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Policy Statement 
We will treat our fellow associates and employer with honesty, dignity, and respect 

Discrimination: Treat each other with dignity and respect.  J.O.S. Staffing does not permit discrimination.  J.O.S. 
Staffing recognizes that each Associate brings a unique set of abilities and perspectives, and that our diversity 
makes us stronger as a company and better able to meet the needs of our customers.  

J.O.S. Staffing provides equal employment opportunities to all qualified applicants and Associates in all aspects 
of employment without regard to race, color, religion, sex, age, national origin, ancestry, sexual orientation, 
disability, marital status, military status, political beliefs or any other legally protected status.  We provide 
reasonable accommodations for all qualified individuals with disabilities. 

Harassment: J.O.S. Staffing will not tolerate harassment of anyone.  Harassment can take many forms, including 
slurs, epithets, inappropriate gestures, or jokes that demean another person or a person’s race, gender, sexual 
orientation, age, ethnic background, religion, or that refer to a person’s disability or other conduct that creates a 
hostile environment.  All reported allegations will be thoroughly investigated and appropriate disciplinary action 
will be taken as necessary up to and including termination. 

 
 

 
 
Fitness-for- Work Drug Testing Policy and  

 
 
 
 
 
 

 

 

Do: 

 Recognize the unique abilities and 
perspectives of co-workers and employers. 

 Recognize and value co-workers based on 
their contribution 

 

Don’t: 

 Discriminate against or harass anyone. 
 Make remarks, slurs, or jokes that demean 

another person 
 Make inappropriate gestures or statements 

that make fun of a person. 
 

Retaliation Will Not Be Tolerated 
JOS Staffing will not tolerate any retaliation against or victimization of Associates for asking questions, 
raising complaints, or concerns, or making good faith reports of possible violations of Company Policies or 
the law.  Anyone who takes or attempts to take such retaliatory actions will be disciplined up to and 
including termination.  
termination. 
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Sexual Harassment: J.O.S. Staffing will not tolerate sexual harassment of anyone, including Associates, 
Employers, or Vendors. 

This includes, but is not limited to: 
 Inappropriate or unwelcome sexual advances 
 Repeated or unwanted sexual suggestions 
 Request for sexual favors 
 Other verbal or physical conduct of a sexual nature that unreasonably interferes with an Associate or 

Employer’s work performance or creates an intimidating, hostile, humiliating or sexually offensive 
working environment. 

 
Employment decisions will not be based on requests for sexual favors, submission or rejection of sexual 
advances or other verbal or physical conduct of a sexual nature.  All reported allegations will be thoroughly 
investigated and appropriate disciplinary action will be taken as necessary. 
No physical contact of any nature is allowed in the workplace. 

Violence: Do not threaten violence, use offensive language or engage in verbal abuse, harassment, 
intimidation, or violent behavior in any form.  This applies to all Associates, Employers and others on J.O.S. 
Staffing property.  It also applies to anyone you come in contact with through your job, whether you are in or 
out of the workplace, on or off your job.  Do not bring firearms, knives, or other weapons onto Company or 
Client premises at any time for any reason. 

Honesty: J.O.S. Staffing does not tolerate dishonesty of any type.  Dishonesty can take many forms and 
includes, but is not limited to; false or misleading statements and any theft of deliberate act that results in loss 
of value of other’s property.  Do not steal from or defraud anyone, including the Company, other Associates, 
Employers or our business partners. 

 

 

 

 

 

 

 
 

 

 

 

DO: 
 Treat your fellow Associates with honesty,  

dignity and respect.  By working together, we  
will achieve our business goals. 

 Report Harassment of any type 
 Keep personal information about Associates and  

Employers secure. 
     Be truthful and honest in all matters 

Don’t: 
 Harass or threaten anyone. 
 Use or bring weapons, alcohol or illegal drugs 

onto Company or Employer property. 
 Have any physical contact with another Associate 
 Be dishonest with anyone. 
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Compensation 

1. Once you begin an assignment for J.O.S. Staffing, a time sheet/card will be provided at the job site 
where you are assigned.   

