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Kelley and Ware Enterprises 
Policies and Procedures 
 

Introduction  
This Temporary Employee Handbook is designed to summarize Kelley and Ware Enterprises LLC’s (“Kelley and Ware Enterprises” 

or the “Company”) personnel polices and benefits for temporary employees and to acquaint employees with many of the rules 

concerning employment with the Company. Compliance with the Company’s policies is a condition of employment. This Handbook 

supersedes all previous employment policies, written and oral, express and implied. With the exception of the at-will employment 

policy, which can only be changed in a writing signed by the President, the Company reserves the right to modify, rescind, delete or 

add to the provisions of this Handbook from time to time in its sole and absolute discretion. The Company will notify employees of 

any significant changes that affect them. This Handbook is not a binding contract between the Company and its employees, nor is it 

intended to alter the at-will employment relationship between the Company and its employees. The Company reserves the right to 

interpret the policies in this handbook and to deviate from them when, in its discretion, it determines it is appropriate. 

 

This Handbook applies to all temporary employees regardless of their work site. It is our intent to comply with all applicable 
state and federal laws. To the extent any of the policies in this Handbook are inconsistent with a particular state’s laws, the 
law of the state in which you are working will govern. 
 

Assignments/Assignment Procedures  
You will be offered assignments based on availability as well as your experience and skills. Usually, you will know about 
assignments a day or two in advance. Some opportunities, however, start right away. When you accept an assignment, you 
should record all important information so you will be prepared for a good start. 

 

You have the flexibility to accept or decline any assignments for which you are selected. You are expected to complete all 
assignments you accept. If you are unable to report to work or complete an assignment for any reason, illness, emergency, etc., 
notify us immediately, not the client, in order for us to obtain a replacement. When your assignment with a client ends, contact 
us within 24 hours. The end of a particular assignment does not terminate your employment with us as you remain an employee 
of the Company eligible for placement with another client. If you fail to contact us at the end of an assignment, you may be 
considered to have voluntarily resigned, and unemployment benefits may be denied. 
 
 

Attendance  
Attendance and punctuality are vital to the operation of our business. Employees are encouraged to establish excellent records in 

these areas. Tardiness and absences for minor reasons indicates a general lack of interest in employment and places an unreasonable 

hardship on our ability to meet our client’s requirements. 

 
If you are unable to report to work or you expect to be late, contact us at least two hours before you are scheduled to report. If you 

call during a time that Kelley and Ware is not open, please leave a message on our answering machine. Our number is 317.544.1476. 

 
When you leave a message, state: (1) your first and last name; (2) the company you are assigned; (3) time and date; (4) the reason for 

your absence or lateness; and (5) a phone number where you may be reached if additional information is needed. Kelley and Ware will 

assume the responsibility of informing the client company. 

 

At-Will Employment Relationship  
Employment with the Company is at-will, unless otherwise specified in a written employment agreement. This means 
employment with the Company is not for any specified period and may be terminated by you or the Company at any time, with 
or without cause or advance notice. In connection with this policy, the Company reserves the right to modify or alter your 
position, in its sole discretion, with or without cause or advance notice, through actions other than termination, including 
demotion, promotion, transfer, reclassification or reassignment. In addition, the Company reserves the right to exercise its 
managerial discretion in imposing any form of discipline it deems appropriate. No person other than the President of the 
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Company has the authority to enter into an agreement contrary to this statement. To be valid, such agreement must be specific, 
in writing and signed by the President of the Company and you. 
 

Client Company Regulations 
 
Even though you are an employee of Kelley and Ware, you must conform to the customer client’s workplace rules and policies during 

the duration of your assignment. 

 

Drug and Alcohol Abuse 
 
Kelley and Ware is committed to helping our client companies maintain a drug and alcoholfree workplace in order to ensure safety 

and productivity. It should be noted that many of our clients require drug testing of all Kelley and Ware Inc. employees. We reserve 

the right to test you for drugs at any time during your employment. Positive results can lead to termination of employment. See our 

Drug-Free Workplace Policy for further details. 

