Policies
It’s essential that you thoroughly understand Manpower’s policies. Please review the policies presented here.
Indicate your understanding and acceptance of these policies by signing the Policy Acknowledgement during
your New Hire Orientation. Policies and benefits may vary from office to office. Be sure to check with your local
office regarding its policies and benefits.
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Anti-Harassment / Anti-Discrimination
All Manpower associates are entitled to work in an environment that is free from harassment, inappropriate
conduct, hostility, and intimidation. Manpower strictly prohibits any offensive or unwelcome physical, written, or
verbal conduct regarding any person’s gender, race, color, national origin, pregnancy, sexual orientation,
gender identity, age, religion, disability, genetic information, veteran status or any other basis protected by law.
Manpower strongly disapproves of and will not tolerate inappropriate conduct or harassment of associates by
supervisors, co-workers or others in the workplace such as customers or vendors. Manpower is committed to
complying with all applicable local, state, and federal laws prohibiting harassment in the workplace.
While the law may provide for various interpretations of what constitutes illegal harassment, Manpower realizes
that any type of inappropriate conduct or harassing behavior based on race, color, gender, religion, age, sexual
orientation, gender identity, national origin, disability, veteran status, genetic information, pregnancy or any
other category protected by law is inappropriate in the workplace. Therefore, Manpower will not tolerate any
behavior that creates an intimidating, offensive or hostile work environment or that interferes with work
performance. Examples of inappropriate conduct or harassing behavior include, but are not limited to: racial
slurs, ethnic jokes, stereotyping, the display of posters or other materials that are offensive or show hostility to
a group or individual based on a protected category as defined above.
Included in this policy is a prohibition of sexual harassment. Sexual harassment includes, but is not limited to:


Unwelcome sexual advances, requests for sexual favors, unwanted physical contact, including
touching, patting, pinching, etc., unwelcome comments of a sexual or demeaning nature, the display of
sexually offensive posters, pictures or objects.



Any use of an associate’s submission to or rejection of the conduct described above as the basis for
employment decisions affecting the employee (such as hiring, firing, promotions, compensation or
working conditions).



Any explicit or implicit implication that submission to such behavior is a term or condition of an
individual’s employment.
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Manpower requests that you report all incidents of harassment or inappropriate conduct
to us. Contact a member of our management team at your local Manpower office, or you
may contact Human Resources at 715-552-9121. Manpower has an open door policy
where all associates should feel free to discuss concerns or other work-related issues
with management.
Manpower’s response to a sexual harassment or discriminatory conduct complaint includes:


Confidentiality. We will maintain confidentiality to the extent possible under the specific circumstances
and in accordance with applicable laws.



Investigation and Discipline. Manpower will promptly and thoroughly investigate all discrimination and
harassment complaints. If it is determined that inappropriate conduct has occurred, Manpower will
provide an appropriate remedy, including, but not limited to, the discipline and/or termination of the
offending employee.



Zero Tolerance of Retaliation. Retaliation will not be tolerated in any form toward anyone who in good
faith makes a complaint or participates in an investigation. Retaliation is an adverse action taken
against an individual who has engaged in protected activity such as making a complaint or participating
in an investigation.

Manpower requests that you immediately report all incidents of alleged or perceived retaliation to Manpower’s
Human Resources at 715-552-9121 for investigation under this policy.
Any Associate not satisfied with the actions taken, or not taken, as a result of a complaint can contact
Manpower’s Human Resources at 715-552-9121.

Assignment Availability
This policy only applies after you have been on at least one assignment with Manpower. To maintain
employment status with Manpower, you must keep us informed as to your availability. When you complete an
assignment, notify Manpower by phone within 48 hours (exceptions noted below), and then every week until
you are placed on a new assignment, to inform us of your availability status. If you do not contact us, then we
will consider you unavailable for work and to have voluntarily resigned from employment.
Exceptions. Associates who work in IOWA must contact Manpower within 3 working days after assignment completion.
Associates who work in MINNESOTA must contact Manpower within 5 working days after assignment completion.

Unemployment Compensation. If you fail to comply with the Assignment Availability Policy listed above,
Unemployment Compensation benefits may be denied by the applicable state agency.

Assignments Requiring Use of Personal Vehicle
If you’ll be using a personal vehicle for an assignment, Manpower requires that you have a valid driver’s
license and maintain vehicle liability insurance with at least minimum limits of coverage for the state in which
your vehicle is registered and operated. Your vehicle liability insurance shall be considered primary as to any
covered liability, which is incurred in connection with or arises from your assignment.
Your insurance must remain in full force and effect with the necessary minimum limits for liability throughout
the term of the assignment.

