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Introduction to The Hughes Agency/Hughes Staffing
Welcome to The Hughes Agency/Hughes Staffing.  We are pleased to have you with us and hope that you find your new job rewarding and challenging. The Hughes Agency/Hughes Staffing is a growing company, and we feel that all of us have the opportunity to benefit. We want to maintain the benefits of our current environment as we expand and grow the company over the coming years. 


To reach our goal we must provide superior service to our customers and this means employing the best people. As a member of The Hughes Agency/Hughes Staffing team, you are critical to our success. Through your success we can reach our goals. 


The Hughes Agency/Hughes Staffing strives to create an exciting, challenging and rewarding work environment that allows you to flourish. As a dynamic company, we offer many career opportunities. We want you to build a long and successful association with The Hughes Agency/Hughes Staffing and be a happy and productive member of our team. Through your dedication, creativity, perseverance and efforts, our company will continue to grow. 


Once again, welcome to The Hughes Agency/Hughes Staffing and our best wishes for success. We appreciate your confidence in our future. Let’s grow together.

Kind regards, 

Brad Hughes 

Brad Hughes
President

Company History 

The Hughes Agency/Hughes Staffing strives to be the top staffing agency in the Central Arkansas area.  Since 1988, we have made a commitment to serve the community and its residents in passionately helping them with their employment needs.  Whether you are looking for temporary or long term employment, we are here to help.

Company Goals 
At the Hughes Agency the success of our employees is our passion.  We continually strive to have the highest company standards and ethics in the area.
Continuity of Policies - Right to Change or Discontinue 
This handbook is not to be construed as an employment contract nor is any other company document to be taken as such.  I understand that if I accept employment with The Hughes Agency/Hughes Staffing that all job assignments will be of temporary nature, and that I am not guaranteed any full time permanent employment. The Hughes Agency/Hughes Staffing job assignments range from “temporary only” to “temp to screen” which means that employer will screen the temporary before hiring them permanent; this also means that the temporary work is not guaranteed employment with that client.  I understand that my employment with The Hughes Agency/Hughes Staffing is at will which may be terminated without notice or cause.   

The Hughes Agency/Hughes Staffing reserves the right to revoke, change, or supplement these guidelines at any time without notice. Such changes shall be effective immediately upon approval by management unless otherwise stated.  

No policy is intended as a guarantee of continuity of benefits or rights. No permanent employment or employment for any term is intended or can be implied by statements in this manual. 
All employees are employed at will.  This means they can be terminated at any time for non-discriminatory reasons.

The Hughes Agency Policies

Equal Opportunity Policy
The Hughes Agency/Hughes Staffing is an Equal Opportunity Employer.  It is the policy of The Hughes Agency/Hughes Staffing to ensure equal employment opportunities in all personnel actions taken.  Therefore, selection and other employment related decision will be made without regard to an individual’s race, religion, color, national origin, sex, age, disability or other legally protected status.
A Summary of Your Rights Under the Fair Credit Reporting Act
The federal Fair Credit Reporting Act (“FCRA”) promotes the accuracy, fairness, and privacy of information in the files of consumer reporting agencies.  There are many types of consumer reporting agencies, including credit bureaus and specialty agencies (such as agencies that sell information about check writing histories, medical records, and rental history records).  Here is a summary of your major rights under the FCRA.  For more information, including information about additional rights, go to www.ftc.gov/credit or write to:  Consumer Response Center, Room 130-A, Federal Trade Commission, 600 Pennsylvania Ave. N.W., Washington, D.C. 20580.

· You must be told if information in your file has been used against you.  

Anyone who uses a credit report or another type of consumer report to deny your application for credit, insurance, or employment ( or to take another adverse action against you ( must tell you, and must give you the name, address, and phone number of the agency that provided the information.

· You have the right to know what is in your file.  You may request and obtain all the information about you in the files of a consumer reporting agency (your “file disclosure”).  You will be required to provide proper identification, which may include your Social Security number.  In many cases, the disclosure will be free.  You are entitled to a free file disclosure if: 

· a person has taken adverse action against you because of information in your  credit report;

· you are the victim of identity theft and place a fraud alert in your file;

· your file contains inaccurate information as a result of fraud;

· you are on public assistance;

· you are unemployed but expect to apply for employment within 60 days.

In addition, by September 2005 all consumers will be entitled to one free disclosure every 12 months upon request from each nationwide credit bureau and from nationwide specialty consumer reporting agencies. See www.ft.gov/credit for additional information.

· You have the right to ask for a credit score.  Credit scores are numerical summaries of your credit-worthiness based on information from credit bureaus.  You may request a credit score from consumer reporting agencies that create scores or distribute scores used in residential real property loans, but you will have to pay for it.  In some mortgage transactions, you will receive credit score information for free from the mortgage lender.

· You have the right to dispute incomplete or inaccurate information.  If you identify information in your file that is incomplete or inaccurate, and report it to the consumer reporting agency, the agency must investigate unless your dispute is frivolous.  See www.ftc.gov/credit for an explanation of dispute procedures.

· Consumer reporting agencies must correct or delete inaccurate, incomplete, or unverifiable information.  Inaccurate, incomplete or unverifiable information must be removed or corrected, usually within 30 days.  However, a consumer reporting agency may continue to report information it has verified as accurate.

· Consumer reporting agencies may not report outdated negative information.  In most cases, a consumer reporting agency may not report negative information that is more than seven years old, or bankruptcies that are more than 10 years old.

· Access to your file is limited.  A consumer reporting agency may provide information about you only to people with a valid need – usually to consider an application 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 reporting agency may not give out information about you to your employer, or a potential employer, without your written consent given to the employer.  Written consent generally is not required in the trucking industry.  For more information, go to www.ftc.gov/credit. 

· You may limit “prescreened” offers of credit and insurance you get based on information 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 from the lists these offers are based on.  
· You may seek damages from violators.  If a consumer reporting agency, or, in some cases, a user of consumer reports or a furnisher of information to a consumer reporting agency violates the FCRA, you may be able to sue in state or federal court.

