
Welcome to Q-TEMPS, L.P.

Thank you for the opportunity to represent your background and credentials to our client companies. We will never submit your background to a client without your permission nor will we ever take for granted the trust you place in us.

If / when you are placed on assignment by Q-Temps you will be considered a Q-Temps employee, not an employee of our client. By following the guidelines outlined below you will significantly increase your chances of getting and keeping employment with Q-Temps. Please follow these Policies to ensure your success:

· You are eligible for medical benefits beginning with the first day of your assignment and all premiums are employee paid.  You will be given medical benefits information on the first day of your assignment.

· You are eligible for Q-TEMPS, L.P. 401 (k) Retirement Savings Plan when you have been on assignment with Q-TEMPS for six months.

· Your information will be entered into Q-Temps’ database.

· Your employment background will be used to determine matches with current and future positions available through Q-Temps. 

· A Q-Temps representative will contact you immediately if your background matches any current openings.  If there is no employment match at the time of application, your resume will remain in Q-Temps database for a period of one year following your date of application or until you notify Q-Temps that you are no longer available for employment opportunities.  If you fail to respond to Q-Temps availability request phone calls for a period exceeding two weeks, you will be dropped from the Q-Temps list of available temporary employees.

· If you are assigned to a Q-Temps Client on a temporary assignment, you must maintain contact with your Q-Temps representative concerning your assignment.  If you are going to be late, absent from work, or are experiencing any problems with the Client, you are required to contact your Q-TEMPS representative immediately.

· Be on time, whether it is with showing up for work, returning from breaks, going to meetings, or turning in assignments.

· Always try your best; always finish an assignment, no matter how much you would rather be doing something else.  It is always good to have something to show for the time you have spent.

· Show a positive attitude – no one wants to be around someone who is a “downer”.

· Avoid backstabbing, office gossip, and spreading rumors – remember, what goes around comes around – joining in the office gossip may seem like the easy thing to do, but almost everyone has much more respect for people who do not spread stories around.

· Follow the rules.  The rules are there to give the greatest number of people the best chance of working together well and getting the job done.

· In the event that you enroll with the Texas Unemployment Commission for unemployment benefits following the end of an assignment with Q-Temps, you are responsible for contacting Q-TEMPS weekly as to your availability for employment.  Failure to remain in contact weekly with Q-TEMPS could jeopardize your eligibility for unemployment benefits.

· If put on assignment, you agree that you will not, without the Client’s prior written permission, disclose to anyone outside the Client and its subsidiaries any business and/or confidential information or material received by the Client from third parties.  This includes, but is not limited to, information acquired in the course of review and/or management of the Client’s claims files.  You also agree not to use, or divulge to outside persons, the content of conversations with Client’s employees about the handling of individual claims.

· When you leave Client’s premises, you will return all property of the Client or its subsidiaries, including all confidential and non-confidential information, including materials such as drawings, notebooks, reports, and all other forms of documents whether hard or soft copy.  This includes all information generated, or collected by, or utilized in, the operations of the Client and/or its subsidiaries that relates to the actual or anticipated business or research and development of the Client and/or its subsidiaries, as well any information or materials suggested by or resulting from any task assigned to you, or work performed by you, for or on behalf of the Client or its subsidiaries.  This also includes all work products that has not been available generally to the public.

· You agree that you will not disclose to the Client or its subsidiaries, use in their business, or cause them to use, any information or material that is confidential to others.

· You agree that any discussion of compensation with any Q-TEMPS employee, other temporary employees, or Client and its subsidiaries (client employee’s), will be grounds for immediate termination.

· You agree to comply with, and do all things necessary for Client and its subsidiaries to comply with, the laws and regulations of all governments under which Client and its subsidiaries do business, and with provisions of contracts between any such government or its contractors and Client or its subsidiaries that relate to intellectual property to the safeguarding of information.

· You agree to comply with all states and implied agreements between Q-TEMPS and Clients, or Clients’ subsidiaries.

· You certify that the facts contained in the Application for Employment are true and complete to the best of your knowledge and agree that, if employed, falsified statements on the application or any other documents shall be grounds for dismissal and you release Q-TEMPS from all liability for any damage that may result from utilization of such falsified information.

· You agree to direct all questions and concerns to a Q-TEMPS representative.

· If you are not able to complete an assignment for any reason, you agree to notify your Q-TEMPS representative immediately. You agree to give your supervisor enough notice to find a replacement. Not completing an assignment or walking off an assignment, will be viewed as a Voluntary Quit and unemployment insurance benefits may be denied. If this policy is violated, your pay rate per hour will be reduced to $7.25 per hour for the current position and work week that you have abandoned.

· When you are not on an assignment you agree to call in as available for future assignments at least once a week. The Available Line phone number is (972)-759-8360 x ___.  Failure to contact Q-TEMPS weekly will be viewed as a Voluntary Quit and unemployment insurance benefits may be denied.

· You agree to dress and act with professionalism at all times while on assignment for Q-TEMPS. Cellular phone use and personal e-mail/internet is not permitted on any job site.

· You understand that the position you have applied for or accepted is seasonal or temporary in nature and that work availability is directly related to a special project or affected by slow periods.  You understand that during slow periods your hours may be reduced accordingly and that you will be laid off when the project, work or season ends.

· You agree that employment is “at will” and that either Q-TEMPS or you may terminate your employment for any reason, with or without cause, at any time.

· I have received information concerning the medical benefit plan.

· It is your responsibility to ensure your timecard arrives at Q-TEMPS in a timely manner.

-  Our pay period is Sunday through Saturday and pay date is the following Friday.

-  Timecards must be signed/approved by your supervisor and are due each Monday, before 12:00 p.m.

-  IMPORTANT: YOUR CHECK MAY BE DELAYED IF TIMECARD ARRIVES AFTER 12:00 PM ON  

     MONDAY.

-  If you would like to designate someone else to pick up your paycheck, you must sign a Q-TEMPS    

           authorization allowing Q-TEMPS to release it.

-  Please notify Q-TEMPS of any changes of address immediately. Failure to do so may result in a lost or 

     delayed receipt of paycheck.

-  Please notify Q-TEMPS of any changes in direct deposit immediately.  

-  You agree that court-mandated and IRS payroll deductions will be deducted from your paycheck and  

     it is against company policy to grant payroll advances.

I have read and understood the Q-TEMPS employee handbook/handouts and fully understand the content.  I also understand that if I violate the policies/guidelines of the company, I will be subject to disciplinary action, up to and including immediate termination, without notice.

______________________________________
        _______________________

Signature                                                                      Date

______________________________________
        _______________________

Witness Signature                                                          Date
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