At-Will Employment
Your employment with Manpower is “at will”. That means your assignment and/or your employment can be
terminated at any time by you or Manpower with or without cause and with or without notice. This “at will”
status can be changed only by a written contract signed by Manpower’s president or his/her designee. At the
termination of your employment, Manpower is not liable for wages or salary except those you earned prior to
the date of termination.
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Client Policies
Please use reasonable, mature judgment in determining how you should act on
assignments. When you accept an assignment it is your responsibility to perform to our
client’s standards and abide by the client’s work rules. If our policy differs from our
client’s, always follow the more restrictive of the two.

Confidentiality
All information to which you have access while on assignment by Manpower is considered proprietary to
Manpower’s clients. You must agree to keep such information confidential and not disclose such information
to anyone except those persons expressly authorized to have access thereto. You shall not use or permit the
use by others of such information for any purpose(s) other than to perform the work or services as may be
directed in conjunction with your assignment.

Criminal Convictions—Self-Reporting Requirements
Associates must notify Manpower as soon as possible, but no later than the person’s next working day, when
they have been convicted of any crime or have been or are being investigated by any governmental agency for
any act or offense.

Disciplinary Action
Manpower will inform you of any concerns that arise in any phase of your employment. It is your responsibility
to correct any areas of concern.
Disciplinary Action will generally follow the below steps; however, your employment with Manpower is at-will.
1. Verbal Discussion
2. Written Warning
3. Termination of Employment
Manpower reserves the right to initiate corrective action in any manner it sees fit, including immediate
termination of employment if the incident is serious enough. In that event, the above progressive measures are
waived.

Drug-Free Workplace
Manpower has a vital interest in the safety and well-being of all its employees, both permanent and temporary
staff alike (hereby referred to as “employee”). Being under the influence of a drug or alcohol poses serious
safety and health risks; not only to the user, but to all those who work with or come into contact with the user.
Manpower expects all employees to assist in maintaining a work environment free from the effects of alcohol,
drugs, or other intoxicating substances. With these basic objectives in mind, Manpower has established a
Drug-Free Workplace Policy. NOTE: This policy in accordance with applicable state laws and regulations.
Specific guidelines for the State of Iowa Code 730.5 will be referenced with “IA ONLY Exception.”
Manpower strictly prohibits workplace distribution, sale, purchase, possession, or use of illegal drugs,
controlled substances, alcohol or inappropriate use of prescription medication.
Drug and/or Alcohol Testing
Certain Manpower clients, but not all, may require an alcohol and/or other drug testing as a pre-assignment
and/or post-assignment condition. Manpower may elect to require such testing in accordance with
applicable law. The testing is designed to detect alcohol or other drug use which might affect your ability to
safely perform job duties while on assignment and/or meet the necessary qualifications for an assignment.
Testing Methods
Testing methods may include blood, urine, saliva, hair analysis, chemical or skin test. Testing methods
will comply with applicable state law.
Policies
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Substances Tested
A “sample” or “specimen” means such sample from the human body capable of
revealing the presence of drugs (or their metabolites) and alcohol. Manpower may
require testing to detect the use of chemical substances, including, but not limited
to: alcohol, amphetamines, benzodiazepines, cannabinoids (marijuana), cocaine, hallucinogens,
methadone, phencyclidine (PCP), and opiates. Manpower reserves the right to conduct a periodic
review of the foregoing list and add additional drugs to the list, with or without notice.
Definitions
“ILLEGAL DRUG” means any drug…
 that is declared illegal by law, or
 that has not been legally obtained, or
 that cannot be legally obtained, or
 is a prescribed drug that is not being used as prescribed, or
 is a prescribed drug that is not being used by the person for whom the prescription was
prescribed to
“LEGAL DRUG” means any drug that has been obtained legally, and is being used for the purpose it
was prescribed or manufactured.
“MEDICAL REVIEW OFFICER” means a licensed physician, osteopathic physician, chiropractor, nurse
practitioner, or physician assistant authorized to practice in any state of the United States, who is
responsible for receiving laboratory results generated by an employer’s drug testing program, and who
has knowledge of substance abuse disorders and has appropriate medical training to interpret and
evaluate an individual’s confirmed positive test result together with the individual’s medical history and
any other relevant biomedical information.
Types of Testing
1. Pre-Employment / Pre-Assignment. For pre-assignment purposes, you may be requested to
submit to testing, at no expense. If you decline to submit to the testing, Manpower may refuse to
employ or assign you and your employment may be terminated.
2. Post-Assignment. For post-assignment purposes, you may be requested to submit to
screening at no expense to you, based upon reasonable suspicion, after an accident, or as part
of a random drug testing program in accordance with state law. You may decline to submit to
the testing; however, Manpower may remove you from assignment and terminate your
employment with Manpower, if this occurs. If you test positive for the illegal use of a drug and/or
alcohol, you will be terminated from employment with Manpower.
3. Reasonable Suspicion. Manpower may require a drug and/or alcohol test for those employees
suspected of using or being under the influence of a drug and/or alcohol in the workplace. The
reasonable suspicion is documented using a behavioral observation checklist.
Testing based upon evidence or reasonable cause that an employee is using or has used drugs
and/or alcohol in violation of this policy, may include, but not limited to, any of the following:







