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WELCOME

Welcome to People 2.0G| o b a | and OfficeWorks..

We are pleased that you are joining our team of Talent Workersand we look forward to working with you. Please
review this Handbook carefully and feel free to ask any questions.

This Handbook was prepared to give you important information about what you can expect as a Talent Worker of
People 2.0 for OfficeWorks, Inc., and what we will expect of you. It will help avoid misunderstandings and provide
answers to questions that may come up during your employment with us.

It is our intent to maintain all the policies and benefits described in this Handbook, but we must reserve the right to
make changes at any time, with or without advance notice.

Our business philosophy has always reflected our belief in bringing the best individuals together to provide high
quality service for our clients and Talent Workers. It also reflects a mutually beneficial relationship among
OfficeWorks, our Talent Workers, and our clients. It is our goal to build a strong team of professionals who will be
LINPdzR G2 OF f t Comfaifyk thSrde? tdJudcded, @eamist work as a team and strive to meet and
exceed client expectations.

We place tremendous value on all of our Talent Workers at OfficeWorks. We realize that it is your efforts that will
enable all of us to achieve the highest level of success.

ABOUT OFFICEWORKS & PEOPLE 2.0

OfficeWorks, Inc. is an independent, owner-operated company based in California. OfficeWorks is our affiliate in
CalifoNy Al £ ¢SEl & | yR Cf 2 NARI NEIA2ya YR GAff 0S | Ol A\
and job assignments. OfficeWorks is a licensed agent of People 2.0 and represents People 2.0 to clients in these

areas. OfficeWorks also serves as an agent for People 2.0 in certain personnel matters.

People 2.0 are a privately held, national staffing company headquartered in Pennsylvania with over 50 branches
throughout the U.S.
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DEVELOPING YOUR CAREER

HOW OFFICEWORKS CAN BENEFIT YOU

 You have the opportunity to choose assignments and scheduling that meets your personal needs (in
reference to education, family, other work, etc.)

f Job placements are a great way of working and building skilf & 6KAfS @&2dz & Al T2
opportunity.

I Improve and develop your skillsT gain more exposure to different companies and learn more without
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I Achieve higher paying jobs fastert when you are diligent and professional on a placement and learn new
skills, each placement may give you the opportunity for a higher pay-rate.

I Use us as a stepping-stone when regular full-time employment is not on your agenda, but you prefer
working in one location for an extended period of time.

You pay no fees for our services.

|

You receive weekly paychecks.
T You are eligible for benefits and bonus programs.

TALENTED PEOPLE

At OfficeWorks, we recognize that talented people have choices. Our mission is to provide personalized service
that focuses on understanding your requirements and working with you to provide the best solutions. With
personal attention in the interview process, thorough testing and background checks, and ongoing contact with
your Talent Manager, we work hard to ensure that your placement is the right fit for you and the client.

Placements can be short-term, (project work, vacation coveragsick day coveradeong-term (leave of absence
coverage maternity leaves contract-to-hire (gives you and the client an opportunity teaduate each other for a
regular position after you have completed a period as a temporary employee some special cases, direct
placement. Many short-term positions lead to permanent opportunities.

EMPLOYMENT AND ORIENTATION

YOUR EMPLOYMENT STATUS

You are being employed by People 2.0 Global,Inc®d 6 R2Ay 3 o6dzaAySaa a atS2LXS Ho
local client locations. OfficeWorks has contracted with People 2.0 to act on its behalf in California, Texas and

Florida and will help coordinate your schedule and our communication with you. OfficeWorks will notify you of

available work assignments for which we believe you are qualified. You will be paid based on the client job

position to which you are assigned. Your paycheck and W-2 will be issued by People 2.05 | YR 62 NJ] SNA Q
compensation, unemployment and other benefits are provided by People 2.0. Please remember that you are

employed by People 2.0, not by OfficeWorks directly, or by the company to which you are assigned to work.



AT-WILL EMPLOYMENT

All employment is strictly at will and can be ended by you or by People 2.0 without advance notice.

Nothing in this Handbook or in the new employee orientation, application, interview, or in any employment form
creates an employment contract of any kind. Only an Officer of People 2.0 Global, Inc. is authorized to create an
employment contract, and any such contract will be in a separate writing, signed by the President. Nothing in
this Handbook or elsewhere is to be considered a guaranty of employment or work. Your employment is based
solely on available work assignments from our clients for which you are qualified.

EQUAL OPPORTUNITY EMPLOYMENT

Equal Employment Opportunity is both a policy and a practice of every People 2.0 and OfficeWorks office. In
accordance with all applicable federal, state and local laws, People 2.0 provides employment opportunities to
applicants and Talent Workers regardless of age, race, creed, color, religion, national origin, sex, disability,
veteran status, marital status or any other protected status.

The People 2.0 Equal Opportunity policy applies to all areas of employment, including, hiring, training,
assignment, promotion, compensation, benefits, discipline and termination. In addition, neither People 2.0 nor
OfficeWorks will discriminate against any Talent Worker in a client job assignment or honor discriminatory
requests from clients.

Any Talent Worker who violates an Equal Opportunity policy will be subject to discipline, up to and including
possible termination.

NON-DISCRIMINATION ON THE BASIS OF DISABILITIES

In accordance with the provisions of Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities
Act, and all regulations properly issued hereunder to protect the rights of qualified disabled persons, it is
hFFAOS22N]1aQ LRfAOE G(GKFG y2 LINRPINIY 2N | OGAGDAL
solely based on disability. We further affirm that we will provide reasonable accommodation to the known
physical or mental limitations of an otherwise qualified disabled employee or applicant in accordance with all
applicable legal requirements. Please direct any concerns regarding this policy to your Talent Manager or to the
HR Representative.

You are responsible for informing your Talent Manager of any essential job functions that you are unable to
perform during the interview and while on assignment.

THE IMMIGRATION REFORM AND CONTROL ACT (IRCA)

The Immigration Reform and Control Act (IRCA) legally mandate that U.S. employers verify the employment
eligibility status of newly-hired employees, and make it unlawful for employers to knowingly hire or continue to
employ unauthorized workers. Submission of the information required in the I-9 form is voluntary. However, an
individual may not begin or continue employment unless the I-9 form is completed since employers are subject
to civil or criminal penalties if they do not comply with the Immigration Reform and Control Act of 1986.

