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Congratulations on your decision to partner with Selectemp Employment Services! Standard office hours are 8 a.m. to 5:00 p.m. Monday through Friday. If you need to reach us, please contact your specific branch on their direct line or visit our website at www.selec-temp.com .

The FIRST day of your FIRST assignment that you complete will be considered your formal date of hire.  Selectemp is an “at-will employer.” This means that either you or Selectemp may terminate the employment relationship at any time for any reason with the understanding that neither Selectemp nor you have any obligation to base that decision on anything but the intent not to continue the employment relationship.

EMPLOYMENT AND BENEFITS: Selectemp is your sole employer and you agree that you are not co- employed by our customers whose site you will be working at. You acknowledge and agree that you are not entitled to and will not seek any of our customer’s employee benefits programs.

HEALTH COVERAGE NOTICE: Selectemp has chosen to operate in compliance with the Affordable Care Act (ACA) and therefore offers all new employees Minimum Essential Coverage (MEC) that meets the requirements of the ACA. In addition all employees that qualify as full time under the requirements of the ACA will be offered full Minimum Value Plan (MVP) coverage in accordance with ACA. You will receive a separate document that has the instructions, website and telephone number to enroll in these coverages. If you elect this coverage you will have a payroll deduction that comes out of your paycheck the 1st of the month after 60 days of employment with us.
I have read and fully understand the Alliance Health Coverage Notice:
TIMESHEET: If the assignment you are placed on requires a Selectemp time card, you must submit a complete and signed time card into the Selectemp Office no later than 9am the Monday following the week you worked. The time card must be signed by your supervisor at the job site unless you are instructed to use the company group time card. Some assignments with certain customers will require you to report your time electronically.  Timelines for electronic submissions are exactly the same as a paper time card.  Falsification of any submitted time will be grounds for immediate dismissal and subject to prosecution.

FORM OF PAY: Selectemp currently offers the use of direct deposit to receive your pay at no cost. If you do not choose this form of payment you will be issued a debit Pay Card. A full list of fees associated with the Pay Card is listed on the Pay Options Form. Prior to your Pay Card activation you may receive a check. If that check is lost in the mail or lost by any other means you will be responsible for a $20.00 fee to stop payment on the original check and re-issuance of a replacement check. You may be converted to either direct deposit or a Pay Card at any time during your employment. It is your responsibility to ensure Selectemp always has your correct bank information for paying you and a current address on file for you.

GARNISHMENT FEES:  Selectemp is mandated by law to process and perform all garnishments legally presented to us.  In accordance with Oregon law, there will be a $1.00 per week fee per garnishment, deducted from the employee’s weekly pay not exceeding $5.00 per month per garnishment.

PAYSTUB/PAY HISTORY: Employee elects to receive their paystub and pay history electronically via our website. You will be required to provide us with a valid e-mail address to register to have access to your pay stub and pay history. If you do not have electronic access, you will always be able to obtain this information from Selectemp via the use of our computers or requesting it in writing at any time. I agree to this form of receiving my paystub and pay history.

DRUG TESTING & BACKGROUND CHECKS: As a condition of employment with Selectemp, you may be required to undergo substance screening to obtain and/or maintain an assignment. Selectemp or its customers may also require background checks in order to obtain and/or maintain an assignment. You authorize Selectemp or our customers to perform drug screening and background checks at any time during your employment with us and the results of these tests and investigations can be shared with our customer and they can be used to terminate your employment. If the test results of a drug test are positive, you will not be considered further by Selectemp for employment.

COMMUNICATION: Selectemp and its employees utilize text messaging and email at times as a form of notification. By signing off on these forms, you give Selectemp your permission to do so and understand that text messaging fees and rates may apply as determined by your cellular provider. Selectemp and its employees are in no way responsible for any fees charged to you by your cellular provider. If at any time you wish to discontinue receiving text messages from Selectemp, you must notify your recruiter and complete the required form to withdrawal from the text program. Employee authorizes the receiving of any email from Selectemp.
 
PERSONNEL FILES: During your employment, Selectemp may be asked to provide some or all of your personnel records to its customers for review. You hereby authorize Selectemp to provide any requested personnel records to its customers and release Selectemp, its customers, and any person(s) affiliated therewith from liability therefore.