 

Employment Categories  
Temporary Employees: Temporary employees are those employees who are hired to provide temporary services to 
the Company’s clients on an as-needed and temporary basis. This Temporary Employee Handbook applies to all 
temporary employees. Temporary employees are not eligible for any benefits provided to administrative employees.  
Administrative Employees: Administrative employees are those employees who work on a regular basis at the Company’s 
corporate, branch or onsite offices and assist in the administration of the Company. Administrative employees are paid by LS 
Staffing, a wholly owned subsidiary of Kelley and Ware Enterprises, LLC. Administrative employees are covered by a separate 
employee handbook and are not eligible for any benefits provided to temporary employees. 
 
End Of Assignment  
Please phone our office as soon as you have completed your work assignment. We can give you a new assignment much faster when 

we know you are available. 

 

Equal Employment Opportunity Policy  
It is the policy of the Company to provide equal employment opportunities to all employees and employment applicants 
without regard to unlawful considerations of race, religion, color, national origin, ancestry, sex (including pregnancy, childbirth 
or related medical conditions and breastfeeding), gender, gender identity, gender expression, sexual orientation, age, physical or 
mental disability, marital status, military or veteran status, genetic information or any other classification protected by applicable 
local, state or federal laws. This policy applies to all aspects of employment, including, but not limited to, hiring, job 
assignment, compensation, promotion, benefits, training, discipline and termination. 
 

Injury Report Procedure 
 
If an injury Ooccurs, you must notify your supervisor at the client company and Kelley and Ware immediately. 
 

Jury Duty  
The Company encourages employees to serve on jury selection or jury duty when called. An employee who is called to perform 
jury duty shall be given unpaid leave. You should notify your supervisor of the need for time off for jury duty as soon as a 
notice or summons from the court is received. You may be requested to provide written verification from the court clerk of 
having served. Of course, employees are expected to report to work whenever the court schedule permits. Any mileage 
allowance, fee, etc. paid by the court for jury services may be retained by you. 
 

New Hire Information 
 
Each employee must complete an employment application. The application should contain accurate information and include 

employment references. Resumes may be attached to your application. You must also sign a form indicating that you received and 

read a copy of this Employee Handbook. Federal and state reporting regulations require Kelley and Ware to have certain information 

on file for each employee. To comply with these regulations, you will be asked to complete both I9 and W4 forms. 
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Office Safety Rules  
Although offices are relatively safe workplaces, accidents do occur, and usually in two main categories: Slip/Trip/Falls and 
Lifting.  
o Wear safe shoes to work, low heels, and closed toes. 
 
o Keep floor areas around your workstation free of boxes, extension cords, loose rugs, spilled liquids or other slip or trip 

hazards. 
 
o Keep desk and file drawers closed when not in use. 
 
o Always walk, do not run.  Use handrails on stairs or ramps. 
 
o Never climb on top of desks, chairs, or shelves.  Use the proper stepladder or ask for assistance. 
 
o Avoid lifting loads over 40 lbs. in weight. If lifting is required, use the safe lifting procedure with a straight back, bend at 

knees, firm grip, and lift with legs. 
 
o Never try to move heavy office furniture by yourself.  Get help. 
 
o Avoid bending at the waist or excessive twisting of the back – turn your feet in the direction you want to go and use the safe 

lifting procedure. 
 
o Know the location of first-aid kits, fire extinguisher, and how to report fires or accidents or other emergencies. 
 

Pay Advances 
 
We do not provide payday advances at this time. 

 

Pay Policies 
 
You may pick up your paycheck in our office on Friday between 8:00 A.M. and 6:00 P.M. Notify our office if you prefer to have your 

check mailed at your expense. We encourage you to set up direct deposit to receive your weekly check. 

 

Kelley and Ware’ pay rates are competitive and comparable with other temporary employment companies. Your rate of pay is largely 

determined by the nature of work you are performing and the market value of that position. 