Direct observation of substance abuse or related impairment while at work
Abnormal conduct or significant deterioration in performance while at work
Credible report of alcohol or drug use
Evidence of tampering with a drug test
Evidence that an employee has caused an accident while at work causing sufficient
injury or damage
Evidence that an employee has made, sold, possessed or used drugs while at work

In any reasonable suspicion circumstances, employees shall not be allowed to operate a
vehicle. If you attempt to operate a vehicle when there is reasonable cause that you are under
the influence of drugs and/or alcohol, Manpower will take appropriate action, including
contacting law enforcement officials.
Policies
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4. Random / “Unannounced”. Manpower and/or its clients may require that
employees be subject to random or unannounced drug testing. Testing
means testing for the purposes of detecting drugs, conducted on a periodic
basis, without advance notice. Employees are randomly selected from
pools of employees, consisting of:
 Entire employee population at a particular client worksite
 Entire full-time active employee population at a particular client worksite
 All employees at a particular client worksite who are in a pool of employees in a safetysensitive position
5. Post-Accident. Post-accident testing after an injury may only be conducted if there is a belief
that drugs and/or alcohol may have contributed to the injury/accident or there is reasonable
suspicion. Additionally, state law may allow for a denial or a reduction of worker’s compensation
benefits. A drug and/or alcohol test is required for all accidents involving a motorized vehicle;
including, but not limited to: fork truck and personal/company vehicle used for the purpose of
conducting business.
IA ONLY Exception: Employees may be tested if the workplace accident caused sufficient injury or damage - or resulted in damage to property in an amount reasonable estimated at the time of the accident to exceed $1000.