It is illegal to discriminate against any individual (other than an alien not authorized to work in the U.S.) in hiring,

discharging, recruiting, 2 NJ NBFSNNAY3I F2NJ I F¥SS 6SO01dzasS 2F GKI G

Furthermore, it is illegal to discriminate against work-eligible individuals.
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PRE-EMPLOYMENT VERIFICATION

All information provided to People 2.0 and OfficeWorks must be accurate, including the information regarding
reference checks. Applicants must successfully pass all reference and background checks as a condition for
employment.  When applicable, copies of additional documents such as educational degrees and
licenses/certifications will be required to substantiate educational background. Employment and offers of
employment are conditional upon the receipt, review, and verification of references, background check
information, and any other additional documents provided. Falsification, misrepresentation, making material
omissions, or information that can not be verified may result in the withdrawal of an employment offer,
termination of assignment, and/or disqualification from future employment.

NOTIFICATION OF ARREST

We currently maintain numerous policies intended to prevent criminal and/or unethical conduct by its
Employees. Employees are required to notify their Manager within three (3) days of any arrest, regardless if an
incarceration occurred. Failure to do so may result in immediate termination.

ATTENDANCE

One of the primary responsibilities for any position with People 2.0 and OfficeWorks is an acceptable attendance
record. All employees are expected to arrive to work everyday on time, and complete their full shift productively.
Failure to meet these standards may result in disciplinary action and/or disqualification.

If you are unable to work as scheduled because of an illness or an emergency, you must notify your Talent
Manager and your supervisor at once or within two (2) hours prior to the time your day is to begin. If your
absence extends for three (3) or more calendar days, a written note from your personal physician is required
indicating that you are able to return to work, the date you can return, and a description of your limitations, if
any, or confirmation that there are no limitations. If this day changes for any reason, you must immediately
inform your Talent Manager.

DRESS AND GROOMING STANDARDS

Since each Talent Worker is a representative of People 2.0 and OfficeWorks, it is important that you report to
work properly groomed and appropriately dressed. Talent Workers wearing inappropriate attire may be asked to

sign out, go home, and return to work in acceptable attire without pay for the time missed.

The minimum standards of dress and appearance are as follows:

1. Neat and clean hygiene (i.e., body odor, scalp, and facial hair).

2. Hair color and style shall remain conservative.

3. Jewelry and other accessories shall be minimized. Body piercing anywhere other than the ears cannot be
displayed. Tattoos should not visible.

4. Perfume and cologne should be minimal (these should be used sparingly and inoffensive to clients and
co-workers).

5. Fingernails must be clean and trimmed. Nail polish should not be chipped or peeling and colors should
be subtle.



Unacceptable apparel includes:

1. Strapless dresses, exposed midriff, low cut tops/dresses.
Torn, transparent, or stained garments.

Shorts, sweat-suits, and blue jeans.

Hats, tennis/sport shoes, open-toe sandals, and flip-flops.

vk wN

Gold teeth and/or gold-cap(s) that is non-permanent.

OfficeWorks and its clients reserve the right to determine appropriateness of attire. All reasonable
accommodations will be made if your religious beliefs require deviations from this policy.

CLIENT PROPERTY & WORK AREAS

All workspaces must remain clean, professional, and free of personal items. Food and beverages should not be
consumed during working hours. Water bottles with caps and travel style coffee mugs are acceptable if
permitted by the client.

Computers at the client company are intended for business use only. Viewing and downloading of non-business-
related information is strictly prohibited. Use of the computer for personal reasons including but not limited to
web-surfing, personal email, banking, typing of personal documents, etc., is also strictly prohibited. OfficeWorks
and its clients reserve the right to monitor and/or research any usage of the computer and its programs at the
client company worksite for the purpose of investigation of violation of this policy. Investigation will be done
upon approval by the client company and in compliance with any client company standards.

You may be issued client property during your employment. Client-issued property such as keys, parking passes,
and passwords are for use solely per the direction of the client and are not to be shared or used for any other
purpose.

You must return all client-issued property no later than 48 hours from the end of your assignment. Failure to
return any client-issued property may result in legal action and disqualification for rehire with OfficeWorks.
Further, OfficeWorks may offset the value of items issued from your wages for lost, damaged, or unreturned
property or equipment, in accordance with applicable state and federal laws. OfficeWorks will, at its discretion,
take legal action to the full extent that the law allows.

In the event client property is issued to you, you will be provided a Client Property Acknowledgment to sign and
return to your Talent Manager. The Acknowledgment reconfirms your understanding of this policy.

TELEPHONE STANDARDS

Maintain a pleasant voice and speak slowly and clearly. Be courteous and extra helpful. Usage of phones at a
client company is restricted to business-related communication only. Phones should never be used for personal
communication unless approved by the on-site supervisor, and/or for emergency purposes. Cell phones should
not be used while at any placement.

SMOKING POLICY

OfficeWorks is committed to a philosophy of good health and a safe workplace. Accordingly, it is the policy of
OfficeWorks to prohibit smoking on all company property and in accordance with the client policy.



GIFTS

OfficeWorks recommends that Talent Workers do not accept gifts from a client company or its employee(s) while
under OfficeWorks payroll, for the protection of the Talent Worker. Gifts from a client company or its
employee(s) may be viewed as discriminatory in nature or as an act of favoritism. At the same time, you should
refrain from giving gifts to anyone at the client company while under OfficeWorks payroll. If you find that
rejecting gifts or refusing to offer a gift to someone within the client company may be deemed as a lack of
cooperation or teamwork, OfficeWorks recommends that you limit the gift to the federal standards of $25 or
less.

TRAVELING

If a Talent Worker has to travel to more than one location during their shifts, the Talent Worker is responsible for
their own automobile insurance. People 2.0 and OfficeWorks are not responsible for automobile insurance
coverage. If this travel is required, the Talent Worker will be responsible for providing the OfficeWorks staff with
my automobile insurance information prior to beginning, or during, any placement with a client where travel is
required. Talent Workers must also understand that we do not pay for parking, tolls, bus fares, etc., except
under special circumstances and written approval by a client.

CONFIDENTIALITY AND HIPAA

In the course of employment with People 2.0, Talent Workers may have access to and become acquainted with
information of a confidential, proprietary, or secret nature, which is or may be either applicable or related to the

present or future business of OfficeWorks and/or the client, its research and development, or the business of its
customers.

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) established the guidelines to protect the

privacy of patient health information. All patient information is to be considered private or confidential whether
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something you saw during the course of your workday.

Trade secrets information includes but is not limited to medical records, devices, inventions, processes,
compilation of information, records, specifications and information concerning customers and/or vendors.
Disclosure of any of the aforementioned trade secrets, directly or indirectly, or use of them in any way, either
during the term of employment with People 2.0 or at any time thereafter, is prohibited, except as required in the
course of employment with the company. Basic points to remember include:
1. Avoid discussing information regarding patients, doctors, other employees, or any other confidential
information in public places.
2. Patient information should be on I & VISISYR2 4 € . dnly disduss this information with authorized
personnel.
3. All written or printed information should always be kept in a secure location.



