
 

 

Page 1 of 25    
  

 
 

 
 

Contractor Handbook 
For Key Resources, Inc., Lighthouse 

Professional Services & Monroe Staffing 
Services 

 

 

 

 

 

Version 2021.06 



 

 

Page 2 of 25    
  

 

 

 

Contents 
Introduc�on .................................................................................................................................................. 3 

Handbook Disclaimer ................................................................................................................................ 3 

Employment At-Will .................................................................................................................................. 4 

Assignments with Staffing 360 Solu�ons ...................................................................................................... 4 

When To Contact Your Employer.............................................................................................................. 4 

Proof of Right to Work .............................................................................................................................. 4 

Time & A�endance ................................................................................................................................... 5 

Time Cards ................................................................................................................................................ 5 

Payday ....................................................................................................................................................... 5 

Conduct & Work Rules .............................................................................................................................. 6 

Communica�on ............................................................................................................................................. 6 

Availability and Ending Assignments ........................................................................................................ 6 

Text & Telephone Communica�on ........................................................................................................... 6 

Safety ............................................................................................................................................................ 7 

COVID Safety Concerns ............................................................................................................................. 8 

Substance Abuse Policy & Drug Tes�ng ........................................................................................................ 8 

Pre-employment Drug Tes�ng .................................................................................................................. 8 

Reasonable Suspicion Drug & Alcohol Tes�ng .......................................................................................... 8 

Post-Accident or Injury Drug & Alcohol Tes�ng ....................................................................................... 9 

Random Tes�ng ........................................................................................................................................ 9 

Equal Employment Opportunity ................................................................................................................... 9 

Prohibited Discrimina�on, Harassment, and Retalia�on ......................................................................... 9 

Harassment ......................................................................................................................................... 10 

Sexual Harassment .............................................................................................................................. 10 

Retalia�on ........................................................................................................................................... 12 

Complaint Procedure .......................................................................................................................... 12 

Americans with Disabili�es Act ................................................................................................................... 13 



 

 

Page 3 of 25    
  

Pregnancy Accommoda�on .................................................................................................................... 13 

Ques�ons and Complaints .................................................................................................................. 13 

Family and Medical Leaves of Absence (FMLA Leave) ................................................................................ 14 

A Summary of Your Rights Under the Fair Credit Repor�ng Act ................................................................ 14 

COVID-19 POLICY ........................................................................................................................................ 17 

COVID-19 Policy and Procedures ............................................................................................................ 17 

COVID-19 Complaint Procedure ............................................................................................................. 17 

Confiden�ality ..................................................................................................................................... 17 

Inves�ga�ve Procedure ...................................................................................................................... 17 

Retalia�on ........................................................................................................................................... 18 

Alterna�ve Legal Remedies ................................................................................................................ 18 

COVID-19 Guidance................................................................................................................................. 18 

State Policies ............................................................................................................................................... 20 

Massachuse�s ......................................................................................................................................... 20 

North Carolina ......................................................................................................................................... 22 

Rhode Island............................................................................................................................................ 23 

 

Introduc�on 
 

Welcome to Staffing 360 Solu�ons, Inc. and our US brands - Lighthouse Professional Services, Key 
Resources, Inc. and Monroe Staffing Services. This contractor handbook is designed to acquaint you with 
Staffing 360 Solu�ons and to provide informa�on about working condi�ons and our employment 
policies. It is your responsibility to read and comply with all provisions of the contractor handbook prior 
to the beginning of your assignment. It describes many of your responsibili�es as a contractor. While 
every a�empt has been made to create these personalized policies consistent with federal and state 
law, if an inconsistency arises, the policy(s) will be enforced consistent with the applicable state law.  

Handbook Disclaimer  
 

Staffing 360 Solu�ons reserves the right to make changes to the policies, procedures, and other 
statements made in this contractor handbook. Business condi�ons, federal and state law, and 
organiza�onal needs are constantly in flux and may require that por�ons of the handbook be revised. 
These provisions supersede all exis�ng policies and prac�ces and may not be amended or added to 
without the express wri�en approval of Staffing 360. Policies set forth in this handbook are not intended 
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to create a contract, nor are they to be construed to cons�tute contractual obliga�ons of any kind or a 
contract of employment between Staffing 360 and any of its contractors. 

Contractors are responsible for reading and understanding this contractor handbook. If anything is 
unclear, contractors are directed to discuss the ma�er with a member of the compliance team by 
emailing ComplianceUS@staffing360solu�ons.com. This handbook and the informa�on in it should be 
treated as confiden�al. Contractors are required to ini�al, sign and date that they have read and 
understand the policies herein on the Employment Terms checklist in the contractor onboarding 
package. Ques�ons about any policies contained in this handbook should be directed to Wendy 
Moscowitz, Director of Compliance, at 203-502-8736 or wendy.moscowitz@staffing360solu�on.com.  

Employment At-Will  
All employment with Staffing 360 Solu�ons is "at-will." This means that either the contractor or Staffing 
360 can terminate the employment at any �me, with or without reason, with or without no�ce and with 
or without cause. No employee of Staffing 360 Solu�ons has any authority to enter into an agreement 
for employment for any specified period of �me or to make an agreement for employment other than 
at-will. 

Assignments with Staffing 360 Solu�ons 
 

When To Contact Your Employer 
Staffing 360 Solu�ons is your employer and provides you with job assignments and issues your 
paycheck. Please contact your Staffing 360 Solu�ons recruiter if: 

• You are going to be absent, late or need to leave the worksite before the end of your scheduled 
shi� or you need �me off for any reason; 

• A client contacts you directly to begin an assignment under Staffing 360 Solu�ons or directly 
with them; 

• You have moved or your contact informa�on has changed; 
• You have been involved in an on-the-job accident or you have been injured on-the-job or feel 

unsafe in your work environment; 
• You feel that you have been the vic�m of harassment, discrimina�on or workplace violence 

while at work;  
• You feel there has been any viola�on of Staffing 360 Solu�ons’ policies; 
• Your assignment has been ended or you wish to leave your assignment 

Proof of Right to Work 
In compliance with the Immigra�on Reform and Control Act of 1986, each new Contractor, under 
penalty of perjury, must complete and sign the Employment Eligibility Verifica�on Form I-9 and provide 
original documenta�on establishing his or her iden�ty and legal authority to work in the United States. 
Former Contractors who are rehired may also be required to complete the form. 
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Time & A�endance 
The workweek is a 7 -day period. It consists of all hours required by client needs. As shi� �mes and work 
schedules vary from assignment-to-assignment, your recruiter will inform you of your work hours and 
any workweek changes. 