Over-The-Counter (OTC) or Prescription Medication
The use of, or being under the influence of any legal drug by any employee while performing Manpower
business is prohibited if the drug impairs the employee’s ability to perform his or her job or assignment.
OTC drugs and/or prescription medication (must be prescribed to you by your treating physician) may
be brought to work and taken during work hours only if the drug is taken for its intended purposes and
in accordance with package directions. All prescription drugs and OTC drugs must be kept in the
original container. Employees are expected to know and abide by any and all restrictions, limitations,
warnings, and cautions regarding such legal drug (i.e. may cause drowsiness, use caution when
operating motor vehicle or operating machinery).
If you are taking a legal drug that has “cautions” or “warnings” that may affect your ability to safely
perform your job duties, you must report this fact to your immediate supervisor and Manpower
Representative prior to using the drug at the worksite.
If you are taking a prescription medication at the time of testing, you will be provided the opportunity to
speak with an MRO and provide prescription information so it may be considered with analyzing and
reporting the final result.
Policy Violations
Violations of this policy, include, but are not limited to:
1. Refusal to Undergo Testing/ Refusal to Test
Refusal to undergo testing, in the terms outlined above, will be considered a voluntarily quit and
may result in termination of employment. If a sample is untestable due to too little sample (or other
reasons as determined by the lab or testing facility), you may be asked to provide a second sample.
Refusal to provide a second sample or leaving without providing a sample will be considered refusal
to test.
2. Positive Test Result. A confirmed positive drug test result or alcohol test displaying an alcohol
concentration of more than .04, will be considered cause for termination. You may be eligible for
rehire after six months and a negative drug test result - or - after proof of enrollment in or successful
completion of rehabilitation program and a negative drug test result.
IA ONLY Exception: In the event Manpower receives a confirmed positive alcohol test – equal to or greater than the
established limit – Manpower may be required to provide rehabilitation, depending on employee benefit plan coverage and
whether certain requirements have been met. Requirements include: 1) employee has been employed by Manpower for at
least twelve of the past eighteen months, 2) employee has not previously violated this policy, and 3) employee agrees to the
rehabilitation. The cost shall be apportioned equally between Manpower and the employee; however, Manpower is not
required to pay more than two thousand dollars towards the covered cost.
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3. Adulterated Specimen. Substituting or adulterating a urine sample to alter
the outcome of the result will result in disciplinary action, including termination.
4. Other. Other actions that will be grounds for disciplinary action, up to and
including termination, include: tampering with a drug and/or alcohol test or testing,
Disciplinary Actions
Actions may include, but are not limited to:
 Suspension, with our without pay, for a period of time
 Termination of employment
 Refusal to hire prospective employee
Testing Results
If a preliminary test result is non-negative, you will be given the opportunity to provide proof of a valid
health care provider’s prescription for use of a drug to Manpower, its medical facility, its laboratory or its
Medical Review Officer (MRO) upon request. The results of the testing will be used by Manpower solely for
the purpose of making decisions related to employment and will not be discussed with or released to any
third party other than a Client, upon the Client’s request, or as required by law or requested or consented to
in writing by you.
Notification of a Positive Result
In the event a confirmed positive drug and/or alcohol test is reported to Manpower by the MRO, Manpower
shall notify in writing the results of the test and the right to request and obtain a second confirmatory test,
along with instructions on how to request and any costs associated.
An employee or prospective employee has the right, in person or by certified mail (return receipt requested)
to request the second confirmatory test. The fee payable to Manpower and the request must be made
within seven (7) days from the date Manpower made the notification of the positive test result.
IA ONLY Exception: Notification will be sent certified mail, return receipt requested, and will include the name of the medical
review officer who made the report. If a confirmed positive drug test for a prospective employee is reported to Manpower by a
medical review officer, Manpower shall notify the prospective employee in writing of the results of the test, of the name and
address of the medical review officer who made the report, and of the prospective employee’s right to request records.

Educational Materials and Resources
Manpower employees have access to an Employee Assistance Program. Information can be found at:
www.CignaBehavioral.com/CGI. Click on “Addiction and Recovery” for access to articles and resources.
Employees and prospect employees may also contact their Manpower Representative for more
information.

Equal Employment Opportunity
Manpower as an organization can be summarized by the values that guide our daily interactions and we strive
to ensure that we represent these values. Manpower does not discriminate against any individual based on
age, race, color, religious beliefs, national origin, gender, pregnancy, sexual orientation, gender identity,
genetic information, disability or veteran status, or any other status protected by law. Equal employment
opportunity is the law; it is also an extension of our core values: "We care about people and the role of work in
their lives" and "we recognize everyone's contribution to our success".

Family & Medical Leave Act
Manpower’s Family and Medical Leave Act (FMLA) Policy complies with Federal FMLA and applicable state
laws. Where any applicable federal, state or local law or regulation gives associates greater rights than
Manpower’s policy, Manpower will comply with such law or regulation. Furthermore, any leave of absence
taken under any applicable state or local law will run concurrently with FMLA leave to the fullest extent
permitted by applicable law.
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To be eligible for FMLA benefits, you must have worked for Manpower:




For at least 12 months (need not be consecutive)
A minimum of 1,250 hours during the previous 12 months
Based out of a Manpower location that has at least 50 employees working within a 75 mile radius.

An eligible associate may be provided up to a total of 12 workweeks of unpaid leave during any 12-month
period for one or more of the following reasons:





The birth, adoption, or foster placement of a child
The care of a spouse, child, or parent with a serious health condition
The care of oneself because of a serious health condition
Military family leave for a qualifying exigency while the associate’s spouse, son, daughter or parent is
on covered active duty status (or has been notified of an impending call or order to covered active duty
in a foreign country).