SOLICITATION

Solicitation of a position from an OfficeWorks client is strictly prohibited. If you are solicited, you must
immediately notify OfficeWorks. A Talent Worker will not solicit or accept any assignment or position from any
OfficeWorks client without express written permission from OfficeWorks. Notwithstanding and apart from any
other remedies available to OfficeWorks, any violation of this section carries with it an enforceable fine of
$5,000.00.

Note: Absolutely no direct contact is to be made with an OfficeWorks client or its employees during the hiring
process or after a placement has been completed unless prior approval has been given by OfficeWorks.

PAYROLL POLICIES AND PROCEDURES

We understand that a part of your decision to join us was not only to gain valuable experience but also to earn a

paycheck and to receive that paycheck in a timely manner. We need your assistance to ensure that you will
receive your paycheck when scheduled.

Your timesheet (paper or electronic) is the basis by which you receive your paycheck. Complete your timesheet

for each day that you work. It is your responsibility to obtain the approval of the supervisor at the client
company where you are placed, at the end of each work week and at the end of the placement. Some of
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timesheet. Please call your Talent Manager so they can advise you on how to handle this if you are placed with

one of these clients. In any event, the OfficeWorks timesheet will always take priority.

Reporting of incorrect hours worked is considered fraud, and any fraudulent or deceptive practices will result in
disqualification and prosecution, including full financial restitution. In accordance with applicable state and
federal laws, we may offset your earnings for the value of advance payment of wages that resulted from but
were not limited to inaccurate, missing, or falsified timesheets or hours not worked that were reported as
worked. Note that illegible, incomplete, or unapproved time cards may delay processing of your timesheet.

Paychecks are issued weekly on Fridays, either by Talent Worker-elected Direct Deposit or Pay Card. You will
receive your pay directly to your bank account or the Pay Card account, you will receive your advice of deposit via
mail, and it is your individual responsibility to verify that your social security number, address, deductions, etc.
are correct. Should you notice an error, have any questions, or not receive your advice of deposit in any given
week, please contact your Talent Manager as soon as possible.

The company pay-period starts on Saturday and ends on Friday each week. You are only paid for hours worked.
Your total hours and any eligible overtime will be calculated according to the company pay period.

MEAL BREAK AND REST PERIODS

Meal periods or work time lost due to illness or personal need is not paid time. All Talent Workers are entitled to

an unpaid 30-minute meal break (lunch period) when working more than five (5) consecutive hours in a given

day. Your meal break must be taken by 4:49 hours into your work day. If you are working more than five hours

AY b 82N] RE&s 22dz FNB NBLldANBR G2 GF18 FyR NBO2NR
sixth hour. You are also entitled to a 10-minute rest period for every four (4) hours worked consecutively.



A second meal break of no fewer than 30 minutes is available if you work more than 10 hours in a single shift.
You may waive the second meal break only if the total hours worked on that workday is not more than 12, and
you did not waive the first meal break of the workday. Refer to the Overtime section for the restrictions that
apply to working more than 8 hours in a workday.
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immediately to your Talent Manager. Your Talent Manager will work together with you and with the supervisor
to ensure that eligible break times are available to you. Only Talent Workers under an approved alternative work
schedule may follow a different overtime and/or break schedule. Any state or federal regulations would
supersede this policy. Failure to follow the meal break and rest period guidelines may result in termination of
your assignment and disqualification from future placements.

SAN FRANCISCO SICK PAY ORDINANCE

People 2.0 comply with all state and federal regulations, including the San Francisco Sick Pay Ordinance. The
Ordinance applies to Talent Workers while working in the county of San Francisco. Eligibility to accrue sick pay
begins on the 91 day from the start date. One hour of sick pay will accrue for every thirty hours worked in the
county of San Francisco, to a maximum of 72 hours. Talent Workers must record sick time taken on their
timecards. No pay out of accrued sick pay is due to the Talent Worker at the end of a placement.

OVERTIME

Overtime must be approved by your supervisor ahead of time. People 2.0 comply with federal and state laws

regarding overtime. This will vary by state. (For example, in California overtime is paid for any day in which more
than eight (8) hours are worked. In Texas and Florida, overtime is paid when weekly hours total more than 40.)

Whether you are currently on one assignment, or work more than one part-time position with OfficeWorks, you
may not work more than 8 hours per workday, 40 hours per workweek, or more than six consecutive days, until
you have consulted with your Talent Manager and received authorization to work more hours.

Any Talent Worker who is scheduled to regularly work more than eight (8) hours per day (e.g., working four 10-
hour days) must have a written waiver from the client that this schedule has been approved to avoid unnecessary
overtime charges. Ask your Talent Manager for more details.

SHIFT DIFFERENTIAL

We currently do not pay a shift differential unless approved by the client company in which the Talent Worker is
FaaA3dySRo L¥ LIWNBROSRY (GKS aKATO RAFFSNBYGAL
differential pay scale.

COMPLETING YOUR TIMESHEET

DEADLINE

To ensure that you receive your paycheck on time, submit your timesheet, approved by the client supervisor, by
6:00 p.m. each Friday. It is your responsibility to submit your timesheet to OfficeWorks at the fax number listed

gAftt



on the timesheet provided by the Talent Manager or through electronic submission as available. If your
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ELECTRONIC TIMESHEETS

We are proud to offer our employees electronic timesheets as the safest and most convenient way to record
working hours for payroll.

Upon beginning your first placement with OfficeWorks, you will be provided login information to the Employee
Payroll Login. If you lose your log-in information, please contact Customer Service: 888-256-9257.

You will receive an email each week with a reminder to complete your on-line timesheets and submit it to your
supervisor. The email will include a link to the eTime Portal to enter time and view past timecards.

At any time, you may also access the Employee Payroll Login via our website: www.owrx.com. Then go to the
"Payroll" button on the top right of the home page.

Your login information and the contents of the Payroll Portal are confidential and the property of OfficeWorks,
Inc. You are prohibited from sharing this information with anyone. Violation of this policy will result in

termination of your employment with OfficeWorks.

PAPER-BASED TIMESHEETS

To complete your timesheet accurately, make sure it has all of the following:
1. Client Name: As given to you at the time of placement.