· Identity theft victims and active duty military personnel have additional rights.  For more information, visit www.ftc.gov/credit. 
States may enforce the FCRA and many states have their own consumer reporting laws.  In some cases, you may have more rights under state law.  For more information, contact your state or local consumer protection agency or your state Attorney General.  Federal enforcers are:

	TYPE OF BUSINESS:
	CONTACT:

	Consumer reporting agencies, creditors and others not listed below
	Federal Trade Commission:  Consumer Response Center - FCRA

Washington, DC 20580  * 1-877-382-4357

	National banks, federal branches/agencies or foreign banks (word “National” or initials “N.A.” appear in or after bank’s name)
	Office of the Comptroller of the Currency

Compliance Management, Mail Stop 6-6

Washington, DC 20219  * 800-613-6743

	Federal Reserve System member banks (except national banks, and federal branches/agencies of foreign banks)
	Federal Reserve Board

Division of Consumer and Community Affairs

Washington, DC  20551  * 202-452-3693

	Savings associations and federally chartered savings banks (word “Federal” or initials “F.S.B.” appear in federal institution’s name)
	Office of Thrift Supervision

Consumer Complaints

Washington, DC 20552  * 800-842-6929

	Federal credit unions (words “Federal Credit Union” appear in institution’s name)
	National Credit Union Administration

1775 Duke Street

Alexandria, VA 22314  * 703-519-4600

	State-chartered banks that are not members of the Federal Reserve System
	Federal Deposit Insurance Corporation

Consumer Response Center, 2345 Grand Avenue, Suite 100

Kansas City, Missouri 64108-2638  * 1-877-275-3342

	Air, surface, or rail common carriers regulated by former Civil Aeronautics Board or Interstate Commerce Commission
	Department of Transportation, Office of Financial Management

Washington, DC 20590  * 202-366-1306

	Activities subject to the Packers and Stockyards Act, 1921
	Department of Agriculture

Office of Deputy Administrator - GIPSA

Washington, DC 20250  * 202-720-7051


Anti-Harassment Policy

It is the policy of The Hughes Agency/Hughes Staffing to treat all employees equally in their terms and conditions of employment.  The harassment of any employee is contrary to this policy and may be considered a violation of federal law and will be considered justification for disciplinary or other appropriate action.  This policy applies to all employees, supervisors, agents, and non-employees who have contact with staff members during working hours.

Harassment is any annoying, persistent act or action that singles out an employee to that employee's objection or detriment, because of race, sex, age, religion, ancestry, national origin, physical handicap or mental condition.  Harassment may include any of the following:


1.
Verbal abuse or ridicule.  This includes epithets, derogatory comments, slurs or unwelcome sexual advances, invitations, or comments.

2.
Interference with an employee's work.  This includes physical contact such as assault, blocking normal movement, or interference with work directed at an individual because of his/her sex or other protected status.

3.
Displaying or distributing sexually offensive, racist or derogatory materials.  This includes derogatory posters, cartoons, drawings or gestures.

4.
Discriminating against any employee in work assignments or job-related training.

5.
Intimate physical contact.

6.
Making sexual or racial innuendos.

7.
Demanding favors (sexual or otherwise), explicitly or implicitly, as a condition or employment, promotion, transfer or any other term or condition of employment.

8.
Retaliation for having reported harassment.

It is every employee's responsibility to ensure that his or her conduct does not include or imply harassment in any form.  If, however, harassment or suspected harassment has or is taking place, the following will apply:

1.
Any harassment or suspected harassment should be reported to The Hughes Agency/Hughes Staffing. If the harassment involves an employee of The Hughes Agency/Hughes Staffing then the harassment should be reported to the Human Resources Department of The Hughes Agency/Hughes Staffing.  A written statement by the complainant setting forth all pertinent facts may be required.

2.
Any supervisor who receives a report of or has knowledge of harassment shall promptly inform the Human Resources who will then determine whether further investigation is warranted.

3.
Each complaint shall be investigated by Human Resources and a determination of the facts will be made on a case-by-case basis.  Appropriate action up to and including discharge may then be taken.

4.
The results of the investigation shall be kept confidential and provided only to those employees of The Hughes Agency/Hughes Staffing on a need-to-know basis.

5.
The investigative files, including the complaint, shall be maintained by Human Resources.  Any disciplinary action taken will also be documented in the employee's personnel file. 

6.
The Hughes Agency/Hughes Staffing will not tolerate harassment or any form of retaliation against an employee who has either instigated or cooperated in an investigation of alleged harassment.  Violation of this provision may result in discharge.
Substance Abuse Policy
Illegal Drugs
The following acts or conduct constitute violations of this Policy:
The use or possession of illegal drugs on The Hughes Agency/Hughes Staffing premises or while working for any Client company. The sale, distribution, purchase, or transfer of illegal drugs at any time or place, or attempt to perform any of these acts; or The possession of illegal drug paraphernalia by employees on The Hughes Agency/Hughes Staffing or Client company premises or during The Hughes Agency/Hughes Staffing or Client company working hours.
 Alcoholic or Intoxication Beverages
The unauthorized use or possession of alcohol or intoxication beverages on The Hughes Agency/Hughes Staffing or Client company premises or during work hours is a violation of The Hughes Agency/Hughes Staffing policy.   Additionally, a BAC or BRAC at 0.04 or above during working time is a violation of this policy.
At designated The Hughes Agency/Hughes Staffing or Client company-sponsored or approved events, approved by Management Committee Member, the possession or use of alcoholic beverages does not constitute a violation of this policy.  If alcohol is served at these designated events, employees are expected to conduct themselves in a manner so that they do not represent a danger to themselves or other employees, to the general public, or to The Hughes Agency/Hughes Staffing or Client company’s reputation. 
Legal Drugs
Any employee undergoing medical treatment, which includes the use of any drug or medication which is affecting the employee’s ability to safely perform job-related functions must notify the head Human Resources Representative at the employee’s designated work location, or his/her designated representative, in writing, that the employee is using a medication. (The employee does not have to provide the HR representative with the name of the medication.)  The HR representative will then notify an appropriate health care provider, e.g. a nurse, to evaluate the situation and make a recommendation.  Any employee who exhibits behavior while taking a medication, which is determined by the Client company to limit the employee’s ability to safely perform the employee’s job functions, to induce inappropriate conduct or criminal behavior by the employee, to limit the employee’s productivity, to endanger other people or property, or to negatively impact The Hughes Agency/Hughes Staffing’s public image, may be required to remain off work until the employee’s behavior is changed or corrected.  The Hughes Agency/Hughes Staffing at all times reserves the right to have a licensed physician examine an employee under these circumstances.  
Illegal Drug-Related Convictions
Any employee must, as a condition of employment, notify The Hughes Agency/Hughes Staffing of any conviction for a drug-related offense, regardless of whether or not the violation occurs on The Hughes Agency/Hughes Staffing premises, on the premises of a workplace under the control of The Hughes Agency/Hughes Staffing or Client company, or while on the job.  “Conviction” means finding guilt (including plea of nolo contend ere) or imposition of sentence, or both, by any judicial body with the responsibility to determine violation of federal, state, or local criminal statutes.  The employee must report the convention not later than five (5) days after the conviction. An employee’s failure or refusal to report a conviction as outlined above constitutes a violation of this policy. 
Policy Enforcement
Searches and Inspections
The Hughes Agency/Hughes Staffing or Client company possess the right at all times, while employees are entering, departing, or are on The Hughes Agency/Hughes Staffing or Client company premises to conduct unannounced searches and inspections of all The Hughes Agency/Hughes Staffing or Client company facilities and properties, and everything on those facilities and properties.  All employee personal property on The Hughes Agency/Hughes Staffing or Client company premises may be searched.

