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I. INTRODUCTION 

 

Welcome to American StaffCorp, Inc., (hereinafter referred to as “ASC”). ASC is proud that you have joined its team. 

ASC offers top quality temporary, temporary to permanent and direct hire assignments with the area's best businesses. 

ASC is a locally owned and operated business and looks forward to your commitment to its values and hardworking 

ethics. 

 

This Employee Handbook and Policy Manual (the “Handbook”) is intended to provide each employee with a basic 

understanding of the policies and guidelines governing all ASC employees, as well as the benefits that come with 

employment at ASC. This Handbook is a starting point – not an exhaustive list of all criteria that may affect your 

employment. If an employee ever has any questions about any policy, procedure or benefit, please contact the 

President at 918-362-WORK (9675). 

 

These policies and procedures apply to all employees of ASC and are designed to enhance communications, assure 

lawful treatment of all employees, and clarify management’s expectations. These policies are not intended to establish 

a legal promise, a legal right, or a contractual relationship, either express or implied, between ASC and its employees. 

 
ASC reserves the right to change, interpret, delete or add to any of its employment guidelines at any time and without 

prior notice to employees. Employment or any offer of employment may be withdrawn, with or without cause, and 

with or without notice at any time at the option of the ASC or employee. Your employment with ASC is “At Will” at 

all times. 

 

No representative, other than the President of ASC, has the authority to enter into any contract for employment for 

any specified period of time. ASC further reserves the right to transfer any employee to another staffing assignment, 

shift or entity and to change wages, benefits, guidelines, work schedules and working conditions at any time. The 

contents of this Handbook are not to be considered in any manner as being in the nature of a contract, expressed or 

implied, with any employee. No employee has or will acquire any contractual right or rights as a result of the 

guidelines as set forth in this Handbook. 

 

II. EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 

 

ASC’s policy is to select the best qualified personnel available to meet ASC's client’s needs. ASC seeks employees 

who are skilled, talented, ambitious, and who take pride in these characteristics. ASC subscribes to the principle of 

equal employment opportunity and prohibits discrimination on the basis of race, color, religion, gender, age, 

pregnancy, disability, veteran status or genetics. This includes, but is not limited to, the express prohibition against 

discrimination in recruitment, hiring, training, promotion, compensation, benefits, leave of absence, termination, and 

all other privileges, terms and conditions of employment. Likewise, it is a violation of company policy to refuse to 

hire applicants, discriminate against or terminate employees because of pregnancy. 

 

III. DIVERSITY POLICY AND GUIDELINES 

 

ASC is committed to fostering, cultivating and preserving a culture of diversity, equity and inclusion. 

Our human capital is the most valuable asset we have. The collective sum of the individual differences, life 

experiences, knowledge, inventiveness, innovation, self-expression, unique capabilities and talent that our 

employees invest in their work represents a significant part of not only our culture, but our reputation and 

company’s achievement as well. 

We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family or marital status, 

gender identity or expression, language, national origin, physical and mental ability, political affiliation, race, 

religion, sexual orientation, socio-economic status, veteran status, and other characteristics that make our employees 

unique. 

ASC’s diversity initiatives are applicable—but not limited—to our practices and policies on recruitment and 

selection; compensation and benefits; professional development and training; promotions; transfers; social and 

recreational programs; layoffs; terminations; and the ongoing development of a work environment built on the 

premise of gender and diversity equity that encourages and enforces: 
Respectful communication and cooperation between all employees. 
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Teamwork and employee participation, permitting the representation of all groups and employee perspectives. 

All employees of ASC have a responsibility to treat others with dignity and respect at all times. All employees are 

expected to exhibit conduct that reflects inclusion during work, at work functions on or off the work site, and at all 

other company-sponsored and participative events. 

Any employee found to have exhibited any inappropriate conduct or behavior against others may be subject to 

disciplinary action. 

Employees who believe they have been subjected to any kind of discrimination that conflicts with the company’s 

diversity policy and initiatives should seek assistance from a supervisor or ASC’s President, Casey Lamb. 

 
 

IV. AMERICANS WITH DISABILITIES ACT STATEMENT 

 

It is the policy of ASC to comply with the Americans with Disabilities Act (“ADA”) and the Americans with 

Disabilities Act Amendments Act of 2008 (“ADAAA”). Therefore, in the case of an applicant or employee who has 

a disability (as defined in the ADAAA), which prevents him or her from performing one or more of the essential 

functions of the job, ASC will attempt, through a flexible, interactive process with the applicant or employee, to 

identify a “reasonable accommodation” that will enable the applicant or employee to perform such essential functions 

for ASC or ASC's clients. Notwithstanding these provisions, an applicant or employee will not be assigned to work 

on a job if (1) he or she is not otherwise qualified for the job; (2) he or she is unable to perform one or more of the 

essential functions of the job as determined by ASC’s clients, with or without reasonable accommodation; (3) the 

accommodation would create an undue hardship for the operations of ASC’s business or that of its clients; or (4) the 

employee poses a risk to the safety and health of fellow employees, employees at the client's work site, or him/herself, 

with or without a reasonable accommodation alleviating that risk. 
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V. HIRING AND PROMOTION 

 

A. NEW HIRE/APPLICATION FOR EMPLOYMENT. 

 

1. Applications 

An Application for Employment must be submitted to an ASC recruiter or designee, with all of the required 

documentation. Documentation will include, but is not limited to, acknowledgements of understanding of ASC’s Drug 

Testing Policy, Safety Policy, and later, after an offer and acceptance have occurred, submission of documentation 

from ASC’s Post-hire packet. 

 
2. Employment Of Minors 

ASC will comply with all Federal and State regulations with regard to the employment of minors. In most states, 

minors are individuals under eighteen (18) years of age. Minors, who are at least sixteen (16) years of age, but not yet 

eighteen (18) years of age, may be employed in appropriate positions, as dictated by applicable laws. A certificate of 

age (work permit) must be obtained prior to the minor’s start date and must be retained in his/her personnel file. 

Minors under sixteen (16) years of age will not be considered for employment. 

 
B. IMMIGRATION COMPLIANCE 

 

ASC is committed to full compliance with federal and state immigration laws, including, but not limited to, the 

Immigration Reform and Control Act of 1986 (IRCA). In accordance with these laws, ASC employs, to the best of 

its knowledge and belief, only individuals who are authorized to work in the United States. ASC is an Equal 

Employment Opportunity Employer and does not discriminate against any individual in hiring, discharging, or 

recruiting because of that individual’s national origin or citizenship status. This anti-discrimination policy is 

applicable to all immigration related employment practices, before, during or after employment with ASC. 

 

All individuals to whom an offer of employment has been made will be required to complete, and sign under oath 

Form I-9, Employment Eligibility Verification. This form requires that employees attest that they are authorized to 

work in the job for which they have been hired and that the documents they submit to establish this right are genuine. 

The U.S. Citizenship and Immigration Services (USCIS) requires that within three (3) business days of the date 

employment begins (as distinguished from the “hire” date), all new hires must present original documents providing 

satisfactory evidence of his/her identity and employment eligibility. If employees are authorized to work, but are 

unable to present the required documents within three (3) business days, they must present a receipt for the application 

of the documents within three (3) business days and the actual documents within ninety (90) days. An employee who 

cannot present such documents will be terminated. 

 
All documents presented during the employment verification procedure shall be subject to a test of facial validity. If 

an employee cannot provide the appropriate documents described herein, the employee will be terminated. Documents, 

such as Forms I-9, will be retained by ASC for the appropriate time period as required by the Department of Homeland 

Security (DHS), the U.S. Department of Labor (DOL), or the Office of Special Counsel for Immigration Related Unfair 

Employment Practices (OSC) for inspection. 

 

C. CRIMINAL BACKGROUND CHECKS 

 

ASC may conduct a Background Check on its employees prior to placement, depending on the requirements of ASC’s 

clients. Each and every employee must read and sign the Offer and Acceptance/Background Investigation Waiver 

upon being hired. Failure to do so will result in immediate denial of employment. 

