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WELCOME 
to 

Wood Temporary Staffing 

 

 
Wood Temporary Staffing is a temporary staffing 

organization with locations in South Bend, Indiana 

and Benton Harbor, Michigan.  We provide staffing 

and personnel services to local businesses so they 

are able to concentrate on other matters.  When we 

find you a job, you become an employee of Wood 

Temporary Staffing.  You are our most important 

asset because quality employees are the heart of our 

business.  We are committed to making your 

relationship with us rewarding. 

 

EMPLOYEE RELATIONS 

Our offices are staffed with experienced 

coordinators who are trained and knowledgeable in 

all phases of temporary employment.  You are urged 

to visit our offices and get to know your 

coordinators. 

 

FEE PAID 

Of course, there is never a fee to you, the applicant, 

for temporary or full time positions obtained 

through Wood Temporary Staffing.  Our employer 

clients pay all placement fees. 

 

 

WHAT YOU MAY EXPECT FROM 

WOOD TEMPORARY STAFFING... 

 

 Top pay 

 Weekly paychecks 

 Assignments in your preferred areas 

 Personal service from your Wood Temporary 

Staffing coordinators 

 Paid holidays 

 Paid Vacations 

 Group insurance available 

 Accounting services (tax, withholding and 

reporting, worker’s compensation, bonding, 

FICA, yearly tax statement) 

 Flexibility in a life-style you desire 

WHAT WOOD TEMPORARY STAFFING 

EXPECTS OF YOU... 

 

RESPONSIBILITY 

Compliment your skills.  Show pride in your work 

and a willingness to help out and go the extra mile 

on your assignment. 

 

 Arrive at the job on time. 

 Complete each assignment and work all 

scheduled time. 

 Follow up with your coordinator after each job 

assignment. 

 Handle yourself in a professional manner and 

always remember you are representing Wood 

Temporary Staffing. 

 Contact your coordinator with any problems on 

the job. 

 

PROCEDURES 

 Complete your time card, have it signed and 

return it to Wood Temporary Staffing. 

 Inform your coordinator when your assignment 

is complete. 

 Call Wood Temporary Staffing at least once a 

week to let us know your availability. 

 

COMMUNICATION 

 Please keep in touch with us. 

 

 Report any problems you are having on the job.  

 

 Call us with any questions on your pay or 

benefits. 

 

 Please notify us if you must be late or are unable 

to report to work.  This is very important to us 

and to the company where you are working.  It 

is important to remember that not showing up 

for work and not calling to report your absence 

or lateness may be considered a quit.  It is very 

important that we are notified at least one hour 

before your scheduled shift begins if you are 

unable to be at work.  If you call and we are not 

open, leave a message indicating your name, the 

name of the company you are assigned to, shift 

you are supposed to work, your supervisor's 

name, and the reason you will be late or absent.   
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      We will inform our client company of your 

situation.  You must also call the company 

where you are currently working and provide 

them with the same information. 

 

 Let us know when you will be available for new 

assignments.  It is your responsibility to contact 

our office within seven (7) days after the end of 

each assignment and to notify us of your 

availability.  Failure to do so will constitute a 

voluntary quit and will affect claims for 

unemployment benefits.  

 

 Please inform us if a customer expresses interest 

in you for a direct hire.  This will allow us to 

begin the proper paperwork and assure a smooth 

transition. 

 

 If you are injured while working, no matter how 

slightly, you must notify your supervisor 

immediately and your coordinator as soon as 

possible.    If the injury requires emergency 

treatment, your supervisor will call us and we 

will make arrangements.  If the injury is not an 

emergency, you must contact Wood Temporary 

Staffing after your shift has ended.  If treatment 

is required, we will make arrangements for you 

to see our company doctor. 

 

 Please inform us of any changes in your address 

or phone number.  

 

APPEARANCE/ATTIRE 

Your appearance should be clean and neat.  Dress 

appropriately for the position to which you are 

assigned.  If you have any questions concerning 

proper work attire, contact your coordinator. 

 

CONFIDENTIALITY 

Maintain the highest ethical standards in handling 

correspondence, invoices, confidential material, and 

properties of the companies to which you are 

assigned. 