2. It is your responsibility to sign/clock in, if you fail to follow this procedure you will not be paid for those 
hours that have not been tracked.   

3. You will need to sign off on that time sheet/card at the end of your work week where required.   
4. We do not hold back pay. If you work i.e. Monday 7/8/2019 to Friday 7/12/19. You will be paid the 

following Friday 7/19/19.  
5. If you have questions call us at the office. 
6. This is your notification that J.O.S. Staffing can reduce your pay to minimum wage. 

a. If you don't give us a week notice before quitting work assignment. 
b. If you get terminated for just cause reasons (ex. violation of company policy, attendance policy, 

no call, no show, emotional outburst etc.) 
 

Pay Day 
1. You are paid weekly.  
2. Checks are available at the office on Friday after 9am.   
3. We do deliver checks to some clients. These checks will be distributed by the client. 
4. We do not allow early check pick for any reason.  
5. If you need someone else to pick up your check, J.O.S. Staffing requires a signed note from you and a 

picture ID from the person picking up the check every time you need to use this process.   
6. If you quit or were terminated, only you can pick up your check and an exit interview must be 

completed. 
7. If you need your check to be mailed, it is your responsibility to request that, along with a self-

addressed stamped envelope addressed to where you would like it to be mailed. 
8. When terminated or quit a position, you will be paid on Friday after 9am at 

J.O.S. Staffing office. 
9. If you are absent on pay day, you will NOT receive your check until you 

return to work. 

 
Employment by J.O.S. Staffing Clients 

 
J.O.S. Staffing is your employer.  J.O.S. Staffing employees may not seek or accept employment by any JOS             
Staffing Client unless special terms are agreed upon by J.O.S. Staffing and the Client.  All associates of J.O.S. 
Staffing must remain on J.O.S. Staffing payroll for 90 working days.  If an associate seeks and /or receives 
employment from one of our clients or through another staffing agency’ at said client, without the consent of 
J.O.S. Staffing, the associate agrees to pay a settlement fee of 20% of the associates’ first year salary.  
Example, you receive check for $200.00 we receive $40.00 of that pay, which we will garnish from your pay. 
 

 



Revised January 2023   4 
 

Attendance Policy 

J.O.S. Staffing has a No Fault Attendance Policy.   

1. J.O.S. Staffing is your primary employer.  You MUST communicate with J.O.S. Staffing for all absences, 
arriving late, or leaving early. 

2. All absences regardless of reason are an occurrence, unless you are subpoenaed to court for something 
that is non-criminal or as a witness.  

3. Once you are assigned by J.O.S. Staffing, you are required to fulfill the obligations set for by that 
assignment. 

4. Your first 30 (thirty) calendar days per assignment are considered a probationary period.  Your 
attendance is mandatory. 

5. Any absence, arriving late or leaving early, may result in your termination. 
6. Any no call, no show or walking out mid-shift will result in permanent termination. 
7. Not calling J.O.S. Staffing and the ‘Client’ at least 2 hours before the start of your shift to report an 

absence will be considered a “no call no show”.  
8. When terminated for attendance or no call, no show, you will not be eligible for re-hire by J.O.S. 

Staffing for 1 year. 
9. If there is an emergency during this time and you are unable to go to work, you must contact both 

J.O.S. Staffing and the ‘Client’ at least 2 (two) hours before your shift starts.  
10. Documented proof of emergency must be provided before you return to work. 
11. After your first 90 days, you have one occurrence a month; this includes “left early”, “late arrival”, and 

absences.  Again, you must report this occurrence to J.O.S. Staffing and the ‘Client’. 
12. The ‘Client” makes your work schedule based on their needs and if asked to work other than scheduled 

shift, overtime is mandatory. 
13. Associates are required to give a one week notice when quitting in order to remain eligible to be 

rehired through J.O.S. Staffing. 
14. If terminated for any reason, JOS Staffing is liable only for wages or salary earned as of the date of 

termination and these wages will be paid on the normal payday which is Friday after 9am at J.O.S. 
Staffing office at 1011 W Franklin St, Evansville, IN 47710. 

15. J.O.S. Staffing reserves the right to terminate an associate at any time, due to Indiana “at will 
employment” policy. 