Although, The Hughes Agency/Hughes Staffing or Client company will normally attempt to notify an employee before conduction a search of an employee’s personal effects, searches may be initiated without prior notice and conducted at times and locations as deemed appropriate by The Hughes Agency/Hughes Staffing or Client company.  An employee’s refusal to consent to a search when requested by The Hughes Agency/Hughes Staffing or Client company constitutes a violation of this policy.
Substance Abuse Testing
Under this Policy, The Hughes Agency/Hughes Staffing or Client company will implement per-employment,  reasonable suspicion, possession, post-accident, random, and return to duty, or follow-up, or both, testing. The Hughes Agency/Hughes Staffing or Client company reserves the right, as a condition of employment or continued employment, to request employees to submit to tests, including, but not necessarily limited to, urine tests, breath tests, saliva tests, blood tests, or other tests or examinations to determine the use of any illegal drugs, alcohol, or the abuse or misuse of any legal drugs prohibited by this Policy, or to determine the employee’s fitness for duty (“Test” or “Tests”).  These tests, which may be unannounced, may be utilized under the following circumstances:
Pre-employment
Pre-employment testing is required of applicants or candidates as a condition of employment.
Reasonable Suspicion
The Hughes Agency/Hughes Staffing or Client company may request an employee or employees to submit to a Test when a supervisor has reasonable suspicion that an employee may be using or und the influence of illegal drugs or alcohol or abusing or misusing legal drugs, or where a supervisor is concerned, and can articulate facts demonstrating that concern, about the employee’s safety, the safety of the general public or the risk of damage to property, due to an employee’s mental or physical condition or behavior. Furthermore, The Hughes Agency/Hughes Staffing or Client company may request an employee or employees to submit to a test when The Hughes Agency/Hughes Staffing or Client company has a reason to believe that specific individuals, or all or portions of groups, shifts, or those at an entire location or work area are suspected of using or possessing illegal drugs, alcohol, drug paraphernalia, or abusing or misusing legal drugs, or when any of these items are found in an area controlled or used exclusively by a designated employee or employees.
Possession
The Hughes Agency/Hughes Staffing or Client company may request an employee or employees to submit to a Test if an employee is found in possession of suspected illegal drugs, alcohol, or drug paraphernalia. 
Post-Accident
If an employee suffers an on-the-job injury (requiring treatment from a medical provider, e.g. a nurse or doctor) or if a serious or potentially serious accident or incident occurs in which safety rules and procedures were violated, equipment or property was damaged (including but not limited to automobiles, trucks, and other equipment), or careless acts were performed, The Hughes Agency/Hughes Staffing or Client company will request the employee to submit to a test.  If an employee or other person on The Hughes Agency/Hughes Staffing or Client company premises fails to use prescribed personal protective equipment while working on The Hughes Agency/Hughes Staffing or Client company premises or while working on The Hughes Agency/Hughes Staffing time, The Hughes Agency/Hughes Staffing or Client company may request the employee to submit to a test.
Random
The Hughes Agency/Hughes Staffing or Client company may request that employees submit to random drug testing.  A bias free method of employee selection is used to ensure that the employees are randomly selected.   Return to Duty and Follow-Up
When an employee returns to work from a disabling injury, extended absence or illness, or upon completion of an approved substance treatment or counseling program, as a condition or reinstatement, The Hughes Agency/Hughes Staffing or Client company may request the employee to submit to a test.  The Hughes Agency/Hughes Staffing or Client company may continue to request follow-up test, including unannounced tests, as permitted by applicable law, after reinstatement. 
Consent
Any employee who refuses to submit to drug and/or alcohol testing requested under the terms of this policy will be subject to discharge and denial of re-employment opportunities.  Any applicant who refuses to submit to a test under the terms of this policy will not be considered for employment.
Specimen Collection and Testing Procedure
Urinalysis is the method normally employed for testing for the presence of drugs, but The Hughes Agency/Hughes Staffing or Client company reserves the right to utilize other methods.  The Hughes Agency/Hughes Staffing or Client company may require observed collection of a specimen if the professional collection specialist believes that the individual providing a specimen has attempted to or has substituted, tampered with, or adulterated a specimen. If the results of the screening test are positive, a confirmation test will be performed to corroborate the results of the screening test.  The results of the confirmation test are controlling. The laboratory will retain, for a period of one year, a portion of all specimens that test positive.  Any employee who tests positive may have a test performed, at the employee’s expense, upon the retained portion of the specimen.  The Hughes Agency/Hughes Staffing or Client company and/or its agent or designee retains the right, at all times, to direct control of the specimen, including transportation to and from the approved retesting laboratory.  Consideration will be given to the results of the retest.  However, those results are not binding upon The Hughes Agency/Hughes Staffing or Client company. Breath or saliva testing will be the methods normally employed for testing for the presence of alcohol, but The Hughes Agency/Hughes Staffing or Client company reserves the right to utilize other methods.  A saliva or breath specimen will be first being obtained from the employee or applicant, and a test will be performed.  If the results are appositive, an EBT or other test will be utilized for a confirmation test.  The results of the confirmation test are controlling.  
Test Results
Medical Review Officer
The Hughes Agency/Hughes Staffing and Client company utilize the services of an MRO to review test results. Drugs
A positive test result occurs when the initial screening and the confirmation test indicates the presence of the drug(s) for which the test was conducted.  A positive test result is a violation of The Hughes Agency/Hughes Staffing and Client company policy. A negative test result occurs when wither the initial screening or the confirmation test indicates the absence of the drug(s) for which the test was conducted. If the employee tests positive for a substance for which the employee could have a valid explanation, i.e. a legal drug, the MRO will request the employee to provide an explanation for the positive test results, including, but not limited to, documents or a container demonstrating a current and valid prescription from a physician of the drug or medication which caused the positive test result.  After consideration of the employee’s explanation, if the MRO determines that the employee has a valid explanation for the positive test results, e.g. the employee is taking a legal drug, the MRO will consider the test result as a negative.  The Hughes Agency/Hughes Staffing and Client company nevertheless retain the right to ensure that the employee can safely perform the functions of the employee’s position and that the employee’s use of the drug or medication does not constitute a threat of harm to others. 
Alcohol
A positive test result occurs when both the initial test and the confirmation test indicate the presence of alcohol equal to or greater than 0.04.  A positive test result is a violation of this policy. A negative test result occurs when either the initial test or the confirmation test indicates the presence of alcohol less than 0.04. 
POTENTIAL ACTIONS FOR VIOLATIONS OF THIS POLICY
Any applicant who tests positive for illegal drugs or alcohol will not receive any further consideration for employment. 
Refusal to Submit to Search, Inspection, or Substance Abuse Testing
Any employee who refuses to submit to a search, inspection or substance abuse testing as described in this Policy will be discharged. Sale, Distribution, Transfer, or Purchase (or Any Attempt to Perform Those Acts), of Illegal Drugs, While On or Off The Hughes Agency/Hughes Staffing Premises. Any employee discovered manufacturing, distributing, transferring, dispensing, or purchasing illegal drugs, or attempting to perform any of these acts, whether on or off The Hughes Agency/Hughes Staffing premises, will be discharged.  
Conviction of Illegal Drug Offense
Any employee convicted under federal, state, or local law of any offense relating to illegal drugs may be discharges if the conviction affects the employee’s attendance or job performance, damages The Hughes Agency/Hughes Staffing’s reputation, or leads to the reluctance or refusal or coworkers to work with the employee.   
Substitution or Alteration of, or Tampering with Specimens
Any employee whom The Hughes Agency/Hughes Staffing believes has or has attempted to degrade, dilute, switch, alter, or tamper with, in any manner, a specimen to be submitted for drug alcohol testing will be discharged.  Alternatively, The Hughes Agency/Hughes Staffing may request the employee to provide another specimen under conditions that will ensure the integrity of the specimen, including observed collection procedures.  
WARNING:  In some states adulterating or substituting a sample, or attempting to do so, may considered a crime. 
Observes use or possession of illegal drugs while on or off the job, and observed use, consumption, or possession of alcohol on the job.  These circumstances will result in immediate suspension without pay, and the employee may be subjected to tests and further investigation to determine the nature and extent of the employee’s involvement with the illegal drug(s) and/or alcohol.  If the investigation reveals that the employee violated this policy, the employee will be discharged.  If the investigation reveals otherwise, the employee will be returned to work and paid for the time off. 
Random
Any employee who test positive for illegal drugs will be discharged.
Return to Duty and Follow-Up
Any employee who test positive for illegal drugs on a return to duty test, following a disabling injury or an extended absence or illness, will be discharged.  Any employee who test positive for illegal drugs or alcohol on a return to duty or follow-up test, following completion of an approved substance abuse treatment or counseling program will be discharged. Use of or unusual behavior attributable to legal drugs of which The Hughes Agency/Hughes Staffing has not been notified. These circumstances will results in immediate suspension without pay.  The employee may then be subjected to tests or a medical examination, or both.  Assuming a positive confirmation test result or information suggesting that the employee’s use of the legal drug prevents the employee from safely performing the functions of the employee’s position, or created the likelihood of harm to others or damage to property, the employee will either be required to remain off work until the situation is corrected, or if that action is not feasible, then the employee will be subject to alternative action, up to and including termination of employment. 
Effect of a Positive Test Result on an Employee’s Unemployment or Workers’ Compensation Claim
A positive test results for illegal drugs or alcohol could result in an employee being denied, or receiving reduced, unemployment benefits or workers’ compensation benefits, or both. 
Effect of a Positive Test Result on Future Employment with The Hughes Agency/Hughes Staffing
The Hughes Agency/Hughes Staffing will not consider the application for employment of any applicant who previously tested positive on a pre-employment drug or alcohol test with The Hughes Agency/Hughes Staffing or any The Hughes Agency/Hughes Staffing employee who tested positive for a drug or alcohol test and who was discharged.
Employee Participation in a Substance Abuse Rehabilitation Program
This portion of the policy is intended to provide employees with The Hughes Agency/Hughes Staffing’s view towards voluntary participation in a substance abuse rehabilitation program (“Program”).  The Hughes Agency/Hughes Staffing supports employees who recognize their worn substance abuse problems and encourage those employees to seek professional help to resolve those problems.  The name, address, and telephone number to the The Hughes Agency/Hughes Staffing’s Employee Assistance Program and/or local drug or alcohol rehabilitation programs is attached to this Policy and marked as Attachment 1.  However, every employee is responsible for seeking help before drug and alcohol problems lead to disciplinary action.  An employee’s voluntary participation in a program will not be used as a basis for disciplinary action and will not be used against the employee in any disciplinary proceeding.  On the other hand, participation in a program is not a defense to or a substitute for disciplinary action imposed for violations of this policy.  The key is to seek professional assistance when it is needed and before this policy is violated. 
Smoking 
No smoking will be allowed except in designated smoking areas only. This policy is for the health and safety of all employees. 
Employee Safety
Accident/Injury on the Job Policy
Unless an injury either renders the employee physically or mentally unable to do so, or is made known to us immediately after it occurs, the employee shall report any injury or near misses/accidents, regardless of severity, to The Hughes Agency/Hughes Staffing safety coordinator.  The AR-N form will be provided by us.  We shall not be responsible for disability, medical, or other benefits prior to receipt of the AR-N form.  The preceding does not apply when the employee requires emergency medical treatment outside our normal business hours; however in that event, the employee shall provide the AR-N form to us on the next regular business day.   We have selected Concentra Urgent Care, 3470 Landers Road, North Little Rock, AR 501-945-0661 as our workers’ compensation treating physician.  Any treatment or services furnished or prescribed other than attending physician, except emergency treatment, may be at the employee’s own expense. Our employees are our greatest assets and we are committed to providing prompt, high-quality medical care and returning injured workers to full gainful employment as soon as is medically feasible. 