 

The decision to conduct a Background Check shall depend on the requirements of ASC’s clients. Generally, the 

decision to accept an ASC employee for an assignment with the client will depend on the nature and job an employee 

may be assigned and/or ASC's client requirements. With this in mind, an employee may be excluded or not qualified 

for an assignment based on, but not necessarily limited to, the following factors: (1) nature and gravity of the offense, 

(2) the nature of the job assignment, (3) the time elapsed since offense, and (4) the facts and circumstances surrounding 

the crime.  ASC’s clients may be provided a copy of the Background Check as noted in the OFFER AND 
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ACCEPTANCE/ BACKGROUND INVESTIGATION WAIVER form you signed and consented to upon hire with 

ASC. 

 

As stated, the results of the Background Check may result in an employee not being assigned to one of ASC’s clients. 

However, that result does not alter the employee’s employment with ASC. ASC will continue to work with employee 

to find other opportunities with other ASC clients. 

 
Employees will be advised if an adverse action is taken regarding the Background Check (i.e. the employee is not 

placed with a particular ASC client upon that client’s decision). If an employee is not assigned to a client because of 

the Background Check, the employee will be provided a copy of the Background Check report to dispute any incorrect 

information that may exist. Additionally, these affected employees will receive a Summary of Your Rights under the 

Fair Credit Reporting Act, which is also available at http://www.consumer.ftc.gov/articles/pdf-0096-fair-credit- 

reporting-act.pdf. If an adverse action is taken, ASC encourages all employees to refute the Background Check report 

with the Credit Reporting Agency (CRA). Further, if an adverse actions is taken, ASC wants to understand the 

circumstances of the crime and report back to the client for further decision. However, the ASC client will have the 

final decision on accepting the employee for placement or not. 

 

Additionally, if the background check or any other subsequent investigation discloses misrepresentation on the 

application form or information indicating that the individual is not suited for employment with ASC or its clients, the 

applicant will be refused employment, or if already employed, may be removed from a client’s assignment and 

terminated. The issue of expungement or sealed criminal records will be looked at on a case-by-case basis. 

 
VI. ANTI-HARASSMENT POLICY 

 

ASC is committed to providing a work environment free from unlawful harassment. ASC policy prohibits unlawful 

harassment on the basis of race, color, religion, gender, national origin, age, disability, or veteran status. Likewise, 

ASC specifically prohibits sexual harassment of any employee. 

 

Harassment is a form of discrimination that is specifically prohibited by this policy. Every employee should be aware 

that ASC does not tolerate harassment and that both federal and state law prohibits such behavior. This policy prohibits 

harassment by ASC employees, contractors, and agents of ASC. ASC will take prompt and appropriate action to 

prevent, correct and, if necessary, discipline behavior that violates this policy. All employees are responsible for 

participating in the creation of a workplace free from harassment. 

 

Since ASC cannot be at all clients where employees are assigned, it is imperative that ASC employees bring forward 

to management any complaints relating to harassment that may exist at an assigned work-site. 

 

A. DEFINITION 

 

Harassment includes, but is not limited to, the following: 

 

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 

advances, invitations or comments; 

2. Visual conduct such as derogatory and/or sexually-oriented posters, photography, cartoons, 

drawings, or gestures; 

3. Physical conduct such as assault, unwanted touching, or interfering with work because of 

gender, race, or any other protected basis; 

4. Threats and/or demands to submit to sexual requests as a condition of continued 

employment, or to avoid some other loss, as well as offers of employment benefits in return 

for sexual favors; 

5. Retaliation for having reported or threatened to report harassment; and 

6. Any other offensive conduct or behavior deemed inappropriate by ASC. 

http://www.consumer.ftc.gov/articles/pdf-0096-fair-credit-


5  

In determining whether alleged conduct constitutes harassment, ASC’s management will look at the record as a whole 

and the totality of the circumstances, such as the nature of the conduct and the context in which the alleged incidents 

occurred. Each allegation will be examined on a case-by-case basis. 

 

B. REPORTING HARASSMENT 

 

Any individual who believes he or she has been subjected to harassment should report the harassment immediately to 

ASC’s President, Casey Lamb or its Controller, Lisa Rossman at 918-362-WORK (9675). Thus, reporting such 

conduct is a vital step to enable ASC to enforce this policy. 

 

Employees also have the right to file a complaint with an agency outside ASC and may file the same complaint 

concurrently with their report to ASC. A complaint filed with an external agency will neither delay nor stop ASC's 

investigation concerning the same or similar events. Please note, however, that reporting any complaint to ASC does 

not stop administrative and governmental deadlines for filing official complaints with any outside agency. 

 

C. MANAGEMENT RESPONSIBILITIES 

 

Employees or agents of ASC who supervise other employees are required to (1) engage in appropriate measures to 

prevent violations of this policy; and (2) promptly notify ASC’s President after being informed of or having a 

reasonable basis to suspect a policy violation. Failure by a supervisor to report an allegation of a violation of this 

policy or observation of same, will result in disciplinary action, up to and including termination. 

 

D. CONFIDENTIALITY 

 

All reports of harassment shall be treated as confidential, except where disclosure is required by law or is otherwise 

necessary to facilitate legitimate ASC processes, including the investigation and resolution of sexual harassment 

allegations. 

 
E. ANONYMOUS COMPLAINTS 

 

Any employee may anonymously complain or ask questions about ASC’s harassment policy or complaint procedures. 

However, because of the inherent difficulty in investigating and resolving allegations from unknown persons, 

individuals are discouraged from making anonymous complaints of harassment. Although anonymous complaints are 

discouraged, ASC will reasonably respond to all allegations of harassment. 

 
F. RETALIATION 

 

The law prohibits retaliation against individuals who engage in protected activity related to harassment. An individual 

is protected from retaliation when he or she: 

 

1. Files a harassment complaint or testifies, assists, or participates in any manner in an 

investigation or other proceeding related to such a complaint; or 

2. Opposes conduct reasonably believed to constitute harassment to one's self or to others, 

even if the individual has not filed a harassment complaint and is not involved in the 

investigation of such a complaint. 

 

Essentially, any adverse action that is reasonably likely to deter a complaining party or others from engaging in 

protected activity is prohibited. Allegations of retaliation will be investigated, and if substantiated, will result in 

appropriate disciplinary action up to and including discharge. 

 

G. GOOD FAITH ALLEGATIONS 

 

No adverse action will be taken against an individual who makes a good faith allegation of harassment, even if after 

investigation the allegation is not substantiated.  However, allegations or statements made in the course of an 
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investigation or enforcement procedure found to be intentionally dishonest or made with disregard for the truth may 

subject the individual to disciplinary action up to and including discharge. 

 

VII. GRIEVANCES/OPEN DOOR POLICY 

 

ASC is concerned about any on-the-job problems you may encounter. Employees are therefore encouraged to bring 

any problems to the attention of ASC. Many problems tend to arise out of a misunderstanding or lack of complete 

information. If problems are kept hidden, they tend to fester and to grow out of proportion to their seriousness. If an 

employee feels that anything has occurred that is in any way unfair or if he/she has any complaints, requests, or 

constructive criticism, the best way to eliminate the problem is to talk it over. 

 
VIII. OFF DUTY BEHAVIOR 

 

Off duty misconduct is generally not the concern of ASC. However, if the conduct (including, but not limited to, arrest 

or law violation) renders the employee ineffective or unable to perform his/her job satisfactorily, in the opinion of 

management, the conduct causes publicity that is harmful to ASC’s public image, is unbecoming of an employee of 

ASC, involves acts of violence and/or theft, results in incarceration or other jail time, or results in a loss of confidence 

in the employee, ASC will examine the off-duty conduct on a case-by-case basis and determine whether the employee 

shall be subject to disciplinary action, up to and including termination. 

 

IX. DISCIPLINARY ACTION 

 

ASC may, in its sole discretion, use a progressive discipline procedure in order to provide feedback, including 

reprimands, before a decision to terminate employment is made. The progressive discipline steps are not guaranteed, 

and there are many instances which could result in severe disciplinary steps (up to and including discharge) for a first 

or one-time infraction. Exceptions to progressive discipline may include, but are not limited to: 

 

a. Any falsification or misinformation on a resume or job application; 

b. Cases of grave offenses, i.e., firearms in work place, violence, misconduct that could result in injury 

or loss of life, limb, or property, or impairment of ASC operations, or that is willful, malicious, or 

in serious disregard of ASC’s policies or rules; 

c. Insubordination or refusal to follow instructions from superiors; 

d. Poor attendance and punctuality; 

e. Unlawful discriminatory or harassing conduct; 

f. Violation of ASC’s Safety Policy; and 

g. Violation of applicable Drug and Alcohol Testing Policy. 