The 12-month period for leave as described above is calculated on a rolling 12-month period, which is
measured looking backward from the date an associate uses the FMLA time.
An eligible associate who is the spouse, son, daughter, parent or next-of-kin of a current service member or
veteran may be provided up to a total of 26 workweeks of unpaid leave in a single 12-month period for Military
Caregiver Leave to care for the veteran undergoing medical treatment or recuperation for an injury incurred in
the line of duty on active duty. The 12-month period for Military Caregiver Leave begins on the first day the
associate takes military caregiver leave.
An eligible associate is entitled to a total of no more than 26 weeks of leave in a 12-month period for all types
of FMLA leave described above.
If both spouses are employed by Manpower and are eligible for FMLA leave, they are jointly entitled to a
combined total of 12 workweeks for birth, adoption or foster care placement of a child or for care of a parent
with a serious health condition. If each spouse has used a portion of the 12-week entitlement for one of the
above purposes, each is entitled to take the remainder of the 12-week period to care for a child or spouse with
a serious health condition or for their own serious health condition. If both spouses are employed by Manpower
and are eligible for FMLA leave, they are entitled to no more than a combined total of 26 weeks of leave during
the relevant 12-month period to care for a service member with a serious injury, for the birth or placement of a
child or to care for a parent with a serious health condition. In no event may they take more than a combined
total of 12 weeks for the birth or placement of a child or to care for a parent with a serious health condition.
Leave for childbirth, adoption or foster care must conclude within 12 months of birth or placement.
Manpower will maintain health insurance coverage for an associate on FMLA leave if the associate was
enrolled in the company health insurance plan prior to taking the FMLA leave of absence. Upon being
approved for FMLA, you will be advised of the procedure for paying any required premiums. In some
instances, Manpower may recover premiums paid to maintain health coverage for an associate who fails to
return to work from FMLA leave.
Use of FMLA will not result in the loss of any employment benefit earned or that you may have been entitled to
before the FMLA leave. On your return, you will be reinstated to the same or equivalent position as required by
law.
When seeking FMLA leave, you’re required to provide to a Manpower Representative:





Thirty-day advance notice of the need to take FMLA leave when the need is foreseeable
Notice of an unforeseeable leave as soon as practical of learning of the need for leave – generally
within the usual and customary notice and procedural requirements for reporting absences
Medical certification supporting the need for leave due to a serious health condition affecting the
associate or an immediate family member
Periodic re-certification (if applicable and necessary)

Manpower will also inform you of your rights and responsibilities under FMLA once you provide notice of leave.
This includes specific information about what is required from you and what might happen in certain
circumstances. For more information, please contact your Manpower Representative.
Policies
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Intellectual Property
Any and all discoveries, inventions (including but not limited to improvements or
modifications) or literary or other works relating to the work you perform while on
assignment or suggested by matters disclosed in conjunction with your assignment,
whether or not patentable, copyrightable or otherwise subject to registration or protection which are made or
conceived by you, solely or jointly with others, are works made for hire and shall be the property of Manpower
or its designee. You must agree to provide Manpower or its designee with a complete written disclosure of
each invention, discovery, literary or other work and further agree to sign necessary documents and give
Manpower or its designee all other reasonable assistance necessary to perfect and maintain whatever rights
Manpower or its designee deem appropriate, without charge to Manpower or its designee but without expense
to yourself.

Meal and Rest Periods
Manpower is committed to compliance with all legal requirements regarding meal and rest periods. No
employee, supervisor or management representative of Manpower or Manpower’s client may violate the
applicable legal requirements. It is a condition of your employment and continued employment that you agree
to abide fully with the law and these rules. This means you must take legally required meal and rest periods.
Failure to do so may result in disciplinary action, including the possibility of immediate discharge. Federal law
does not require meal or rest periods. However, state laws may have additional meal and rest period
requirements. Specific information regarding meal and rest period requirements under your applicable state
law may be provided by your local Manpower representative during on boarding or from the Department of
Labor at http://www.dol.gov/whd/state/meal.htm.
Unless state or local law requires otherwise, when associates are offered short breaks (usually lasting between
5-20 minutes), the breaks are compensable work hours that should be included in the total hours worked
during the workweek and considered in determining if overtime was worked. These rest periods are paid and
should not be entered in the time entry system separately. Bona fide meal periods (typically lasting over 20
minutes, depending on state or local law) are not work time and are not compensable when no work is
performed during that time. Please contact your local Manpower Representative with any questions about
break and rest times.