If you are injured on the job while employed for The Hughes Agency/Hughes Staffing you must notify The Hughes Agency/Hughes Staffing office immediately.  You must also notify your on-site supervisor at the job site where you are working.  Be prepared when notifying the supervisor to give details of the accident, exact time and place, and a list of witnesses.  This information must also be provided to The Hughes Agency/Hughes Staffing within 24 hours.  In the event of an accident where medical care is necessary, you must call The Hughes Agency/Hughes Staffing to notify the care provider.   If an injury or illness does occur we ask that you report to: 

Concentra Urgent Care
3470 Landers Road, North Little Rock, AR  72117 
501-945-0661   

Employees Immediately report all injuries, illnesses and incidents (regardless of severity) Return to transitional duty assignment and follow recommended physical restrictions and treatment plan at home and work. Stay in touch with your employer and the Insurance Claim Case Manager. If you are experiencing difficulty with your transitional work assignment, contact your supervisor and/or internal claim coordinator immediately.   
At any time of treatment for an accidental injury we reserve the right to request a test for the presence of drugs and alcohol.  Refusal to take such a test or a positive result on the test may result in immediate termination.  The Hughes Agency/Hughes Staffing is dedicated to your needs.  Safety suggestions are always welcome.  Safety is everyone’s responsibility and begins with you! 