 

When an employee’s performance, actions, or behaviors indicate a need for improvement, he/she will normally receive 

counseling. This first discipline step will typically involve a formal notice or reprimand, except in severe or serious 

cases. ASC management will typically hold a private discussion with the employee concerning the specific problems 

and the specific corrective action required of the employee. 

 

The next progressive discipline step is a second reprimand or written notice. Repeated violations following a first 

notice or reprimand may result in an immediate second reprimand or more serious disciplinary action (including 

discharge), as warranted and in ASC’s discretion. A second reprimand also may be used as the first measure of 

discipline in response to a first offense or infraction, if deemed to be serious in nature. 

 

Involuntary discharge may result for any serious offense, including falsification of resume or job application, 

commission of a grave offense, failure to respond to progressive discipline, insubordination, or substantiated unlawful 

or discriminatory conduct. Employees who are discharged for cause (or resign in lieu of discharge) will not be 

considered eligible for rehire, absent approval by the President. 

 
X. GENERAL EMPLOYMENT POLICIES 
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A. WORKERS’ COMPENSATION. If injured on the job, it is the employee’s responsibility to 

immediately report any injury to his or her supervisor, staffing coordinator or ASC’s President 

Casey Lamb, regardless of how slight. Failure to report work-related accidents is a serious matter, 

and may preclude an employee’s coverage under Workers’ Compensation insurance. Refer to your 

American StaffCorp Safety Policy for more information. 

 

B. DRESS CODE. Employees are to maintain a professional image. Therefore, in addition to 

complying with client dress code policies, all employees are to maintain personal cleanliness. 

Remember, an employee's job assignment will dictate the proper attire. Therefore, all employees 

who are on assignment shall comply with ASC's client's dress code at all times. 

 

C. PERSONNEL RECORDS. Personnel records are the sole property of ASC and are treated as 

confidential information. Employee records are maintained centrally and access to records is strictly 

limited to avoid any unauthorized disclosures. Current employees may review the content of their 

personnel file by written request during normal operating hours and in the presence of a member of 

ASC’s management. Former employees are not allowed copies of such records, unless required to 

by law or proper legal proceedings. Employees have a responsibility to keep their personnel records 

up to date and should notify the ASC of any changes in at least the following: (a) name; (b) address; 

(c) telephone number; (d) marital status (for benefits and tax withholding purposes only); (e) number 

of dependents; (f) persons to be notified in case of emergency. In addition, employees who have a 

change in the number of dependents or marital status must complete a new Form W-4 for income 

tax withholding purposes within ten (10) days of the change, if it results in a decrease in the number 

of dependents. 

 

D. NON SMOKING WORK ENVIRONMENT. ASC seeks to maintain the preservation of health, 

the quality of the work environment and the quality of our business and client contacts. Therefore, 

ASC prohibits the use of tobacco or tobacco products inside any of its facilities. When on location 

or assigned to a job with a client, all smoking policies relating to ASC's clients shall be complied 

with by ASC employees. 

 

E. SOLICITATIONS. All forms of solicitation, selling or distribution of products or literature while 

on ASC business are prohibited unless authorized in writing by ASC Management. 

 

F. WEAPONS. Employees are forbidden to bring weapons, such as firearms or knives on ASC 

property or ASC’s client’s property. Violation of this policy, or the commission of violence of any 

type on ASC property, will be cause for immediate discharge. 

 

G. COMPLIANCE WITH CLIENT POLICIES AND PROCEDURES. When assigned to work 

for a client, all employees must also be familiar with and comply with all of that client’s employment 

and safety policies and procedures. 

 

XI. ALCOHOL/CONTROLLED SUBSTANCE 

 

ASC strives to provide a safe and productive environment for all employees. In so doing, every reasonable effort will 

be made to keep the work environment free from any unauthorized use of drugs or alcohol. Although ASC respects 

employee’s freedom to manage their life, it is a recognized fact that job performance, productivity and safety may be 

impaired or jeopardized by the use or misuse of drugs or alcohol. 

 

Therefore, ASC has developed a policy to explain ASC’s position on drugs and alcohol in the workplace, the 

circumstances under which ASC will conduct drug and/or alcohol testing, and to define the rights of applicants and 

employees. Employee will be provided with a copy of ASC’s “Drug and Alcohol Abuse Policy and Testing Program” 

(the “Policy”) at the time of application with ASC. Employees are expected to review the Policy and to sign an 

acknowledgment indicating their understanding of the Policy terms. 
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Additionally, an employee who reports to work in an impaired condition or under the influence of drugs and/or alcohol 

is subject to disciplinary action, up to and including termination. 

 

XII. ATTENDANCE 

 

A. GENERAL POLICY ON ATTENDANCE 

 

Employees are expected to report regularly for work and to be on time. Failure to report absences or lateness in a 

timely manner may result in disciplinary action against the employee, up to and including termination. Poor attendance 

and or tardiness are considered grave offenses as they reflect exceptionally poorly on ASC. Therefore, any pattern or 

practice of tardiness or absenteeism will result in employee’s termination for cause. 

 

Employees are to call ASC at least once a week to let it know that the Employee is available for work. IT IS 

EXTREMELY IMPORTANT THAT EMPLOYEES CALL IN AVAILABLE IF THEY WANT TO WORK. If an 

Employee does not call in, ASC will assume you are NOT available, which will result in Employee being placed on 

inactive status. 

 
When an Employee completes an assignment or leaves an assignment for any reason, the employee must also call in 

available. Failure to call in available indicates that the Employee is not available to work and will, therefore, be placed 

on inactive status. Our office number is available 24 hours/day at 918-362-WORK (9675). 

 

B. COMMITMENT TO WORK 

 

If an Employee accepts a job assignment from ASC, the Employee is committing him/herself to being 

dependable at the assigned job. As mentioned herein, Employee’s conduct, particularly with punctuality and 

attendance is very important to ASC and its relationship with its clients. In the event an Employee cannot make his/her 

assignment or any other job related appointment, the Employee MUST call ASC to let it know BEFORE the scheduled 

assignment/appointment. ASC’s phones are available 24 hours a day and therefore there is no excuse not to call. The 

Employee is to call in a minimum of two hours before the assignment, but preferably 24 hours in advance. Failure to 

call in advance of the assignment may result in the Employee’s employment being terminated for cause. 

 
C. MILITARY LEAVE 

 

A military leave of absence will be granted to employees who are absent from work because of service in the U.S. 

uniformed services in accordance with the Uniformed Services Employment and Reemployment Rights Act 

(USERRA). Advance notice of military service is required, unless military necessity prevents such notice or it is 

otherwise impossible or unreasonable. 

 

The leave will be unpaid. However, employees may use any available paid days off for the absence. 

 

Continuation of health insurance benefits is available as required by USERRA based on the length of the leave and 

subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible. 

 

Benefit accruals, if any, will stop accruing during a military leave of absence as these benefits are based on hours of 

work performed, and will resume upon the employee's return to full time work. 

 
Employees on military leave for up to thirty (30) days are required to return to work for the first regularly scheduled 

shift after the end of service, allowing reasonable travel time. Employees on longer military leave must apply for 

reinstatement in accordance with USERRA and all applicable state laws. 

 
Employees returning from military leave will be placed in the position they would have attained had they remained 

continuously employed or a comparable one depending on the length of military service in accordance with USERRA. 

They will be treated as though they were continuously employed for purposes of determining benefits based on length 

of service, including eligibility for family medical leave. For more information concerning family medical leave, see 

the policy entitled Family Leave. 
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Contact ASC's management and or President for more information or questions about military leave. 

 

XIII. PAYROLL 

 

A. TIMESHEETS. Employees are responsible for turning in their timesheet each week. Timesheets 

must be turned in to ASC office no later than 12:00 noon on Monday following the prior workweek. 

If not turned in timely, an employee’s paycheck may be delayed. 