 
Pay increases are granted at the discretion of the customer client. Of course, as your skills increase Kelley and Ware will be able to 

provide you higher paid assignments. 

 
As it relates to overtime pay, our policy is to pay timeandahalf for all hours over 40 in a given workweek. The only exceptions to 

this policy are where the client customer specifies an alternative payment (e.g. double time on Sunday or holidays). If you have a 

discrepancy on your paycheck, please contact our office immediately. 

 

Personal Appointments 
 
Personal appointments should not be made during working hours. If there is no alternative, and the appointment is of an emergency 

nature, please advise your assigned supervisor and Kelley and Ware at the earliest possible convenience. Please be prepared to show 

proof your appointment- a doctor’s note, receipts, etc. 

 

Personal Telephone Calls 
 
Most of our clients maintain that their phones are for company business. Please abide by their policies regarding personal and long 

distance calls. 

 

Policy Prohibiting Harassment, Discrimination and Retaliation  
Policy  
The Company is committed to providing a work environment free of inappropriate and unlawful harassment and 
discrimination. The Company expects everyone to behave professionally and respectfully in the workplace. The Company will 
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not tolerate any type of harassment or discrimination against applicants for employment, employees, independent contractors, 
vendors, clients or customers on the basis of age, race, color, religion (including religious dress and grooming practices), 
sex/gender (including pregnancy, childbirth, or related medical conditions), gender identity, gender expression, national origin, 
ancestry, physical or mental disability, military or veteran status, marital status, sexual orientation, genetic information, or any 
other characteristic protected by local, state or federal laws applicable to the Company. The Company’s policy prohibiting 
harassment and discrimination applies to all persons involved in the operation of the Company, including supervisors, co-
workers, and third-party non-employees (such as vendors, clients and independent contractors). 

 

Definitions 
Harassment is unwelcome verbal, visual or physical conduct based on a protected characteristic described above that creates 
an intimidating, offensive or hostile working environment or that interferes with work performance. 

 

Discrimination is the act of differentiating among employees or applicants for employment on the basis of any 
protected characteristic described above. 

 

Sexual Harassment is one form of unlawful harassment. Applicable state and federal law define sexual harassment as: 
Unwelcome sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual or sex-based 
nature when: 

 

 submission to that conduct is made either explicitly or implicitly a term or condition of an individual’s employment; or



 submission to or rejection of the conduct is used as a basis for employment decisions affecting the individual; or



 such conduct has the purpose of effect of unreasonably interfering with an individual’s work performance or creating 
an intimidating, hostile, or offensive work environment.

 

Specific examples of conduct prohibited under this policy are presented below. These examples are provided to illustrate 
the kind of conduct prohibited by this policy. This list is not exhaustive. 

 

 Verbal conduct such as epithets, derogatory jokes, comments or slurs based on an individual’s protected characteristic;



 Unwanted sexual advances, invitations or comments, comments about a person’s sexuality or sexual experience;



 Visual conduct such as derogatory and/or sexually-oriented posters, photography, cartoons, drawings or gestures;



 Physical conduct such as assault, unwanted touching, pinching, patting, grabbing, brushing against, poking, blocking 
normal movement or interfering with work because of sex, race or any other protected characteristic described above;



 Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some 
other loss, and offers of employment benefits in return for sexual favors; and/or



 Retaliation for having reported or threatened to report harassment.

 

Please note that more than just sexual harassment is prohibited by this policy. Harassment based on any protected 
characteristic described above is expressly prohibited by this policy. 

 

Procedures for Making, Investigating, and Resolving Discrimination, Harassment and Retaliation Complaints 
All Company employees are responsible for helping to ensure that the work environment is free from prohibited harassment 
and discrimination. If you believe you have been discriminated against, or subjected to sexual or other harassment in 
violation of this policy, by an employee or a non-employee, in most cases you should immediately inform the offending party 
that 
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his/her conduct is unwelcome and tell that person to stop the behavior. However, if you are uncomfortable doing so, or if after 
doing so the situation has not been satisfactorily resolved, you must immediately report the facts of the incident to the on-site 
supervisor, the local branch office, Kelley and Ware or any member of management. You are not required to use the usual 
process of communicating with your immediate supervisor first, but may contact any of the other above-listed management 
individuals directly. Complaints of acts that violate this policy will be accepted in writing or orally. 