Return to Work After Serious Injury or Illness
As a joint protection to the employee and The Hughes Agency/Hughes Staffing, employees who have been absent from work because of serious illness or injury are required to obtain a doctor’s release specifically stating that the employee is capable of performing his or her normal duties or assignments with or without reasonable accommodations.  A serious injury or illness is defined as one that results in the employee being absent from work for more than two (2) consecutive weeks or one which may limit the employee’s future performance of regular duties or assignments. (Also see Medical/Family Leave policy.) The employee’s supervisor/manager will make every reasonable effort to assign the returning employee to assignments consistent with the instructions of the employee’s doctor until the employee is fully recovered. 
Return to Work Policy

The Hughes Agency/Hughes Staffing will make every effort possible to provide transitional work intended to facilitate a return to regular work duties as soon as medically feasible. These positions may be offered at any location or any department/shift as we can accommodate. Injured employees who are released to transitional duty, and offered a transitional duty job, will be offered wages determined by the employer. If there is a difference between an employee’s regular rate of pay and the transitional duty pay, an employee may be entitled to additional benefits in accordance with the state law.

Voluntary Resignation
All employees are required to report their availability every morning by phoning in or signing in at the office. At the end of each job assignment, you must call in or sign in available daily. Non-compliance with this policy will be considered a voluntary resignation and you may be ineligible for unemployment benefits. By signing the agreement that you have received this policy and procedure manual you acknowledge that it is your responsibility to make yourself aware of this policy and all other policies in this manual. 

Performance Improvement

Performance improvement may be suggested whenever The Hughes Agency/Hughes Staffing management believes that an employee’s performance is less than satisfactory and can be resolved through adequate counseling. Corrective counseling is completely at the discretion of The Hughes Agency/Hughes Staffing management. The Hughes Agency/Hughes Staffing desires to protect its investment of time and expense devoted to employee orientation and training whenever that goal is in The Hughes Agency/Hughes Staffing’s best interests. The Hughes Agency/Hughes Staffing expressly reserves the right to discharge “at will.” Even if corrective counseling is implemented, it may be terminated at any step at the discretion of management. Management, in its sole discretion, may warn, reassign, suspend or discharge any employee at will, whichever it chooses and at any time. There is no requirement that corrective action follow any specific sequence. 
The Staffing Professional will determine the course of action best suited to the circumstances. The steps in performance improvement are as follows:
Verbal counseling — As the first step in correcting unacceptable performance or behavior, the supervisor/manager should review pertinent job requirements with the employee to ensure his or her understanding of them. The supervisor/manager should consider the severity of the problem, the employee’s previous performance appraisals and all of the circumstances surrounding the particular case. The employee should be asked to review what has been discussed to ensure his or her understanding of the seriousness of the problem and the corrective action necessary. The Staffing Professional should document the verbal counseling for future reference immediately following the review.
Probation — If the problem has not been resolved through verbal counseling or the circumstances warrant it, or both, the individual should be placed on probation. Probation is a serious action in which the employee is advised that termination will occur if improvement in performance or conduct is not achieved within the probationary period. The employee’s Staffing Professional, after review of the employee’s corrective counseling documentation, will determine the length of probation. Typically, the probation period should be at least two weeks and no longer than 60 days, depending on the circumstances. 

Termination
Terminations are to be treated in a confidential and professional manner by all concerned. The Hughes Agency/Hughes Staffing will assure thorough, consistent and evenhanded termination procedures. This policy and its administration will be implemented in accordance with The Hughes Agency/Hughes Staffing’s equal opportunity statement. Terminated employees are entitled to receive all earned pay. 
Employment with The Hughes Agency/Hughes Staffing is normally terminated through one of the following actions:

Resignation — voluntary termination by the employee; or 

An employee who wants to terminate employment, regardless of employee classification, is expected to give as much advance notice as possible. Two weeks or ten working days is generally considered to be sufficient notice time. 

Substandard Performance — An employee may be discharged if his or her performance is unacceptable and will be entered into employees personnel file.

Misconduct — An employee found to be engaged in activities such as, but not limited to, theft of The Hughes Agency/Hughes Staffing property, insubordination, conflict of interest or any other activities showing willful disregard of The Hughes Agency/Hughes Staffing and clients interests or policies will be terminated as soon as The Hughes Agency/Hughes Staffing have confirmed the action. 

Dismissal — involuntary termination for substandard performance or misconduct; or termination resulting from misconduct shall be entered into the employee’s personnel file. 

Rules of Conduct   
The appearance and conduct of all employees reflect on the image of The Hughes Agency.  Employees must, therefore, perform their duties efficiently, courteously, and to the best of their abilities.  Employees are expected to refrain from actions that will reflect poorly on themselves and The Hughes Agency.  Proper conduct and performance are requirements in any work environment.  If there are times when those standards are not being met, then the supervisor may point out performance or behavioral problems which require the employee’s attention and improvement.   Certain actions may subject an employee to corrective action, ranging from a verbal warning or reminder, written reprimand, suspension, or termination.  There is no requirement that corrective action follow any specific sequence. Based upon the severity of the conduct, termination may result from the first offense.  The specific corrective action utilized will depend on the nature of the violation, prior work history and tenure. Of course, both you and The Hughes Agency have the right to terminate our employment relationship at any time, for any reason or no reason, as long as the termination does not violate state or federal statutes. The following are examples of some conduct that may result in corrective action, including termination:   
1.  Rudeness, insolence, or other improper conduct, including vulgarity and excessive use of profane language toward another employee, resident, visitor, vendor or customer. 

2.  Excessive absence, tardiness, or absence without notice.  This also includes stopping work before specified times and leaving the work area during work hours without permission. 

3.  Divulging confidential information to any unauthorized person. 

4.  Theft and/or dishonesty, or any attempt thereof.  This includes, but is not limited to, misappropriation of The Hughes Agency property, job site property, including unauthorized use of The Hughes Agency telephones, equipment, materials or property or materials or property of a Hughes Agency employee or customer. 