 
B. PAYCHECKS. Paychecks will be electronically deposited into an employees’ account (Electronic 

Funds Transfer – EFT). Employees have the choice of signing up for Direct Deposit to a checking, 

savings, or other depository account of their choosing. VISA Money Network Paycards are 

available through ASC. Pay stubs will either be mailed or in some cases, delivered to your place of 

employment. 

 

Payday is every Thursday. Funds will generally be in your account Thursday morning. ASC must 

be given a reasonable amount of time to research a failure in an Electronic Funds Transfer (EFT). 

Most error’s can be corrected within 24 hours of notification to ASC though it may take longer if 

funds have to be returned from the financial institution to which they were sent. In the event a 

paycheck cannot be sent electronically, a paper check may be issued. 

 

It is the responsibility of the employee to notify ASC in writing of any changes to the deposit 

account, termination/closing of an account and change of mailing address. ASC must be given a 

reasonable amount of time in which to make any changes. 

 
C. PAYROLL DEDUCTIONS. The law requires that applicable federal and state taxes, as well as 

social security benefits, be deducted from employee paychecks each pay period. Other deductions 

may occur based on benefit plans and employee selections. 

 

D. ASSIGNMENTS AND GARNISHMENTS. ASC is required to honor legal garnishments and 

other orders by the court and/or State and Federal agencies. During this period, ASC is required to 

deduct a percentage from the earnings of the employee. 

 
XIV. EMPLOYEE BENEFITS 

 

1.1  ASC provides eligible employees with certain benefits. ASC employees acknowledge that they are 

not entitled to holiday, vacations, disability benefits, insurance, pensions, retirement plans, or any other benefits 
offered by ASC Customers. 

 
A. REFERAL BONUS. A $100 referral bonus may be available when an employee refers a friend or 

acquaintance to ASC. In order to qualify, the person that is referred must put your name on their 

application and work eighty (80) hours for ASC. Upon completion of eighty (80) hours worked, the 

employee must notify ASC in order to receive the referral bonus. 

 

B. VACATION PAY. As an employee of ASC you are entitled to 40 hours vacation pay once 

completing 1600 hours within a one year period. It is employee's responsibility to request vacation 

pay. 

 

C. HOLIDAY PAY. As an employee of ASC you are entitled to Holiday Pay. ASC recognizes the 

following Holidays: New Years Day, Memorial Day, Independence Day, Labor Day, Thanksgiving 

Day, and Christmas Day. To receive Holiday Pay you must have completed 750 hours work within 

a 1 year period of the holiday. In addition, you must work the day before and the day after the 

holiday. It is the employee's responsibility to request holiday pay. 

 

D. MEDICAL INSURANCE. ASC offers medical insurance benefits to eligible employees. All 

eligible ASC’s employees will automatically be included in the medical health benefits plan and the 
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employee portion of the cost deducted from their pretax wages if they do not decline coverage within 

60 days of their date of employment. This is referred to as an Opt Out Plan. Therefore, since ASC’s 

Plan is an Opt Out Plan, all eligible employees will automatically be enrolled in ASC’s MEC unless 

they (a) complete and return the Decline/Waiver Form; or (b) they fail to turn in their Enrollment 

Form identifying one of the other four Plans offered by ASC. 

 

Failure by any employee to make payments may result in cancellation of coverage or, if ASC is 

required to pay the employee’s share of the payments, ASC will recover the cost of these payments 

from the employee. All employees remain financially responsible for the medical insurance 

premiums paid on their behalf by ASC. 

 

I hereby authorize and direct my employer to reduce my salary in the amount necessary to pay for    

the any allowed pre-tax coverage. Such reductions, considered as elective contributions under the 

plan shall commence on the first payroll cycle that my coverages go into effect. I further authorize 

future adjustment in the amount of salary reduction in the event that the cost of coverage in any 

program chosen under the heading “Premium Conversion” is changed during the plan year.  

I understand that the purpose of this program is to allow employees to select their qualified benefits 

within the guidelines of the Internal Revenue Code. Coverages allowed by this code are medical, 

dental, vision, cancer, hospital, critical care, and accident.  

The selection will remain in effect until a subsequent election form is filed, in accordance with the 

plan.  

 

I understand that the selection of a benefit and the indication that a premium is to be paid does not 

necessarily include me in the insurance portions of this plan. In most instances an application for 

insurance must also be completed.  

This election form will remain in effect and cannot be revoked or changed unless the revocation and 

new election are on account of and consistent with a change in family status (e.g., marriage, divorce, 

death of spouse or child, birth or adoption of a child, termination of employment of spouse, etc. as 

listed in the Employers Plan Document).  

  
I understand that the insurance claim payments under certain coverages may be subject to federal 

and state taxes when the premium is paid by salary reduction or employer contributions. 

 

Actual coverage is determined by the express terms of the Plan documents. ASC encourages all 

employees and their family to review the Plan documents, including the Enrollment Guide, Rate 

Page and Summary of Benefits and Description carefully, all of which are available at 

www.americanstaffcorp.com and both the Tulsa and OKC office at the addresses identified below. 

 
If there are any conflicts between the ASC Employee Handbook or summaries provided and the 

Plan documents, the Plan documents will control. ASC reserves the right to amend, interpret, 

modify or terminate any of its employee benefits programs without prior notice to the extent allowed 

by law. 

 

As stated, details on the specific Plan offered through ASC, as well as copies of the Plan including 

a full list of the benefits and the Enrollment Form, can be obtained at the following locations: 

 

On the web:   www.americanstaffcorp.com. 

 

Tulsa Office:   6301 S. Mingo Rd, Tulsa, OK 74133 

 

OKC Office:   111 Harrison Ave, Ste 106, OKC, OKC 73104 

 

E. EMPLOYEE ASSISTANCE PROGRAM (EAP). American StaffCorp offers a no cost, 

confidential referral to a counseling program for personal issues. Please refer to your Employee 

Benefits brochure at the ASC office. 

 

XV. USE OF ELECTRONIC SYSTEMS AND COMMUNICATION TOOLS 

http://www.americanstaffcorp.com/
http://www.americanstaffcorp.com/
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ASC internal and/or public communication systems and tools, including but not limited to telephone, fax, E-mail and 

Internet, have been developed expressly for the purpose of conducting ASC’s legitimate business interests. All 

documents, messages and correspondence created using ASC resources, whether electronic or paper-based, personal 

or business related, are ASC’s property. Creators of the material have no assurance of privacy. ASC employees on 

assignment with clients must also comply with that client’s Electronic Systems and Communication Tools policies 

and procedures. 

 

XVI. FAMILY AND MEDICAL LEAVE OF ABSENCE (“FMLA”) 

 
ASC will follow all state and federal rules and regulations governing FMLA and applicable leave mandated by a State 

or locality. The Family and Medical Leave Act of 1993, as amended in 2008, allows “eligible” employees of a covered 

ASC to take job-protected, unpaid leave, or substitute appropriate paid leave if the employee has earned or accrued it, 

for up to a total of twelve (12) workweeks, or as otherwise provided below, in a defined twelve (12) month period 

because of the birth of a child and to care for the newborn child, because of the placement of a child with the employee 

for adoption or foster care, because the employee is needed to care for a family member with a serious health condition, 

or because the employee’s own health condition makes the employee unable to perform the functions of his or her job. 

In certain cases, this leave may be taken on an intermittent basis rather than all at once, or the employee may work a 

part-time schedule. 
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A. EMPLOYEE ELIGIBILITY 

 

To be eligible for FMLA benefits, an employee must meet the following requirements: 

 

1. He or she must have worked for ASC for at least twelve (12) months*; 

2. He or she must have worked at least 1,250 hours over the previous twelve (12) months; 

and 

3. He or she must have worked at an ASC location where at least 50 employees are employed 

by ASC within 75 miles. 

 

* The twelve (12) months does not have to be consecutive or continuous employment, but the employment must have 

been within the last seven (7) years, or as otherwise subject to USERRA. 

 

B. DEFINITIONS 

 

1. “Active Duty” or “Call to Active Duty” Status – For purposes of exigency leave, the 

term means duty under a Federal call or order to active duty (not a State call to active duty 

unless by order of the President of the United States) in support of a contingency operation 

pursuant to specific enumerated provisions of Section 688 of Title 10 of the United States 

Code. Such active duty or call/order to active duty is only made to members of the National 

Guard or Reserve components or a retired member of the Regular Armed Forces or 

Reserve. Therefore, an employee may not take exigency leave if the service member is a 

member of the Regular Armed Forces. 