 

 

NEVER DISCUSS YOUR HOURLY PAY RATE 

WITH ANYONE OTHER THAN  

YOUR COORDINATOR. 

 

 

PERFORMANCE 

Wood Temporary Staffing requests performance 

evaluations from all client companies who have 

Wood temporaries on assignment.  They rate you on 

performance, appearance, and attitude.  The 

evaluation from each of your assignments becomes 

part of your permanent personnel file. 

 

RELIABILITY 

Once you have accepted an assignment, you will 

need to arrive 15 minutes early and be at your desk 

or assigned work area at starting time.  Take only 

designated breaks and complete the FULL work 

day. 

 

SAFETY 

Wood Temporary Staffing has made a commitment 

to provide a safe work environment for our 

employees.  All employees have a responsibility to 

work safely, eliminate hazards and aid in the 

elimination of accidents.  Know the emergency 

procedures at your work site,  report all accidents, 

injuries, and unsafe work conditions to your 

coordinator, and use all company provided personal 

protective equipment.   Hard leather work shoes or 

steel toed boots are always a good idea and are 

frequently required by our client companies. 

 

 

TIME SLIPS 
 
(Note:  Some of our companies complete your time slips for 

you and send them directly to us, while others have you 

complete the time slips.  If there is any confusion, call us, we 

will be happy to clarify your specific time slip procedures.) 

 

Your time slip is your official record of the hours 

you have worked for Wood Temporary Staffing.  If 

we do not have a properly completed time slip, you 

will not receive a paycheck that week.  Please 

observe the following guidelines. 

 List your name, the company you are assigned 

to, and the company's address in the appropriate 

areas. 

 Write the appropriate week ending date in the 

space provided.  (This is the date that coincides 

with the Sunday that ends your work week.) 
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 Keep your time to the nearest quarter of an hour.  

(Our work week is Monday through Sunday for 

time keeping purposes.) 

 Subtract your lunch time. 

 Have your supervisor or an authorized 

representative of the client company sign your 

time slip and leave the pink copy with them.  

Keep the gold copy for yourself. 

 

 Return the white and yellow copies to us. 

 

 We must receive your time slip each week by 

Monday.   

 

YOUR PAYCHECK 

Wood Temporary Staffing allows you to choose to 

pick up your check at our office, receive it by mail, 

or sign up for direct deposit.   

   

If you chose to have your paycheck mailed:  Your 

paycheck for hours turned in by Monday is mailed 

on Thursday.  This should assure that you receive 

your check in the mail on Friday.  Occasionally, due 

to fluctuations in the U.S. Postal Service, your 

check may arrive later than Friday.  Late checks are 

the exception, not the rule.  If you are having 

problems receiving your check, please alert us; we 

will be glad to help. 

 

If you chose to pick-up your paycheck from our 

office:   Your paycheck for hours turned in by 

Monday is available for pick-up after 8:00 a.m. on 

Fridays. 

 

If you chose to sign up for direct deposit:   Your 

account deposit for hours turned in by Monday will 

be made on Friday. 

 

 

BENEFITS 
 

PAID HOLIDAYS 

You must work 1500 hours within any twelve 

month period to receive two paid holidays.  The day 

before and after the holiday must be worked to 

receive holiday pay.  You are responsible for 

notifying Wood Temporary Staffing when you 

believe you are eligible for holiday pay. 

PAID VACATIONS 

You will be eligible for one week of vacation pay 

after completing 1500 hours of work through Wood 

Temporary Staffing within any twelve month 

period.  This week of vacation pay is to be taken 

during the twelve months immediately following the 

completion of 1500 regular hours.  These do not 

have to be consecutive hours, but your application 

must be in our active files.  You are responsible for 

notifying us when you believe you are eligible for 

vacation pay. 

 

INSURANCE 

You are eligible for insurance benefits (medical, 

dental, vision, term life and short term disability) 

with no waiting period on medical upon the start of 

your initial assignment through Wood Temporary 

Staffing. Premiums are paid through weekly payroll 

deductions and insurance benefits become active on 

the Monday following your first payroll deduction.   

 

You may sign up for insurance benefits during your 

first 30 days of employment or during company-

wide open enrollment periods.  If you choose not to 

elect coverage you will be required to wait until the 

next company-wide open enrollment period before 

being allowed to elect coverage.  