PROCEDURE FOR CALLING IN AVAILABLE: For employees who are not currently on assignment, Monday is our designated day to call in available.  Selectemp only requires you to check in once per week; however, should you choose to call in more frequently, we certainly will not discourage you.  Any employee who has had their job assignment ended is required to call within 24 hours to advise of your availability to work and then check in at least once per week to update your available status. If you do not call in as required you will be considered as having voluntarily terminated your employment with Selectemp. This could impact your future employment with us and your ability to claim unemployment benefits. When you call in weekly, identify yourself and Selectemp will locate your information in our database & update your availability status for that week.

PROPRIETARY RELATIONSHIP WITH SELECTEMP: By signing off on our terms, you are then agreeing to be represented by Selectemp for employment to its clients. This employment may be temporary, temporary to hire or direct hire in nature. Selectemp has entered into proprietary business relationships with you as an employee, and therefore you are prohibited from contacting clients that you are introduced to through Selectemp to obtain employment outside of our agreement. You may be subject to legal action for interfering with Selectemp's relationship and contract with its client if you accept any offer of employment (either as an employee or independent contractor) with any client who Selectemp presented or introduced you to, regardless of whether you were presented, interviewed or worked for the client. Further, you may be subject to legal action for interfering with Selectemp's contract with client if you accept any offer of employment (either as employee or independent contractor) with any client that you learn of through Selectemp during the term of this agreement and for 180 days after you learn of this client or are introduced. Also, if your contract with our client ends for any reason, you are not permitted to contact the client in any way.

ATTENDANCE: Read this section carefully. Selectemp is committed to maintaining successful relationships with its customers. In order to accomplish this mission, Selectemp must provide its customers only with employees who are hard-working, trustworthy, professional and reliable. Your unexcused failure to attend your job assignments harm Selectemp’s ability to do business and jeopardizes the relationship between Selectemp and the customer to which you have been assigned.

Accordingly, the following attendance rules must specifically be agreed to before you begin your employment with Selectemp. These attendance rules are an important part of your employment. If you have any questions regarding these rules, you must address them to the interviewer before signing this agreement. Once you sign this agreement, you will be required to follow these attendance rules:

1. If you must be absent from your job assignment for any reason, you must contact the Selectemp office from which you were assigned, as well as your on-site supervisor, with as much notice as possible before your scheduled start time. In the case of an emergency in which you are unable to contact the appropriate Selectemp office, a family member may do so on your behalf. Regardless, when you must be absent, contact must ALWAYS be made directly with the Selectemp office, and if possible, the work location to which to you are assigned.
2. If your absence is covered under the Oregon Sick Leave law, you MUST state that when calling in.  Selectemp’s clear expectations surrounding the Oregon Sick Leave law are listed below:

Eligible Employees: To be eligible for a leave under this policy, Employees must primarily work in Oregon and have been employed by Selectemp for at least 90 days before the Employee uses OSL.  For the purpose of complying with the 90 days of hire mandate, an Employee’s date of hire will be considered his/her FIRST day on his/her FIRST assignment.  
OSL Accrual: Eligible Employees will accrue OSL at the rate of one (1) hour for every 30 hours of work.  OSL accrual will begin on January 1, 2016, or on Employee’s commencement of employment, whichever occurs later.  Employees may accrue a maximum of 40 hours in a calendar year, and up to 80 hours in total.  Selectemp will provide eligible Employees with weekly accumulations on each paycheck, reflecting accrued and unused OSL available for use by the Employee. 
Reasons For Leave: OSL may be taken based on:  
(1) the diagnosis, care, or treatment of the Employee’s, or the Employee’s Family Member’s, mental or physical illness, injury or health condition including, but not limited to,  pregnancy, childbirth,  post-partum care and  preventive medical care; 
(2) to care for the Employee’s newborn, newly adopted or newly placed foster child; 
(3) to deal with the death of Family Member by attending the funeral of a Family Member, making arrangements necessitated by the death of the Family Member, and grieving the death of a Family Member; 
(4) to seek legal, medical, mental health, victim services, or law enforcement assistance or remedies related to domestic violence, harassment, sexual assault or stalking; 
(5) the closure of the Company’s place of business, or the school or place of care of the Employee’s child, by order of a public official due to a public health emergency; 
(6) to care for a Family Member when it has been determined by a lawful public health authority or by a Health Care Provider that the Family Member’s presence in the community would jeopardize the health of others; or 
(7) any absence caused by any law or regulation that requires the Company to exclude the Employee from the workplace for health reasons.
As used in this policy, “Family Member” means the Employee’s spouse, parent, parent-in-law, grandparent, grandchild, biological, adopted or foster child and same sex domestic partner (including a same-sex domestic partner’s parent or child).   
Length of Leave: Qualifying Employees are entitled to use a maximum of 40 hours of OSL per year.  Intermittent OSL leave is permitted for qualifying reasons and may be taken in minimum increments of one hour.  
Leave Usage:  OSL will be considered an excused leave of absence and will not count for purposes of considering Employee’s attendance under the Company’s absence control policies.  
Notice of OSL Leave:  All Employees requesting OSL leave must notify their Selectemp representative when the need to use OSL is foreseeable, the Employee shall provide notice as soon as practicable, and shall make a reasonable effort to schedule OSL in a manner that does not unduly disrupt the Customer’s operations.   If an Employee’s need for OSL is not foreseeable, Employee shall notify their Selectemp representative, via the MAIN office line (Texting or Emailing will not be allowed as the main line allows for everyone to have needed information for tracking and notification to customers) of the need to use OSL, a minimum of 30 minutes before the start of the Employee’s scheduled work shift or as soon thereafter as practicable in the event of an unforeseen emergency.  Failure to provide reasonable notice may result in denial of leave and/or may result in the loss of job protection.
Paid Leave:  OSL is paid at the Employee’s rate of pay the Employee would have earned during the time which OSL is used, not considering overtime rates.  Salaried Employees are paid one-fifth of their regular weekly salary for each full day of OSL.  OSL for commissioned Employees is paid at the Employee’s regular rate of pay, or the applicable minimum wage, whichever is higher.  OSL runs concurrently with any applicable unpaid leaves of absence arising under OFLA, FMLA, or other applicable state or federal law.  Sick time will NOT accrue when using OSL.   
Other Restrictions and Conditions:  The Company will not condition the use of OSL on Employees searching for or finding a replacement worker.  Employees on OSL will not be required to work an alternate shift to make up for the use of OSL.  
Carry-Over and No Cash Out:  Employees may carry over up to 40 hours of accrued OSL from year to year.  Unused OSL will not be paid at termination of employment, however Employees re-hired within six months of termination will be entitled to use previously accrued OSL immediately upon re-employment.  
I have read and fully understand the above Attendance requirements:

SEXUAL NON-HARASSMENT POLICY: Selectemp does not and will not tolerate sexual harassment. Conduct which constitutes sexual harassment has absolutely no place at Selectemp. At Selectemp, we are dedicated to providing each employee with a work atmosphere and environment free from sexual harassment. No employee or third party, no matter his or her title or position has the authority, express, actual, apparent, or implied to commit sexual harassment.  Sexual harassment may be presented verbally, physically or visually; none of these presentations will be tolerated.

Every employee is absolutely prohibited from either using his/her job position or authority to solicit or impliedly solicit sexual favors from anyone from making the terms/conditions of any other Employee’s job status dependent on the granting of sexual favors. Sexual harassment is any attempt to control, influence, or affect a co-Employee, his/her career, wages or job by either conditioning employment on sexual favors or creating a sexually charged working environment.

You are not required to directly confront the person who is the source of your report, question, or complaint before notifying your branch representative. Selectemp will not retaliate against any Employee who makes a complaint of sexual harassment or who aides in a sexual harassment investigation.  Any and all reports of any sexual harassment will be investigated.  Once all findings have been reviewed, a plan of action for immediate resolution will be implemented.  For further information regarding this policy, please contact the Branch Manager in your market.

I have read and fully understand the Selectemp Sexual Harassment Policy:

COMPANY DISCIPLINARY POLICY: A violation of Company and/or Customer-site rules will result in disciplinary action. The violation of some rules is considered more serious than the violation of others and discipline may include verbal warnings and/or written warnings maintained in your employee file or immediate termination.

Selectemp reserves the right to terminate any Employee for any violations of company rules at any time. Examples of the types of occurrences in which an employee may be disciplined for are below.  These are examples only and there may be more situations which an employee can and will be disciplined for.