2. “Child” - means a biological, adopted, or foster child (requires State certification), a step 

child, a legal ward, or a child of a person standing in loco parentis (i.e. in the place of a 

parent) who is under eighteen (18) years of age, or if the child is incapable of self-care 

because of a mental or physical disability and is over eighteen (18) years of age. 

3. “Covered Service Member” - For purposes of military caregiver leave, a covered service 

member is a current member of the Regular Armed Forces, National Guard, or Reserve, 

including those on the temporary disability retired list (TDRL), but not including former 

members or members on the permanent disability retired list. The service member must be 

receiving medical treatment or oversight by a Department of Defense or Veterans Affairs 

health care provider or by a Department of Defense TRICARE network or non- network 

authorized private health care provider. 

4. “Qualified Exigency” may include (1) short-notice deployment; (2) military events and 

related activities; (3) childcare and school activities; (4) financial and legal arrangements; 
(5) counseling; (6) rest and recuperation; and (7) post-deployment activities. 

5. “Serious Health Condition” means an illness, injury, impairment, physical or mental 

condition involving either: 

a. Inpatient care at a hospital, hospice, or residential medical care facility, or 

subsequent treatment in connection with such inpatient care; or 

b. Continuing outpatient treatment by a health care provider (i.e. a doctor of medicine 

or osteopathy, or other person determined by the Secretary of Labor to be capable 

of providing health care services) which includes: 

(i) A period of incapacity lasting more than three (3) consecutive, full 

calendar days and any subsequent treatment or period of incapacity 

relating to the same condition, that also includes: (a) Treatment two (2) 

or more times, by or under the supervision of a health care provider, or 

(b) one (1) treatment by a health care provider with a continuing regimen 

or treatment; or 

(ii) Any period of incapacity related to pregnancy or for prenatal care; or 

(iii) Any period of incapacity or treatment for a chronic serious health 

condition which continues over an extended period of time, requires 

periodic visits to a health care provider, and may involve occasional 

episodes of incapacity; or 
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(iv) A period of incapacity that is permanent or long term due to a condition 

which treatment may not be effective; or 

(v) Any absences to receive multiple treatments for restorative surgery or for 

a condition that would likely result in a period of incapacity of more than 

three (3) days if not treated. 

6. “Spouse” - means a husband or wife as defined or recognized by state law for purposes of 

marriage, including common law marriage. 

 

C. LEAVE ENTITLEMENT 

 

Leave is available under the FMLA for one or more of the following reasons: 

 

1. Serious health condition that makes the employee unable to perform the functions of the 

employee’s position; 

2. To care for an immediate family member (spouse, child, or parent) with a serious health 

condition; 

3. For the birth or adoption of a child, or the placement of a child for adoption or foster care 

during the first twelve (12) months; or 

4. For qualifying exigencies arising out of the fact that the eligible employee’s spouse, child 

or parent is on active duty or has been notified of an impending call or order to active duty 

in the National Guard or Reserves in support of a contingency operation. 

 

D. ROLLING 12 MONTH BASIS 

 

Leave is available under the FMLA until an employee has taken a total of twelve (12) weeks of leave within a twelve 

(12) month period, except as otherwise provided below for service members. In determining the amount of leave 

available to an employee, ASC will calculate leave eligibility on a rolling twelve (12) month basis. 

 

E. WHEN BOTH SPOUSES ARE EMPLOYEES 

 

If you and your spouse are both employed by ASC, then you are jointly entitled to a combined total of twelve (12) 

workweeks of family leave for the birth or placement of a child for adoption or foster care, and to care for a child or 

parent (but not a parent-“in-law”) who has a serious health condition. 

 

F. FMLA LEAVE IS UNPAID 

 

However, ASC requires employees to substitute any accrued paid leave (such as vacation, personal, or sick days) for 

unpaid FMLA leave until the paid leave is exhausted. Once an employee has used all paid leave, the balance of the 

twelve (12) week leave period is unpaid. The twelve (12) week maximum period of leave may not be extended by 

adding vacation, personal, or sick days to the twelve (12) week period of FMLA leave. 

 
G. SERVICE MEMBERS PERIOD OF LEAVE 

 

An eligible employee may take up to 26 weeks of leave during a “single 12-month period” to care for a spouse, son, 

daughter, parent, or next of kin who is a covered service member with a serious injury or illness, as defined herein. A 

covered “service member” is 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. A serious injury or illness is that which 

was incurred by the service member in the line of duty on active duty that may render the service member medically 

unfit to perform the duties of his or her office, grade, rank, or rating. The “single 12-month period for leave to care for 

a covered service member with a serious injury or illness begins on the first day the employee takes leave for this 

reason and ends twelve (12) months later, regardless of the other provisions defining twelve (12) month period in this 

policy. An eligible employee is limited to a combined total of twenty (26) workweeks of leave for any FMLA- 

qualifying reason during the “single 12-month period.” 
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H. INTERMITTENT LEAVE 

 

Under certain circumstances, employees may take their FMLA leave intermittently, which means taking leave in 

blocks of time, or by reducing their normal weekly or daily work schedule. FMLA leave may be taken intermittently 

whenever it is medically necessary to care for a seriously ill family member, or because the employee is seriously ill 

and unable to work. If your leave is for the birth or placement of a child for adoption or foster care, use of intermittent 

leave is subject to ASC’s approval. While on intermittent leave, you may be required to transfer temporarily to a 

position that better accommodates your leave status. Under such circumstances, you will retain equivalent pay and 

benefits. If intermittent leave is taken, the employee and ASC must agree in writing of the designation of the 

intermittent leave as FMLA leave. 

 

I. PROTECTION OF YOUR JOB 

 

Upon return from FMLA leave, an employee will be restored to his or her original position, or to an equivalent position 

with equivalent pay (i.e., hourly wage), benefits, and other employment terms and conditions. An employee’s use of 

FMLA leave will not result in the loss of any employment benefit that the employee earned or was entitled to before 

using FMLA leave. However, seniority and other benefits, such as vacation, personal days, and sick leave days do 

not accrue during an FMLA leave period. Under limited circumstances, ASC may be entitled to replace rather than 

reinstate certain highly paid “key” employees who use leave under this policy. For more information on “key” 

employee status, please see Human Resources. 

 

J. NOTICE, PLANNING, AND CERTIFICATION 

 

Employees requesting FMLA leave should provide thirty (30) days advance notice of leave, or as much advance notice 

as is possible, that indicates the reasons for the leave, the time the leave will begin, and the expected duration of the 

leave. When thirty (30) days advanced notice is not possible, e.g. premature birth or sudden, serious illness, the 

employee must give notice as soon as practicable, ordinarily within one (1) or two (2) business days after the employee 

learns of the need for the leave. All requests should include the anticipated beginning and end dates for the leave 

being requested. 

 

When an employee requests FMLA leave, or when ASC acquires knowledge that an employee’s leave may be for an 

FMLA-qualifying reason, ASC must notify the employee of the employee’s eligibility to take FMLA leave within 

five (5) business days. Similarly, ASC will notify the employee whether the leave will be designated and will be 

counted as FMLA leave within five (5) business days, except under extenuating circumstances. 

 

K. CERTIFICATION AND EMPLOYEE STATEMENT 

 

When FMLA is requested for a serious health condition, the employee must provide a Medical Certification Form 

completed by the healthcare provider containing the following information: 

 

1. The date on which the serious health condition commenced. 

2. The probable duration of the health condition and the approximate date of the employee's 

return. 

3. The appropriate medical facts within the knowledge of the healthcare provider regarding 

the condition. 

4. When Family and Medical Leave is requested for a serious health condition of a family 

member of the employee, the Medical Certification must include a statement that the 

employee is needed to care for the family member and the estimated time that the employee 

would be unable to work. The ASC may request a second opinion, at the ASC’s expense, 

from a physician designated by the ASC but not employed by the ASC. 

 

L. CERTIFICATION FOR MILITARY-RELATED FMLA LEAVE 

 

When FMLA is requested for Military reasons, the employee must provide: 
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1. A copy of the covered military member’s active duty orders the first time the employee 

requests exigency leave. 