2. { dZLISNBAa2NRa bl YSY ttSIrasS AyOftdzRS FANBRG FYyR fl ai
3. Your Name: Make sure your name is the same as on your application, including middle initial.
4. Payroll Start Date: This is usually a Saturday.
5. Payroll End Date: This is usually a Friday.
6. Time Worked: Total your hours daily, less your lunch period, and round time to the nearest quarter hour
using the decimal system (i.e., % = .25, % = .50, % = .75).
7. Employee Signature:a S y a edfidd@h@idurs and certify that the information provided is correct.
8. Supervisor Signature: Required® tftSFrasS fft2g¢g @2daNAStEF Sy2daAK GAY

prior to submission.

END OF ASSIGNMENT

Talent Workers are responsible to notify the Talent Managers at the completion of every assignment. Talent
Workers not currently assigned need to contact OfficeWorks weekly. Should you not follow the weekly call-in,
attendance, and absentee policies, it may be considered voluntary resignation which may result in denial of any
current of future unemployment benefits.


http://www.owrx.com/

SAFETY PRACTICES AND POLICIES

GENERAL SAFETY RULES

The SAFETY of our Talent Workers is the most important concern of People 2.0 and OfficeWorks. We intend to
deal only with clients who are committed to maintain a safe workplace, and we employ people we expect to take
safety seriously. We intend to comply with every safety rule and do everything possible to reduce the chances of
an accident. We expect you to do the same.

As part of its commitment to SAFETY, People 2.0 has a formal Safety Program. It starts with the careful selection
of clients and Talent Workers, and includes control of worksite hazards, investigation of incidents, a fraud reward
program and a mandatory Return to Work program. The Safety Program may also include certain training or job
preparation and safety rules.

All Talent Workers are required to obey the safety rules set by People 2.0, OfficeWorks and their worksite clients.
If you are injured or become ill on the job, immediately inform your supervisor and your Talent Manager. Do not
perform a job assignment that will cause you undue physical discomfort. If you are aware of any defects or
dangerous conditions in the equipment or machinery that might cause injury, inform your supervisor and Talent
Manager immediately. If the client requests that you perform duties that are different than your initial
assignment, report it to your Talent Manager immediately. Know the type of liquids you may have to handle in
your work. Protect yourself in the manner instructed by your supervisor when handling toxic liquids, flammable
materials or other fluids. All clients who use hazardous chemicals and materials must post a list of these
chemicals in the workplace.

Talent Workers are responsible for familiarizing themselves with the recommended precautions at each facility
and maintaining current knowledge on the OSHA and CDC guidelines. Any exposure or suspected exposure must
be reported immediately to your supervisor and Talent Manager.

Horseplay, unnecessary boisterous conduct, or provoking or engaging in any disturbance is dangerous and is
strictly forbidden. Possession, consumption, or sale of alcohol or any controlled substance on company property
is strictly prohibited. Do not use a chair, boxes, desks, etc. in place of a ladder or step stool. The drawers of
desks and file cabinets shall be closed when left unattended and no more than one file drawer should be opened
at any time. File cabinets should be properly loaded from bottom drawer up to prevent tipping. In the event of
fire, sound the alarm and evacuate. Upon hearing the fire alarm, stop work and proceed to the nearest clear exit.
Gather at the designated location.

PROHIBITED WORK:

In any job we may offer you, the type of work and the specific job duties have been defined and agreed upon
with the client. Basic responsibilities will be explained before you begin work. You should never do work for a
client that includes physical tasks or operation of equipment that we did describe in advance. If you are asked to
do so, decline and report the request to the OfficeWorks office immediately.
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Talent Workers can be terminated for doing unauthorized work. . SYSTAG&a 20KSNBAEAS Rz
compensation could be substantially reduced.




BLOOD BORNE PATHOGENS, INFECTION & HAZARDOUS WASTE INFORMATION

STANDARD/UNIVERSAL PRECAUTIONS

Standard precautions emphasize the major features of Universal (blood and body fluid) Precautions (designed to
reduce the risk of transmission of blood borne pathogens) and Body Substance Isolation (designed to reduce the
risk of transmission of pathogens from moist body substances). This means treating all blood and body fluids as
potentially infectious. Standard precautions apply to (1) blood; (2) all body fluids, secretions, and excretions
except sweat, regardless of whether or not they contain visible blood; (3) non-intact skin; and, (4) mucous
membranes. Normally your skin acts as a protective barrier to keep viruses out, but even tiny breaks or cracks in
the skin from common conditions like dermatitis, acne, chapping, or broken cuticles can become doorways for
Human Immunodeficiency Virus (HIV) or Hepatitis B Virus (HBV) to enter your body.

PERSONAL PROTECTIVE EQUIPMENT

Protective equipment needs to be worn to prevent exposure to infection or hazards while working in a
healthcare facility or while performing delivery of care to patients. Precautions are listed as: (1) Contact
precautions; (2) Airborne precautions; (3) Droplet precautions; and (4) Standard Precautions. Precautions include
wearing a mask (face shield), eye protection, gloves, gown, and placing patients in isolation when appropriate.
Hand washing remains the primary method of reducing the spread of infection.

Routine and terminal cleaning of equipment that comes in contact with patients should be cleaned following

policies and procedures at the agency in which the healthcare worker is working. The intended type of
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policy and any applicable guidelines and regulations.

CLEANING UP

Contaminated disposable (single use) patient-care equipment is handled and transported in a manner that
reduces the risk of transmission. Environmental protection rules and regulations need to be followed for bagging
and disposing of medical waste.

Handling, storage, treatment, and disposal of all regulated waste shall be in accordance with Health and Safety
Codes for the state and county in which the client company is located.

Any spilled body fluids or blood must be cleaned up following standard precautions, and use of protective
equipment is required to prevent exposure. Cleaning up any spill requires that the area be disinfected using an
acceptable solution for decontamination.

SHARPS & NEEDLE-LESS SYSTEMS

Sharps are to be handled with precautions. They are not to be recapped and are to be disposed of in proper

rigid, puncture resistant, and leak proof containers. Prohibited practices include, but are not limited to, the
following: a) reusing disposable sharps; b) shearing or breaking of contaminated needles and other contaminated
sharps; c) opening, emptying, or cleaning sharps manually or in any other manner that would expose employees
to the risk of sharps injury; and d) any other improper handling of sharps/needle-less systems.



It is now required that if both a needle-less and sharps device are available the needle-less systems must be used.
The new regulation contains a new definition of sharps in general and requires that non-needle sharps be used
that incorporate engineered sharps injury protection. Sharps logs are to be maintained on all needle sticks for
five (5) years from the date of the stick. Training records are to be maintained for three (3) years post training.

TRANSMITTABLE DISEASES: BASIC INFORMATION
HEPATITISA & E

The viruses are excreted or shed in feces. Direct O2 Yy G Ol @AGK |y AYyFSOGSR LISNJ
contamination of food, water supply, raw shellfish, hands, and utensils may result in sufficient amounts of the

virus entering the mouth to cause infections. Other transmission can occur due to intra-family or institutional
transmission.