Please note the following: 

• If you will be late or absent, please call your recruiter at the number they provided to you no 
later than one hour prior to the start of your shi�. You must call every day when you are late or 
absent;   

• Any absence due to illness or hospitaliza�on will require a statement from your doctor 
authorizing your return to work without restric�ons; 

• Unauthorized, unreported or excessive absenteeism, tardiness, leaving work earlier than your 
scheduled shi� without authoriza�on will be considered a voluntary quit and your assignment 
will be ended; 

• Please see our COVID-19 policy for what to do in the event of your exposure to COVID-19 

In all cases, state law will prevail. Please contact your recruiter with any ques�ons or concerns.  

Time Cards 
You are responsible for repor�ng your own �me worked to Staffing 360 Solu�ons. Failure to do so may 
cause delays in the processing of your paycheck.  

To ensure the accuracy of your paycheck please make sure to: 

• Punch in or out every day as directed; 
• Punch out and in for meal breaks; 
• Have your Client Supervisor sign off/approve your �mecard; 
• Submit your approved �me to your branch office no later than Monday at 10:00 AM 

Late �mecards will not be processed for payment un�l the following week’s payroll.  

Payday 
Payday is Friday. Please review your paystub for accuracy each week and report any discrepancies in 
your pay or personal informa�on to your recruiter immediately.  

You may receive your pay in the following ways: 

• Pay card (recommended) 
• Direct Deposit (recommended) 
• Pick-up your paycheck at your local branch office 

If an overpayment to you is discovered, you will receive a message from your recruiter or the payroll 
department. Staffing 360 will deduct the overpayment from your paycheck the following week in 
accordance with state and federal law. 
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You may access your paystubs at any �me online. Please ask a representa�ve from your local office for 
details. 

Conduct & Work Rules 
Staffing 360 Solu�ons strives to ensure that all individuals associated with the Company are treated in a 
respec�ul and fair manner. Though it is not possible to list all forms of behavior that are unacceptable in 
the workplace, the following are examples of behavior that would be considered infrac�ons of Staffing 
360 Solu�ons rules of conduct. Such behavior may result in immediate termina�on of employment. This 
list is not intended to be exhaus�ve: 

1. The� or inappropriate removal or possession of company or customer property or the property 
of a fellow Contractor 

2. Willful destruc�on of company or customer property or the property of a fellow Contractor 
3. Working under the influence of alcohol or illegal drugs 
4. Possession, distribu�on, sale, transfer or use of alcohol or illegal drugs in the workplace, while 

on duty or while opera�ng employer-owned vehicles or equipment 
5. Figh�ng or threatening violence in the workplace 
6. Sexual or other harassment 
7. Using excessively abusive, threatening or obscene language 
8. Using in�mida�on tac�cs and making threats 
9. Sabotaging another's work 
10. Any act which might endanger the safety or lives of others or interfere with the proper 

comple�on of work of any Contractor 
11. Making malicious, false and harmful statements about others 
12. Publicly disclosing another's private informa�on 
13. Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 

workplace or anywhere on company property 
14. Unauthorized disclosure of business "secrets" or confiden�al informa�on 
15. Falsifying company records or reports, including one's �me records or the �me records of 

another Contractor 
16. Loitering or sleeping on the job during working hours 

Communica�on 
 
Availability and Ending Assignments 
It is essen�al that you keep in touch with us and call in your availability for work at least once per week. 
Failure to keep in contact with your recruiter or, if you voluntarily quit, could affect your eligibility to 
collect unemployment benefits. 

Text & Telephone Communica�on 
In order to receive alerts regarding poten�al jobs and other messages related to your employment, 
Staffing 360 Solu�ons and its affiliates will contact you by telephone, text message, or email at any 
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telephone number or address that you have provided to us or will provide to the Company, including 
telephone numbers that are or may be assigned to wireless devices.  

• The Company may place such telephone calls by voice call and text messaging (including 
SMS and/or MMS text messages) 

• The Company may place such telephone calls through the use of pre-recorded/ar�ficial 
voice messages and/or the use of an automa�c telephone dialing device 
 

Please contact your local office if you wish to be removed from the telephone, text and email contact 
list.  
 

Safety 
Staffing 360 strives to provide a safe and healthy work environment for contractors, clients, and visitors. 
Our success depends on the alertness and personal commitment of all. 

You should ensure that you have read and understood the safety training orienta�on material that 
Staffing 360 has provided you before you commence your assignment with the client. If you do not 
understand the safety training material OR you require further guidance and support, you should no�fy 
your recruiter immediately before you commence work.  

When you begin an assignment, it is an OSHA requirement for your host employer to provide you with 
supplementary training on the specific tasks you will be assigned to perform during your assignment. 

If, a�er that training, you do not feel adequately informed or you have concerns about your safety in the 
workplace, please contact your recruiter or our Safety team at safetyteam@staffing360solu�ons.com so 
they can ensure that the necessary steps are taken to address your concerns.  

Reports and concerns about workplace safety issues or unsafe condi�ons may be made anonymously to 
our Safety Team at safetyteam@staffing360solu�ons.com. All reports can be made without fear of 
reprisal. 

Each contractor is expected to obey safety rules and to exercise cau�on in all work ac�vi�es. 
Contractors who violate safety standards, cause hazardous or dangerous situa�ons or fail to report (or, 
where appropriate, remedy) such unsafe situa�ons, will be subject to disciplinary ac�on, up to and 
including termina�on of employment. 

In the unlikely event that you are injured while working on your assignment, please immediately report 
the injury to your direct on site supervisor and your recruiter who will work with our Safety Team to 
ensure you receive the necessary care and assistance.  You can also call Medcor at 1-800-775-5866 for 
immediate medical care.  Such reports are necessary to comply with laws and to ini�ate insurance and 
workers’ compensa�on benefits procedures. 
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COVID Safety Concerns 
COVID-19 safety concerns should be reported directly to the Safety Team at 
safetyteam@staffing360solu�ons.com. 

Substance Abuse Policy & Drug Tes�ng 
The policy of the company is to maintain a workplace free of drugs and alcohol. As a condi�on of ini�al 
and con�nued employment, all company contractors must comply with this policy. A contractor who 
engages in an ac�vity prohibited by this policy shall be subject to disciplinary ac�on, up to and including 
immediate termina�on of employment. Even if state law provides for the legaliza�on of marijuana, 
viola�ons of this drug and alcohol policy will be grounds for disciplinary ac�on, up to and including 
termina�on, unless state laws provide exemp�ons. 
 
Prohibited ac�vi�es under this policy include the possession, use, sale, a�empted sale, distribu�on, 
manufacture, purchase, a�empted purchase, transfer or cul�va�on of drugs in the workplace. Unless 
stated otherwise in the State Specific policies, contractors are also prohibited from being at the 
workplace with drugs in their system. The possession, use or sale of alcohol during work hours is strictly 
prohibited. In addi�on, any unsanc�oned possession, use, or sale of alcohol during non-work hours at 
the workplace is strictly prohibited. Tes�ng may include blood, urine and/or breathalyzer tests. 
Contractors who refuse to allow a urinalysis or other test pursuant to this policy will be subject to 
disciplinary ac�on, up to and including termina�on. 
 