2. The ASC may require that a qualifying exigency be supported by a certification from the 

employee providing: 

a. a description, signed by the employee, describing facts supporting leave request 

and including any available documentation such as a copy of meeting 

announcement, appointment, or a copy of a bill for service; 
b. the approximate date qualifying exigency commenced or will commence; 

c. if request for a single period of time, the beginning and end dates for the absence; 

d. if request for intermittent or reduced schedule basis, an estimate of the frequency 

and duration of exigency; and/or 

e. if exigency involves meeting with a third party or entity, contact information of the 

third party or entity and a brief description of the purpose of the meeting. 

3. When FMLA is requested to care for a covered service member, a Medical Certification 

from an authorized Health Care Provider of the covered service member is required. 

 

Failure to provide the required certification/documentation within fifteen (15) days of being asked to do so 

FOR ANY LEAVE may result in the denial of FMLA. 

 

M. MEDICAL RECERTIFICATION 

 

During FMLA Leave, the employee must provide subsequent medical recertification, completed by a healthcare 

provider, of a serious health condition of the employee, or that of a family member, upon: 

 

1. Expiration of period of incapacity specified on certification; 

2. The employee requests a leave extension; 

3. Circumstances described by the original certification have changed significantly; 

4. ASC receives information that casts doubt on the continuing validity of the certification; 

or 

5. The employee is unable to return to work after leave because of the continuation, 

recurrence or onset of a serious health condition. 

 

Failure to provide the required medical certification may also result in delay or denial of the requested leave 

until the requested certification is provided, denial of coverage of the employee’s time off under the FMLA, 

loss of health insurance rights, and possible disciplinary action. 

 
N. RETURN TO WORK CERTIFICATION 

 

Upon completion of any period of non-intermittent FMLA leave, and before returning to work, an employee will be 

required to submit a medical certification of his or her fitness to return to work with regard to the health condition for 

which the leave was taken, as appropriate in light of the employee’s job duties. Failure to provide the requested 

certification may result in delay of the employee’s return to work until the certification is provided, or possible 

disciplinary action. 

 
O. EMPLOYMENT DURING A LEAVE 

 

1. Employment elsewhere during a leave of absence will terminate the leave and be 

considered an implied resignation and employee’s employment will be terminated. All 

leaves will end on the earliest of the following dates: 

 
a. The date the leave was approved to expire; 
b. The reason(s) the leave was approved no longer exist(s); 

c. The date the employee states he/she does not intend to return to active 

employment at ASC immediately following the leave; or 

d. The date the employee begins active employment elsewhere. 
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2. Employees, who have not returned to active employment by the date their leave expires, 

will be considered to have voluntarily resigned due to the expiration of their leave. 

 

P. RETURNING TO ACTIVE EMPLOYMENT FOLLOWING A LEAVE 

 

Employees returning from leave should notify their supervisor of their availability to return to work two (2) weeks 

prior to the expiration of their leave, or as soon as practical so that work schedules can be reestablished. Employees 

returning from leave should contact Human Resources to make arrangements for any unpaid medical/dental insurance 

premiums. 

 
It is the employee’s responsibility to notify Human Resources when/if the reason for their leave no longer exists and 

they are available to return to work. (Example: The employee is released to return to work by their physician prior 

to the date the leave was anticipated to end.) 

 

For an eligible employee who takes an approved leave as defined in this policy, the following provisions apply: 

 

1. The use of FMLA shall not be considered negatively or held against the employee in 

reference to performance evaluations, promotional consideration, or any other employment 

factors. Supervisors shall not interfere with, restrain, or deny employees their rights under 

this policy. Nor shall a supervisor discharge or discriminate against an employee based on 

the employee’s exercise of rights under this policy or charge relating to this policy and the 

Family Medical Leave Act. 

2. If an employee takes FMLA due to their own serious health condition, they must have a 

written return to work statement from their treating physician to present upon return. 

 

Q. COORDINATION OF FMLA LEAVE AND WORKERS' COMPENSATION LEAVE 

 

If an employee on FMLA leave receives workers' compensation benefits, he or she may not substitute any paid leave 

while receiving workers' compensation benefits, nor may any paid leave be used to supplement workers' compensation 

benefits. However, FMLA leave will run concurrently with workers' compensation leave. 

 

 
 

XVII. TERMINATION OF EMPLOYMENT 

 

A. RESIGNATIONS. 

 

When an employee voluntarily resigns, the employee is asked to submit a signed letter of resignation. However, verbal 

resignations will be accepted. If written, the employee is encouraged to include the reason for leaving. Employees 

that do not give notice of resignation to ASC will be considered to have abandoned their job and will be terminated 

for cause. 

 
Employee or ASC may end the employee’s employment immediately upon notice of resignation. The employee will 

only be paid for time worked. 

 

XVIII. SAFETY POLICY 

 

It is ASC’s policy that every employee and all property is entitled to maximum protection from controllable hazards. 

ASC is totally committed to safety and loss control and it is our intention that each employee shall work under the 

safest conditions possible. In partnership with our customers, we will strive to maintain a safe workplace that is free 

from recognized hazards. 

 

ASC and its clients are responsible for compliance with all safety regulations implemented by federal, state and local 

agencies. The information contained in this safety policy sets forth safety rules and regulations that are to be followed 

by all company employees. While this policy will help you recognize and avoid obvious hazards, it cannot cover all 
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situations. When in doubt, you should consult with your supervisor for guidance. Employee is to contact Casey 

Lamb, President, of any safety violations, concerns or issues at ASC’s client’s job site. 

 

Each employee shall be responsible for their performance and adherence to all safety rules. Failure to comply may 

result in disciplinary action up to and including discharge. 

 

Refer to your American StaffCorp Safety Policy for additional information. 

 

XIX. WORKPLACE VIOLENCE POLICY 

 

American StaffCorp (“ASC”) Prohibits and Will Not Tolerate Workplace Violence 

ASC prohibits and will not tolerate any form of workplace violence by an employee, supervisor, or third party, 

including vendors/customers/clients and visitors both at workplaces where employees are assigned to work and at 

employer/vendor/customer/client-sponsored events. 

Prohibited Conduct 

For purposes of this policy, workplace violence includes: 

• Making threatening remarks (written or verbal). 

• Aggressive or hostile acts such as shouting, using profanity, throwing objects at another person, fighting, or 

intentionally damaging a coworker's property. 

• Bullying, intimidating, or harassing another person (for example, making obscene phone calls or using 

threatening body language or gestures, such as standing close to someone or shaking your fist at them). 

• Behavior that causes another person emotional distress or creates a reasonable fear of injury, such as 

stalking. 

• Assault. 

This list is illustrative only and not exhaustive. No form of workplace violence will be tolerated. 

ASC Prohibits Weapons at the Workplace 

ASC prohibits all employees from possessing any weapons of any kind at the workplace. For purposes of this 

policy, the workplace is defined to include office buildings and areas where vehicles are not allowed to be parked. 

Weapons include: 

• Guns. 

• Knives. 

• Mace. 

• Explosives. 

• Any item with the potential to inflict harm that has no common purpose. 

This list is illustrative only, and not exhaustive. ASC prohibits employees from possessing any weapon at the 

workplace. 

Complaint Procedure 

If you witness or are subjected to any conduct you believe violates this policy, you must speak to, write, or 

otherwise contact your direct supervisor or, if the conduct involves your direct supervisor, the next level above your 

direct supervisor as soon as possible. 

Your complaint should be as detailed as possible, including the names of all individuals involved and any witnesses. 

ASC will directly and thoroughly investigate all complaints of workplace violence and will take prompt corrective 

action, including discipline, if appropriate. ASC reserves the right to contact law enforcement, if appropriate. [To the 
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extent permitted by law, ASC reserves the right to seek a restraining order to prevent workplace violence against an 

employee.] 

If you become aware of an imminent violent act or threat of an imminent violent act, immediately contact 

appropriate law enforcement and then contact a supervisor at your workplace and ASC’s President, Casey Lamb, or 

its Controller, Lisa Rossman, at 918-362-WORK (9675). 

No Retaliation 

ASC prohibits any form of discipline, reprisal, intimidation, or retaliation for reporting incidents of workplace 

violence of any kind, pursuing a workplace violence complaint, or cooperating in related investigations. 