HEPATITIS B

Formerly called serum hepatitis, it is the most common form of hepatitis with 30 million carriers in the world and
an estimated 1.2 million carriers in the United States. Exposure is due to intra-family or institutional
transmission, anal or oral sex, or intravenous drug use. Currently, a vaccination is required for infants and all
seventh-grade students. If individuals are offered the vaccination upon employment and decline, they need to
sign a Declination Statement.

HEPATITIS C

Formerly called non-A or non-B, more than 3.9 million Americans are carriers of the virus. Once exposed

symptoms may not occur for up to 10 years. Exposure is directly one person to another via blood or
contaminated needles, as from intravenous drug use, transfusion and hemodialysis. Exposure can occur due to
unclean instruments used in tattoos, podiatry or nail care. Still under investigation is contamination from oral,
household, and intra-family transmission.

HUMAN IMMUNODEFICIENCY VIRUS

HIV is primarily transmitted through sexual contact but may also be transmitted through contact with blood and

certain body fluids. Sooner or later most people infected with HIV will get AIDS. They become unable to fight
infections and other diseases.

TUBERCULOSIS

Exposure occurs from individuals infected with Mycobacterium tuberculosis. It is an airborne, droplet nuclei

transmission. Talent Workers working with patients with known TB need to utilize personal respiratory
protection, which is a high efficiency particulate air filtered (HEPA) mask that is fit based on OSHA standards.
Patients with an active disease being cared for in a hospital need to be maintained in a single room with proper
negative pressure ventilation and with the door closed. All healthcare workers should be screened for TB using a
tuberculin skin test (PPD). A chest x-ray is recommended with positive symptoms of weight loss, coughing, fever,
and night sweats.

Each Talent Worker is responsible to follow exposure follow-up recommendations. Your Talent Manager will
periodically visit your worksite to ensure that there are no safety concerns. Be alert to your surroundings and
contact your Talent Manager with any concerns.



BENEFITS AND LEAVES

People 2.0 offer certain insurance plans as a benefit to all Talent Workers. No one is denied coverage. In most
areas, the following types of insurance are offered:

Health Insurance

Accidental Death Benefit
Dental and Vision Plans

Short and Long-Term Disability
Term Life Insurance

Paid Holidays
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This handbook does not include details or specifics on insured benefit plans. It is important to understand those
details, such as: what each plan covers; what is excluded; what you must do to obtain insurance; and how
coverage is maintained during and after your employment. All of that information, along with insurance
premium costs, is included in separate enrollment materials you have been or will be provided at the time you
are hired.

HOLIDAYS

Talent Workers who have been on assignment for 90 days and have worked an average of 37+ hours a week are
eligible for holiday pay. If you take unscheduled, unapproved time off on the workday immediately before or
after a paid holiday you are not eligible. Notification of scheduled time off must be to your onsite supervisor and
your OfficeWorks Talent Manager.

OfficeWorks recognizes and pays Talent Workers holiday pay for (6) federal holidays annually:
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Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Thanksgiving Day Fourth Thursday in November
Christmas Day December 25

TALENT WORKER REFERRAL BONUS PROGRAM

We are always looking for dedicated individuals to make our company even stronger. Because we are looking for
more people like you, who share your values and work ethic, the best place to begin our search is with individuals
you may know. We have designed a Talent Worker Referral Bonus Program to encourage and reward you for
referring qualified people to OfficeWorks.

If you know talented professionals working in healthcare and you think they have achieved a high level of
professionalism in their respective fields, we would love to talk to them. If your referral is hired and placed by
OfficeWorks for at least 120 hours, and you have also worked for us, you will receive a referral bonus. Ask your
Talent Manager about the current Referral Bonus Program. There is no limit to the number of rewards you can
earn through successful referrals.



Simply complete a Talent Worker Regular Bonus form and submit it to your Talent Manager. The Regular Bonus
form is available online at www.owrx.com or via email at csr@owrx.com. It is OfficeWorks policy that no referral
bonuses will be paid to clients.

WORK-RELATED INJURY, ILLNESS

You must notify your Talent Manager if your workplace presents a potential hazard or illness or presents an
obstacle to performing the essential functions of the job.

If you are injured while working on the job, you must notify your on-site client supervisor AND Talent Manager or
the OfficeWorks Human Resources department immediately, i.e., the same day you are injured. If you need
emergency medical attention, go immediately to the nearest medical facility for care.

Note: Failure to report a work-related injury or illness even when medical treatment does not appear to be
necessary is a violation of our policy, and may result in the denial of benefits.
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on the job. We also have a Managed Care arrangement with nearby medical facilities to make sure any injured
Talent Worker can get needed treatment.

For medical attention for an on-job injury, andan®@ 2 2 N] SNEQ / 2YLISyal GA2y o06SYySTA
certain steps you must take. Reporting an injury promptly is the first and most important step. Once you do that,
we can guide you to the next steps.

Note: Reporting an incident to a client supervisor on the job is not enough. You will be directed to a People 2.0
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Except in a life-threatening emergency (or if you need specialized treatment not otherwise available), the State of

Florida and Texas requires that you be treated by a Preferred Provider. You will be required to take a drug test.
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compensation benefits.

After you have been treated, a Doctor will determine what work you can do: regular work, light work, or no work
at all. The Doctor's report will determine whether you need time off or not.

As soon as you are able, you must come to the OfficeWorks office to complete an Injury Report. The report will
let our headquarters and our insurer know exactly what happened, how and where you were hurt, and how we
can avoid a similar accident in the future.

Returning to Work

Unless the Doctor says you are unable, you must report for work the day after any injury. If the Doctor says you
cannot work at all, you must provide written notice from the Doctor and call an OfficeWorks Talent Manager the
next day to discuss your situation. Whether you are released for light or limited work, or for regular duty, we will
have a suitable job for you the next day.


http://www.owrx.com/

FRAUD POLICY & FRAUD AWARD PROGRAM

FRAUD POLICY
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course of their work. People 2.0 will do all it can to ensure that its employees receive the benefits to which they

are legitimately entitled. Benefits are available when an injury is accidental and when an injury or illness is both
work-related and medically verified.

If an injury or illness was not caused by an on-job accident or condition at all, however; if an accident or illness

never really happened, if there were no real injuries, or injuries are falsely exaggerated, filing a claim for Wor] S N& Q
Compensation benefits is fraud® { SONBGfe& ¢g2NJAy3I Fy2G0KSNJ 2206 6KAfS
is illegal and it is also fraud.