1. Violation of the attendance policy as described in this employment agreement or our customers specific attendance policy.
2. Entering any job-site when there is a reasonable doubt of your ability to work safely.
3. Interference with the work of other Employees or creating a disturbance in the work area.
4. Careless waste of materials or abuse of tools or equipment.
5. Violation of the company safety policy as described in this employment agreement and neglecting or ignoring safety training by Selectemp or our customer.
6. Damage to Company property or records or to the property of others that is deliberate or the result of gross carelessness.
7. Unauthorized removal or attempted removal of any Company property or records or the property of others in the building. 
8. Bringing weapons or explosives onto company property. Weapons include visible and concealed weapons, including those for which the owner has necessary permits. Weapons can include firearms, knives, explosive materials or any other objects that could be used to harass, intimidate or injure another individual, employee, manager or supervisor.
9. Threats of physical violence, fighting or provocation that leads to fighting in the building, office on Company property or on property normally or temporarily used by the Company or its employees.
10. The unlawful possession, manufacturing, use or distribution of controlled substances, illicit drugs or alcohol on company occupied property.
11. The use or consumption of alcohol or illegal/illicit drugs on company property.
12. Falsification of an application for employment or other employment record, including medical statements, a time card, making an entry on a time card, or other record without authorization or punching in or out on another employee’s card.
13. Falsifying information on any expense account sheet or other company document.
14. Embezzlement or stealing of company funds, or customer funds, including but not limited to, stealing money from an employee, the company, or a company account.
15. Sleeping during work hours and on the job.

I have read and understand Selectemp Company Disciplinary Policies:

SAFETY POLICY: Selectemp strives to provide its employees with a safe and healthy workplace environment. To accomplish this goal, both management and employees must make efforts to promote safety. Employees shall devote their skill and attention to the performance of their job responsibilities while using the highest standard of care and good judgment. Safety rules and regulations will be issued or modified from time to time and shall be effective immediately.

To meet our commitment, Selectemp will:

1. Make certain that all employees understand that working safely is a condition of employment and that they are each responsible for their own safety and, to the best of their ability, the safety of those around them.
2. Inform the employees of the work environment that they will be working at.  
3. Provide employees with tools necessary to protect their own health and safety and that of others by following safety rules. 
4. Work with our clients and customers to develop regulations and standards that improve the safety and health of all employees.
5. Provide relevant safety and health information to our employees and require all clients and customers to provide proper first day orientations and training for the safe performance of their work. 
6. We are committed to return injured workers to productive work as soon as possible. All employees must demonstrate a commitment to health and safety.

GENERAL SAFETY RULES AND REGULATIONS: Selectemp has developed these rules in accordance with the Federal OSHA requirements. Read and become familiar with these rules and other safety rules that apply to your assignment:

1. Follow all safety rules and guidelines of our client.
2. Report any observed unsafe condition to both our client supervisor and to Selectemp.
3. Horseplay is prohibited at all times.
4. The use of illegal drugs or alcohol is not permitted on the job.
5. Do not carry anything that is bigger or heavier than you can manage. Ask for help if needed.  Utilize team lifting in order to lift safely.
6. Appropriate clothing and footwear is to be worn at all times.
7. Do not perform any task unless you are trained to do so and are aware of all risks associated with that task.
8. If assigned any personal protective safety equipment (PPE), this equipment MUST BE WORN and maintained in good condition.
9. When in doubt about performing a task safely, contact your supervisor for instruction and training.
10. Never remove or bypass safety devices.
11. Do not approach operating machinery if the operator cannot see you.
12. Become aware of the locations of fire extinguishers and first aid kits.
13. Maintain a clean work area at all times.
14. Be alert to hazards that could affect you and your co-workers.
15. Always perform your assigned task in a safe and proper manner; do not take shortcuts.  ***Taking shortcuts and ignoring safety rules is a leading cause of injury!***

REPORTING INCIDENTS: It is the employee’s responsibility to report each and every incident, no matter how small, as soon as possible to your client supervisor AND to Selectemp.  

MEDICAL TREATMENT: Be assured that in the event of a legitimate injury requiring medical care, Selectemp will ensure that you receive prompt and immediate medical attention as soon as the accident/injury is reported. We care about your well-being and your full recovery from any accidents or injuries. If medical care is needed, please contact Selectemp prior to seeking medical attention, unless it is an emergency requiring immediate attention.