 

Anyone who has observed discrimination, harassment or retaliation should also report such conduct immediately to the on-site 
supervisor, the local branch office, Kelley and Ware or any member of management. Employees must use the  
Company’s complaint process. Reported incidents of discrimination or harassment will be promptly and thoroughly 
investigated. The manner of the investigation is at the sole discretion of the Company. The investigation will be kept as 
confidential as possible, and information will be shared only on a need-to-know basis. The Company will take appropriate 
remedial action to stop any prohibited discrimination or harassment and to deter future conduct of a similar nature. Corrective 
action may include discipline, up to and including termination. 

 

The Company will not tolerate any form of retaliation against any employee for engaging in protected activity, such as making a 
good faith complaint of harassment or discrimination or for cooperating in an investigation. Employees who believe they have 
been subjected to retaliation must immediately report the matter to the on-site supervisor and Kelley and Ware. All complaints 
of retaliation will be investigated in the manner described above. Anyone who is found to have violated the Company’s policy 
against retaliation will be subject to discipline, up to and including termination. 

 

The Equal Employment Opportunity Commission (“EEOC”) and the state fair employment agency in which an 
employee works accept and investigate complaints of unlawful harassment and discrimination in the workplace. The 
EEOC or the applicable state agency may, in some cases, prosecute claims on behalf of employees. The EEOC and the 
applicable state agency may be contacted by consulting the government agency listings in your local telephone book.  
 

Please contact your on-site supervisor or Kelley and Ware if you have any questions about this policy or require further 
information. 
 

Problems/Issues 
 
Kelley and Ware makes a good faith effort to solve problems on a fair and equitable basis. If you have a job related problem please 

don’t hesitate to get us involved. 

 

Reporting To Assignments 
 
We expect our employees to be punctual and ready for work upon arrival to their job assignment. While there is no standard dress 

code at Kelley and Ware, we ask our employees to make a favorable impression and to abide by the dress code standards of the client. 

 

Requests for Accommodation  
To ensure equal employment opportunities to qualified individuals with disabilities, the Company will make reasonable 
accommodations for the known physical or mental limitations of an otherwise qualified individual with a disability who is 
an applicant or an employee unless undue hardship would result. 

 

Any employee or applicant who requires an accommodation in order to perform the essential functions of the job should 
contact Kelley and Ware. The employee should specify in what way s/he is limited in his/her ability to perform her/his job and 
what accommodation s/he believes is needed. The Company will review the situation with the employee and identify possible 
accommodations, if any, that will enable the employee to perform the essential functions of his/her job. If a reasonable 
accommodation can be identified that will not impose an undue hardship, the Company will make the accommodation. If there 
is more than one possible accommodation, the Company will decide which one will be provided. 
 

SAFETY AND HEALTH 
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Kelley and Ware has an exceptional safety record. Your attention to our client companies’ safety rules and constant awareness of 

possible hazards on the job will help us maintain that fine record.  

 

Safety Policy  
Kelley and Ware Enterprises’ primary concern is for the safety and welfare of its employees. To accomplish this goal, 
guidelines have been established that recognize the responsibility of Kelley and Ware Enterprises, our clients, and you, our 
employee. Kelley and Ware Enterprises’ responsibility is to promote a safe and healthy workplace for all of our employees. 
Because the Kelley and Ware Enterprises client and its on-site supervisor control the workplace, clients must demonstrate a 
commitment to accident-free workplaces. Only employees who will take the responsibility to work safely and observe Kelley 
and Ware Enterprises and customer safe work practices will be assigned work. 

