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CONSULTANT POLICIES
Please read this document carefully, then sign and return one copy to Quality Contax.

ATTENDANCE

Please report to and leave from work at the times specified by the client company. Absenteeism and tardiness can be considered misconduct. In the event you will be late or absent, please notify the client company at least one (1) hour before your scheduled arrival time. Absences due to medically verifiable illnesses, jury duty, and military leave are acceptable in moderation with valid documentation.

Vacations and Absences.  Except as provided by law, time off is without pay and requires at least four weeks prior consent from us and the client’s authorized representative.  You may observe the holidays available to similarly situated employees of the client without giving advance notice to us.  You must notify us and the client's representative of any absences from the assignment due to accident, sickness, or other unforeseeable circumstances as soon as reasonably possible.

CONFIDENTIAL INFORMATION/PRIVACY

Employees must exercise care in reference to all confidential information of the client company. Information may not be taken, copied or communicated to other parties. Office equipment and work areas are for business use and are subject to the rules and regulations of the client company.

You will never use or disclose to anyone any of your work product under the assignment or any confidential information, documents, or other tangible or intangible property of client, its customers, or anyone to whom you or the client owe a relevant duty of confidentiality.  When the assignments ends, you will immediately return to the client all originals and copies of your work product and other client information, documents, and property.

You acknowledge that the existence of this assignment opportunity, the identity of the client needing the service, the skills required by the client for the assignment, the duration of the assignment, and your compensation are trade secrets and/or confidential and valuable information that you gained only through your employment and assignment by us.  You will not directly or indirectly disclose any of the terms of your employment with us (including your pay rate) to anyone and will not use such information for commercial advantage.

DISCIPLINARY ISSUES

Failure to act appropriately is considered misconduct. You should follow the client company’s “house rules” while on assignment. Use of offensive language, illegal drug or alcohol use, absenteeism, tardiness, harassment and/or violence are considered disciplinary issues and may result in termination.

DRUG POLICY

The use, sale, or possession of illegal drugs or alcohol on the premises of the client company is strictly prohibited. Random drug tests and/or reasonable searches for drugs may be conducted by the client company. Refusal to submit to a drug test or search may be cause for termination.
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