ASC is committed to enforcing this policy against all forms of workplace violence. However, the effectiveness of 

our efforts depends largely on employees telling us about all incidents of workplace violence, including threats. 

Employees who witness any workplace violence should report it immediately. In addition, if an employee feels that 

they or someone else may have been subjected to conduct that violates this policy, the employee should report it 

immediately. If employees do not report workplace violence incidents, ASC may not become aware of a possible 

violation of this policy and may not be able to take appropriate corrective action. 

 
XX. ERISA CONSENT FORM FOR ELECTRONIC DISTRIBUTION OF MATERIALS 

 

Under the Employee Retirement Income Security Act of 1974 (ERISA) and related regulations, employee consent 

must be given in order to receive electronic copies of employee benefits materials in certain situations. 

The purpose of this notice is to inform you that American Staff Corp is offering you the opportunity to receive 

electronically all notices about your employee benefits. Such notices will include (but not be limited to) newsletters, 

enrollment announcements, Summary Plan Descriptions (SPDs), Summaries of Material Modifications (SMMs), 

Summary Annual Reports (SARs), COBRA notices, Summaries of Benefits and Coverage (SBC), Health Insurance 

Marketplace Notices and HIPAA certificates of creditable coverage. 

All notices are accessible at www.mybiac.com/americanstaffcorp 
 

Each benefit plan in which you enroll has a Summary Plan Description (SPD) that describes the key provisions of the 

plan. Plan amendments describe any material changes made to the benefit plan since its SPD was originally drafted. 

A plan’s SPD and plan amendments are very important documents. In order for us to provide you with this opportunity, 

you must consent to receive all Employee Benefit notices electronically by signing the form below. Prior to consenting, you 

should understand that: 

 

• When a new benefit notice, announcement, newsletter, SPD or other document is posted to the Internet, you 

will receive a notification at the email address you provide to inform you of the availability of the document. 

 

• You have the right to withdraw your consent to electronic distribution at any time at no charge to you. To 

withdraw consent, you must notify American StaffCorp, Benefits Administrator, 6301 S. Mingo Rd., Tulsa, 

OK 74133 or heidi@americanstaffcorp.com in writing or by email. 

 

• If you consent to electronic distribution, you may still request a paper version of any document free of charge. 

 

• All benefit notices, including SPDs and plan amendments, will be available on the Internet as 

www.mybiac.com/americanstaffcorp. If you do not have access to the Internet, or if you do not have the 

programs necessary to view this type of file, you should not consent. 

 

• To withdraw your consent or update your email address, please contact American StaffCorp, Benefits 

Administrator, 6301 S. Mingo Rd., Tulsa, OK 74133 or heidi@americanstaffcorp.com. 
 

I consent to the electronic disclosure of all Employee Benefit notices, including Summary Plan Descriptions and plan 

amendments. 

I acknowledge that I have read the “Notice of Electronic Disclosure” and understand that I am entitled to withdraw 

my consent at any time at no cost to myself. I understand that I have the right to receive paper copies of all Employee 

http://www.mybiac.com/americanstaffcorp
mailto:heidi@americanstaffcorp.com
http://www.mybiac.com/americanstaffcorp
mailto:heidi@americanstaffcorp.com
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Benefit notices, including Summary Plan Descriptions and plan amendments, upon request at no additional charge. I 

also confirm that I have the ability and the necessary equipment and software to access the Employee Benefits 

websites, view the documents and print copies. 

 
 

XXI. CONFIDENTIALITY AGREEMENT 
 

This Confidentiality Agreement ("Agreement") is entered into by and between American StaffCorp, Inc. (the 

"Employer") on behalf of itself, its subsidiaries, and other corporate affiliates (collectively referred to herein as the 

"Employer Group"), and [EMPLOYEE NAME] (the "Employee") (the Employer and the Employee are 

collectively referred to herein as the "Parties") as of [DATE] (the "Effective Date"). 

In consideration of the Employee's employment by the Employer, which the Employee acknowledges to be good 

and valuable consideration for [his/her/their] obligations hereunder, the Employer and the Employee hereby agree as 

follows: 

 
1. Confidentiality and Security. 

 

(a) Confidential Information. The Employee understands and acknowledges that during the 

course of employment by the Employer, [he/she/they] will have access to and learn about confidential, 

secret, and proprietary documents, materials, data, and other information, in tangible and intangible form, 

of and relating to the Employer Group and its businesses and existing and prospective customers 

(“Customers”), suppliers, investors, and other associated third parties ("Confidential Information"). The 

Employee further understands and acknowledges that this Confidential Information and the Employer's and 

Customers’ abilities to reserve it for the exclusive knowledge and use of the Employer Group or Customers 

is of great competitive importance and commercial value to the Employer Group and Customers, and that 

improper use or disclosure of the Confidential Information by the Employee will cause irreparable harm to 

the Employer Group or Customers, for which remedies at law will not be adequate and may also cause the 

Employer or Customers to incur financial costs, loss of business advantage, liability under confidentiality 

agreements with third parties, civil damages, and criminal penalties. 

 

For purposes of this Agreement, Confidential Information includes, but is not limited to, 

all information not generally known to the public, in spoken, printed, electronic, or any other form or 

medium, relating directly or indirectly to: business processes, practices, methods, policies, plans, 

publications, documents, research, operations, services, strategies, techniques, agreements, contracts, terms 

of agreements, transactions, potential transactions, negotiations, pending negotiations, know-how, trade 

secrets, computer programs, computer software, applications, operating systems, software design, web 

design, work-in-process, databases, device configurations, embedded data, compilations, metadata, 

technologies, manuals, records, articles, systems, material, sources of material, supplier information, 

vendor information, financial information, results, accounting information, accounting records, legal 

information, marketing information, advertising information, pricing information, credit information, 

design information, payroll information, staffing information, personnel information, employee lists, 

supplier lists, vendor lists, developments, reports, internal controls, security procedures, graphics, drawings, 

sketches, market studies, sales information, revenue, costs, formulae, notes, communications, algorithms, 

product plans, designs, styles, models, ideas, audiovisual programs, inventions, unpublished patent 

applications, original works of authorship, discoveries, experimental processes, experimental results, 

specifications, customer information, customer lists, client information, client lists, manufacturing 

information, factory lists, distributor lists, and buyer lists of the Employer Group or its businesses or any 

Customers, supplier, investor, or other associated third party, or of any other person or entity that has 

entrusted information to the Employer in confidence. 

 
The Employee understands that the above list is not exhaustive, and that Confidential 

Information also includes other information that is marked or otherwise identified as confidential or 

proprietary, or that would otherwise appear to a reasonable person to be confidential or proprietary in the 

context and circumstances in which the information is known or used. 
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The Employee understands and agrees that Confidential Information developed by 

[him/her/them] in the course of [his/her/their] employment by the Employer shall be subject to the terms 

and conditions of this Agreement as if the Employer or a Customer furnished the same Confidential 

Information to the Employee in the first instance. Confidential Information shall not include information 

that is generally available to and known by the public, provided that such disclosure to the public is through 

no direct or indirect fault of the Employee or person(s) acting on the Employee's behalf. 

 

(b) Disclosure and Use Restrictions. The Employee agrees and covenants: 

 

(i) Employee covenants: 

 

(A) to treat all Confidential Information as strictly confidential; 

 

(B) not to directly or indirectly disclose, publish, communicate, or make 

available Confidential Information, or allow it to be disclosed, published, communicated, 

or made available, in whole or part, to any entity or person whatsoever (including other 

employees of the Employer Group) not having a need to know and authority to know and 

to use the Confidential Information in connection with the business of the Employer 

Group and, in any event, not to anyone outside of the direct employ of the Employer 

Group or a Customer except as required in the performance of any of the Employee's 

authorized employment duties to the Employer or service to a Customer and only after 

execution of a confidentiality agreement by the third party with whom Confidential 

Information will be shared or with the prior consent of an authorized officer acting on 

behalf of the Employer Group in each instance (and then, such disclosure shall be made 

only within the limits and to the extent of such duties or consent); and 

 

(C) not to access or use any Confidential Information, and not to copy any 

documents, records, files, media, or other resources containing any Confidential 

Information, or remove any such documents, records, files, media, or other resources 

from the premises or control of the Employer Group or Customers, except as required in 

the performance of any of the Employee's authorized employment duties to the Employer 

or service to a Customer or with the prior consent of an authorized officer acting on 

behalf of the Employer Group in each instance (and then, such disclosure shall be made 

only within the limits and to the extent of such duties or consent). The Employee 

understands and acknowledges that the Employee's obligations under this Agreement 

regarding any particular Confidential Information begin immediately and shall continue 

during and after the Employee's employment by the Employer until the Confidential 

Information has become public knowledge other than as a result of the Employee's breach 

of this Agreement or a breach by those acting in concert with the Employee or on the 

Employee's behalf. 