 

Our team approach to accident prevention and safe work practices will help create a working environment that promotes 
safety, health, and the professionalism that you and our clients have the right to expect. 

 

General Guidelines 
Safety rules and safe work practices are designed to protect your safety, but they are only as effective as your willingness to 
cooperate. These guidelines are a condition of your continued employment. Know these guidelines and consider them required 
elements of your job assignment. 
  
Failure to abide by these policies may result in termination of your job assignment or in reduction or complete elimination 
of any related benefits. 
 
 
Safety Do’s 
 

 Do know the safe work practices of each job assignment as provided by your client supervisor.
 Do pay attention to your work and your surroundings. Avoid horseplay and be alert to moving equipment and all 

machinery.

 

Safety Prohibitions 
 Do not use any vehicle for work purposes without written permission from Kelley and Ware Enterprises.
 Do not accept duties that require the handling of money or other valuables without written permission from Kelley 

and Ware Enterprises.
 Do not use alcohol, illegal drugs, or controlled substances on the job or on the client’s premises. Anyone who violates this 

policy or who reports to work under the influence of any of these substances will be subject to disciplinary action, up to 
and including termination of employment, and potentially a loss of benefits.

 

Safety and Health Rules 
 

1) All employees shall follow our safety practice rules, render ever-possible aid to safety operations, and report all 
unsafe conditions or practices to the management. 

 
2) Supervisors shall insist on employees observing and obeying every rule, regulation, and order as is necessary to the 

safe conduct of the work, and shall take such action as is necessary to obtain observance. 
 

3) All employees shall be given accident prevention instructions. 
 

4) Anyone known to be under the influence of drugs or intoxicating substances, which impair the employee’s ability to safely 
perform the assigned duties, shall not be allowed on the job while in that condition. 

 
5) Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety or well-being of the employees 

are prohibited. 
 

6) Work shall be well planned and supervised to prevent injuries in the handling of material and in working with equipment. 
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7) No employee shall knowingly be permitted or required to work while his/her ability or alertness is so impaired by 
fatigues, illness, or other causes that might unnecessarily expose the employee or others to injury. 

 
8) Employees shall not enter voids, chambers, tanks, or other similar places that receives little ventilation, unless it has 

been determined that it is safe to enter. 
 

9) Employees shall be instructed to ensure that all guards and other protective devices are in proper places and adjusted, 
and shall report deficiencies promptly. 

 
10) Workers shall not handle or tamper with any electrical equipment, machinery, or air or water lines in a manner not 

within the scope of their duties, unless they have received instructions from their supervisor. 
 
11) All injuries shall be reported promptly to the supervisor so that arrangements can be made for medical or first aid 

treatment. 
 
12) When lifting heavy objects, the large muscles of the leg instead of the smaller muscles of the back shall be used. 
 
13) Inappropriate footwear or shoes with thin or badly worn soles shall not be worn. 
 
14) Materials, tools, or other objects shall not be thrown from buildings or structures until proper precautions are taken 

to protect others from falling objects. 
 
15) Employees shall cleanse thoroughly after handling hazardous substances, and follow special instructions for those products. 
 
16) Before leaving any job, be sure it is in a safe condition. 
 
17) Work shall be arranged so that employees are able to face a ladder and use both hands while climbing. 
 
18) Gasoline shall not be used for cleaning purposes. 
 
19) No burning, welding, or other source of ignition shall be applied to any enclosed tank or vessel until it has first 

been determined that no possibility of explosion exists and authority for the work is obtained from their supervisor. 
 
20) Any damage to scaffolds, false work, or other supporting structures shall be immediately reported to the supervisor 

and repaired before use. 

  

Understanding The Nature Of Your Employment 
 
Employment with Kelley and Ware presents individuals with an opportunity for either a short term or long term relationship with our 

Company. Our client companies utilize Kelley and Ware’ employees for a variety of reasons. Typically there is a shortterm need for 

additional staff due to emergencies, vacation and sickness, or special projects. Also, companies that offer seasonal employment 

frequently utilize our services. In today’s economy, many companies hire temporaries as part of their “planned staffing” strategy. In 

this case companies employ Kelley and Ware employees on a longterm basis for several months or indefinitely. 
 
