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AAA Apartment Staffing 

Temporary Employee’s Policies and Procedures and Acknowledgement of Receipt 

  

I. I have been informed and do fully understand that my actions during employment shall be in accordance 

with the following policies/procedures and other company rules and regulations and any amendments 

thereto. The company shall have the right to amend, modify or revoke its rules at any time. I will familiarize 

myself promptly with such rules and regulations and will abide and be bound by the rules and regulations 

now and hereafter in effect. I understand that I am obligated to follow the policies/procedures listed 

below for AAA Apartment Staffing, as well as any policies/procedures for the company for which I am 

assigned. 

 

II. I understand this acknowledgment is not intended to be and does not constitute a contractual 

arrangement or agreement of any kind between AAA Apartment Staffing and its employees. I understand 

my employment is "atwill" and not for a specified or definite term and that I may resign and may be 

discharged, at any time, for any reason, with or without good cause and with or without prior notice. This 

acknowledgment does not limit my right or the company's right to terminate employment at any time. 

No representative of the company, other than the Owners, have any authority to enter into an 

employment contract or change the nature of the employment relationship and even then, it must be in 

written format. The written format must contain signatures from both parties. 

 

III. I understand that AAA Apartment Staffing is an Equal Opportunity Employer. The company provides 

equal employment opportunities and makes employment-related decisions without regard to race, color, 

religion, sex, national origin, age, disability, veteran status, or any other protected category in accordance 

with applicable federal, state, or local laws. We will not unlawfully consider any of these factors. 

 

IV. I understand the Company has an Open Door Policy. It is my responsibility to actively communicate to 

my immediate supervisor or manager when I have concerns or grievances that need to be addressed. I 

understand I should attempt to resolve my concerns, grievances, etc. with my immediate supervisor or 
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manager first, but if there is no resolution or if there is a conflict with my immediate supervisor or 

manager, I have the option to contact any member of the management team regarding any concerns or 

grievances to be addressed. I understand that it is my responsibility to communicate all 

grievances/concerns/complaints to AAA Apartment Staffing and to the company for which I am assigned. 

 

V. I understand the Company has an Anti-Harassment and Discrimination Policy. The Company does not 

permit employees to engage in unlawful discriminatory practices or harassment, including sexual 

harassment, based on race, color, religion, sex, national origin, age, disability, veteran status, or any other 

characteristic protected by applicable federal, state, or local laws. Such unlawful discrimination or 

harassment is strictly prohibited. 

 

It is the Company’s policy that all personnel will work in an environment free from unlawful harassment, 

including sexual harassment, and will not tolerate unlawful harassment in any form. Unlawful harassment 

is verbal or physical conduct that denigrates or shows hostility toward an individual or creates an 

intimidating, hostile, or offensive working environment because of that individual’s race, color, religion, 

sex, national origin, age, disability, veteran status, or any other protected category. Sexual harassment 

consists of unwelcome physical contact, sexual advances, requests for sexual favors, and other 

inappropriate communications or verbal or physical conduct of a sexual nature that creates an offensive 

or hostile work atmosphere. 

 

If you believe that you are being or have been harassed in violation of this policy, you should promptly 

inform your supervisor, any member of the management team of AAA Apartment Staffing, and the 

company to which you are assigned. The Company’s policy is to review all complaints, investigate with 

due regard for confidentiality, and quickly take appropriate action that will end any conduct that violates 

this policy. Employees are required to cooperate fully with any investigation. Discipline and other action 

to address sexual harassment and other forms of impermissible harassment will depend upon the facts 

and circumstances of the incident. 

 

The Company will not retaliate against any employee because of reports of alleged discrimination or 

harassment or because of cooperation with any investigation. Any employee who believes retaliation has 

resulted from either the reporting of a complaint or from participation in an investigation of a complaint 

should immediately report this to his/her supervisor and any member of AAA Apartment Staffing. If an 

employee has any questions concerning this policy, the employee should contact Anne O’Connell at AAA 

Apartment Staffing.  

 

VI. Reasonable Accommodations. The Company is committed to compliance with applicable laws 

governing reasonable accommodations with regard to both applicants and employees. Reasonable 

accommodations will be provided to qualified individuals with disabilities and with regard to an 

individual’s religious beliefs or practices, unless such accommodation will cause an undue hardship to the 
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Company. Applicants or employees who require a reasonable accommodation should notify any member 

of AAA Apartment Staffing of the need for an accommodation, including the reason the accommodation 

is needed and the suggested accommodation. You may be asked to provide additional information and/or 

supporting documentation. The Company will engage in an interactive process and determine the 

reasonableness of an accommodation and any undue hardship on a case-by-case basis. 

 

VII. No Drugs or Alcohol. The Company strictly prohibits unlawful and unsafe drug and alcohol use. 

Employees are required to report to work in an appropriate mental and physical condition to satisfactorily 

perform their jobs. While on Company or client premises or while working, no employee may distribute, 

sell, or be under the influence of alcohol or illegal or unauthorized drugs. To verify compliance with this 

policy or as required by client companies, the Company may require drug testing of certain applicants and 

employees, consistent with applicable law. Violations of this policy may lead to disciplinary action, up to 

and including immediate termination of employment, and/or required participation in a substance abuse 

rehabilitation or treatment program. 

 

VIII. Workplace Safety. Each employee is expected to obey safety rules and to exercise caution in all work 

activities. Employees must immediately report any unsafe condition to the appropriate supervisor and the 

client company. Employees who violate safety standards, who cause hazardous or dangerous situations, 

or who fail to report or, where appropriate, remedy such situations, may be subject to disciplinary action, 

up to and including termination of employment. In the case of accidents that result in injury, regardless 

of how insignificant the injury may appear, employees must immediately notify the appropriate 

supervisor, the client company, and any member of AAA Apartment Staffing management. The Company 

reserves the right to conduct post-accident drug testing in accordance with applicable law. 

 

IX. No Weapons. The Company specifically prohibits the possession of firearms, weapons, and other 

hazardous devices or substances without proper authorization while on Company premises, client 

premises, and/or while working, in accordance with state and local law. 

 

X. Prohibited Conduct. The Company expects employees to follow rules of conduct that will protect the 

interests and safety of all employees and the Company. It is not possible to list all the forms of behavior 

that are considered unacceptable in the workplace, and the following are examples of infractions that 

may result in disciplinary action, up to and including termination of employment: falsification of company 

records; working under the influence of alcohol or drugs; sexual or other unlawful or unwelcome 

harassment; theft; excessive absenteeism/tardiness or absence without notice; violation of safety rules; 

negligence or improper conduct leading to damage of Company or client property; unsatisfactory 

performance or conduct; any conduct that could negatively impact the Company or the client’s image, 

reputation, or business; and violation of any statute, regulation or rule established by law, Company 

policy, or client policy. The Company may discipline employees for any conduct that management, in its 

sole discretion, believes warrants discipline. 