People 2.0 and OfficeWorks have "zero tolerance" for phony or fraudulent claims. We have considerable
experience investigating and dealing with fraudulent claims and will immediately terminate any Talent Worker
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FRAUD REWARD PROGRAM

People 2.0 have a reward program designed to encourage Talent Workers to report anyone they may know who
is committing fraud. If a fraud tip is verified and an investigation enables People 2.0 to file charges or dismiss a
claim for benefits, the reporting Talent Worker will receive $1,000. A cash award is presented even if there is not
a criminal conviction.

TO REPORT FRAUD, PLEASE TELEPHONE THE PEOPLE 2.0 CLAIMS MANAGER AT (610) 429-4111.
YOUR CONFIDENTIALITY IS ABSOLUTELY GUARANTEED AND CONVICTION IS NOT REQUIRED!

OFFICE CLOSURE

In the event a client company chooses to close the office in which you are working for an extended period, before
or after a paid holiday, you will not be compensated for this time by OfficeWorks unless the client company
agrees to pay for that time. Additionally, if the client company closes the office due to any natural disaster or
emergency situation (e.g., hurricane, earthquake, fire, acts of terrorism, etc.) you may be compensated at the
sole discretion of OfficeWorks to allow you to recover from this hardship.

LEGAL OBLIGATIONS FOR LEAVE

OfficeWorks understands that you may occasionally need time off from work to address important matters. The

Company will comply with its legal obligations by providing you time off, when necessary, to vote; participate in
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request of the school; to attend judicial proceedings if you or an immediate family member is a victim of a crime
(CalifornA I/ NR Y S £ A QuictinYdRdbmeptiSvionSelbiTsexi I Asbalilt for certain purposes, including
medical care and court appearances (California Domestic Violence & Sexual Assault Leave); or to attend an adult
literacy education program. Time off that is provided under this policy will ordinarily be unpaid except where the
law requires that it be compensated. Requests for time off under these or any circumstances must be given to



your Supervisor a minimum of two (2) weeks prior to the scheduled event where applicable. If you are notified of
the need for the event in less time than the two-week period, notice must be given to the supervisor immediately
upon notification.

NON-RETALIATION

No action will be taken against any employee in any manner for requesting or taking any of the leaves of absence
provided for in this section of the Handbook.

ACCRUAL OF BENEFITS WHILE ON LEAVE OF ABSENCE

Benefits and sick pay do not accrue during any period of a leave of absence, except that an employee returning
from a military leave of absence will be reinstated with full benefits.

WORKING ELSEWHERE WHILE ON A LEAVE OF ABSENCE

Employees cannot be employed elsewhere or apply for unemployment benefits while on leave.

FAILURE TO RETURN AFTER A LEAVE OF ABSENCE

Failure to return from leave of absence by the scheduled time may result in termination.

FOLLOWING A LEAVE

An employee who returns to work following a leave of absence resulting from an injury or illness may be required

to take a physical examination to: (1) determine if youare Y G AY RA A RdzZB &€ & 2 MK LIHzZNR2 a §
Americans with Disabilities Act and any other applicable federal or state law; (2) to determine if you can perform

the essential functions of the job to which you are returning with or without reasonable accommodation and

without posing a direct threat to the health or safety of others, and (3) to identify an effective accommodation

that would enable you to perform the essential functions of the job. Any physical examination required by
OfficeWorks is provided by OfficeWorks at no cost to you.

FAMILY AND MEDICAL LEAVE ACT (FMLA)

OfficeWorks complies with the provisions of the federal Family and Medical Leave Act (FMLA). An employee may
be entitled to a leave of absence in accordance with the FMLA and/or the California Family Rights Act (CFRA) or
other applicable state laws. In order to qualify for a leave, an employee must (a) have been employed for at least
12 months, (b) have worked at least 1,250 hours of service during the 12-month period immediately before the
leave would begin, and (c) work within a 75 mile radius of 50 or more employees of the organization. For
purposes of calculating the 12-month period, during which 12-weeks of leave may be taken, OfficeWorks uses a
rolling year, meaning the 12-month period measures backward from the date an employee uses any family leave.
An eligible employee may request up to 12 weeks leave to care for a newborn child, a child who has been placed
with the employee for adoption or foster care, or a spouse, child, or parent who has a serious health condition.
An eligible employee may also request leave due to a serious health condition that prevents the employee from
performing any one or more of the essential functions of his or her job.

Eligible employees are entitled to up to 12 weeksoF f S @S 06SOl dzaS 2F dal yeé |ljdzZ € AF
fact that the spouse, son, daughter, or parent of the employee is on active duty, or has been notified of an
impending call to active duty status, in support of contingency operation. By the terms of the state statute, this
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An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service-member who is
recovering from a serious illness or injury sustained in the line of duty on active duty is entitled to up to 26 weeks
of leave in a single 12-month period to care for the service-member. This provision became effective

immediately upon enactment. This militaryck NEB3A @GSNJ £ SI @S A a YR YAK K OLISNARIRER

which an eligible employee is entitled to a combined total of 26 weeks of all types of FMLA leave.
For more information please contact Human Resources at 888-256-9257.

FMLA leave is unpaid but will not result in the loss of an employment benefit that accrued prior to the start of the
leave. You must continue to pay your share of the health benefit costs that you paid before the beginning of the
leave, if you wish such coverage to continue during the leave, otherwise benefits will cease. If you choose to pay
your portion of the benefit costs, you would also be entitled to receive health benefits during the leave at the
same level and terms of coverage as if you had been working throughout the leave.

You are required to give advance notice of your need for a Family Medical Leave whenever such need is
foreseeable. A medical certification must be provided to support a request for leave required because of a
serious health condition. The notice should contain:

1. The date on which the serious health condition started (if known)

2. The likely duration of the condition

3. A statement that, due to the serious health condition, you are unable to work at all or are unable to

perform any one or more of the essential functions of his/her position.

Failure to provide a satisfactory certification may result in the denial or postponement of a leave.

Prior to returning to work from FMLA leave, you will be asked to supply OfficeWorks an acceptable written
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CALIFORNIA PREGNANCY DISABILITY LEAVE (PDL)

FOR CALIFORNIA EMPLOYEES ONLY

In accordance with California Pregnancy Disability Leave (PDL), Federal Family Medical Leave, and other

applicable state laws, a leave of absence for pre or post pregnancy-related medical conditions, for the birth of a

child, or for any other pregnancy-related medical condition (such as intermittent leave for prenatal examinations

or severe morning sickness), will be granted for the period that an employee is disabled under the guidelines

detailed below.