POST-ACCIDENT TESTING: If at any time you are involved in an accident or suffer a work-related injury, Selectemp will require you to submit to post-accident drug and alcohol testing. This testing is to be completed immediately following the event. Most post-accident drug testing will be done in the Selectemp office while all paperwork associated with the filing of a workers’ compensation claim is completed.

EMERGENCY FIRST AID: For minor injuries not requiring medical attention, first aid kits are available. Contact your immediate supervisor for a first aid kit. Should a serious injury, that is considered a medical emergency, occur that requires immediate medical attention, contact 911.

I have read and fully understand the Selectemp Safety Policy and agree that I will not perform any work if I do not believe I have received the proper safety training for this assignment and at this assignment worksite:

SELECTEMP RETURN TO WORK POLICY: Selectemp recognizes that there is no factor more important to the success of our company than our employees. Keeping our employees safe and their work environment safe is extremely important to us and something we address with all of our customers. The purpose of our program is to promote and support the return of any injured employee.

Since all of our employees work at different locations we recognize that from time to time an injury may occur. We recognize that early involvement seeking proper medical treatment is essential to restoring an injured employee to their full activity. If an employee is injured we require them to:

1. Report any injury, regardless of the level, to their immediate supervisor and their Selectemp representative.
2. Depending on the severity and the employee’s determination on whether or not medical attention is required, your Selectemp representative will assist you coordinating your medical attention.

After medical treatment has been received, the employee must:

1. Report, as soon as possible, to the Selectemp office with all medical paperwork.
2. Follow all of their physician’s orders including going to required doctor appointments, taking medication and going to recommended therapy.
3. Provide Selectemp with updated medical information following every follow-up visit to their treating physician.
4. While off work it is the employee’s responsibility to supply Selectemp with a current telephone number that they can be reached at.
5. The employee must notify Selectemp within 24 hours of all changes in medical/physical conditions.

The employee is the person with the injury and, ultimately, he or she is responsible for his or her recovery and return to work. He or she must actively participate in the recovery process and the return to work process. The employee agrees to allow Selectemp to assign them transitional or modified duty work at various facilities as part of the process of getting the employee back to full time work capacity. Selectemp will obtain approval from the medical experts treating the employee’s recovery that the transitional or modified duty work can be performed and is within the employees’ restrictions and physical capabilities. The employee agrees to accept this transitional or modified duty work and when performing it not to exceed the restrictions placed on them by their medical experts that are guiding their medical care and recovery from their injury. 

I have read and fully understand the Selectemp Return to Work Policy:

DRUG AND ALCOHOL-FREE WORKPLACE POLICY: Selectemp is committed to achieving a safe work environment free from drug abuse and the influence of alcohol through education, intervention and, if appropriate, disciplinary measures. Selectemp prohibits the use, possession, or sale of illicit drugs in the workplace or when conducting Selectemp or customer business. In this regard, all employees are expected to be in suitable mental and physical condition to be at work, as required, performing their jobs satisfactorily and safely in accordance with Selectemp and customer policy and operating procedures. This is a necessary requirement in order to assure the safety of its operations, employees and communities in which it operates and to protect the customer's assets. Failure to meet these basic requirements will result in disciplinary action up to and including termination of employment. This policy applies to all Selectemp employees while performing a work assignment at a customer site.

Employees will not be permitted to work while under the influence of alcohol or with detectable levels of prohibited drugs in their systems. Prohibited drugs are defined as illegal substances and prescription controlled substances which have not been specifically prescribed by a registered physician for specific treatment purposes of the employee.