Pre-employment Drug Tes�ng 
Subject to applicable federal, state, or local law, contractors must consent to tes�ng for controlled 
substances and/or alcohol as a condi�on of employment to be placed on certain assignments. A 
contractor’s refusal to consent to tes�ng or to the disclosure of test results to appropriate company 
personnel may result in not qualifying for a par�cular job assignment. 
 
Reasonable Suspicion Drug & Alcohol Tes�ng 
Subject to applicable federal, state, or local law, contractors must consent to tes�ng for controlled 
substances and/or alcohol when the Company determines, at its discre�on, that there is reasonable 
suspicion that the contractor is under the influence of drugs or alcohol during the work hours. 
 
"Reasonable suspicion" means a belief based on specific acts that a contractor is under the influence of 
drugs or alcohol. Circumstances which cons�tute a basis for determining "reasonable suspicion" may 
include, but are not limited to: 

• A pa�ern of abnormal or erra�c behavior including impaired work performance 
• Direct observa�on of drug or alcohol use 
• A contractor’s own admissions or communica�ons regarding drug or alcohol use 
• Presence of the physical symptoms of drug or alcohol use (i.e., glassy or bloodshot eyes, 

slurred speech, poor coordina�on or reflexes, suspicious odors) 
• The discovery of paraphernalia in the workplace 
• A report of drug or alcohol use from other contractors or supervisors 

 

mailto:safetyteam@staffing360solutions.com
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Post-Accident or Injury Drug & Alcohol Tes�ng 
Subject to applicable federal, state, or local law, tes�ng for drugs and/or alcohol may be conducted 
when Contractors are involved in a work-related accident. A contractor will be subject to drug and 
alcohol tes�ng when the accident or injury is likely to have been caused by drug or alcohol use based on 
a reasonable assessment of the contractor’s ac�ons that contributed to the accident or caused the 
accident. Such drug and alcohol tes�ng will only be implemented to the extent that it accurately tests 
for drug or alcohol use which may have caused the accident. Unless stated otherwise in the State 
specific policies, a confirmed posi�ve test result (other than for over-the-counter medica�ons or 
medica�ons for which the contractor holds a valid prescrip�on and which are being used in accordance 
with that prescrip�on (with the excep�on of medical marijuana not subject to a state exemp�on as 
referenced above)) or other viola�on of the policy is misconduct and is grounds for discipline, up to and 
including termina�on of employment. All informa�on unrelated to drug or alcohol use that is obtained 
during the tes�ng process will be held in strict confidence, to the extent possible and as required by law. 
 
Random Tes�ng 
Subject to applicable federal, state, or local law, contractors may be selected at random for drug 
tes�ng at any interval determined by the company. Such random tes�ng will be pursuant to a process 
whereby there is an equal probability that any contractor from a group of contractors will be tested and 
in which the company does not have the discre�on to waive the selec�on of a contractor selected by 
the random selec�on method. 

Equal Employment Opportunity 
Staffing 360 is commi�ed to complying fully with all applicable laws ensuring equal employment 
opportuni�es. Accordingly, it is the policy of Staffing 360 to provide equal employment opportuni�es to 
all contractors and applicants for employment without regard to race, color, sex (including gender, 
gender iden�ty, transgender status, pregnancy, childbirth or related medical condi�ons), religion, creed, 
na�onal origin, age, actual or perceived disability, sexual orienta�on, marital status, military or veteran 
status, ancestry, gene�c predisposition, ci�zenship status, domes�c violence vic�m status, familial 
status, unemployed status, criminal history, protected ac�vity (e.g., opposi�on to prohibited 
discrimina�on or making a complaint of discrimina�on or harassment or retalia�on), or any other 
characteris�c protected under applicable federal, state, or local law. This policy governs all aspects of 
employment, including, without limita�on, recruitment, job assignment, promo�ons, transfers, 
compensa�on, access to benefits, training, discipline, and termina�ons. No person is authorized to act in 
a manner contrary to this commitment to equal employment opportunity. 

 

Prohibited Discrimina�on, Harassment, and Retalia�on 
Staffing 360 prohibits discrimina�on, harassment, and retalia�on on the basis of race, color, sex 
(including gender, gender iden�ty, transgender status, pregnancy, childbirth or related medical 
condi�ons), religion, creed, na�onal origin, age, actual or perceived disability, sexual orienta�on, marital 
status, military or veteran status, ancestry, ci�zenship status, protected ac�vity (e.g., opposi�on to 
prohibited discrimina�on or making a complaint of discrimina�on or harassment or retalia�on), or any 
other characteris�c protected under applicable federal, state, or 
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local law.  
 
Staffing 360 will not tolerate discrimina�on, harassment, or retalia�on of any sort, and as described 
below, will take prompt disciplinary ac�on against those responsible for any such conduct. Staffing 360 
depends on all contractors to report instances of non-compliance and to cooperate with inves�ga�ons 
of non-compliance with this policy. 
 
Staffing 360 will not tolerate discriminatory, harassing, and/or retaliatory conduct or derision of any sort 
directed at our contractors or at non-Contractors who may work in or visit our offices or a�end off-
premises func�ons, including applicants for employment, clients, vendors, independent contractors, 
consultants or clients. This policy applies to all contractors and non-contractors, including applicants for 
employment, interns, whether paid or unpaid, contractors and any other persons conduc�ng business 
with, or providing services to Staffing 360, regardless of immigra�on status. 
 
Harassment 
For purposes of this policy, harassment is any verbal or physical conduct designed to threaten, 
in�midate or coerce a contractor, co-worker or any person working for or on behalf of Staffing 360. 
 
Verbal taun�ng (including racial and ethnic slurs) that, in the hearer’s opinion, impairs his or her ability 
to perform his or her job is included in the defini�on of harassment. 
 
The following examples of harassment are intended to be guidelines and are not exclusive when 
determining whether there has been a viola�on of this policy: 

• Verbal harassment includes comments that are offensive or unwelcome regarding a 
person’s na�onality, origin, race, color, religion, gender, sexual orienta�on, age, body, 
disability or appearance, including epithets, slurs and nega�ve stereotyping 

• Nonverbal harassment includes distribu�on, display or discussion of any wri�en or graphic 
material that ridicules, denigrates, insults, beli�les or shows hos�lity, aversion or disrespect 
toward an individual or group because of na�onal origin, race, color, religion, age, gender, 
sexual orienta�on, pregnancy, appearance, disability, sexual iden�ty, marital or other 
protected status 

 
Sexual Harassment 
Sexual harassment is a form of unlawful employment discrimina�on and is prohibited under Staffing 
360’s an�harassment policy. According to the U.S. Equal Employment Opportunity Commission (EEOC), 
sexual harassment is defined as “unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when submission to or rejec�on of such conduct is used as 
the basis for employment decisions or such conduct has the purpose or effect of crea�ng an 
in�mida�ng, hos�le or offensive working environment." 
 