 

 

HARASSMENT POLICY 

 

Wood Temporary Staffing is committed to 

providing a work environment that promotes mutual 

employee respect.  All employees are expected to 

insure a work environment free of intimidation and 

harassment.   

 

Abuse of the dignity of anyone through ethnic, 

racist, or sexist slurs or through other derogatory or 

objectionable conduct is offensive employee 

behavior.  Wood Temporary Staffing specifically 

prohibits any form of harassment by or towards 

employees, contractors, suppliers, customers and/or 

client representatives. 

 

Any employee who violates this policy will be 

subject to disciplinary action up to and including 

termination.  Any allegation of harassment is to be 

brought to the immediate attention of your 

coordinator. 
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 SUBSTANCE ABUSE POLICY 

I. PURPOSE AND SCOPE 

This policy outlines the position of Wood Temporary 

Staffing (the "Company") on substance abuse in the 

workplace.  It includes guidelines for testing 

prospective and current Company employees in 

permanent and temporary positions, and provides 

guidance to supervisors and employees concerning 

their responsibilities for carrying out the program. 

II. GENERAL POLICY STATEMENT 

The Company has a vital interest in maintaining a 

safe, healthful, and efficient working environment.  

Being under the influence of a drug or alcohol on the 

job poses serious safety and health risks to the user 

and to all those who work with the user.  The use, 

sale, purchase, transfer, or possession of an illegal 

drug in the workplace and the use, possession, or 

being under the influence of alcohol also pose 

unacceptable risks for safe, healthful, and efficient 

operations.  The Company believes it has the right 

and obligation to maintain a safe, healthful, and 

efficient workplace for all its employees and to 

protect the Company and its clients' property, 

information, equipment, operations, and reputation.  

The Company recognizes its obligations to its clients 

for the provision of services that are free of the 

influence of illegal drugs and alcohol and will 

endeavor through this policy to provide drug- and 

alcohol-free services.  The Company further 

expresses its intent through this policy to comply with 

federal and state rules, regulations, and laws that 

relate to the maintenance of a workplace free from 

illegal drugs and alcohol. 

This is to notify all present Company employees and 

all new applicants seeking employment that the use, 

abuse, presence in the body, reporting to work under 

the influence, bringing onto Company or client 

company premises, unlawful manufacture, 

distribution, dispensation, possession, transfer, 

storage, concealment, transportation, promotion or 

sale of illegal or unauthorized drugs, controlled 

substances or alcohol is strictly prohibited from all 

Company and client company premises or while on 

Company business and/or during working hours.  To 

this end the Company has established the following 

policies and procedures dealing with employee 

alcohol and drug abuse.  The obligations set forth in 

these rules and regulations constitute conditions of 

employment.  

 

 

III. DEFINITIONS 

A. "Alcohol" means beer, wine, and all forms 

of distilled liquor containing ethyl alcohol.  

References to use or possession of alcohol 

include use or possession of any beverage, 

mixture or preparation containing ethyl 

alcohol. 

B. "Drug" means any substance (other than 

alcohol) that has known mind- or function-

altering effects on a human subject, 

specifically including psychoactive 

substances and including but not limited to 

substances prohibited or controlled by local 

and federal controlled-substance laws. 

C. "Drug Testing" is the scientific analysis of 

urine, blood, breath, saliva, hair, tissue, and 

other specimens of the human body for the 

purpose of detecting the presence of a drug, 

alcohol or controlled substance. 

D.   “Too Dilute Drug Test Result” is when the 

provided sample is reduced in strength or 

concentration by too much liquid, such as 

water, being added to or consumed prior to 

the test.  A drug test of “Too Dilute – 

Unable to Obtain Valid Test Result” will 

require that the individual return to the 

lab/clinic to provide another sample. 

E. "Illegal Drug" is any drug that is not legally 

obtainable; any drug that is legally 

obtainable but has not been legally obtained; 

any prescribed drug not being used for the 

prescribed purpose or being used for a 

purpose other than that intended by the 

manufacturer; or any drug being used for a 

purpose not in accordance with bonafide 

medical therapy.  Examples of illegal drugs 

are: cannabis substances, such as marijuana 

and hashish; cocaine; heroin; phencyclidine 

(PCP); and so-called "designer" and "look-

alike" drugs. 