5.  Failure to report misuse, destruction, theft, conversion or unauthorized removal of such property by another employee. 

6.  Insubordination and deliberate disobedience of instructions from a supervisor, including disrespectful conduct. 

7.  Intimidation or coercion of another employee for any reason. 

8.  Fighting or assault, or engaging in any physical violence, threats of physical violence, or any reckless conduct towards any employee or anyone else. This includes any conduct that endangers the life, safety or property of an employee, or a visitor.  Horseplay is prohibited.  

9.  Sexual or other unlawful or unwelcome harassment.
 
10. Possession, sale, consumption, use or distribution of illegal drugs. 

11. Use of illegal drugs or alcohol at any time during working hours and/or while operating employer employer-owned vehicles or equipment. 

12. Willful, negligent, frequent or substantial damage or destruction of The Hughes Agency property, or anyone’s property. 

13. Possession of firearms or other weapons, cameras, recording equipment or transmitting devices on The Hughes Agency premises or a job site without the written consent of management. 

14. Poor work performance, poor work productivity, or poor workmanship, including inefficient or negligent performance of assigned duties, loafing on the job, sleeping on the job and/or negligent/intentional restriction of output. 

15. Excessive personal phone calls.  Calls are to be kept to a minimum and brief as possible. 

16. Absent from work without notice. 

17. Performing unauthorized work.

18. Failure to report an accident, including an accident by another employee. 

19. Having unauthorized personal visitors on the job site. 

20. Clocking in for another employee without prior written authorization of the supervisor.
21. Falsification or misstatement of employment application, reports, records, or documents. 

22. Concealment of errors/mistakes. 

23. Smoking in areas that are designated as non-smoking areas.
 
24. Inappropriate lifting techniques. 

25. Failure to attend staff meeting or in-services. 

26. Failure to wear proper uniform. 

27. Failure to furnish license, credentials and current health card.
 
28. Failure to comply with all The Hughes Agency rules, policies, guidelines, and directives, including, but not limited to, those set forth in this Employee Handbook. 
29. Violation of any and all safety rules and policies. 

30. Violation of any and all state or federal regulations or laws. 

31. Violation of any provision of the Employee Handbook.   

The above violations are not all inclusive.  The list provides only a partial explanation of some of the reasons that disciplinary action may be taken.  Employees may be subject to various forms of disciplinary action, including termination, for any of the violations.   

Discipline   
The type of discipline used will vary depending upon the nature of the violation or offense.  Your tenure, performance, and prior work history may also be relevant in arriving at a determination as to the necessary discipline.    


Employment Disputes
Any dispute or claim that arises out of or that relates to employment with The Hughes Agency/Hughes Staffing or that arises out of or that is based on the employment relationship (including but not limited to any wage claim, any claim for wrongful termination or any claim based on any employment discrimination or civil rights statute, regulation or law), including tort or harassment claims (except a tort that is a “compensable injury” under workers’ compensation law), shall be resolved by binding arbitration, and judgment on the award rendered pursuant to such arbitration may be entered in any court having jurisdiction thereof. The Hughes Agency/Hughes Staffing reserves the right of method of arbitration.
Compensation 
Equal Pay
The Hughes Agency/Hughes Staffing will not pay wages to any employee at a rate less than The Hughes Agency/Hughes Staffing pays employees of the opposite sex for work that is substantially equivalent requiring comparable skills. This policy is to be construed in accordance with applicable federal and state laws and regulations. Position descriptions are used to determine employee selection, job requirements, performance criteria, organizational structure, and the relative worth of jobs in relation to each other. The Hughes Agency/Hughes Staffing management annually reviews all The Hughes Agency/Hughes Staffing positions to ensure equity and consistency in our Personnel system.
Workday 
Office hours at The Hughes Agency/Hughes Staffing are 7 am to 5 pm Monday through Friday. However the nature of our clients business sometimes demands workday or workweek hours different than those set forth above.  

Payday 
Paydays are on Friday paying for the previous week.  All employees are responsible for keeping up with their own time and making sure it is turned in to The Hughes Agency/Hughes Staffing office every Monday for the previous week.
Pay Advances
It is generally our policy to decline all requests for early paychecks or pay advances for personal reasons. 

Overtime Compensation
All employees will be paid at the rate of one and one-half times their regular hourly rate of pay for all time worked in excess of 40 hours in any one workweek. Overtime is never at the employee’s discretion. It shall only be incurred and paid at the request of The Hughes Agency/Hughes Staffing through the employee’s supervisor/manager. 
Payroll Deductions 
The following mandatory deductions will be made from every employee’s gross wages: federal income tax, Social Security FICA tax and applicable state taxes. Every employee must fill out and sign a federal withholding allowance certificate, IRS Form W-4, on or before his or her first day on the job. This form must be completed in accordance with federal regulations. The employee may fill out a new W-4 at any time when his or her circumstances change. Employees who paid no federal income tax for the preceding year and who expect to pay no income tax for the current year may fill out an Exemption from Withholding Certificate, IRS Form W-4E. Employees are expected to comply with the instructions on Form W-4. Questions regarding the propriety of claimed deductions may be referred to the IRS in certain circumstances.  Other optional deductions include the portion of group health insurance not paid by The Hughes Agency/Hughes Staffing, which is deducted from each payroll check. Other voluntary contributions (if applicable), such as pension (401k) plan, are also deducted each pay period. Every employee will receive an annual Wage and Tax Statement, IRS Form W-2, for the preceding year on or before January 31. Any employee, who believes that his or her deductions are incorrect for any pay period, or on Form W-2, should check with the Accounting department immediately. 

Improper Deductions – Exempt Employees
Exempt employees’ compensation will not be docked in violation of the Fair Labor Standards Act (“FLSA”).

If an employee believes that he or she has been subjected to an improper deduction, the following should apply:
1.
 The employee should report the improper deduction to The Hughes Agency/Hughes Staffing. 
2. 
Each complaint shall be investigated and a determination of whether the deduction was improper will be made.
3. 
If it is determined that the deduction was improper, the employee will be reimbursed for the amount of the improper deduction.
The Hughes Agency/Hughes Staffing will make a good faith effort to comply with the provisions of the FLSA.
Vacation 
It is the policy of The Hughes Agency/Hughes Staffing to not provide vacation to its employees. 
Holidays
It is the policy of The Hughes Agency/Hughes Staffing to not pay Holiday pay to its employees.
Sick Days 
It is the policy of The Hughes Agency/Hughes Staffing to not pay sick days to its employees.

