. Fuel vendor
will put a hold on funds for two weeks and up to 150
dollars per transaction. Report lost or stolen Paycards immediately
to the paycard company’s toll free number, 888-727-4314
or www.rapidpaycard.com in your documentat ion and
contact your 2Work specialist.

Direct Deposit
Take advantage of our direct deposit benefit. This allows 2Work
Staffing to deposit your earnings directly into your personal bank
account. We will need a blank voided bank check or a direct deposit
form from your bank to set up this benefit.

Earnings Stubs
You will receive a breakdown of your earnings,  via a secure passcode
enabled email each week. If email is not available, 2Work will print this
report for you, which you can pick up at your local 2Work office. We
strongly encourage you to open a free email account with any of the
many internet sites.
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Confidential Information
Upon accepting employment with 2Work Staffing, you have been asked to sign
an Agreement, which generally provides that you will not disclose or use any
2Work or client confidential information, either during or after your
employment.

Additionally, our customers and suppliers entrust 2Work Staffing with important
information relating to their businesses. The nature of this relationship requires
the maintenance of confidentiality.

If someone questions you outside the company, or your department, and you
are concerned about the appropriateness of giving certain information, you are
not required to answer. Instead, as politely as possible, refer the request to your
designated company representative. You must not discuss or divulge any
information that is not considered public information to anyone other than the
client. In addition, you must not discuss or disclose pay or bill rates associated
with your position or others. This includes peers and clients. Any misapplication
or dissemination of information may result in disciplinary action up to and
including termination.

Conflict of Interest
Our Conflict of Interest policy prohibits you from engaging in personal activities
or business dealing inconsistent with 2Work or the client's best interests while
employed by 2Work. You have the obligation to avoid situations that would
cause a conflict of interest, or the appearance of a conflict of interest, including
but not limited to:

• Using 2Work or client information for personal gain
• Unauthorized disclosure of confidential or proprietary information
• Acquiring interest in, or independently servicing competitors or clients,

while employed by 2Work
• Working for a direct competitor while employed by 2Work
• Holding another job (moonlighting) if it interferes with your ability to

effectively perform your duties for 2Work and the client

Safety
2Work Staffing takes its responsibility as an employer very seriously and goes
to great lengths and expense to provide a safe working environment. We will
not knowingly assign, or allow an associate to work in an unsafe work
environment. 2Work Staffing abides by all safety regulations as mandated by
state, federal and local statutes. We will deal promptly with legitimate claims
and injuries and investigate any fraudulent claim.

The following guidelines should be followed in case of an injury:
• Report all injuries, no matter how slight, to your supervisor and 2Work

Staffing Specialist. They will walk you through the claims process.

• 2Work-authorized providers must perform all medical treatment (unless
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POLICIES

Equal Employment Opportunity

2Work Staffing is dedicated to the principles of equal opportunity in all areas
of employment including recruitment, hiring, training and development,
promotion, transfer, layoff, compensation, benefits, and all other terms,
conditions and privileges of employment in accordance with applicable
federal, state, and local laws. 2Work Staffing does not condone discrimination
against applicants or associates on the basis of age, race, sex, color, religion,
national origin, disability, veteran status or any other status protected by
federal, state or local law.

This policy applies to all associates, including managers, supervisors,
coworkers, and non-employees such as customers, clients, vendors, consultants,
etc. 

Any associate who believes he or she has been discriminated against, or
believes there has been a violation of our EEO Policy, should bring the problem
to the attention of their 2Work Staffing Specialist or any member of the 2Work
management team. 

2Work Staffing does not condone any form of retaliation or reprisal against
any associate who has reported a complaint under this policy or who has,
assisted in a complaint investigation. Any associate who believes there has
been a violation of our retaliation standard should contact 2Work Staffing
management. Violation of this policy by an associate may result in disciplinary
action, up to and including termination.
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Additional Guidelines Related to Sexual Harassment (cont'd)
Other actionable forms of conduct have been found to evolve from situations
that, at face value, seem normal or harmless but that in fact constitute sexual
harassment. Examples of such situations include:

• Jokes — Telling "off color" jokes does not necessarily constitute
sexual harassment. However, if an associate or Client employee
complains that jokes are offensive, the jokes may be said to
contribute to a hostile or offensive work environment and should be
stopped.

• Graffiti and posters — Pornographic photographs and sexually
explicit graffiti, posters and calendars should be removed from the
workplace.

• Behavior at off-site social events — If a supervisor or Client
employee approaches an associate at an employer-sponsored
event, and the associate accedes to the sexual advances, wither
through fear of losing his/her job, or in the hope of career
advancement, the foundation has been set for a subsequent sexual
harassment claim.

Your Role with Regard to Sexual Harassment

The EEOC's position that employers are responsible for sexual harassment
committed by a co-worker or a third party (e.g., vendors, customers, contract
and temporary workers), if they knew or should have known of the conduct and
did not take corrective action, has been upheld by most courts.

Please note: If any associate has knowledge of sexual harassment and fails to
report it and 2Work Staffing discovers this at a later date, the associate may
be subject to disciplinary action up to and including termination.

Supervisory associates who become aware of conduct that is or may be in
violation of this policy must report such conduct immediately to 2Work Staffing.
Do not initiate any investigative steps on your own. Failure to
report such conduct to 2Work Staffing may result in disciplinary action.

It is imperative that associates understand their role and responsibility in
preventing sexual harassment. For additional information, please contact your
local 2Work Staffing office.