Another way in which our client customers utilize Kelley and Ware employees is through a method called “payrolling.” This is where 

the company screens the applicants, decides who they want to fill their staffing need, and the employee is placed on Kelley and Ware’ 

payroll. 
 
In some instances clients who wish to avoid the cost associated with hiring the wrong person to fill a regular fulltime position, 

contract with our Company for “temp to Hire” employees. To be hired by our client you must work a predetermined amount of 

time before going on our client’s payroll. So as you can see, Kelley and Ware does not only present job opportunities to the person 

who may have a shortterm need to work. We provide individuals who opt for diversity and flexibility with a preferred longterm 

alternative. 

 

 

Voluntary Termination 
 
At Kelley and Ware Inc., we may consider your employment voluntarily terminated if the following conditions occur:  

 Failure to report to work as assigned.  
 You do not accept work assignments deemed suitable to your background and qualifications more than five (5) consecutive 

times.  
 You fail to notify our office at least two hours before your scheduled start time when you will be absent or late for an assignment.  
 You neglect to report an on the job injury immediately.  
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 Walking off the job without prior consent of the client and/or Kelley and Ware.  
 Falsification of employment records; including job application and time cards. 
 Chronic tardiness and absenteeism.  
 Failure to adhere to the client’s rules and policies. 

 

Voting  
The Company accommodates flexible scheduling for employees on election days. The Company will also allow up to two hours 
of paid time off to vote if the employee is unable to vote before or after working hours. 
 

Where possible, the employee shall give his/her supervisor at least two days’ notice in advance of need for time off to vote. 
 

Weekly Pay 
 
You are paid weekly. Our pay period ends on Sunday night. A client may have a different week ending time, if so you will be 

notified. You are responsible to get your time card in the office before 3:00 P.M. Tuesday. What you work in one week will be paid 

on the following Friday. 

 
Witness Duty  
An employee subpoenaed or otherwise requested to testify as a witness by the Company will receive paid time off for the 
entire period of witness duty. Employees will be granted unpaid time off to appear in court as a witness when subpoenaed to 
do so by a party other than the Company. Employees may use available accrued vacation during the period of their witness 
duty. 
 

Workers’ Compensation 
 
Kelley and Ware carries Worker’s Compensation Insurance on all employees. This insurance provides coverage for employees 

sustaining industrial injuries or illnesses during scheduled working hours. 

 
When it is clear that the injury is not a covered injury under the law, or when there is some question as to whether or not it is 

compensable, the Company will challenge the alleged injury by requesting a hearing with the Indiana Industrial Commission. The 

Industrial Commission will review the situation and use their legal expertise in determining whether the claim should be allowed for 

payment or not. 

 

All employees must sign a consent form to be drug tested at Kelley and Ware expense if they are injured while working on an 

assignment. 

 

Work-Related Injury Leave  
In case of work-related injuries, employees are entitled to receive leave and benefits in accordance with applicable law. An 
employee who suffers an injury while on the job must report it immediately to his/her immediate supervisor and Kelley and 
Ware. Employees must also provide the Company with a signed written notice of the injury or illness within  
30 days of the injury.  This notice may be in the form of the employee’s workers’ compensation claim form. 
 

If an employee expects to be absent for more than one day, he/she must submit a medical certification that confirms he/she 
is not able to work and provides an estimated return to work date. Employees on leave for a work- related injury are required 
to provide the Company with monthly notices of the status or change in status, or their intention to return to work. Failure to 
provide such information may result in disciplinary action. The period of leave for a work-related injury will run concurrently 
with family and medical leave to the maximum extent permitted by law. 
 

Questions/Comments/Concerns  
Should you have any questions, comments, or concerns, contact the Company’s local branch office. 
 
 