Leave of Absence and Military Leave
A leave of absence is time off in a non-pay status. Upon receipt of a formal written request for leave of absence from employees, The Hughes Agency/Hughes Staffing will determine whether a leave of absence will be granted. (Also see Medical/Family Leave policy.) The employee is expected to request leave of absence with as much advance notice as possible. Leaves of absence will not be granted for periods less than two weeks in duration. The reason for leave should fall into one of the following categories: 

1. Military 

2. Personal 

The leave classifications are defined as follows: 

Military — To protect the employment rights of employees entering the armed forces of the United States and to ensure conformance with the applicable federal laws, a leave of absence must be granted to all employees, except temporary, who enter military service for active duty as a result of the following: 

Initial enlistment in the armed services of the United States; 

Initial training period in the National Guard; 

Being ordered to active military service as a member of the Reserves or National Guard for an indefinite period or for a periodic training period up to ten working days; and any service requirements under the Selective Service Act. 
Personal —Personal leaves may be granted to employees having special needs for an extended period of absence. Each case will be evaluated on its own merits, and the following will be taken into consideration: 

1. The reason for the request; 

2. The amount of time required; and 

3. The employee’s length of service and past record.
Normally personal leaves are granted for periods of up to 90 days. 

Return to Work:
See Medical/Family Leave policy paragraph 3.5 for details on reporting during leave and return from leave. Exceptions to this policy are for those employees who are granted military leave of absence. They are entitled to full re-employment rights subject to the governing federal and state laws.  Employees who do not return to work after any leave of absence will be terminated effective on the last day of work or paid leave, whichever is later. 

Family Medical Leave Act
The Hughes Agency/Hughes Staffing understands that its employees on occasion will have the need to take an extended period of time away from work to care for their child after birth or adoption or foster care placement, to care for their spouse, child or parent with a serious health condition, or because of a serious health condition of their own. In recognition of this need, The Hughes Agency/Hughes Staffing has voluntarily adopted the following Medical and Family Leave Policy as a benefit of employment. 

Basic Leave Entitlement

FMLA requires covered employers to provide up to 12 weeks of unpaid,

job-protected leave to eligible employees for the following reasons:

• for incapacity due to pregnancy, prenatal medical care or child birth;

• to care for the employee’s child after birth, or placement for adoption

or foster care;

• to care for the employee’s spouse, son, daughter or parent, who has

a serious health condition; or

• for a serious health condition that makes the employee unable to

perform the employee’s job.

Military Family Leave Entitlements

Eligible employees whose spouse, son, daughter or parent is on covered active duty or call to covered active duty status may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings. FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered service member during a single 12-month period. A covered service member is: (1) a current member of the Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness*; or (2) a veteran who was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness.* *The FMLA definitions of “serious injury or illness” for current service members and veterans are distinct from the FMLA definition of “serious health condition”. 
Benefits and Protections
During FMLA leave, the employer must maintain the employee’s health coverage under any “group health plan” on the same terms as if the employee had continued to work. Upon return from FMLA leave, most

employees must be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms. Use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee’s leave.

Eligibility Requirements

Employees are eligible if they have worked for a covered employer for at least 12 months, have 1,250 hours of service in the previous 12 months*, and if at least 50 employees are employed by the employer within 75 miles. *Special hours of service eligibility requirements apply to airline flight crew employees.

Definition of Serious Health Condition

A serious health condition is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a

condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities. Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions may meet the definition of continuing treatment.

Use of Leave

An employee does not need to use this leave entitlement in one block. Leave can be taken intermittently or on a reduced leave schedule when medically necessary. Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt the employer’s operations. Leave due to qualifying exigencies may also be taken on an intermittent basis.

Substitution of Paid Leave for Unpaid Leave

Employees may choose or employers may require use of accrued paid leave while taking FMLA leave. In order to use paid leave for FMLA leave, employees must comply with the employer’s normal paid leave

policies.

Employee Responsibilities

Employees must provide 30 days advance notice of the need to take FMLA leave when the need is foreseeable. When 30 days notice is not possible, the employee must provide notice as soon as practicable and generally must comply with an employer’s normal call-in procedures. Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave. Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military family leave. Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previously taken or certified. Employees also may be required to provide a certification and periodic recertification supporting the need for leave.

Employer Responsibilities

Covered employers must inform employees requesting leave whether they are eligible under FMLA. If they are, the notice must specify any additional information required as well as the employees’ rights and

responsibilities. If they are not eligible, the employer must provide a reason for the ineligibility. Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement. If the employer determines that the leave is not

FMLA-protected, the employer must notify the employee.
Unlawful Acts by Employers

FMLA makes it unlawful for any employer to:

• interfere with, restrain, or deny the exercise of any right provided under FMLA; and

• discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.


Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer. FMLA does not affect any Federal or State law prohibiting discrimination or supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights.

Bereavement Leave 
The Hughes Agency/Hughes Staffing will allow unpaid time off in the event of death of the following immediate family members: 

Spouse 







Grandchild 







Sister 

Parent 








Grandparent 






Father-in-law 

Child or Stepchild

Brother 









Mother-in-law
The employee and supervisor/manager will determine the amount of time the employee will be absent from work. The maximum leave is 3 days. 
Jury Duty 
The Hughes Agency/Hughes Staffing will grant employees time off for mandatory jury duty or court appearances as a witness when the employee must serve or is required to appear as a result of a court order or subpoena. A copy of the court order or subpoena must be supplied to the employee’s supervisor/manager when requesting time off.

Miscellaneous Policies 
Confidentiality of Company Information 
It is the responsibility of all The Hughes Agency/Hughes Staffing employees to safeguard sensitive company information. 
The nature of our customers business and the economic well being are dependent upon protecting and maintaining proprietary company information. Continued employment with the client is contingent upon compliance with this policy. Each client supervisor/manager bears the responsibility for the orientation and training of his or her employees to ensure enforcement of company confidentiality. Sensitive client information is defined as trade secrets or confidential information relating to products, processes, know-how, customers, designs, drawings, formulas, test data, marketing data, accounting, pricing information, business plans and strategies, negotiations and contracts, inventions and discoveries. 

In consideration of their employment with The Hughes Agency/Hughes Staffing, employees will be exposed to information and materials which are confidential and proprietary and of vital importance to the economic well-being of the client. Employees will not at any time disclose or use, either during or subsequent to their employment, any information, knowledge or data which they receive or develop during their employment which is considered proprietary by The Hughes Agency/Hughes Staffing or which relates to the trade secrets of the client. Such information, knowledge or data includes the following which is by example only: processes, know-how, designs, drawings, diagrams, formulas, test data, accounting or financial data, pricing or salary data, marketing data, business plans and strategies, negotiations and contracts, research, customer or vendor lists, inventions and discoveries. 