16. Refusal of any job assignment may make you ineligible for employment through J.O.S. Staffing. 
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Fitness-for-Work Drug Testing Policy and  
Informed Consent and Release of Liability Document 

J.O.S. Staffing has a responsibility to provide a safe, healthful and productive work environment and to 
promote high standards of health and safety for its Associates.  Consistent with this commitment, J.O.S. 
Staffing strives to maintain a work environment free from the effects of illegal drugs, and substance 
abuse. Therefore, J.O.S. Staffing will not knowingly employ any job applicant who uses illegal drugs or is a 
substance abuser: 
1. J.O.S. Staffing’s policy is to administer a pre-employment drug screening test to all prospective       

associates.   
2. Applicants who refuse to consent to a test or tests positive for illegal use of a controlled substance, 

will not be hired.   
3. Any current associate that is unfit for duty due to suspected drug or alcohol use or for just cause will 

be required to submit to drug and/or alcohol test. 
4. Post-accident drug screening is required for those associates who are governed by DOT. 
5. Any current associate that is involved with damage to client equipment will be required to submit to 

drug and/or alcohol tests when required by DOT. 
6. Excessive or unusual absenteeism may be cause for drug and/or alcohol testing. 
7. Any employee taking a medically prescribed drug must report the use of this drug to J.O.S. Staffing.  

J.O.S. Staffing reserves the right to consult with the attending physician to determine the side 
effects, if any, of such drugs.  J.O.S. Staffing will consult with our client to determine if reassignment 
is warranted. 

 
J.O.S. Staffing Informed Consent & Release of Liability 

I UNDERSTAND that according to Company Policy, which I have read and understand, I am required to submit 
a sample of my urine or saliva for chemical analysis. 
THE PURPOSE of this analysis is to determine the absence or presence of drugs.  The results will be reported.   
I CONSENT freely and voluntarily to the J.O.S. Staffing’s request for a urine or saliva specimen.  I hereby 
release and hold harmless J.O.S. Staffing, its employees, agents, managers, and owners from any and all claims 
of liability whatsoever arising from this request to furnish my specimen, and any decision concerning my 
employment made by J.O.S. Staffing, in whole or in part, based upon the results of the drug screen. 
I UNDERSTAND a documented chain of custody exists to ensure the identity and integrity of my specimen 
throughout this collection and resting process. 
Any doctor, hospital, laboratory, and/or client have my consent to have all information released to the 
employer to determine my ability to perform my job duties effectively and safely now or in the future. 
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General Safety Rules 

The safety and well-being of our Associates is a top priority at J.O.S. Staffing. Each day, we all have the 
responsibility to ensure the environment in which we work is free from potential safety hazards.  All 
Associates play an important part in minimizing the risk of injury while performing a job function.  Good work 
methods, knowledge of your job function, and a constant awareness of what is happening around you are 
major factors in maintaining a safe work place. 

Following are general safety rules which you must familiarize yourself with and follow in the performance of 
your daily job functions.  By recognizing which situations are hazardous and increasing the overall safety 
awareness of Associates within the work environment, we can significantly reduce the number of people 
injured on the job.  
1.    You are responsible to use the proper personal protection equipment (PPE) and wear the proper clothing 

that is specifically required at your assigned workplace or as designated by J.O.S. Staffing. 
2.    Smoking is strictly prohibited. 
3.    Power equipment shall be operated by trained and authorized personnel only.   
4.    Aisle ways, stairways, exits, and/ or firefighting equipment shall not be blocked or obstructed in any way. 

Keep the lunchroom and rest rooms neat, orderly and clean.  Report any unsafe conditions to a member of 
management. Keep the floor free from potential safety hazards, (i.e., plastics, cardboard, strapping, etc.)  
Dispose of trash in proper receptacles only, not on the floor. 