There are two types of sexual harassment: 

• “Quid pro quo” harassment, where submission to harassment is used as the basis for 
employment decisions. Contractor benefits such as raises, promo�ons and be�er working 
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hours are directly linked to compliance with sexual advances. Therefore, only someone in a 
supervisory capacity (with the authority to grant such benefits) can engage in quid pro quo 
harassment. Examples: A supervisor promising a contractor a raise if she goes on a date with 
him; a manager telling an Contractor she will fire him if he does not have sex with her. 

• “Hos�le work environment,” where the harassment creates an offensive and unpleasant 
working environment. A hos�le work environment can be created by anyone in the work 
environment, whether it be supervisors, other contractors, vendors, suppliers or customers. 
Hos�le environment harassment consists of verbiage of a sexual nature, unwelcome sexual 
materials or even unwelcome physical contact as a regular part of the work environment. 
Texts, e-mails, cartoons or posters of a sexual nature; vulgar or lewd comments or jokes; or 
unwanted touching or fondling all fall into this category. 

 
Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexual favors, 
or other verbal or physical conduct of a sexual nature: 

• Is made explicitly or implicitly a term or condi�on of employment 
• Is used as a basis for an employment decision 
• Unreasonably interferes with a contractor’s work performance or creates an in�mida�ng, 

hos�le or otherwise offensive environment 

Sexual harassment may take different forms. The following examples of sexual harassment are intended 
to be guidelines and are not exclusive when determining whether there has been a viola�on of this 
policy: 
 

• Verbal sexual harassment includes innuendoes, sugges�ve comments, jokes of a sexual 
nature, sexual proposi�ons, lewd remarks and threats; requests for any type of sexual favor 
(this includes repeated, unwelcome requests for dates); and verbal abuse or “kidding” that 
is oriented toward a prohibi�ve form of harassment, including that which is sexual in nature 
and unwelcome. 

• Nonverbal sexual harassment includes the distribu�on, display or discussion of any wri�en 
or graphic material, including (but not limited to) calendars, posters and cartoons that are 
sexually sugges�ve or show hos�lity toward an individual or group because of sex; 
sugges�ve or insul�ng sounds; leering; staring; whistling; obscene gestures; content in 
le�ers and notes, facsimiles, e-mail, photos, text messages, tweets and Internet pos�ngs; or 
other form of communica�on that is sexual in nature and offensive. Materials sent, 
displayed or origina�ng on a ‘personal account’ s�ll may be viola�ve of this policy if 
displayed, described or discussed in the workplace. 

• Physical sexual harassment includes unwelcome, unwanted physical contact, including 
touching, �ckling, pinching, pa�ng, brushing up against, hugging, cornering, kissing, 
fondling and forced sexual intercourse or assault. 

 
Courteous, mutually respec�ul, pleasant, non-coercive interac�ons between contractors, including men 
and women, that are appropriate in the workplace and acceptable to and welcomed by both par�es are 
not considered to be harassment, including sexual harassment. 
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Retalia�on 
No hardship, loss, benefit or penalty may be imposed on a contractor in response to: 

• Filing or responding to a bona fide complaint of discrimina�on or harassment 
• Appearing as a witness in the inves�ga�on of a complaint 
• Serving as an inves�gator of a complaint 

 
Retalia�on or a�empted retalia�on in response to lodging a complaint or invoking the complaint 
process is a viola�on of this policy. Any person who is found to have violated this aspect of the policy 
will be subject to disciplinary ac�ons up to and including termina�on of employment. 
 
Complaint Procedure 
The company provides its contractors with a convenient and reliable method for repor�ng incidents of 
alleged harassment, including sexual harassment and discrimina�on. Any contractor who feels harassed 
or discriminated against is encouraged, but not required, to immediately inform the alleged harasser 
that the behavior is unwelcome. In many instances, the person is unaware that his or her conduct is 
offensive and when so advised can easily and willingly correct the conduct so that it does not reoccur. If 
the informal discussion with the alleged harasser is unsuccessful in remedying the problem or if you do 
not feel comfortable with such an approach, you should immediately report the conduct to your 
recruiter or Human Resources by emailing hr_us@staffing360solu�ons.com or calling 203-502-8733. We 
cannot resolve a harassment or discrimina�on problem unless we know about it. Therefore, it is your 
responsibility to alert us so that we can take the necessary steps to correct the problem. There is no 
employee at any level of the company that is above these prohibi�ons against harassment or 
discrimina�on. Thus, it is never proper to conceal informa�on or fail to make an immediate report under 
this policy. The report should include all facts available to the contractor regarding the alleged 
harassment or sexual harassment or discrimina�on. 
 
This complaint procedure applies to contractor complaints regarding non-contractors such as vendors, 
contractors or customers as well as Staffing 360 staff employees. 
 
Confidentiality 
All reports of alleged harassment, sexual harassment or discrimina�on will be treated seriously. They 
will be kept confiden�al to the extent possible and will be shared only with those who have a need to 
know. Depending on the circumstances, that could include the alleged harasser. However, absolute 
confiden�ality cannot be assured. The company may conduct an inves�ga�on of any complaint of 
alleged discrimina�on, harassment or sexual harassment, which may require limited disclosure of 
per�nent informa�on to certain par�es, including the alleged harasser. 
 
Investigative Procedure 
Once a complaint of alleged harassment or sexual harassment or discrimina�on is received, the 
company may begin a prompt and thorough inves�ga�on. The inves�ga�on may include interviews with 
all involved contractors, including the client’s employees and the alleged harasser, and any contractors 
and client employees who are or may be aware of facts or alleged incidents. 
 

mailto:hr_us@staffing360solutions.com
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Following an inves�ga�on, the company will promptly take any necessary and appropriate disciplinary 
ac�on. Disciplinary ac�on will be taken if the inves�ga�on reveals that a contractor has acted in a 
manner that is not in alignment with the goal of this policy, even when the ac�ons may be lawful. In 
fact, the company may address any workplace issue discovered during an inves�ga�on.  
 
If the alleged harassment, sexual harassment, or discrimina�on is from a vendor, contractor, customer 
or another third party, the company will take appropriate ac�on to stop the conduct. 
 

Americans with Disabili�es Act 
Staffing 360 is commi�ed to complying with all applicable provisions of the Americans with Disabili�es 
Act (“ADA”), as well as applicable state and local laws ensuring equal opportunity in employment for 
qualified persons with disabili�es, including pregnancy-related disabili�es. It is Staffing 360’s policy not 
to discriminate against qualified individuals with disabili�es in regard to applica�on procedures, hiring, 
advancement, discharge, compensa�on, training or other terms, condi�ons, and privileges of 
employment. Staffing 360 is also commi�ed to not discrimina�ng against any qualified contractors or 
applicants because they are related to or associated with a person with a disability. 
 