PROHIBITIONS: Employees are prohibited and will be subject to discipline up to and including termination for:

1. The use, sale, attempted sale, possession, manufacture, or distribution of illegal drugs or drug paraphernalia on Selectemp or customer premises or while on customer business, in customer-supplied vehicles or equipment, or during customer business hours;
2. The unauthorized use, sale, attempted sale, possession, manufacture, or distribution of any controlled substance on Selectemp or customer premises or while on customer business, in customer-supplied vehicles or equipment, or during customer business hours;
3. The unauthorized use, sale, attempted sale, possession, manufacture, or distribution of alcohol on Selectemp or customer premises or while on customer business, in customer-supplied vehicles or equipment, or during customer business hours;
4. Storing in a locker, desk, or other repository on Selectemp customer premises any illegal drug, drug paraphernalia, any controlled substance for which use has not been prescribed or otherwise authorized, or any open container of alcohol;
5. Testing positive for the use of an illegal drug or an unauthorized controlled substance, or being under the influence of an illegal drug, an unauthorized controlled substance, or alcohol while on Selectemp or customer premises or while on customer business, in customer-supplied vehicles or equipment, or during customer business hours;
6. The use of illegal drugs, alcohol, or controlled substances for which use has not been prescribed or otherwise authorized, off Selectemp or customer premises that may adversely affect the employee's work performance or the employee's or others' safety at work;
7. Switching or adulterating any sample submitted for testing or attempting to manipulate the drug or alcohol testing process in any other manner;
8. Refusing to consent to testing or to submit an appropriate sample for testing when requested to submit to testing by management; and
9. Being convicted of a felony for off-the-job drug activity.

TESTING BASED ON REASONABLE SUSPICION: Individuals who appear to be unfit for work will not be permitted to work and may be subject to a fitness-for-duty examination at a designated medical facility. An employee may be required to be tested for drug and alcohol abuse whenever Selectemp or their customer has reasonable suspicion to believe that an employee's work performance or on-the-job behavior may have been affected in any way by the use of drugs or alcohol. Reasonable suspicion is drawn from specific and articulate facts and reasonable inferences drawn from those facts in light of experience, leading to a belief that an employee is using or has used drugs or alcohol in violation of this policy. Such facts and inferences may be drawn from, but are not limited to, the following:

1. Observable behavior while at work, such as direct observation of drug or alcohol use or of the physical symptoms or manifestations of being under the influence of drugs or alcohol, abnormal conduct or erratic behavior while at work, or a significant deterioration at work; or
2. Reports by any co-workers that there is a belief that an employee is working under the influence of controlled substances; or
3. Evidence that an employee has used, possessed, sold, solicited, or transferred drugs or alcohol while working, while on Selectemp customer premises, or while operating customer machines or equipment.

Either a member of management or a Selectemp representative will accompany the employee to the test site, or Selectemp will provide the employee with an alternative means of transportation to the test site. An employee who tests positive for drugs or alcohol as a result of a reasonable suspicion test will be subject to discipline, up to and including immediate discharge. If the employee tests negative, the employee will be permitted to return to work.

POST-ACCIDENT TESTING: Whenever an employee is involved in an accident on Selectemp property or our customers property, during the conduct of Selectemp business, or during working hours, and (1) the accident results in physical injury to the employee or other employees, or (2) the accident results in lost work time or damage to Selectemp or customer property (in accordance with the customer’s policies), or (3) where alcohol or drug use may have been a factor, Selectemp will require the employee to submit to drug and alcohol testing. An employee who tests positive for drugs or alcohol as a result of a post-accident test will be subject to discipline, up to and including immediate discharge. 

PRE-EMPLOYMENT TESTING: Consistent with this Policy, drug and alcohol testing may be administered to all final candidates for hire regardless of the position being filled, and each offer of employment shall be conditioned upon the passing of a test for drugs and alcohol. Selectemp will not hire any applicant who fails to pass the pre-employment drug or alcohol test. 

TESTING PRACTICES: Selectemp is licensed as a certified collection laboratory for testing. The test to be performed on the specimen shall be the most reliable method of testing available at that time and shall be verified prior to the taking of any disciplinary action. Should the specimen render an Other-than-negative result, that same specimen will be sent to a qualified certification laboratory for independent verification.  The employee will be present through the chain of command processing of the specimen.  

REHABILITATION: Employees who suffer from alcohol or drug problems are encouraged to seek assistance from an appropriate professional before the problem leads to disciplinary action. An employee's decision to seek appropriate professional assistance will not be used against the employee in any disciplinary action. Any professional assistance, however, will not exempt an employee from this Policy, disciplinary action or Selectemp or customer policy requirements.

CONFIDENTIALITY: The confidentiality of any information received by Selectemp through testing for drug and alcohol use will be maintained, except as otherwise provided by law.  