5.    Running is never permitted.  Horseplay is strictly prohibited. 
6.    Always use proper body mechanics. Do not lift with your back use your legs. When moving heavy objects 

from side to side, do not twist move your feet.  
7.    Material handling equipment (i.e., pallets, trolleys, pallet jacks, totes, trains, forklifts, etc.) shall be used 

only for the purpose for which they are originally designed. 
8.   Always operate machinery and equipment with extreme care, for your own and coworkers safety and for 

the care of the equipment. 
a. When jams occur on power equipment, shut down equipment before attempting to clear.  Failure to 

shut down power equipment before cleaning could result in serious injury. 
b. Do not remove safety guards 
c. Keep hands, hair and clothing clear when machine is operating. 
d. Follow all posted safety rules and procedures at your assigned station or machine. 
e. Make sure you understand how to properly operate the machinery. Make sure you know where the 

emergency stops or other safety devices are located in case of an emergency. 
f. Always make sure the machine is in the off position when cleaning or doing any maintenance. 
g.  Unsupervised climbing on conveyors, equipment, or any structure is prohibited 

9.      Do not walk over or stand on pallets.  Never stand on pallets on end. 
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General Safety Rules continued…  
10.    Power equipment safety, (i.e. fork truck) 

a. Be mindful of equipment traffic and stay behind the yellow cautions lines. 
b. Always look both ways when crossing into travel aisles. 
c. Equipment cannot stop quickly, especially with a load. 
d. Make sure when you are near equipment you have made eye contact with the driver.  Wave to ensure 

driver is aware of your presence.  
11.   Do not remove safety tags and lock out devices.  The safety tags and lock out devices are placed on 

switches, valves and other controls to protect personnel working on the equipment. 
12.   Before using any chemicals, you are always encouraged to refer to the Material Safety Data Sheet (MSDS) 
13.   Be aware of locations of the eyewash stations and where first aid is available; also know where the exits 

and fire extinguishers are located in relation to your location. 
14.   If you are assigned to a job that requires working with sharp objects such as a razor blade, knife or stapler 

please make sure to use them with extreme caution and the proper safety techniques. 
15.   Firearms, knives of any kind including pocket knives, or other weapons are prohibited.  Only knives 

permitted are ones supplied by the client. 
16.   Heat Safety: 

a. Drink plenty of Water and avoid soft drinks. 
b. Place a wet towel or cloth across the back of your neck. 
c. Use ice chips to keep your mouth moist. 
d. Wear light clothing and wear light colored clothing 
e. Get plenty of rest so your body can better adapt and overcome extreme temperature. 
f. Please notify your supervisor immediately if you start feeling sick. 

17.   Winter Safety: 
a. Always protect your ears, hands and feet from extreme cold. 
b. Always cover your head and exposed areas of your face. 
c. Always wear dry gloves, insulated socks and proper shoes, also wear several layers of clothing to 

prevent hypothermia 
d. Notify your supervisor immediately if your start feeling numbness or tingling in your ears, fingers or 

toes 
The safety rules outlined here are not meant to be all encompassing, but those which are of a most serious 
nature.  In many situations there will be other safety guidelines specific to each work environment.  As an 
Associate of J.O.S. Staffing you will be expected to know and understand and abide by these rules in the same 
fashion you are expected to abide by all other rules and regulations.  It is your responsibility to know how to 
do your job safely.  If you have any questions, talk to your supervisor or contact J.O.S. Staffing. We at J.O.S. 
Staffing are dedicated to sustaining a safe work environment for all of our Associates and Clients. I have read 
and understand the above rules. I realize they have been established for the protection of me. I realize that 
failure to comply will be cause for disciplinary action, up to and including termination or a Worker’s 
Compensation claim could be denied or benefits terminated. 
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Social Media Policy 

J.O.S. Staffing prohibits the use of social media, i.e. Facebook, Twitter etc., to post or display comments about 
coworkers or supervisors or the employer that are vulgar, obscene, threatening, intimidating, harassing, or a 
violation of the employer’s workplace policies against discrimination, harassment, or hostility on account of 
age, race, religion, sex, ethnicity, nationality, disability, or other protected class, status, or characteristic. 

 

 

Cell Phone Policy 

J.O.S. Staffing has a zero tolerance for use of cell phones on the clients work floor. You are there during your 
probationary period to learn a new job skill and put your best effort into becoming a permanent employee. 
Cell phones must remain off.  No exceptions, not for the calculator, music, or any other reason.  This will result 
in your termination regardless of clients’ policy.  