Employment opportuni�es with Staffing 360 are based on an individual’s ability to perform the essen�al 
func�ons of a specific job. Staffing 360 will reasonably accommodate qualified applicants and 
contractors with disabili�es to aid such individuals in performing the essen�al job func�ons of their 
posi�ons, unless (i) doing so causes a direct threat to such individuals or others in the workplace and the 
threat cannot be eliminated by reasonable accommoda�on and/or (ii) such accommoda�ons would 
cause an undue hardship to Staffing 360 or a client. 
 
If you believe that you need a reasonable accommoda�on to aid you in performing your job du�es, you 
should no�fy the Human Resources Department. Contractors reques�ng an accommoda�on may be 
required to provide medical cer�fica�on from their health care provider that includes, without 
limita�on: (1) iden�fica�on of the health care provider; (2) informa�on that substan�ates that the 
contractor has a disability; (3) specific limita�ons and/or suggested restric�ons and their rela�on to the 
disability; and (4) suggested reasonable accommoda�ons. 
 

Pregnancy Accommoda�on 
Staffing 360 will comply with applicable federal, state and local laws, including, without limita�on, the 
ADA, in accommoda�ng contractors affected by a pregnancy, childbirth, or related medical condi�ons. 
Contractors who are temporarily unable to perform their job due to a medical condi�on related to 
pregnancy or childbirth or who need a reasonable accommoda�on due to a pregnancy-related disability 
should no�fy the Human Resources Dept. 
 
Ques�ons and Complaints 
If you have ques�ons regarding this policy or believe that reasonable accommoda�on is not being 
provided in compliance with this policy, you should no�fy the Human Resources Department.  
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Fraud, abuse or falsifica�on of informa�on, records or suppor�ng documenta�on with respect to a 
request for accommoda�on under this policy, is grounds for disciplinary ac�on, up to and including 
termina�on of employment. 
 

Family and Medical Leaves of Absence (FMLA Leave) 
Staffing 360 will grant family and medical leave in accordance with the requirements of federal law (the 
Family and Medical Leave Act or “FMLA”) and applicable state law in effect at the �me the leave is 
granted. Although the federal and state laws have different names, Staffing 360 refers to these types of 
leaves collec�vely as “FMLA leave.” In any case, contractors will be eligible for the most generous 
benefits available under applicable law. 

A Summary of Your Rights Under the Fair Credit Repor�ng Act 
Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la Consumer 
Financial Protection Bureau, 1700 G Street N.W., Washington, DC 20552. 
 
The federal Fair Credit Repor�ng Act (FCRA) promotes the accuracy, fairness, and privacy of informa�on 
in the files of consumer repor�ng agencies. There are many types of consumer repor�ng agencies, 
including credit bureaus and specialty agencies (such as agencies that sell informa�on about check 
wri�ng histories, medical records, and rental history records). Here is a summary of your major rights 
under FCRA. For more informa�on, including informa�on about addi�onal rights, go to 
www.consumerfinance.gov/learnmore or write to: Consumer Financial Protec�on Bureau, 1700 G 
Street N.W., Washington, DC 20552. 

• You must be told if informa�on in your file has been used against you. Anyone who uses a 
credit report or another type of consumer report to deny your applica�on for credit, 
insurance, or employment – or to take another adverse ac�on against you – must tell you, 
and must give you the name, address, and phone number of the agency that provided the 
informa�on. 

• You have the right to know what is in your file. You may request and obtain all the 
informa�on about you in the files of a consumer repor�ng agency (your “file disclosure”). 
You will be required to provide proper iden�fica�on, which may include your Social Security 
number. In many cases, the disclosure will be free. You are en�tled to a free file disclosure 
if: 

 a person has taken adverse ac�on against you because of informa�on in your 
credit report; 

 you are the vic�m of iden�ty the� and place a fraud alert in your file; 
 your file contains inaccurate informa�on as a result of fraud; 
 you are on public assistance; 
 you are unemployed but expect to apply for employment within 60 days. 

 
In addi�on, all consumers are en�tled to one free disclosure every 12 months upon request from each 
na�onwide credit bureau and from na�onwide specialty consumer repor�ng agencies. See 
www.consumerfinance.gov/learnmore for addi�onal informa�on. 
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• You have the right to ask for a credit score. Credit scores are numerical summaries of your 
credit-worthiness based on informa�on from credit bureaus. You may request a credit score 
from consumer repor�ng agencies that create scores or distribute scores used in residen�al real 
property loans, but you will have to pay for it. In some mortgage transac�ons, you will receive 
credit score informa�on for free from the mortgage lender. 

• You have the right to dispute incomplete or inaccurate informa�on. If you iden�fy informa�on 
in your file that is incomplete or inaccurate, and report it to the consumer repor�ng agency, the 
agency must inves�gate unless your dispute is frivolous. See 
www.consumerfinance.gov/learnmore for an explana�on of dispute procedures. 

• Consumer repor�ng agencies must correct or delete inaccurate, incomplete, or unverifiable 
informa�on. Inaccurate, incomplete, or unverifiable informa�on must be removed or corrected, 
usually within 30 days. However, a consumer repor�ng agency may con�nue to report 
informa�on it has verified as accurate. 

• Consumer repor�ng agencies may not report outdated nega�ve informa�on. In most cases, a 
consumer repor�ng agency may not report nega�ve informa�on that is more than seven years 
old, or bankruptcies that are more than 10 years old. 

• Access to your file is limited. A consumer repor�ng agency may provide informa�on about you 
only to people with a valid need – usually to consider an applica�on with a creditor, insurer, 
employer, landlord, or other business. The FCRA specifies those with a valid need for access. 

• You must give your consent for reports to be provided to employers. A consumer repor�ng 
agency may not give out informa�on about you to your employer, or a poten�al employer, 
without your wri�en consent given to the employer. Wri�en consent generally is not required 
in the trucking industry. For more informa�on, go to www.consumerfinance.gov/learnmore. 

• You may limit “prescreened” offers of credit and insurance you get based on informa�on in 
your credit report. Unsolicited “prescreened” offers for credit and insurance must include a toll-
free phone number you can call if you choose to remove your name and address form the lists 
these offers are based on. You may opt out with the na�onwide credit bureaus at 1-888-5-
OPTOUT (1-888-567-8688). 