SEARCHES: Selectemp shall not authorize (except when requested by a law enforcement agency) indiscriminate searches of lockers, desks or personal effects on customer property, but the customer reserves the right to conduct such searches based on reasonable suspicion.

DRUGS FOUND ON COMPANY PROPERTY: Illegal drugs or controlled substances found on Selectemp customer property must be turned over and cooperation given to the appropriate law enforcement agency.

EMPLOYEES’ RIGHTS WHEN THERE’S A POSITIVE TEST RESULT: Upon receipt of a confirmed positive finding, the MRO will attempt to contact the employee by telephone or in person. If the MRO makes contact, he or she will inform the employee of the positive finding. The MRO will give the employee an opportunity to rebut or explain the findings. The MRO can request information on recent medical history. He or she can also ask for medications taken within the last 30 days by the employee. If the MRO finds support in the employee’s explanation, he or she may ask the employee to provide documentary evidence to support his or her position. Evidence can include treating physicians and pharmacies, which filled prescriptions, etc. Failure on the part of the employee to provide documentary evidence will result in the MRO issuing a positive report with no attendant medical explanation. If the employee fails to contact the MRO as instructed, the MRO will issue a report of a positive test result.

POSITIVE TEST RESULTS: Selectemp will immediately take employees found to have a confirmed positive drug or alcohol test off safety- sensitive duties. The Company will subject these employees to discipline up to and including termination.

TERMINATION NOTICES: In those cases, where substance testing results in termination of employment, termination notices will list misconduct as the reason and we will deem termination for cause.

I have read and fully understand the Selectemp Drug Free Workplace Policy:

FAIR EMPLOYMENT PRACTICES, AFFIRMATIVE ACTION & EQUAL EMPLOYMENT OPPORTUNITY: Selectemp is fully committed to the principles of equal opportunity and affirmative action in all of its personnel practices and policies. In order to provide equal employment and advancement opportunities to all individuals, employment decisions at Selectemp will be based on merit, qualifications, and abilities. Selectemp does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability, reproductive status, sexual orientation, marital status or any other characteristic protected by law. Selectemp will also make reasonable accommodations for qualified individuals with disabilities in accordance with applicable law.

Selectemp strives to create an environment that attracts and retains the most qualified people of all racial, ethnic, and other diverse backgrounds and to provide them with challenging opportunities to help them achieve their highest potential.

Any employee with questions or concerns about any type of discrimination in the workplace should bring the issue to the attention of Selectemp representative, a supervisor or other member of management. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination may be subject to disciplinary action, up to and including termination of employment.

I have read and fully understand the Selectemp Affirmative Action & EEOC Policy:

ELECTRONIC FORM W-2 DISCLOSURE NOTICE: Selectemp is required by the IRS to provide each employee with a Form W-2 (“W-2”) that states the employee’s compensation and tax withholding amounts for the calendar year on or before January 31st of the following year.  In the past, Selectemp provided paper copies of the W-2.  Selectemp is now pleased to offer an electronic version of the W-2 for viewing and printing from our Selectemp Web Portal in lieu of a paper mailing.  

The benefits of receiving an electronic W-2 statement are:
· Earlier access to the W-2
· Easier access to the W-2 (available anytime, day or night, on Selectemp’s website once processed by Payroll)
· Elimination of the possibility that the W-2 may be lost, stolen, delayed or misplaced 
· Continuity—the electronic version displays in the same format as the printed copy AND you can print multiple copies at your convenience
· Environmental friendliness & cost reduction (printing, postage, etc.)

YOUR CONSENT IS REQUIRED: Selectemp must receive your consent before it can deliver your W-2 electronically.   You may indicate your consent by signing to accept the terms and conditions at the end of this employee agreement.  If you click to accept the terms and conditions at the end of this employee application, but do NOT consent to receive your W-2 electronically, YOU MUST NOTIFY YOUR SELECTEMP REPRESENTATIVE, VIA EMAIL, TO CONVEY YOU DO NOT CONSENT TO AN ELECTRONIC W-2. Your notification must include your full name, address, social security number and e-mail address.

If you do not consent to electronic-only delivery of your W-2 and send an email notifying your Selectemp representative as outlined in the preceding paragraph, Selectemp will send you a paper W-2 via U.S. mail no later than January 31. Conversely, if you do consent to electronic-only delivery of your W-2 by clicking to accept the terms and conditions at the end of this employee application, Selectemp will NOT mail you a paper W-2.  