REQUEST FOR LEAVE

No employee shall be granted PDL unless the employee submits a written request for such leave, and, in
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updates may be requested from time to time thereafter. Failure to provide the above information is grounds for
denial of the leave of absence.

LENGTH OF LEAVE

The maximum amount of time off for all pregnancy-related conditions shall not exceed four (4) months.



COMPENSATION AND BENEFITS

PDL is without pay. The Company will continue to pay the premium for your health insurance that the Company
would have paid before your leave. You will be responsible for paying for your portion of the health insurance
premium, and such payment will be due at the same time as if it had been made by payroll deduction. Such
Company payment will continue for a maximum of 12 weeks in any 12-month period.

RETURN FROM LEAVE

YouYdza 0 Fdz2NYyAAK | R200G2NRa gNARGGSY OSNIUATFTAOFGAZY 27
without reasonable accommodation, upon returning from PDL. Upon return from such a leave of absence, the
Company will use its best efforts to return you to the same position held prior to the leave of absence. If this

position is not available, a comparable position will be offered.

INDUSTRIAL MEDICAL LEAVE OF ABSENCE

You shall be granted an unpaid leave of absence due to industrial (work-related) illness or injury.

REQUEST FOR LEAVE
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written certification stating the cause, beginning date and length of such leave. Written updates may be

requested from time to time thereafter. Failure to provide the above information is grounds for denial of an

industrial medical leave of absence.

LENGTH OF LEAVE

An industrial medical leave of absence shall be for a reasonable period of time during which an employee is
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COMPENSATION AND BENEFITS

Leaves of absence for industrial illness or injury are without pay from OfficeWorks, but you may be entitled to
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continue to pay the premium for your health insurance that the Company normally pays during regular
attendance. You will be responsible for paying for the employee portion of the health insurance premium, and

such payment will be due at the same time as if it had been made by payroll deduction. Insurance may be

cancelled if you fail to pay your portion while on leave.

RETURN FROM LEAVE

Upon returning from an industrial medical leave of absence, you Y dz& i FdzN}y A &aK | R2 002 NRA&
your fitness to perform the essential functions of your job, with or without reasonable accommodation.

Upon return from such a leave of absence, the Company will use its best efforts to return you to the same
position held prior to the leave of absence or a comparable position.

MILITARY LEAVE OF ABSENCE

If you enter the armed forces of the United States, you will be granted a military leave in accordance with federal
laws.



MILITARY SPOUSE LEAVE

A qualified employee will be granted up to 10 unpaid days when their spouse is on leave from military
deployment.

A qualified employee is one who works for more than 20 hours per week whose spouse is a member of the
Armed Forces, National Guard or Reserves who has been deployed during a period of military conflict.

You must provide the employer with notice within at least two business days of receiving official notice that your
spouse will be on leave from deployment that you wish to take leave. You must also provide the Company with
written documentation certifying the spouse will be on leave from deployment. The request form can be found
on the company website, www.owrx.com on the Candidates page.

BEREAVEMENT LEAVE

All Talent Workers become eligible for bereavement leave after 90 days of employment. In the event of a death
in the immediate family, you may take one (1) day per year without pay to arrange and attend the funeral. For
purposes of OfficeWorks, immediate family will be defined to include current spouse, father, mother, sister,
brother, child, stepchild, current mother-in-law, current father-in-law, grandparents and grandchildren. If you
require more than one (1) day bereavement leave, in a 12 month period, make arrangements with your Talent
Manager and supervisor.

FAMILY TEMPORARY DISABILITY INSURANCE

(Calfornia residents only

A deduction will be made from your gross earnings in accordance with California law for the state Family
Temporary Disability Insurance (FTDI) Program. This program provides FTDI payments (i K N2 dz3 K
Employment Development Department if you miss work to care for a sick family member, a newborn, or a newly
placed adopted or foster child.

UNEMPLOYMENT INSURANCE QUALIFICATION

Eligibility for unemployment insurance is determined by the EDD. Generally, you must have completed your
placement satisfactorily, be currently available for a new placement and follow the weekly call in notification
process to OfficeWorks. In the event that you fail to contact us for reassignment, refuse a placement, or fail to
respond to mail or telephone calls regarding a placement, you may be declined benefits under Sections 1253(e)
and 1257(b) of the California Unemployment Insurance Code.

OfficeWorks will vigorously dispute any unemployment claims if you were terminated or not reassigned due to
issues relating to tardiness, attendance, or leaving an assignment without proper notice.

FAILURE TO RETURN AFTER A LEAVE OF ABSENCE

Failure to return after a leave of absence by the scheduled time may result in disqualification.
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HARASSMENT POLICY

People 2.0 and OfficeWorks believe in a friendly workplace that is not hostile or offensive, where all Talent
Workers are treated fairly and with respect. Harassment, threats, intimidation or discrimination of any kind,
including verbal or visual, will not be tolerated for any reason. Any Talent Worker who violates this policy will be
will be subject to serious discipline, including possible termination.

It is important to understand that, among other things, harassment includes:
9 Verbal Harassment, such as making a joke or comment about a certain age or ethnic group, race, sex,
nationality, disability, religion, sexual preference, or using vulgar or profane words or slurs.
' Physical Harassment, such as assault, touching, blocking or physically interferingwitha pS NR 2 y Q &
movement or work.
Visual Harassment, such as derogatory images, posters, cartoons or drawings.
Sexual Harassment, including unwelcome sexual advances or requests for sexual favors, verbal, visual or
physical conduct of a sexual nature, such as name calling, obscene jokes, suggestive comments, gestures
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T Intimidation ¢ Creating an intimidating, hostile or offensive work environment through conduct like that
described above.
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If you feel you have been subjected to harassment, threats, intimidation or discrimination by a co-worker, a
supervisor or manager, a client Talent Worker or any other person connected with your job, you should report
the incident to a People 2.0 or an OfficeWorks Talent manager immediately. If the complaint involves the
manager, or if you feel uncomfortable discussing the matter with him/her, report the matter to his/her superior
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People 2.0 will promptly investigate every harassment complaint and take the appropriate corrective action. All
investigations will be handled as confidentially as possible, and no Talent Worker will be punished in any way for
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Any People 2.0 or OfficeWorks employee, supervisor, or manager who is found to have engaged in harassment,
or in retaliation against another individual who complained of harassment, will be subject to serious discipline,
including possible termination.

This policy applies to all phases of the employment relationship, including recruitment, testing, hiring, and
promotions.

ALCOHOL AND DRUG POLICY

Substance abuse has a negative impactona ¢ I f Sy i 2 2NJ SNDa 62N] YR LISNE2Y f
provide quality service to clients. It can cause poor work performance, decrease productivity and create safety
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employment, regardless of job assignment, all applicants must agree to submit to drug testing.