Non-Disclosure of Confidential or Proprietary Information
Belonging to Manpower or our Client
During the course of your employment with Manpower and/or assignment to our client, you may gain access to
Confidential or Proprietary Information belonging to Manpower and/or our client. Confidential or Proprietary
Information includes information and the compilation of information related to the operation of Manpower
and/or our client that derives economic value from its disclosure to or use by them. Examples include
promotional methods, techniques and methods of options, trade secrets (as defined by applicable law),
potential patentable products and processes, financial records, profit, performance reports, processes,
projections, business plans, customer information, customer lists, vendor information (including vendor
contracts and costs), and personal information (social security number, protected health information, credit
card numbers, driver’s license numbers, mother’s maiden name, complete date of birth, minor children’s
names) about any third party or other employee of Manpower or our client to which you gain access through
your employment with Manpower and/or assignment to our client. You agree to keep Confidential or
Proprietary Information confidential and not to disclose such Confidential or Proprietary Information to anyone
except those persons expressed authorized to have access thereto. You should not use or permit the use by
others of Confidential or Proprietary Information for any purpose(s) other than to perform the work or services
as may be directed in conjunction with your assignment.
Our clients may have additional and/or more comprehensive policies/procedures/guidelines related to their
Confidential or Proprietary Information. Manpower expects you to familiarize yourself with those
policies/procedures/guidelines and direct any questions you have to your Manpower representative.
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Nothing in this policy is intended to prohibit good faith reporting of possible violations of
federal law or regulation to any government agency of entity, or in making disclosures
where such disclosures are protected under federal law or regulation, and advance notice
of such disclosures is not required to be provided to Manpower.

Notice of Resignation
We request that you give appropriate notice if you quit an assignment. Generally, a 2 week notice is
acceptable. And, for assignments of less than 2 weeks, a 3 day notice is appropriate.

Open Door Policy
Manpower endorses an open door policy where all employees should feel free to discuss concerns or other
work-related matters with management. If unsatisfied or uncomfortable, you should contact Human Resources
at 715-552-9121.

Privacy Notice for U.S. Residents
Manpower cares about the privacy of our applicants, employees and clients. This notice contains information
about how we handle your personal information. We collect and process your personal information for the
following purposes where necessary:






to maintain our contractual or business relationship with you,
for employment-related services where applicable,
to tell you about the products and services we offer,
to contact and correspond with you,
for the management and defense of legal claims and actions, compliance with court orders and other
legal obligations and regulatory requirements, and as otherwise permitted by law.

Manpower may disclose your personal information for these purposes to other Manpower entities, affiliates,
suppliers, subcontractors who perform services on our behalf, clients if you are seeking employment, an
acquiring organization if Manpower is involved in the sale or transfer of some or all of its business, and where
we are otherwise required to do so, such as by court order.
Manpower collects, processes and discloses sensitive personal information, such as Social Security Numbers,
only if required to comply with legal obligations, if there is a compelling business reason to do so, or with your
consent. If you would like more information about Manpower’s privacy practices, please contact your local
Manpower office.

Reasonable Accommodation
Manpower will work with its clients to make reasonable accommodations for the physical and mental
disabilities of otherwise qualified associates, unless the accommodation would impose an undue hardship.
Because the need for an accommodation is often not apparent, it is the responsibility of the associate to make
Manpower aware of the disability and to request an accommodation. Associates should contact their local
Manpower branch or onsite Manpower representative regarding nay accommodation requests. And associate
may be asked to provide medical evidence to support the need for such accommodation.

Safety Policy and Guidelines
Commitment to Safety
You are our most important asset and your safety is important to us. We strive to maintain safe and healthy
working conditions at all times. Manpower is committed to providing a safe working environment for all
employees. Manpower will not knowingly assign an employee to a customer whose premises or work areas
are unsafe or present uncontrolled hazards. Manpower abides by all safety regulations and guidelines set
forth in federal, state and local statutes and will provide general safety training while our customer will
provide site-specific safety training.
Policies
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We will not tolerate retaliation in any form toward anyone who in good faith reports
safety concerns. We also integrate good safety practices and programs into our
operational activities and procedures throughout our organizations.
To make the workplace safe for you and your fellow associates, it’s your responsibility to:












Report all unsafe work conditions to your Lead/Supervisor and Manpower Representative
immediately.
Report any injury, illness or near-miss to your Lead/Supervisor and Manpower Representative
whether you were involved or a fellow co-worker was involved. For life threatening injuries, call 911.
Ask questions when you are not sure of how to perform a task.
Ask for assistance when you are unable to safely perform a task.
Do not take risks that put you or others in a situation that is unsafe.
Notify Manpower immediately if you are asked to perform a task for which you are not trained or
authorized.
The following are prohibited: operation of any equipment, machinery, vehicle, or powered industrial
truck for which you are not trained and authorized, operation of equipment/machinery without
adequate guarding, removing or tampering with machine guarding, bypassing a guard, or placing
any part of your body past a guard.
Notify your Manpower Representative of any requested changes or changes in your job duties.
Follow proper lifting techniques, and do not lift over 50 lbs. without a team lift. Ask for assistance
when lifting anything that is awkward or too heavy.
Comply with Manpower’s and client’s safe work practices.