HOW LONG IS MY CONSENT VALID? Your consent for electronic delivery will remain valid from year to year unless and until you withdraw consent by sending written notification to Selectemp Employment Services, ATTN: Payroll, PO Box 71250, Springfield OR 97475 on or before January 10 for the prior tax year.  Your written notice must be titled “Notice of Withdrawal of Consent to Receive W-2 Electronically” and must include your full name, current address, social security number and current e-mail address.  Withdrawal of consent will be effective on the date it is received by Selectemp, which shall be confirmed by Selectemp in writing or by email.  Note: If consent is withdrawn, the withdrawal will only be effective for W-2s not yet issued.

Should your employment with Selectemp end, you will still be able to get your W-2’s via Selectemp’s web portal with your username and password.

CAN I STILL REQUEST A PAPER COPY OF MY W-2 IF I CONSENT? Yes. If, after giving consent, you desire a paper copy of your W-2, you may send a written request to Selectemp Employment Services, ATTN: Payroll, PO Box 71250, Springfield OR 97475. Your written request must be titled “Request for Paper Copy of W-2 for Tax Year ___” and must include your full name, current address, social security number and current e-mail address.  Requesting a paper copy in accordance with this paragraph does NOT automatically withdraw your consent for electronic-only delivery.  Rather, withdrawal of consent must be sent in accordance with the preceding section. 

UPDATED CONTACT INFORMATION REQUIRED: Should your contact information change, you are responsible for promptly entering these changes (such as a change in mailing address) in Access Selectemp.  Selectemp will likewise notify all employees should there be any changes in the company contact information provided above.

If you have any questions regarding your W-2’s please contact us your local branch representative.  

ACKNOWLEDGEMENT OF CONSENT: I understand that by choosing to accept the terms and conditions at the end of my application for employment, I am affirmatively indicating my CONSENT to receive my W-2’s electronically through the Access Selectemp Web Portal.  I further understand that my consent means I will not receive a paper copy of my Form W-2.

I have read and fully understand the Selectemp Electronic Form W-2 Disclosure Notice:

															
SUMMARY OF POLICIES: I certify that all answers given are true, accurate and complete. I understand that the falsification, omission, or misrepresentation of fact on this application, or any other accompanying or required documents, will be cause for denial of employment or immediate dismissal of employment, regardless of how or when discovered. I authorize the investigation of all statements and information contained in this application. I release from liability anyone supplying such information and I release the employer from all liability that might result from making an investigation. I understand that, as a condition of consideration of employment with Selectemp, its customer, or continued employment, that Selectemp may obtain a consumer report that includes, but is not limited to employment and education verifications, social security verification, criminal and civil history, DMV records, credit report and any other public records. As an employee of Selectemp I am to abide by the company policies and those of the assignment. I agree that should an employment opportunity arise with a customer with whom I have been assigned, I must comply with the contractual obligations set forth in the agreement with Selectemp and the customer. Upon completion of an assignment, I understand and agree that I must contact/inquire for work with Selectemp for available work upon the conclusion of each assignment as a condition of my employment. If I decline suitable work assignments which are available with Selectemp, upon conclusion of a work assignment, I may not be eligible for unemployment benefits (ORC §4141.29(A)(5)).

I certify that I have been notified of where I can find this electronic-document on the website.  I recognize and agree that I will be held responsible for ALL covered areas documented in this Employment Agreement whether or not I go to the website and review it in its entirety as I have been encouraged to do.  I will hold all parties concerned harmless, meaning I will not sue if my failure to abide by these terms prevents me from obtaining a job or continuing employment. The policies have been explained to me in a language that I understand. I further understand that said rules, regulations, instructions and policies can be modified or discontinued by Company at any time, without advance notice.


EMPLOYEE ACKNOWLEDGEMENT: I agree to all highlighted areas in this Employment Agreement as they were discussed with me at time of interview.  I commit to reviewing the ENTIRE document on the Selectemp website www.selec-temp.com and understand that I will be held accountable for all areas covered in this agreement whether or not I follow through on my commitment to review in its entirety:



												
Name: 								Date	
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