All such information shall be appropriately marked or verbally identified to each employee. When such information is transferred from one employee to another, the transferor must do all of the following: 

1. Determine that the transfer is necessary and in the interest of regular client business; 

2. Determine that the transferee has a need to know the information and has the necessary clearance; 

3. Ensure that all cover sheets or markings which identify the information as proprietary, or classified, are conspicuous; 

4. Give the information directly to the transferee and verbally identify the proprietary or classified information as such. Do not give it to a non-cleared employee, such as a secretary or office colleague, and do not leave it on the transferee’s desk unattended. 
Upon termination of their employment with the client company the employee must promptly return any and all documents containing the above information, knowledge or data, or anything relating thereto, to the client. 
Employee Privacy 
The Hughes Agency/Hughes Staffing recognizes our employees’ rights to privacy. In achieving this goal, the company adopts these basic principles:
1. The collection of employee information will be limited to that which the company needs for business and legal purposes;
2. The confidentiality of all personal information in our records will be protected;
3. All in-house employees involved in record keeping will be required to adhere to these policies and practices. Violations of this policy will result in disciplinary action; 
4. Internal access to employee records will be limited to those employees having an authorized, business-related, need-to-know basis. Access may also be given to third parties, including government agencies, pursuant to court order or subpoena;
5. The company will refuse to release personal information to outside sources without the employee’s written approval, unless legally required to do so
Dress Code 
Personal appearance is an important aspect of an employee’s effectiveness.  All employees are expected to keep themselves neat, clean and well groomed at all times.  The appearance of an employee is an important part of The Hughes Agency/Hughes Staffing’s image. To visitors, employees are The Hughes Agency/Hughes Staffing.   You are expected to use good judgment and taste, avoiding extreme styles.  Hairstyles should be conservative, in good taste, clean and well kept.  Large or dangling earrings, necklaces or other jewelry is to be avoided.   

Open Door Policy
Our conviction is that the best and most rewarding management system results from a direct relationship between management and employees. This is why we prefer to deal with employees directly rather than through a third party. It is the belief of this The Hughes Agency/Hughes Staffing that representation by an outside organization is not necessary in order for the employees to enjoy fair treatment and good working conditions.   
Social Media Policy
The rapidly expanding world of electronic communication, social media can mean many

things. Social media includes all means of communicating or posting information or content of any sort on the Internet, including to your own or someone else’s web log or blog, journal or diary, personal web site, social networking or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated with The Hughes Agency/Hughes Staffing, as well as any other form of electronic communication. The same principles and guidelines found in The Hughes Agency/Hughes Staffing policies and three basic beliefs apply to your activities online. Ultimately, you are solely responsible for what you post online. Before creating online content, consider some of the risks and rewards that are involved. Keep in mind that any of your conduct that adversely affects your job performance, the performance of fellow associates or otherwise adversely affects members, customers, suppliers, people who work on behalf of The Hughes Agency/Hughes Staffing or The Hughes Agency/Hughes Staffing's legitimate business interests may result in disciplinary action up to and including termination.
Know and follow the rules

Carefully read these guidelines, The Hughes Agency/Hughes Staffing Statement of Ethics Policy, The Hughes Agency/Hughes Staffing Anti-Harassment Policy, and ensure your postings are consistent with these policies. Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary action up to and including termination.
Be respectful

Always be fair and courteous to fellow associates, customers, members, suppliers or people who work on behalf of The Hughes Agency/Hughes Staffing. Also, keep in mind that you are more likely to resolved work related complaints by speaking directly with your co-workers or by utilizing our Open Door Policy than by posting complaints to a social media outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, photographs, video or audio that reasonably 23 could be viewed as malicious, obscene, threatening or intimidating, that disparage customers, members, associates or suppliers, or that might constitute harassment or bullying. Examples of such conduct might include offensive posts meant to intentionally harm someone’s reputation or posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other status protected by law or company policy.
Be honest and accurate

Make sure you are always honest and accurate when posting information or news, and if you make a mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the Internet archives almost everything; therefore, even deleted postings can be searched. Never post any information or rumors that you know to be false about The Hughes Agency/Hughes Staffing, fellow associates, members, customers, suppliers, people working on behalf of The Hughes Agency/Hughes Staffing or competitors.
Post only appropriate and respectful content

• Maintain the confidentiality of The Hughes Agency/Hughes Staffing trade secrets and private or confidential information. Trades secrets may include information regarding the development of systems, processes, products, know-how and technology. Do not post internal reports, policies, procedures or other internal business-related confidential communications.
• Respect financial disclosure laws. It is illegal to communicate or give a “tip” on inside

information to others so that they may buy or sell stocks or securities. Such online

conduct may also violate the Insider Trading Policy.
• Do not create a link from your blog, website or other social networking site to a

The Hughes Agency/Hughes Staffing website without identifying yourself as a The Hughes Agency/Hughes Staffing associate.
• Express only your personal opinions. Never represent yourself as a spokesperson for The Hughes Agency/Hughes Staffing. If The Hughes Agency/Hughes Staffing is a subject of the content you are creating, be clear and open about the fact that you are an associate and make it clear that your views do not represent those of The Hughes Agency/Hughes Staffing, fellow associates, members, customers, suppliers or people working on behalf of The Hughes Agency/Hughes Staffing. If you do publish a blog or post online related to the work you do or subjects associated with The Hughes Agency/Hughes Staffing, make it clear that you are not speaking on behalf of The Hughes Agency/Hughes Staffing. It is best to include a disclaimer such as “The postings on this site are my own and do not necessarily reflect the views of The Hughes Agency/Hughes Staffing.”
Using social media at work

Refrain from using social media while on work time or on equipment we provide, unless it is work-related as authorized by your manager or consistent with the Company Equipment Policy. Do not use The Hughes Agency/Hughes Staffing email addresses to register on social networks, blogs or other online tools utilized for personal use.
Retaliation is prohibited

The Hughes Agency/Hughes Staffing prohibits taking negative action against any associate for reporting a possible deviation from this policy or for cooperating in an investigation. Any associate who retaliates against another associate for reporting a possible deviation from this policy or for cooperating in an investigation will be subject to disciplinary action, up to and including termination.
Media contacts

Associates should not speak to the media on The Hughes Agency/Hughes Staffing's behalf without contacting the Vice President of The Hughes Agency/Hughes Staffing. All media inquiries should be directed to them.

For more information

If you have questions or need further guidance, please contact us at 501-791-3303.
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