The use, possession, solicitation for, distribution, purchase or sale of any illegal substance or alcohol on the
premises of OfficeWorks, People 2.0, or its clients, or while performing any People 2.0 job duty is strictly
prohibited. Reporting for work or performing any job duty under the influence of alcohol or any illegal substance
is likewise prohibited.



Company rules regarding alcohol use and illegal drug activity include times when an Talent Worker is
representing People 2.0, OfficeWorks or one of their clients, or is involved in a work-related or company-
sponsored event, even if it is at a non-work location or outside of normal work hours. People 2.0 will not
knowingly employ an individual actively involved in any illegal activity on or off the job.

Abuse or misuse of prescription and over-the-counter drugs is also prohibited. Talent Workers using drugs for a

medical condition must inform a Talent Manager if the drug could affect physical or mental abilities, or have side

effects which affect job performance. Talent Workers may bring to work and take prescription drugs at work
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to enforce its drug and alcohol policy, and in addition to any pre-employment testing, People 2.0 reserves the

right to require any Talent Worker to submit to drug or alcohol testing at any time, without notice, as permitted

by law. A drug test is also required immediately after every on-the-job accident and any time there is reasonable

suspicion that and Talent Worker may be under the influence of drugs or alcohol. Some job assignments may

require an additional drug test required by a client or particular job assignment.

Before any drug screen is conducted, the applicant or Talent Worker will be provided a list of the specific drugs or
substances for which the test is conducted. Applicants and Talent Workers must notify the individual
administering the test in advance if any prescription or over-the-counter drug has been taken that may affect test
results. A refusal to be tested in accordance with this policy shall be considered a positive test.

No job offer will be extended to applicants who test positive and, if any job offer was previously made, it will be
withdrawn. If employed, such Talent Workers will be removed from any job assighnment immediately and will be
dismissed.

Talent Workers who believe a positive drug or alcohol test is in error are given an opportunity to have the same
specimen, or a specimen taken at the same time, re-tested by an independent, certified laboratory at their own
expense. If the laboratory test is negative, the cost of the re-test will be reimbursed and the Talent Worker will
be reinstated with no disciplinary record.

People 2.0 encourage those who use drugs, or use alcohol to excess, to seek professional help. The company
maintains a list of substance abuse treatment providers that will be provided to any Talent Worker on request.

The use, sale, purchase, transfer, distribution, or possession of alcohol or illegal drugs while placed at an
OfficeWorks client company, or while performing company business, is prohibited. Being under the influence of
alcohol or illegal drugs while performing company business, or while in a client company facility, is also
prohibited.
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regulations, including, but not limited to, heroin, marijuana, cocaine, PCP and amphetamines lllegal drugs also
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means, for the purposes of this policy, that the Talent Worker is affected by a drug or alcohol or the combination

of a drug and alcohol in any detectable manner. The symptoms of influence are not confined to those consistent

with misbehavior. A determination of influence can be established by a professional opinion, a scientifically valid
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COMPANY TESTING

People 2.0 or OfficeWorks may require a blood test, urinalysis or other drug/alcohol screening of those persons
reasonably suspected of using or being under the influence of a drug or alcohol. a WS a2y 6 f S & dza LIA C
established by accident, physical and/or verbal altercation, unusual behavior, possession of drugs and alcohol, or
other factors. ATalent WorkerQa O2yaSyid G2 adoYAd G2 adzOK | GSad Aa
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PRESCRIPTION DRUGS

The legal use of controlled substances such as prescription drugs prescribed by a licensed physician or over-the-
counter medications is allowed. However, if you cannot do your job satisfactorily because of such substances,
the company may require you to see a doctor at your expense. You may be terminated or obligated to take an
unpaid leave of absence if the doctor concludes that you cannot do the job safely and efficiently because of the
use of prescription or over-the-counter drugs.

COMPLIANCE AND CORRECTIVE ACTION

Rules outlining acceptable conduct for Talent Workers are necessary for the orderly operation of the company

and for the benefit and protection of all Talent Workers. Although it is impossible to provide an extensive list of
all the types of conduct that may result in disciplinary action, the following list contains some examples of
conduct that may lead to the imposition of discipline, including possible disqualification. The following guidelines
generally apply to discipline and involuntary termination of Talent Workers. However, as much as employment is
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T Improperly altering or falsifying any timekeeping record.
 Obtaining employment based on false or misleading information, such as falsifying or making an omission
in the employment application or any other document.
91 Destruction or damage to property (including computer files) or supplies.
9 Theft or inappropriate/unauthorized removal or possession of OfficeWorksQproperty or property of
another employee or client.
1 Bringing or possessing firearms, weapons, or hazardous or dangerous items into the office at any time.
I Failure to report to work on any day without prior notification.
I Release or misuse (including inappropriate access) of confidential information about patients, clients, or
employees.
i Fighting, provoking a fight, or use of crude, vile, abusive, obscene or vulgar language while on duty.
 Insubordination, including refusal to do assigned work.
1 Possession and/or consumption of alcohol or drugs while at work. Reporting to work under the influence
of drugs or alcohol.
I Sleeping during scheduled working hours.
I Leaving the office during scheduled working hours without notifying the supervisor and obtaining
permission to do so.
I Misuse of the telephone.



I Failure to comply with company dress standards.

9 Abuse or misuse of electronic media, e.g., using computer hardware and software (including email) for
other than authorized business purposes.

9 Failure to report subsequent events related to criminal and/or unethical conduct.

Note: The above list contains examples are simply examples of unacceptable conduct. OfficeWorks is involved in
a highly competitive business in which many individuals and companies rely on the quality and reliability of our
work, product, and service; thus, you are expected to provide an excellent and reliable performance. Any failure
to meet this high standard is grounds for concern, counseling, termination from assignment, and possibly
disqualification from employment. Additionally, OfficeWorks seeks to work with clients and Talent Workers who
possess the highest standards of ethics, motivation and personal and professional integrity. In the event of
deceptive practices or fraud of any kind, it is the intention of OfficeWorks to prosecute the offense vigorously,
immediately, and to the fullest extent of the law including full restitution.

GRIEVANCE PROCEDURE

If your feel that you have been improperly disciplined or discharged or that company policies have not been
properly applied, you may obtain a review of the decision in question by contacting People 2.0 at 610 429-4111.

RESOURCES

The OfficeWorks website puts information, forms, and this handbook at your fingeNJi A LJ&lldfind polickeglzQ
procedures, forms, and more at www.owrx.com in the Candidates Section.
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