F. "Legal drug" is any prescribed drug or over-

the-counter drug that has been legally 

obtained and is being used for the purpose 

for which it was prescribed or manufactured. 

G. "Reasonable Belief" is a belief based on 

objective facts sufficient to lead a prudent 

person to conclude that a particular 

employee is unable to satisfactorily perform 

his or her job duties due to drug or alcohol 

impairment.  Such inability to perform may 

include, but is not limited to, decreases in 

the quality or quantity of the employee's  
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productivity, judgment, reasoning, 

concentration, and psychomotor control, as 

well as marked changes in behavior.  

Accidents, deviations from safe working 

practices, and erratic conduct indicative of 

impairment are examples of reasonable 

belief situations. 

H. "Inhalant" is defined in this policy as any 

substance inhaled for the purpose of altering 

an individual's mental status. 

I. "Controlled Substances" are any and all 

illegal drugs, alcohol beverages, inhalants, 

prescription drugs, counterfeit drugs and 

designer drugs. 

J. "Substance Abuse" means the illicit or 

misuse of alcohol, drugs, controlled 

substances or inhalants. 

K. "Possess" means to have on one's person or 

in one's personal effects or under one's 

control. 

L. "Under the Influence" or "Impaired" means 

that an employee is affected in excess of 

acceptable threshold levels by a drug or 

alcohol, or the combination of a drug and 

alcohol.  The symptoms of influence and/or 

impairment are not confined to those 

consistent with misbehavior, nor to obvious 

impairment of physical or mental ability 

such as slurred speech or difficulty in 

maintaining balance.  A determination of 

use, influence and/or impairment can be 

established by a professional opinion, urine, 

blood or any other commonly and 

scientifically valid test, and in some cases by 

a lay person's opinion.  An employee will be 

presumed to be impaired and in violation of 

this policy whenever the presence of drugs 

or alcohol at or in excess of cutoff 

concentration is detected in a substance 

abuse test administered under the terms of 

this policy. 

M. "Contraband" includes illegal drugs and 

alcoholic beverages, drug paraphernalia, 

lethal weapons, firearms, explosives, 

incendiaries, stolen property, counterfeit 

money, untaxed whiskey, and pornographic 

material. 

IV. EDUCATION 

A. Company supervisors and management 

personnel are to be trained in the following 

areas: 

1) Detecting the signs and behavior of 

employees who may be using drugs or 

alcohol in violation of this policy 

2) Intervening in situations that may 

involve violations of this policy 

3) Recognizing the above activities as a 

direct job responsibility 

B. Employees are to be informed in various 

written communications of the following: 

1) The health and safety dangers 

associated with substance abuse 

 2)    The provisions of this policy 

V. DISCIPLINE 

This section outlines specific policy violations and 

consequences. 

A. Any employee who possesses, distributes, 

sells, attempts to sell, or transfers illegal 

drugs on Company or client company 

premises or while on Company business will 

be discharged. 

B. Any employee who is found to be in 

possession of or under the influence of 

alcohol in violation of this policy will be 

subject to discipline up to and including 

discharge. 

C. Any employee who is found to be in 

possession of contraband in violation of this 

policy will be subject to discipline up to and 

including discharge. 

D. Any employee who is found through drug or 

alcohol testing to have in his or her body 

systems a detectable amount of an illegal 

drug or alcohol will be subject to discipline 

up to and including discharge except that, 

depending on the circumstances of the case 

and the employee involved, the employee 

may be offered a one-time opportunity to 

enter and successfully complete a 

rehabilitation program that has been 

approved by the Company.  During and 

following rehabilitation, the employee will 

be subject to unannounced drug or alcohol 

testing for a period of two years.  Any test 

that is confirmed as positive during or 

following rehabilitation will result in 

discharge. 



Wood Temporary Staffing  -  Page 7 

E. Any employee who refuses to submit to a 

drug or alcohol test as outlined in this policy 

will be discharged. 

