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TEXOMA WORKS

WORK EXPREIENCE POLICIES & PROCEDURES

Dress Code

It is important that you
dress appropriately for
your worksite. Each
worksite will have differ-
ent guidelines on appro-
priate dress. Discuss
this with your supervi-
sor—impress them by
asking for a copy of
their Dress Code.

Timeliness and

Attendance

It is important that you
are punctual when re-
porting for work. If you
expect to be late or ab-
sent from work you
should report to your
supervisor immediately
(prior to the regular time

of work) and follow the
guidelines of the work-
site.

Gifts and Gratuities
It is inappropriate for you
to give or accept any gift
that might tend to influ-
ence your job.

Timesheets

It is your responsibility to
complete your timesheet
and present it to your
supervisor for review
and signature.  Make
sure the information is
complete and accurate—
as you know falsifying
information is consid-
ered stealing. More in-
formation on pay days
and pay checks can be
found on the timesheet
instructions  given to
your supervisor.

Off-Site
ments

Each employee is as-
signed to a specific ap-
proved worksite. It is
the policy of Workforce

Assign-

INJURY ON THE JOB

All work experience
participants are covered
by Workers'’
Compensation through
your employer of record,
Workforce  Solutions
Texoma or the staffing

service funded by
Workforce  Solutions
Texoma.

The following are the
proper steps if you are
injured on the job:

e Notify Your
Supervisor
Immediately.

e SEEK MEDICAL
ATTENTION. If it is a
emergency your
supervisor will call
911.

Firse nig

Solutions Texoma that
you perform your duties
at your approved work-
site. From time to time,
you may be asked to
perform work assign-
ments at locations other
than the approved work-
site. You may perform
duties off-site as long as
you are transported by
your supervisor. This is
to protect you from injury
or other liabilities as well
as your worksite and
Workforce Solutions
Texoma. Violation of
this is grounds for imme-
diate termination.

Phone Usage

It is inappropriate for you
to use your cell phone or
the company phone on
company time. This
includes texting.  Limit
your cell and company
telephone usage to
emergencies only.

e Make sure your
Medical Emergency
Contact is called.

e Contact your Career
Specialist at
Workforce  Solutions
Texoma.

Things to Remember

> Dress for your job based on
your Warksite needs

Be on time and be prepared
to work

Limit cell and company phane
usage to emergency calls
only during company time.
This includes texting!

Take this work opportunity
serious! In the end, you may
be offered a job.

Natify your Supervisor im-
mediately if you are injured
an the job.
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What Employers Want!
Top 10 Skills...

1. Ability to
communicate
effectively

2. Commit to the job

3. Learn new tasks
willingly

4. Accept responsibility

5. Keep a positive
attitude

6. Make decisions

7. Show flexibility

8. Leadership potential

9. Grow in the job

10.Ability to handle
personal problems

Workforce Solutions Texoma uses E-verify! E-Verify is an
Internet-based system that allows an employer, using informa-
tion reported on an employee's Form 1-9, to determine the eli-
gibility of that employee to work in the United States.

Workforce Solutions Texoma Centers are an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.

Individuals with speech and/or hearing impairments may call 711 for assistance.
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Keeping the Job Tips

Reliability-  Employers  want
people that are dependable. Good
attendance will also help you get
your next job.

Punctuality- Be on time. When
you're late, other people have to

EMPLOYEE TERMINATION

Can you be fired from your job?
Yes, you can!

You're a trainee and can be
fired from your worksite and
removed from work experience
service with just cause. Exam-
ples of “just cause” include, but
are not limited to the following:

do your job. o

Quality- Do the job right the o
first time. Poor work leads to
poor evaluations. .

Buantity- Pull your weight! The  ®
amount of work you do is as im-
portant as doing it right.