• The following FCRA right applies with respect to na�onwide consumer repor�ng agencies: 
 
CONSUMERS HAVE THE RIGHT TO OBTAIN A SECURITY FREEZE 
 
You have a right to place a “security freeze” on your credit report, which will prohibit a consumer 
repor�ng agency from releasing informa�on in your credit report without your express authoriza�on. 
The security freeze is designed to prevent credit, loans, and services from being approved in your name 
without your consent. However, you should be aware that using a security freeze to take control over 
who gets access to the personal and financial informa�on in your credit report may delay, interfere 
with, or prohibit the �mely approval of any subsequent request or applica�on you make regarding a 
new loan, credit, mortgage, or any other account involving the extension of credit. 
 
As an alterna�ve to a security freeze, you have the right to place an ini�al or extended fraud alert on 
your credit file at no cost. An ini�al fraud alert is a 1-year alert that is placed on a consumer’s credit file. 
Upon seeing a fraud alert display on a consumer’s credit file, a business is required to take steps to 
verify the consumer’s iden�ty before extending new credit. If you are a vic�m of iden�ty the�, you are 
en�tled to an extended fraud alert, which is a fraud alert las�ng 7 years. 
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A security freeze does not apply to a person or en�ty, or its affiliates, or collec�on agencies ac�ng on 
behalf of the person or en�ty, with which you have an exis�ng account that requests informa�on in 
your credit report for the purposes of reviewing or collec�ng the account. Reviewing the account 
includes ac�vi�es related to account maintenance, monitoring, credit line increases, and account 
upgrades and enhancements. 
 

• You may seek damages from violators. If a consumer repor�ng agency, or, in some cases, a user 
of consumer reports or a furnisher of informa�on to a consumer repor�ng agency violates the 
FCRA, you may be able to sue in state or federal court. 

• Iden�ty the� vic�ms and ac�ve duty military personnel have addi�onal rights. For more 
informa�on, visit www.consumerfinance.gov/learnmore. 

 
States may enforce the FCRA, and many states have their own consumer repor�ng laws. In some 
cases, you may have more rights under state law. For more informa�on, contact your state or local 
consumer protec�on agency or your state A�orney General. For informa�on about your federal 
rights, contact: 
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COVID-19 POLICY 
 

COVID-19 Policy and Procedures 
Staffing 360 Solu�ons (“The Company”) strives to create and maintain a work environment in which 
people are able to work as safely as possible through the COVID-19 global pandemic. The environment 
of the company should be characterized by mutual trust and the absence of in�mida�on, oppression 
and exploita�on. Through enforcement of all previously published policies and by educa�on of 
employees, The Company will seek to prevent, correct and discipline behavior that violates these 
policies.  To request copies of all current COVID-19 policies, including but not limited to Re-Opening 
plans, travel guidelines, and Mask and Handwashing policies, please contact any member of the Safety 
Team at safetyteam@staffing360solu�ons.com.   

COVID-19 Complaint Procedure 
The Company provides its employees and contractors with a confiden�al, convenient and reliable 
method for repor�ng COVID-19 safety and compliance viola�ons or concerns including but not limited 
to; mask wearing, social distancing, office capacity limits, visitor protocol, cleaning and disinfec�ng. To 
file a report, employees and contractors should email the Safety Team at 
safetyteam@staffing360solu�ons.com, for a confiden�al conversa�on. The report should include all 
facts available to the employee regarding the alleged viola�on. 

All employees and contractors, regardless of their posi�ons, are covered by and are expected to comply 
with this policy and to take appropriate measures to ensure that prohibited conduct does not occur. 
Appropriate disciplinary ac�on will be taken against any employee who violates this policy. Based on the 
seriousness of the offense, disciplinary ac�on may include verbal or wri�en reprimand, suspension, or 
termina�on of employment. 

Confiden�ality 
All reports of COVID-19 safety viola�ons will be treated seriously. They will be kept confiden�al to the 
extent possible and will be shared only with those who have a need to know. However, absolute 
confiden�ality cannot be assured. The Company may conduct an inves�ga�on of any complaint of 
alleged viola�ons which may require limited disclosure of per�nent informa�on to certain par�es. 

Inves�ga�ve Procedure 
Once a complaint of an alleged COVID-19 safety viola�on is received, the Company may begin a prompt 
and thorough inves�ga�on. The inves�ga�on may include interviews with all involved employees, 
including any employees who are or may be aware of the factor or the alleged viola�on(s).  

Following an inves�ga�on, the Company will promptly take any necessary and appropriate steps to 
ensure that all safety protocol is being followed.  

mailto:safetyteam@staffing360solutions.com
mailto:safetyteam@staffing360solutions.com
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Retalia�on 
No hardship, loss, benefit or penalty may be imposed on an employee in response to: 

• Filing or responding to a bona fide complaint of an alleged COVID-19 safety viola�on 
• Being a witness in the inves�ga�on of a complaint. 
• Serving as an inves�gator of a complaint. 

Retalia�on or a�empted retalia�on in response to lodging a complaint or invoking the complaint 
process is a viola�on of this policy.  

Lodging a bona fide complaint will in no way be used against the employee or have an adverse impact 
on the individual's employment status. However, filing groundless or malicious complaints is an abuse of 
this policy and will be treated as a viola�on. 

Any person who is found to have violated this aspect of the policy will be subject to discipline up to and 
including termina�on of employment. 

Alterna�ve Legal Remedies 
Nothing in this policy may prevent the complainant or the respondent from pursuing formal legal 
remedies or resolu�on through local, state or federal agencies or the courts. 

COVID-19 Guidance  
As part of our obliga�on to you, we will work with you and the client to ensure you are well informed 
about the COVID-19 measures the client’s organiza�on has taken to safeguard all contractors’ health 
and safety while on assignment. 
 

Protocols for star�ng an assignment or returning to a work site 

You should ensure that before you start your assignment or return to the work site you no�fy us of the 
following: 

• If you are experiencing any symptoms  of or have tested posi�ve for Covid-19 
• If a member of your household or someone you have come in close contact with in the past 2 

weeks is sick at home with Covid-19 or experiencing symptoms  of Covid-19 
• If you are awai�ng a Covid-19 test result for you or a member of your household 
• If you have travelled to an area in the last 14 days which is currently on the quaran�ne list or on 

a state travel ban 
• If you have been directed to quaran�ne or isolate by the Department of Health or a healthcare 

provider in the past 14 days 
 

Do not a�end the worksite under any circumstances if any of the above apply to you. 

DURING your assignment: 

You should NOT a�end the worksite under any circumstances if you are experiencing any symptoms of 
Covid-19 or any of the above. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/travelers/map-and-travel-notices.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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You should notify us AND the client immediately if any of the above apply to you.  

Complaints 

If you have any COVID-19 safety concerns about your worksite, please reach out to the Safety Team at 
safetyteam@staffing360solu�ons.com. 

All complaints and concerns are taken seriously and will be inves�gated and addressed without 
retalia�on. 