Manpower will strive to provide the safest work environments for our employees. Your help is essential to
doing this well. Follow the bullet points above, stay in touch with your Manpower Representative, be smart
and work safe.
The OSHA Communication Standard
You have a right to know about the chemical hazards in the workplace. You will receive general training
from Manpower and site-specific training from each client you may be placed at if there is exposure to
hazardous chemicals. It is your responsibility to:


Read labels and SDS’s. Safety Data Sheets (SDS) are your guide to the basic information about
chemicals in your work area. SDS’s and container labels provide information such as: health
hazards, PPE, first aid measures, and emergency procedures. SDS’s are kept in your work area at
the client location.



Follow the warnings/instructions for handling the chemical. Remember – it is up to you to read
the label and follow the instructions before you open or use the chemical. Learn emergency
procedures and wear the required PPE (Personal Protective Equipment).



Ask questions about the chemicals you encounter. Ask the client supervisor if you need more
information about the chemical. Please be alert, read the container labels/Safety Data Sheets and
follow the instructions carefully for all chemicals within your work area.

Control of Hazardous Energy Sources (Lockout/Tagout)
As a Manpower associate, you may be assigned to work in a facility where machines or equipment may be
required to be locked or tagged out from time-to-time. Energy sources that must be locked out are those
that supply the power to enable machines or equipment to operate. These power sources include
electricity, gas, steam, coiled springs, hydraulic or pneumatic and gravity.
You must not participate in lockout/tagout procedures without prior authorization from Manpower and you
must have been properly trained and certified from the client in which you are assigned to.
Prohibited Work List
Manpower believes that all workers have the right to a safe and workplace. We will not knowingly offer
assignments where you will perform unsafe work or be exposed to an unsafe environment. After reporting
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to work, should your assignment unexpectedly change to include any of the work
listed below, please advise your Manpower Representative immediately.
The following are prohibited:





Work in excess of one story in height (inside or outside), on a roof, or where the use of scaffolding
is required.
Any work activity that takes place three feet or more below ground level (i.e. excavating, trenching)
or in a confined space (i.e. tunnels, tanks, grain bins).
Operating a forklift or other powered industrial truck for which you have not been approved to
operate or received necessary training.
Work requiring the use of a supplied air or self-contained breathing apparatus (i.e. certain types of
respirators).

Warning! The above list is not all-inclusive. If work involves direct exposure to other obvious safety
hazards, immediately contact your Manpower Representative.
Work Related Injury – Reporting Procedures
To ensure proper treatment, it is very important that we are contacted as soon as possible to ensure that
you do not incur further harm (i.e. a minor cut that may later become infected). If the injury is due to a
hazard in the workplace, we need to know immediately so that it may be corrected to ensure no further
injuries occur.
Your responsibilities as it relates to Workers’ Compensation, include, but are not limited to:






Complete all necessary paperwork in a timely manner.
For IA and FL – You must obtain authorization for medical treatment from your Manpower
Representative. Failure to do so may result in costs associated with such unauthorized treatments
being your responsibility. The only exception is in the case of life-threatening injuries/illnesses.
Contact Manpower after each medical appointment to report on your healing progress and provide
Manpower with an updated Return-to-Work note from your treating physician after each visit.
Participate in Manpower’s Return-to-Work Program. Failure to return to work (as allowed by your
physician) may be considered a voluntary quit.
Cooperate with the insurance adjuster.

Manpower’s responsibilities as it relates to Workers’ Compensation, include, but are not limited to:
 Promptly report workers’ compensation claims to the insurance company.
 Investigate each claim and report findings to the insurance company.
 Monitor claim progress.
 Coordinate the Return-to Work Program. At times, an outside agency is used to handle the Returnto-Work Program.