Harassment

Harassment is unwelcome conduct
toward an individual because of his
or her age, disability, marital status,
national origin, race or color, relig-
ion, or sex, when the conduct cre-
ates an intimidating, hostile or offen-
sive work environment that causes
work performance to suffer or nega-
tively affects job opportunities.
Harassment is against the law. Ex-
amples of harassment that may
violate the law and will violate this
policy include: Oral or written com-
munications that contain offensive
name-calling, jokes, slurs, negative
stereotyping, or threats. This in-
cludes comments or jokes that are
distasteful or targeted at individuals
or groups based on age, disability,
marital status, national origin, race
or color, religion, or sex,; Nonverbal
conduct, such as staring, leering
and giving inappropriate gifts; Physi-
cal conduct, such as assault or
unwanted touching; Visual images,
such as derogatory or offensive

Poor attendance or punc-
tuality;

Exhibiting  undisciplined
behavior;

Dishonesty and/or steal-
ing;

Breaking worksite or pro-
gram rules or policies.

If a situation warrants, the work-
site supervisor may remove you
from the worksite and/or have
the Career Specialist meet with
you for counseling. The Career
Specialist will investigate the
situation prior to taking any
action. The supervisor has the
authority to fire you from the
worksite, but only your Career
Specialist has the authority to
terminate you from the Pro-
gram.

This policy is necessary in or-
der to provide you with a realis-
tic work situation and maintain

TEXOMA WORKS

compliance with policies and
procedures.

You must understand that there
are consequences for unac-
ceptable behavior as well as
the rewards of having a job and
doing it well. If termination of
the work experience occurs,
your progress will be evaluated
and a determination will be
made as to what additional ser-
vices, if any, may be needed to
meet your employment goals.

UNLAWFUL HARASSMENT AND BEHAVIOR IN THE WORKPLACE

pictures, cartoons, drawings or ges-
tures. Such prohibited images in-
clude those in hard copy or elec-
tronic form.

Sexual harassment

Sexual harassment is a form of
harassment that is based on a per-
son’s sex or that is sex-based be-
havior. It is also sexual harassment
for anyone in a position of authority
to tie hiring, promotion, termination
or any other condition of employ-
ment to a request or demand for
sexual favors.

Inappropriate behavior

Our goal is to have work environ-
ments where all are treated respect-
fully and professionally. Any unpro-
fessional or disrespectful behavior,
even if not illegal, that interferes with
that goal will not be tolerated. Work-
force Solutions Texoma reserves
the right to respond to inappropriate
behavior even where no one has
complained or indicated they have
been offended.

Every Workforce Solutions Texoma

Texoma

work experience participant has a
role to play in achieving a respectful
workplace:
o Workforce Solutions Texoma
expects respectful and profes-
sional behavior at all times, no
matter the situation. Remember
that your actions reflect upon you
and Workforce Solutions Texoma.
Be sensitive to how others may
perceive your actions. Just be-
cause someone does not com-
plain to you does not mean that
they don't object to your behavior.
There is no reason to ever engage
in unwelcome behavior that has
the purpose or effect of harassing
others. Report any unwelcome
behavior.
® Be open to constructive feedback
regarding performance deficien-
cies. Recognize that respectful
supervisory actions regarding
workplace issues are a necessary
and appropriate step in perform-
ance feedback.
o If someone offends you, let that

GRIEVANCE PROCEDURE

Workforce Solutions If you disagree with any existing

strives to ensure fair and honest
treatment of all employees and
customers. Supervisors, manag-
ers, and employees are
expected to treat each
other with mutual re-
spect.

Positive and constructive
feedback is encouraged.

policy or procedure you can ex-
press your concerns through the
approved grievance procedure.
You will not be terminated from
your employment for voicing a
complaint in a reasonable, busi-
nesslike manner or for utilizing
the grievance procedure.

person know so that it won't hap-
pen again. If you have offended
someone, understand his or her
perspective, apologize and don't
let it happen again.

o If you are aware of any behavior
that might violate this policy, re-
port it to your supervisor or career
specialist.

What to avoid

e Any behavior that is unprofes-
sional or disrespectful, or that has
the purpose or effect of harassing
anyone.

e Any retaliation against someone
who raises a concern or potential
violation under this policy.

o Missed opportunities to respect-
fully communicate to someone
that you found his or her behavior
offensive.

If a situation arises where you
believe that a condition of em-
ployment or a decision affecting
your employment is unjust or
inequitable, you are encouraged
to follow the Grievance Process
outlined in the Orientation to
Complaint document that you
signed at enrollment into the
Program.