Your help in reducing the spread of Covid-19 is cri�cal 

We recommend the following: 

• Avoid close contact with people who are sick 
• Adhere to the Federal, State and Local Government’s guidelines on social distancing/ lockdown 

measures 
• Avoid touching your eyes, nose, and mouth 
• Wear a face covering where required to do so 
• Stay home when you are sick 
• Cover your cough or sneeze with a �ssue, then throw the �ssue away 
• Clean and disinfect frequently touched objects and surfaces using a regular household cleaning 

spray or wipe 
• Wash your hands with soap and water for at least 20 seconds, and especially a�er going to the 

bathroom, before ea�ng, a�er blowing your nose, coughing or sneezing, or touching high touch 
surfaces such as handrails and doorknobs 

• Wear a mask while traveling with others to the worksite and do not travel with others when you are 
not feeling well 

• Get the COVID-19 vaccina�on as soon as you can. 
 

Protec�ng your Privacy 

Please be aware that we will share all necessary informa�on that you disclose to us with the Client to 
ensure the Client is informed and able to take necessary measures onsite to ensure the well-being of 
you, their staff and workers.   

We will not disclose any sensi�ve medical informa�on that you disclose to us without your consent to 
do so. 

 

 

 

 

mailto:safetyteam@staffing360solutions.com


 

 

Page 20 of 25    
  

State Policies  
 

Massachuse�s 
 
EARNED SICK TIME POLICY 
(For Eligible contractors working at assignments in MA*) 
 
In accordance with the Massachuse�s Earned Sick Time Law, Staffing 360 Solu�ons will begin accruing 
earned/paid sick leave for eligible contractors* effec�ve July 1, 2015. Contractors may use the accrued 
�me when they must be absent from work for one of the reasons specified by law. Accrual, use, 
documenta�on and no�fica�on requirements are detailed below: 
 
ACCRUAL 
•Contractors earn one (1) hour of sick �me for every thirty (30) hours they work (actual hours 
worked), up to a cap of forty (40) hours per year (January – December) 
• Contractors can earn and use up to forty (40) hours per year if they work enough hours 
• Contractors with unused earned sick �me at the end of the year can rollover up to forty (40) 
hours to the next year 
• Contractors begin earning sick �me on their first day of work (first day work is actually 
performed) and may begin using earned sick �me ninety (90) days a�er star�ng work 
(contractors who have been employed at least 90 days as of July 1, 2015, may use earned sick 
�me as it accrues. Accrual begins on 7/1/15 for those contractors) 
 
USE 
Contractors may use earned sick �me for the following purposes: 
1) Care for the Contractor’s child, spouse, parent, or parent of a spouse, who is suffering from a 
physical or mental illness, injury, or medical condi�on that requires home care, professional 
medical diagnosis or care, or preventa�ve medical care; 
2) Care for the Contractor’s own physical or mental illness, injury, or medical condi�on that 
requires home care, professional medical diagnosis or care, or preventa�ve medical care; 
3) A�end a rou�ne medical appointment or a rou�ne medical appointment for the Contractor’s 
child, spouse, parent, or parent of spouse; or 
4) Address the psychological, physical or legal effects of domes�c violence 
 
The minimum amount of sick �me a contractor can use is one hour. For uses beyond one hour, 
contractors may use earned sick �me in 15-minute increments. 
 
Where a contractor’s use of sick �me requires a client to hire a replacement or call in another 
contractor, Staffing 360 Solu�ons may require the employee to use an equal number of hours as the 
replacement contractor works, up to a full shi� of earned sick �me. If the contractor lacks sufficient 
accrued earned sick �me to cover �me away from work, the difference will be unpaid. Contractors may 
not use earned sick �me if they are not scheduled to be at work. The contractor will be paid their 
regular hourly rate when they use earned sick �me. 
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NOTICE REQUIRMENTS 
Please note: While on assignment, you are obligated to follow the Client’s a�endance and 
no�fica�on policies as well as those of Staffing 360 Solu�ons and therefore be aware and responsible 
for following both policies. 
 
When you are unable to work due to one of the reasons listed above, please promptly no�fy your client 
supervisor and your Staffing 360 Solu�ons representa�ve of the situa�on at least one (1) hour prior to 
the start of your shi�. Your no�ce to your Staffing 360 representa�ve should include your name, the 
client you are assigned to, the reason for your absence or tardy, where you can be reached, and when 
you expect to return to work. You must no�fy the client supervisor in accordance with the client’s 
requirements. You must call your client supervisor and Staffing 360 Solu�ons each day that you will be 
absent. 
You must no�fy your client supervisor and Staffing 360 Solu�ons at least seven (7) days in advance of a 
foreseeable or pre-scheduled absence. 
 
If you are unable to personally no�fy the client and Staffing 360; a spouse, adult family member or other 
responsible party should provide the no�ce of your absence. 
 
DOCUMENTATION 
Any absence due to illness, injury or hospitaliza�on of a contractor will require a wri�en statement from 
your doctor authorizing your return to work without restric�ons. Contractors using sick leave must 
provide wri�en documenta�on from a medical provider suppor�ng the use of sick �me when the sick 
�me used: 
 

a) Exceeds three (3) consecu�ve days which you were scheduled to work 
b) Occurs a�er four (4) unforeseeable and undocumented absences within a 3-month period 

 
Contractors must submit the documenta�on within seven (7) days a�er the taking of earned sick �me 
for which documenta�on is required. If you do not provide the documentation within the seven (7) days 
required, Staffing 360 Solu�ons will recoup and deduct the sum paid for earned sick �me from 
future pay, as an overpayment. 
 
NO CALL- NO SHOW 
An incident of no call- no show, occurs when a contractor both fails to report to work at the start of a 
scheduled work shi� and fails to no�fy their Staffing 360 Solu�ons representa�ve and client supervisor 
within one hour prior to the start of the work shi� of their absence. Contractors who do not report to 
their work assignment and do not call Staffing 360 Solu�ons or the client to advise of their absence will 
be considered to have voluntarily quit and their assignment will be ended. Earned sick �me will not be 
paid out upon termina�on or ending an assignment. 
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North Carolina 
 

NOTICE OF YOUR RIGHTS AND RESPONSIBILITIES UNDER THE NORTH 
CAROLINA CONTROLLED SUBSTANCE EXAMINATION ACT 

 

In accordance with our company policy, you have been selected for a controlled substance screening. 
This No�ce explains your rights and responsibili�es under the North Carolina Controlled Substance 
Examina�on Regula�on Act (CSERA) and the corresponding administra�ve rules. 