F.   Any individual diagnosed with a “Too Dilute 

– Unable to Obtain Valid Result” drug test 

result who refuses to submit to a second 

drug test, or the result of the second drug test 

is “Too Dilute – Unable to Obtain Valid 

Result” as outlined in this policy will be 

discharged and placed inactive. 

G. Any employee who alters or tampers with 

his or her urine sample or the sample of 

another employee will be discharged. 

 

VI. SPECIFIC DRUG & ALCOHOL TESTING 

A. PRE-EMPLOYMENT DRUG TESTS 

Pre-employment drug and alcohol testing 

may be required of any qualified applicant 

or candidate as a condition of or 

consideration for employment with the 

Company.  Additionally, pre-employment 

drug testing may be performed on applicants 

for a temporary position when the client 

company has specified it as an employment 

requirement.  A refusal to submit to testing 

or a confirmed positive test result will 

disqualify an applicant for employment with 

the Company or client company. 

B. EMPLOYEE DRUG & ALCOHOL 

TEST REASONABLE CAUSE 

The Company may conduct drug or alcohol 

testing on any employee who manifests 

reasonable belief behavior.  An employee 

who is tested in a reasonable belief situation 

may be suspended pending receipt of written 

test results and whatever inquiries may be 

required. 

It is the intention of the Company to 

maintain consideration for the employee at 

all times, and to approach each situation 

with appropriate dignity and respect. 

C. DRUG TESTING THROUGH RANDOM 

SELECTION 

All employees of the Company may be 

subject to drug or alcohol testing through 

random selection.  The employees chosen by 

this method shall be advised of their 

selection no earlier than the morning of the  

test date.  Management shall determine the 

manner by which employees are selected at 

random and shall maintain documentation as 

to the methodology used.  Any change to the 

methodology shall be solely on the basis of 

improving the randomness of the sample. 

D. PERIODIC DRUG TESTING 

All employees will be subject, at the 

Company's discretion, to substance abuse 

testing at any time during their employment. 

E. POST ACCIDENT DRUG AND 

ALCOHOL TEST 

All employees of the Company and its 

affiliates are subject to drug and alcohol 

testing (no later than 6 hours or as soon as 

practicable) following an on-the-job injury 

resulting in medical attention and/or lost 

time.  Drug testing may also be required on 

any employee who, through an unsafe 

working practice, causes an injury to another 

or causes damage to Company or client 

company property. 

F. INTERIM AND POST 

REHABILITATION TESTING 

An employee who has been offered 

rehabilitation will be subject to unannounced 

drug or alcohol testing during rehabilitation.  

Upon return to work from rehabilitation, the 

employee will be subject to unannounced 

drug or alcohol testing for a period of two 

years. 

VII. APPEAL OF A DRUG OR ALCOHOL TEST 

RESULT 

An applicant or employee whose drug or alcohol test 

is reported positive will be offered the opportunity of 

a meeting to offer an explanation.  The purpose of the 

meeting will be to determine whether there is any 

reason that a positive finding could have resulted 

from some cause other than drug or alcohol use.  The 

Company, through its Executive Safety Committee, 

will judge whether an offered explanation merits 

further inquiry. 

An employee whose drug or alcohol test is reported 

positive will be offered the opportunity to do the 

following: 
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A. Obtain and independently test, at 

the employee's expense, the 

remaining portion of the urine 

specimen that yielded the positive 

result. 

B. Obtain the written test result and 

present it to an independent 

medical review at the employee's 

expense. 

During the period of an appeal and any resulting 

inquiries, the pre-employment selection process for 

an applicant will be suspended and the employment 

status of an employee may be suspended.  An 

employee who is suspended pending appeal will be 

permitted to use any available annual leave to remain 

in an active pay status.  If the employee has no annual 

leave or chooses not to use it, the suspension will be 

without pay. 

VIII. CONTRACTUAL TESTING, INVESTIGATION, 

& SEARCHES 

It is a condition of employment that employees 

cooperate fully with any drug and alcohol testing 

requirements, searches or investigations which may 

be executed by client companies, as defined by their 

company policy.  Specific client companies, as 

required by their drug policy, will from time to time 

conduct inspections or searches of employees and 

their work areas, lunch boxes, lockers, briefcases, 

tool boxes, purses and vehicles entering or parked on 

the client's property. 