 

General Work Rules 

J.O.S. Staffing wants to encourage a safe and pleasant work atmosphere.  This can only happen when everyone 
cooperates and commits to appropriate standards of behavior. 

The following is a list of behaviors that the company considers unacceptable.  Any employee found engaging in these 
behaviors will be subject to disciplinary actions including warning, layoff, or termination: 

1. Failure to be at the work station, ready to work, at the regular starting time. 
2. Willfully damaging, destroying, or stealing property belonging to fellow employees or the client. 
3. Refusing or failing to carry out any instructions of a supervisor or trainer. 
4. Leaving your work station (except for reasonable personal needs) without permission from your supervisor or 

trainer, taking excessive breaks, etc.  
5. Ignoring work duties, loafing or sleeping during working hours. 
6. Intentionally giving any false or misleading information to obtain employment, a leave of absence or worker’s 

compensation. 
7. Punching another employee’s time card or falsifying any J.O.S. Staffing or Client record. 
8. Smoking contrary to established policy or violating any other fire protection regulations. 
9. Willfully or habitually violating safety or health regulations including not using PPE. 
10. Failing to wear clothing conforming to standards set by J.O.S. Staffing and Client. 
11. Not taking proper care of, neglecting, or abusing Client equipment and tools. 
12. Using Client equipment in an unauthorized manner. 
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Dress Standards 

1. Neat and well-groomed at all times. 
2. Maintain good personal hygiene 

a. Clean clothes 
b. Shower 
c. Deodorant 

3. Proper shoes 
a. No open toe 
b. No open heels 
c. No high heels 
d. Shoes with laces must be tied  
e. Steel toe boots where required 
f. No cleats 
g. No leather soles 

4. No excessively tight or revealing clothing 
5. No bare skin on your torso 

a. No bare midriff 
b. No excessively big armed tank tops 
c. No excessively low cut tops 

6. No short shorts 
7. No spaghetti strap tops, all sleeveless tops must be three inches wide across your shoulders. 
8. No undergarments showing out of the top of pants. 
9. No Jewelry: rings, watches, necklaces, dangling earrings, or wallet chains. 
10. No pajama pants. Only jeans or dress pants can be worn.  
11. No pants dragging the floor. 
12. Any article of clothing that exhibits profanity, racially biased statements symbols representing any 

illegal substance or sexually suggestive words or pictures on the garment are not permitted. 

 

All dress standards will be enforced.  These standards are set for safety concerns as well as to ensure 
your dress is not offensive to another associate.  Rule of thumb; If your Grandma would not approve of 
your dress do not where it to work.  You could be working next to someone’s Grandma. 

*Mask policy Among strategies to prevent COVID-19, CDC recommends all unvaccinated persons wear masks 
in public indoor settings. Based on emerging evidence on the Delta variant (2), CDC also recommends that fully 
vaccinated persons wear masks in public indoor settings in areas of substantial or high transmission. Jul 30, 
2021  *Subject to change based on CDC Guidelines 
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COVID EXPOSURE OR POSITIVE TEST QUARANTINE REQUIREMENTS - UPDATED 1/20/2021 

COVID PAY 

There is no longer any government sponsored FFCRA pay.  If an employee has FFCRA pay left from 2020, that can still be 
used through March 2021.  

 

QUARANTINE TIME FOR AN EMPLOYEE EXPOSED TO COVID 

An employee who has been exposed to a Covid positive individual (within 6 feet of them for a total of 15 minutes or 
more cumulative) must self-quarantine for 14 days from the last date of exposure to the infected person. 

 If exposed individual is tested on the 5th day from exposure or later and a negative test is received, employee 
only has to self-quarantine for 10 days from date of exposure to the positive individual and can return to work 
on day 11 with the negative test. 

 If exposed individual tests positive, see guidelines below. 

 

QUARANTINE TIME FOR AN EMPLOYEE WHO HAS TESTED POSITIVE FOR COVID AND DOES NOT DEVELOP ANY 
SYMPTOMS 

An employee who has tested positive and does NOT have any symptoms for 10 days from the date the test was 
administered can return to work on day 11 after the testing was administered.  