Solicitation/Distribution
This policy applies to solicitation, distribution and loitering in and on Manpower’s and our clients’ premises.
This policy is deemed necessary because Manpower recognizes the need to restrict and control loitering,
solicitations, postings, and the distribution of literature on its and our clients’ premises for the purpose of
avoiding disruption or loss of productivity, and to ensure that Manpower is providing excellent service to our
clients.
Solicitation and distribution of literature by non-associates on Manpower property is prohibited. Solicitation and
distribution of literature and other materials by Manpower associates on Manpower’s or our clients’ premises
for any purpose is prohibited during work time. Distribution is also prohibited at all times in Manpower’s or our
clients’ working areas. “Work time” is the time when the person doing the soliciting or distributing, or the person
being solicited or receiving the distribution, is or should be working and does not include rest or meal breaks.
“Work areas” are those areas where associates and employees are regularly assigned to work duties, confer
about work-related issues, or conduct business. This does not include restrooms, break rooms or cafeterias.
This policy must be followed concurrently with any solicitation or distribution policies maintained by
Policies
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Manpower’s clients, which may be more specific than this policy. Any violation of this or a
Manpower clients’ policy may result in discipline, up to and including termination of an
assignment or employment with Manpower.

Standards of Conduct
Manpower has established reasonable standards of conduct for its associates. You are expected to use
reasonable, mature judgment in determining how you should act. If our policy is less restrictive than our client’s
or vice versa, always follow the more restrictive of the two.
The following are some examples of unacceptable behavior that will result in disciplinary action, which may
include termination of your employment.














Improper and/or disruptive work attitude including horse play and practical jokes
Use of profanity or abusive language
Performing personal business while at work
Destruction or theft of client or another employee’s property
Rudeness to a client, supervisor or Manpower
Falsification of any information, written or verbal, to Manpower or our clients (including time reports)
Unsatisfactory job performance
Failing to report to work without contacting Manpower
Failure to follow safety policies
Failure to immediately report a work-related injury
Unauthorized tardiness or absenteeism
Insubordination
Other inappropriate conduct for the workplace

Use of Information Technology Resources
Because you may perform job tasks on laptops, desktops, network stations, mainframe and other Information
Technology (IT) resources that belong to Manpower or our clients, you must comply with these rules.
It is strictly prohibited to:












Use Manpower’s or our client’s IT equipment for non-job-related activities
Use another person’s user I.D., attempt to use a user I.D. for unauthorized purposes, or give your user
I.D. or password to an unauthorized person
Add, change, delete, download, upload or copy software to or from any client equipment
Copy, distribute or use software or other information without first obtaining permission from the
copyright owner
Modify the software configuration (e.g., add a screensaver)
Connect, remove or insert technology components or equipment, including floppy disks, CDs, modems,
memory or processor chips or cards, unless specifically authorized
Move equipment without explicit authorization from the client
Produce, store, display or transmit material that is or could be perceived as sexually explicit,
suggestive, harassing or otherwise offensive
Use of equipment for any activity that is malicious, threatening, intentionally false, obscene, maliciously
offensive, or invades another’s privacy
Use equipment for any activity which would harm Manpower, its client or their images
Send email to random recipients, email with executable software attached or email anything that
contains or has attached any private, confidential or proprietary information belonging to either
Manpower or our client

Manpower and our clients reserve the right to access and monitor your use of their company property,
including the use of company data networks, to determine compliance with their policies. Your failure to comply
with these policies may lead to disciplinary action, including termination of employment.
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Our clients may have additional and/or more comprehensive
policies/procedures/guidelines related to your use of the client’s IT equipment. Manpower
expects you to familiarize yourself with those policies/procedures/guidelines and direct
any questions you have to your Manpower representative.

Violence-Free Workplace
Manpower is strongly committed to providing a violence-free workplace and has adopted a zero tolerance
policy. Violence, threats of violence, or intimidation of Manpower staff or associates, vendors, or client
employees will not be tolerated.
Examples include, but are not limited to:








Hitting or shoving an individual
Threatening harm to an individual or his/her family, friends, or associates
The intentional damage or destruction of, or threat of damage or destruction to, property
Harassing or threatening communications (phone calls, emails, text msgs, etc.)
Harassing surveillance or stalking
The suggestion or intimation that violence is appropriate
Possession or use of weapons. Possession or use of weapons under any circumstances on Manpower
or client property or elsewhere in connection with employment with Manpower will not be tolerated
consistent with applicable state laws. Manpower prohibits weapons on the workplace. For more
information about the weapons policy by state or if you have any questions, please contact your
Manpower Representative.

Violations of this policy may result in termination of employment. If you experience an actual or perceived
threat of physical violence including intimidation, harassment, or coercion, immediately report the incident to
your manager/supervisor. In life-threatening or emergency situations, call your local police department or 911.
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