 
(ii) Permitted disclosures. Nothing in this Agreement shall be construed to prevent 

disclosure of Confidential Information as may be required by applicable law or regulation, or 

pursuant to the valid order of a court of competent jurisdiction or an authorized government 

agency, provided that the disclosure does not exceed the extent of disclosure required by such law, 

regulation, or order. The Employee shall promptly provide written notice of any such order to an 

authorized officer of the Employer Group. 

 
(iii) Nothing in this Agreement prohibits or restricts the Employee (or Employee's 

attorney) from initiating communications directly with, responding to an inquiry from, or 

providing testimony before the Securities and Exchange Commission (SEC), the Financial 

Industry Regulatory Authority (FINRA), any other self-regulatory organization, or any other 

federal or state regulatory authority [regarding a possible securities law violation. 

 

(iv) Nothing in this Agreement in any way prohibits or is intended to restrict or 

impede the Employee from discussing the terms and conditions of [his/her/their] employment with 
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coworkers or union representatives/exercising protected rights under Section 7 of the National 

Labor Relations Act/exercising protected rights to the extent that such rights cannot be waived by 

agreement. 

 

(v) Notice of Immunity Under the Economic Espionage Act of 1996, as amended by 

the Defend Trade Secrets Act of 2016. Notwithstanding any other provision of this Agreement: 

 
(A) This Employee will not be held criminally or civilly liable under any 

federal or state trade secret law for any disclosure of a trade secret that is made: (1) in 

confidence to a federal, state, or local government official, either directly or indirectly, or 

to an attorney and solely for the purpose of reporting or investigating a suspected 

violation of law; or (2) in a complaint or other document that is filed under seal in a 

lawsuit or other proceeding. 

 

(B) If the Employee files a lawsuit for retaliation by the Employer for 

reporting a suspected violation of law, the Employee may disclose the Employer's trade 

secrets to the Employee's attorney and use the trade secret information in the court 

proceeding if the Employee (1) files any document containing the trade secret under seal; 

and (2) does not disclose the trade secret, except pursuant to court order. 

 

(c) Duration of Confidentiality Obligations. The Employee understands and acknowledges 

that [his/her/their] obligations under this Agreement with regard to any particular Confidential Information 

shall commence immediately upon the Employee first having access to such Confidential Information 

(whether before or after [he/she/they] begins employment by the Employer) and shall continue during and 

after [his/her/their] employment by the Employer until such time as such Confidential Information has 

become public knowledge other than as a result of the Employee's breach of this Agreement or breach by 

those acting in concert with the Employee or on the Employee's behalf. 

 

2. Nothing in this Agreement shall be construed to in any way terminate, supersede, 

undermine, or otherwise modify the at-will status of the employment relationship between the Employer and 

the Employee, pursuant to which either the Employer or the Employee may terminate the employment 

relationship at any time, with or without cause, with or without notice.] 
 

3. Remedies. The Employee acknowledges that the Confidential Information and the Employer's 

ability to reserve it for the exclusive knowledge and use of the Employer Group or Customers is of great competitive 

importance and commercial value to the Employer or Customers, and that improper use or disclosure of the 

Confidential Information by the Employee will cause irreparable harm to the Employer Group or Customers, for 

which remedies at law will not be adequate. In the event of a breach or threatened breach by the Employee of any of 

the provisions of this Agreement, the Employee hereby consents and agrees that the Employer and Customers shall 

be entitled to seek, in addition to other available remedies, a temporary or permanent injunction or other equitable 

relief against such breach or threatened breach from any court of competent jurisdiction, without the necessity of 

showing any actual damages or that monetary damages would not afford an adequate remedy, and without the 

necessity of posting any bond or other security. The aforementioned equitable relief shall be in addition to, not in 

lieu of, legal remedies, monetary damages, or other available forms of relief. The Employee further acknowledges 

that each member of the Employer Group and Customer is an intended third-party beneficiary of this Agreement. 

 

4. Successors and Assigns. 
 

(a) Assignment by the Employer. The Employer may assign this Agreement to any 

subsidiary or corporate affiliate in the Employer Group or otherwise], or to any successor or assign 

(whether direct or indirect, by purchase, merger, consolidation, or otherwise) to all or substantially all of 

the business or assets of the Employer. This Agreement shall inure to the benefit of the Employer Group 

and permitted successors and assigns. 
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(b) No Assignment by the Employee. The Employee may not assign this Agreement or any 

part hereof. Any purported assignment by the Employee shall be null and void from the initial date of 

purported assignment. 

 

5. Governing Law; Jurisdiction and Venue. This Agreement, for all purposes, shall be construed in 

accordance with the laws of Oklahoma without regard to conflicts-of-law principles. Any action or proceeding by 

either Party to enforce this Agreement shall be brought in any state or federal court located in the state of Oklahoma, 

county of Tulsa. The Parties hereby irrevocably submit to the exclusive jurisdiction of such courts and waive the 

defense of inconvenient forum to the maintenance of any such action or proceeding in such venue. 

 

6. Entire Agreement. Unless specifically provided herein, this Agreement contains all the 

understandings and representations between the Employee and the Employer pertaining to the subject matter hereof 

and supersedes all prior and contemporaneous understandings, agreements, representations, and warranties, both 

written and oral, with respect to such subject matter. 

 
7. Modification and Waiver. No provision of this Agreement may be amended or modified unless 

such amendment or modification is agreed to in writing and signed by the Employee and by a duly authorized 

officer of the Employer (other than the Employee). No waiver by either of the Parties of any breach by the other 

Party hereto of any condition or provision of this Agreement to be performed by the other Party hereto shall be 

deemed a waiver of any similar or dissimilar provision or condition at the same or any prior or subsequent time, nor 

shall the failure of or delay by either of the Parties in exercising any right, power, or privilege hereunder operate as a 

waiver thereof to preclude any other or further exercise thereof or the exercise of any other such right, power, or 

privilege. 

 

8. Severability. Should any provision of this Agreement be held by a court of competent jurisdiction 

to be enforceable only if modified, or if any portion of this Agreement shall be held as unenforceable and thus 

stricken, such holding shall not affect the validity of the remainder of this Agreement, the balance of which shall 

continue to be binding upon the Parties with any such modification to become a part hereof and treated as though 

originally set forth in this Agreement. The Parties further agree that any such court is expressly authorized to modify 

any such unenforceable provision of this Agreement in lieu of severing such unenforceable provision from this 

Agreement in its entirety, whether by rewriting the offending provision, deleting any or all of the offending 

provision, by adding additional language to this Agreement, or by making such other modifications as it deems 

warranted to carry out the intent and agreement of the Parties as embodied herein to the maximum extent permitted 

by law. The Parties expressly agree that this Agreement as so modified by the court shall be binding upon and 

enforceable against each of them. In any event, should one or more of the provisions of this Agreement be held to be 

invalid, illegal, or unenforceable in any respect, such invalidity, illegality, or unenforceability shall not affect any 

other provisions hereof, and if such provision or provisions are not modified as provided above, this Agreement 

shall be construed as if such invalid, illegal, or unenforceable provisions had not been set forth herein. 

 

9. Captions. Captions and headings of the sections and paragraphs of this Agreement are intended 

solely for convenience and no provision of this Agreement is to be construed by reference to the caption or heading 

of any section or paragraph. 

 

10. Counterparts. This Agreement may be executed in counterparts, each of which shall be deemed an 

original, but all of which taken together shall constitute one and the same instrument. Delivery of an executed 

counterpart's signature page of this Agreement by facsimile, email in portable document format (.pdf), or by any 

other electronic means intended to preserve the original graphic and pictorial appearance of a document has the 

same effect as delivery of an executed original of this Agreement. 
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