No Solicitation
No solicitation of any kind, including solicitation for memberships or
subscriptions, will be permitted by associates while working or in such a way
as to interfere with the work of others. While working at client sites, 2Work
Staffing associates will not take part in any form of solicitation. Such solicitation
includes but is not limited to the sales of cosmetics, jewelry, kitchen items, etc.

Drug and Alcohol Free Workplace
2Work recognizes that its future is dependent upon the physical and mental
well being of all associates. The use and misuse of drugs and alcohol pose a
threat to 2Work and its clients. The possession, use or sale of illegal drugs,
including drug paraphernalia, is prohibited. The misuse of any legal drugs
and/or the use of alcohol, either in the workplace, while on Company time or
during breaks or meals, is strictly prohibited.

Any associate under the influence of alcohol or drugs which may impair
judgment, performance, or the safety of the associate or others while on 2Work
or client property, 2Work business, or during work hours, is subject to
discipline including termination.

In order to ensure compliance with this policy, substance abuse screening may
be conducted in the following situations:

Pre-Employment: As may be required by our client.

Post-Accident: Any associate involved in an accident/injury
while performing services for our Company
or client that results in property damage or
bodily injury requiring medical treatment,
will be required to submit to a substance
abuse screening.

Reasonable Suspicion: Testing may be conducted due to the
suspicion that a substance abuse problem
exists.

A company-designated licensed laboratory will conduct all drug testing for
post-accident or reasonable suspicion drug testing. The testing is conducted
with appropriate chain of custody procedures in place to ensure accuracy and
continuity in specimen handling, transfer and storage.

2Work Staffing will pay the costs of initial and confirmation post-accident or
reasonable suspicion drug screens which it requires. Should you wish to
dispute any results, you will pay the costs of any additional drug testing.

A post-accident positive drug test will result in termination of employment.
Refusal to comply with the testing requirements of this policy will be considered
a positive result. A positive result may impact you eligibility for Worker's
Compensation. Also, a positive result will be referred to local agencies that
provide rehabilitation and counseling services.
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Sexual Harassment

2Work Staffing does not condone any form of harassment in the workplace,
including sexual harassment. All associates are responsible for ensuring that
the workplace is free from sexual harassment. Because of 2Work's strong
disapproval of offensive or inappropriate sexual behavior at work, all
associates should avoid any action or conduct which could be viewed as
sexual harassment, including:

• Unwelcome sexual advances;

• Requests for sexual favors when:

• Submission to such conduct is made either explicitly or implicitly a     
term or condition of an individual/s employment or employment
opportunities;

• Submission to or rejection of such conduct by an individual is used
as a basis for an employment decision affecting the individual; or

• Such conduct has the purpose or effect of substantially interfering
with an individual's work performance or creating an intimidating,
hostile, or offensive working environment.

Additional Guidelines Related to Sexual Harassment

Under the Equal Employment Opportunity Commission's (EEOC)
definition, for alleged conduct to constitute sexual harassment, it must
be sexual in nature and unwelcomed. Guided by this definition,
courts have identified as sexually harassing behavior a range of
verbal and physical conduct, including:

• Unwelcomed physical contact of a sexual nature such as patting,
pinching, or unnecessary touching;

• Improper questions about a worker's private life, or explicit
propositions;

• Discriminatory ridicule or insults;

• Threat of rape, or attempted or actual sexual assault;

• Offensive motions or gestures suggesting sexual acts;

• Repeated sexually explicit comments or obscene and suggestive
remarks that are objectionable or discomforting to the recipient; and
repeated unwelcomed requests (e.g. date, dinner, etc.); and

• Offers of employment benefits in exchange for sexual favors, or
threats of reprisals for negative responses to sexual advances.

Harassment-Free Workplace
2Work Staffing is committed to creating an environment that is free of
discrimination and harassment. Any associate who commits any of the
following acts may be disciplined in any manner deemed appropriate by
2Work, up to and including termination. 
Harassment includes verbal or physical conduct that insults or shows hostility or
aversion toward an individual because of his or her race, color, religion,
gender, national origin, age or disability, and that:

Has the purpose or effect of creating an intimidating, hostile, or
offensive working environment; or Has the purpose or effect of
unreasonably interfering with an individual's work performance or
promotional opportunities.

The following are descriptions of behaviors that are not acceptable. These
descriptions are not all-inclusive, but are meant to serve as a guide.

Unwelcome Behavior:

• Unwanted or unwelcomed verbal or written comments or behaviors
that have overtones related to an individual's race, color, sex,
religion, sexual orientation, national origin, age or disability

• Epithets, slurs, negative stereotypes, threatening, intimidating or
hostile acts that relate to race, color, religion, sex, national origin,
age or disability

• Verbal or written comments, which by our definition a reasonable
employee would regard as offensive

• Displays that are placed on walls, bulletin boards, computer
monitors or elsewhere on the employer's premises or circulated in the
workplace

Any associate who believes he or she has been subjected to racial or other
unlawful harassment at work should bring the problem to the immediate
attention of 2Work Staffing Specialists or any member of the 2Work Staffing
management team. 

All complaints will be handled promptly, and the privacy of each associate will
be protected to the extent that confidentiality is consistent with a thorough
investigation of the reported incident.

2Work Staffing does not condone any form of retaliation or reprisal against
any associate who has reported such harassment. If racial or any other types
of harassment are found to exist, appropriate action will be taken.
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