The purpose of such searches is to ensure that 

contraband does not enter or affect the workplace.  If 

drugs found in a search prove to be contraband or the 

employee refuses to allow a search or inspection, he 

or she will be subject to disciplinary action up to and 

including discharge. 

IX. REHABILITATION 

A. REHABILITATION 

1) Rehabilitation in lieu of discharge may 

be offered to any employee who 

voluntarily admits to being a substance 

abuser, provided that the request is 

unrelated to an identification of the 

employee as a violator of this policy; or 

any employee who has violated this 

policy as described in Section V.- D. of 

this policy. 

2) Any employee who is in rehabilitation 

will be suspended, except that when 

indicated by the circumstances of the 

case and the written recommendation of 

a licensed physician or recognized 

rehabilitation professional, an employee 

may be permitted to work while 

undergoing rehabilitation on an outside-

of-work basis.  The written 

recommendation must include a 

statement to the effect that the 

employee's presence in the workplace 

will not constitute a safety hazard to the 

employee, coworkers, or others. 

3) An employee whose rehabilitation 

therapy involves drug maintenance, 

hospitalization, or detoxification will 

not be considered for the exception 

from suspension as described above. 

4) Scheduled rehabilitation will be 

obtained by the employee during times 

that will not conflict with the employee's 

work time, except that the employee 

may use any available sick leave or 

vacation time to be absent from the job 

with pay.  Otherwise a leave of absence 

without pay may be granted. 

5) An employee who is in rehabilitation or 

who has completed rehabilitation will 

be allowed to return to work upon 

presentation of a written release signed 

by a licensed physician or recognized 

rehabilitation professional.  The release 

must include a statement to the effect 

that the employee's presence in the 

workplace will not constitute a safety 

hazard to the employee, coworkers, or 

others. 

B. REFERRAL 

1) The Company will provide to any 

employee, upon request, information 

concerning local resources that are 

available for the treatment of drug- and 

alcohol-related problems. 

2) Selected rehabilitation programs must 

be preapproved by the Company. 

X. EXCEPTIONS 

A. ALCOHOL 

The consumption of alcohol at a company-

sponsored activity or social event is not 

prohibited by this policy, if: 
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1) Approved by management; and 

2) The consumption of such alcohol is 

taken in moderation and not inconsistent 

with the employee's safe behavior 

and/or efficient performance of the 

employee's duties. 

Management reserves the right to limit the 

consumption.  In all situations, the 

individual is responsible for his or her safe 

and appropriate conduct at all times and the 

Company shall not be held accountable or 

liable for his or her actions. 

B. PRESCRIPTION AND OVER-THE-

 COUNTER DRUGS 

The use of prescribed or over-the-counter 

drugs, or possession of such, is not 

prohibited by this policy if: 

1) The drug has been legally obtained and 

is being used for the purpose for which 

it was prescribed or manufactured; and 

2) The drug is being used at the dosage 

prescribed or authorized; and 

3) The use of the drug is not inconsistent 

with the safe and efficient performance 

of the employee's duties. 

The legal use of drugs prescribed by a licensed 

physician may be permitted provided that any 

applicant for employment or any existing employee 

inform the appropriate Company representative that 

such drugs have been prescribed before beginning 

employment and before using the drug.  The applicant 

will be required to inform the Company of any effects 

the drug may have and will be required to have his or 

her physician submit in writing a detailed explanation 

of the reasons for the drug being prescribed, and of 

any effect the drug may have on the employee.  The 

Company reserves the right to reassign, transfer, deny 

or terminate employment if it determines that the 

legally prescribed drug will adversely affect the 

employee's performance, or would endanger the 

health of the employee or the health or safety of 

others. 

XI. CONFIDENTIALITY 

All information relating to drug or alcohol testing or 

the identification of persons as users of drugs and 

alcohol will be protected by the Company as 

confidential unless otherwise required by law or 

overriding public health, safety concerns and 

contractual obligations or authorized in writing by the 

persons in question. 

XII. PROGRAM DEVELOPMENT AND 

 OVERSIGHT 

This policy shall be amended as necessary to meet the 

requirements of any particular federal or state law or 

to comply with contractual obligations to a customer. 

 

 

 

 