 
Your Rights 

• You have the right to refuse to par�cipate; however, your job or employment 
opportunity may be in jeopardy. 
• You have the right to have your sample tested by an approved laboratory in 
accordance with accepted procedures to ensure chain of custody. 
• You have the right to privacy and dignity during the collec�on of your sample. 
• You have the right to confiden�ality of informa�on regarding your screening result, 
your medical history, or any medica�ons you are taking. 
• You have the right to have a posi�ve ini�al screening confirmed by a more 
sophis�cated test (gas chromatography/mass spectrometry) before any ac�on is taken 
against you based on the screening result. 
• In the event you have a confirmed posi�ve screening result, you have the right 
to request a retest of the same sample by any approved laboratory (at your 
expense). 

 
Your Responsibili�es 

• You must inform the laboratory conduc�ng the screening of any medical 
condi�ons or lawful medica�ons you are taking that might affect your screening 
result. 
• If you desire to have a confirmed posi�ve screening result retested, you must 
inform your employer (in wri�ng) of your request within 10 days of being no�fied 
of the confirmed posi�ve result. 
• You are responsible for the costs of a retest. 
• You are responsible for providing your employer with the results of any retest. 

 
If you believe any procedural requirements of the CSERA were violated, you can file a complaint with the 
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N.C. Department of Labor – Wage and Hour Bureau at 919-807-2796 or 800-NC-LABOR. The Department 
has no jurisdic�on regarding an employer’s requirement for controlled substance tes�ng or its decisions 
regarding results of controlled substance tes�ng. 

 
Rhode Island 
 

EARNED SICK TIME POLICY 

(For Eligible Associates working at assignments in RI*) 

In accordance with the paid sick and safe leave provisions of the Healthy and Safe Families and 
Workplaces Act, Staffing 360 Solu�ons will begin accruing paid sick and safe leave for eligible associates* 
effec�ve July 1, 2018. Contractors may use the accrued �me when they must be absent from work for 
one of the reasons specified by law. Accrual, use, documenta�on, and no�fica�on requirements are 
detailed below: 

 
ACCRUAL: Contractors accrue one (1) hour of paid sick and safe leave �me for every thirty-five (35) 
hours worked, up to a maximum of 24 hours during the calendar year of 2018 and then increases as 
follows: 

 
 2018 calendar year: up to a maximum of 24 hours 
 2019 calendar year: up to a maximum of32 hours 
 2020 calendar year and beyond: up to a maximum of 40 hours 
 

Unused paid sick and safe leave �me will be carried over to the following calendar year, however, a 
contractor cannot use more than the maximum accrual amount for each calendar year as listed above. 

 
Contractors begin accruing sick �me on their first day of work and may begin using accrued sick and 
safe leave �me on their one hundred-eigh�eth (180) calendar day on assignment. Contractors who 
have been    employed at least one hundred-eighty (180) days as of July 1, 2018, may use earned sick 
and safe �me as it accrues. Accrual begins on 7/1/18 for those contractors. 

 
USE: Contractors may use accrued sick and safe leave �me for the following purposes: 

 

1) A contractor's mental or physical illness, injury or health condi�on; a contractor's need 
for medical diagnosis, care, or treatment of a mental or physical illness, injury or health 
condi�on; a contractor's need for preven�ve medical care; 

2) Care of a family member with a mental or physical illness, injury or health condi�on; 
care of a family member who needs medical diagnosis, care, or treatment of a mental 
or physical illness, injury or health condi�on; care of a family member who needs 
preven�ve medical care; 

3) Closure of the contractor's place of business by order of a public official due to a public 
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health emergency or a contractor's need to care for a child whose school or place of 
care has been closed by order of a public official due to a public health emergency, or 
care for oneself or a family member when it has been determined by the health 
authori�es having jurisdic�on or by a health care provider that the contractor's or 
family member's presence in the community may jeopardize  the health of others 
because of their exposure to a communicable disease, whether or not the contractor 
or family member has actually contracted the communicable disease; or 

4) Time off needed when the contractor or a member of the contractor's family is a vic�m 
of domes�c violence, sexual assault or stalking. 

 
The minimum amount of sick �me a contractor can use is one hour. For uses beyond one hour, 
contractors may use earned sick �me in 15-minute increments. 

 
When the use of paid sick and safe leave �me is foreseeable, the contractor must provide no�ce of the 
need for such �me to their Staffing 360 representa�ve and the client at least seven (7) days in advance 
of the use of the sick and safe leave �me and should make a reasonable effort to schedule the use of 
sick and safe leave �me  in a manner that does not unduly disrupt the opera�ons of the client. 

 
Contractors may not use earned sick �me if they are not scheduled to be at work. 

 
The contractor will be paid the regular hourly rate that they are earning of the assignment they are on 
when they use earned sick �me. 

Request Procedure:  

When a contractor is unable to work for one of the reasons stated above, they must promptly no�fy 
their client supervisor and their Staffing 360 Representa�ve of the situa�on at least one (1) hour prior 
to the start of their shi�. The request must include the contractor’s name, the client they are assigned  
to, the reason for their absence or tardy (contractors are not required to provide medical diagnosis), 
where they can be reached, and when they expect to return to work. Contractors must call their client 
supervisor and Staffing 360 each day that they will be absent. The contractor must no�fy their client 
supervisor and Staffing 360 at least seven (7) days in advance of a foreseeable or pre-scheduled absence. 

 
Please note: While on assignment, contractors are obligated to follow the client’s a�endance and 
no�fica�on  policies as well as those of Staffing 360 and therefore be aware and responsible for 
following both policies. 

 

Documenta�on:  
 
Any absence due to illness, injury or hospitaliza�on of a contractor will require a wri�en statement 
from the contractor’s doctor authorizing their return to work without restric�ons. Contractors using 
sick and safe leave must provide wri�en documenta�on from a medical provider suppor�ng the use of 
sick �me when the sick �me used
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a) Exceeds three (3) consecu�ve days which they were scheduled to work 
b) Occurs within two (2) weeks prior to a contractors’ final scheduled day of work before 

termina�on of employment 
 

Contractors must submit the documenta�on within seven (7) days a�er taking earned sick and safe 
�me for which  documenta�on is required. If they do not provide the documenta�on within the seven 
(7) days required, Staffing 360 will recoup and deduct the sum paid for earned sick �me from future 
pay, as an overpayment. 

 
NO CALL- NO SHOW:  

An incident of no call- no show, occurs when a contractor both fails to report to work at the start of a 
scheduled work shi� and fails to no�fy their Staffing 360 representa�ve and client supervisor within one 
hour prior to the start of the work shi� of their absence. Contractors who do not report to their work 
assignment and do not call Staffing 360 or the client to advise of their absence will  be considered to 
have voluntarily quit and their assignment will be ended. 

Earned sick and safe �me will not be paid out upon termina�on or ending an assignment. 
 

*Contractors Eligible to Accrue and Use Earned Sick Time: A contractor is eligible to accrue, and use 
earned sick and safe �me if the contractor’s primary place of work (as defined by the RI law) is in Rhode 
Island. 
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