 

QUARANTINE TIME FOR AN EMPLOYEE WHO HAS TESTED POSITIVE AND HAS ANY OF THE FOLLOWING SYMPTOMS OF 
COVID 19: 

-Fever or chill                                                                                      -Cough 

-Shortness of breath or difficulty breathing                                  -Fatigue 

-Muscle or body aches                                                                      -Headache 

-New loss of taste or smell                                                               -Sore throat 

-Congestion or runny nose                                                               -Nausea or vomiting 

-Diarrhea 

Employee must quarantine for a minimum of 10 days from the date of the onset of symptoms or the date of the positive 
test, whichever is later. Employee can return to work on day 11 from the date of the positive test as long as they are 
fever free for 24 hours and have an improvement in symptoms. 
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Workers Compensation Guidelines  

In order to assure timely, appropriate, quality medical attention for work related injuries, your cooperation is 
necessary, with specific procedural requirements.  These procedures also help assure prompt payment of 
medical bills and appropriate job placement, while on work restrictions. 

1. Report all injuries to your immediate supervisor at your job site at once. 
2. Call J.O.S. Staffing if treatment other than on-site first aid is required. 
3. If you seek medical treatment at a facility without J.O.S. Staffing’s approval for a non-life threatening 

injury you are responsible for all bills. 
4. All medical reports and other paper work must be presented to J.O.S. Staffing after every visit to the 

treating physician or physical therapist. 
5. J.O.S. Staffing must be notified of all scheduled appointments so that your medical file can be kept 

updated. 
 If a change is required for a scheduled appointment J.O.S. Staffing must also be notified. 
 Unscheduled visits to the physician or physical therapist between appointments require 

authorization from J.O.S. Staffing. 
6. Treatment plans recommended for you by your medical provider are designed to assure your speedy 

recovery. 
 Refusal to follow the treatment plan delays your recovery and jeopardizes Workers 

Compensation coverage of expenses. If you have concerns, talk to your doctor or Human 
Resource Manager about your concerns. 

7. Scheduled follow-up visits with a physical therapist should be arranged around your normal work 
hours. 

 First shift associates should schedule visits no earlier than 2:30pm. Second shift associates 
should schedule visits at times that do not conflict with your normal schedule.   

 In the event an appointment must be rescheduled during working hours, an associate will be 
accommodated with reasonable time for treatment, and travel to and from the appointment, 
provided J.O.S. Staffing is properly advised and presented documentation upon return to J.O.S. 
Staffing. 

8. If you would decide to seek medical attention from providers other than those authorized by the J.O.S. 
Staffing and the Workers Compensation insurance company, be aware that expenses for unauthorized 
treatment will not be covered by Workers Compensation 

 

 

Be advised that failure to comply with the guidelines as outlined above could result in termination under 
the attendance program.  Thank you for your cooperation and assistance, as J.O.S. Staffing strives to assure 
your speedy and complete recovery. 
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Light Duty Work. 
The policy of J.O.S. Staffing is to provide light duty work, if available, to any associate who is injured. 

1. You would be assigned to any of our clients including non-profits that are able to accommodate your 
work restrictions. 

2. If you are assigned to work at one of these places you may receive a reduced pay rate or fewer hours. 
If there is a different rate you will receive your compensation based on and paid according to Indiana 
Workers’ Compensations Laws. 

3. If light duty is unavailable or you are unable to work, due to doctor’s restrictions, you will be paid 
according to the Indiana Workers’ Compensation Laws. 

4. It is your responsibility, as an employee, to notify J.O.S. Staffing if you are placed on work restrictions.  
If you fail to notify us and elect not to work within your restriction or are unable or unavailable for light 
duty work for reasons unrelated to the compensable injury, this could result in termination from J.O.S. 
Staffing and benefits. 

OSHA 

 

 

 

OSHA continued… 



Revised January 2023   13 
 

 



Revised January 2023   14 
 

OSHA continued…
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OSHA continued…
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OSHA continued…
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OSHA continued…

 

OSHA continued… 
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