
  
  
  
As an Exempt employee of LPC PERSONNEL, INC, please read the following 
recommendations: 
1. Please make sure that you know the location of the company, the name of the party you 
are to report to and the duties of the job as well as the time requirements and fulfill them. 
  
2. You are a exempt employee of LPC PERSONNEL, INC and as such, you are expected to 
present a professional image and to exercise professional judgment at all times on the job and 
at all off-site company related events (i.e., picnics, games, and gatherings of a company 
nature). 
  
3. Keep all company relationships on a professional level.  Keep your personal life PERSONAL. 
Do not make personal phone calls on the job (or accept them).  This includes the use of any 
personal cell phones. DO NOT PLAY or SURF on the WEB (INTERNET). The company may 
require you to perform tasks involving  the Internet. All tasks or work should relate solely to 
the company's business.  
  
4. Taking time off from the job for personal reasons, (i.e. personal errands, doctors 
appointments,interviews,etc.) is NOT encouraged.  The company has contracted for you to 
work a full day and has the right to expect that from you.  If for any reason, you must be off, it 
must be cleared through this office as well as the supervisor you are reporting to at the 
company.*Note: As an exempt employee, actual hours are not tracked, days of work are 
tracked. Missed days for personal reasons will be deducted from compensation for the 
probationary period of employment with LPC Personnel, Inc. 
  
5. LPC PERSONNEL, INC represents mostly non-smoking companies.  As our employee, 
smoking is not allowed on the job.  Consumption of alcohol or using illegal drugs during 
working hours is grounds for immediate termination. 
  
6. If, for any reason, you cannot make your assignment, or find that you are running late, 
please take these steps: 
  
 A. Call LPC PERSONNEL, INC and inform us of the problem (we have a 24-hour  
answering service) and when you can return to your assignment. 
  
 B. Call your supervisor at the company where you are contracted.  
  
7. When you begin a new assignment, please call us at (713-680-9898) on the first day. We 
like to know how things are going. 
  
8. Employee acknowledges that this position meets the F.L.S.A. test as a professional exempt 
position.  
  
YOU ARE SOLELY RESPONSIBLE FOR MAKING SURE THAT LPC PERSONNEL, INC 
RECEIVES YOUR TIME SHEET AND THAT IT IS SIGNED BY THE APPROVED COMPANY 
REPRESENTATIVE.  NO  CHECK WILL BE ISSUED WITHOUT A SIGNED TIME SHEET. 
  
I have read and agree to abide by these rules. 
  
  
_______________________________________               _______________________________________ 
                     Signature     Please print name / Date  
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1. New Start Information: LPC Personnel, Inc. will be the employer of record for your work 
assignment.  In order to comply with various state and federal regulations, please provide 
the following items so that we can set up for payroll processing as soon as possible: 

  
a. The W-4 form including your signature 
b. The top half of the I-9 form 

  
2. Exempt payment forms: A copy of a exempt payment form is attached.  Please read it 

carefully and note the areas, which are required for signature.  The days worked and both 
you and your managers signatures must be completed.  Please fax the time sheet to us 
Friday  afternoon or by no later than 8AM Monday.  Your check will be available by 
Thursday morning of the following week.   

  
  
3. Safety and Injuries on the Job: Review all safety policies and procedures for any work 

assignment requested of you. Report unsafe working conditions to LPC Personnel, Inc.  
Any job related injury should be immediately reported to your job site supervisor and to 
LPC Personnel, Inc.  Additionally, please make a note of the injury on your exempt 
payment form.  A job related injury or illness, which is not reported immediately, could 
have medical claims reimbursement denied. As a benefit to all employees, LPC Personnel, 
Inc. purchases coverage from Texas Mutual. It is however your right to refuse coverage, in 
writing, within the first five days of employment. 

  
  
4. Unemployment Compensation: In order to be eligible to file for unemployment benefits, it 

is imperative that you keep LPC Personnel, Inc. informed of your employment status and 
provide current contact information.  Due to the myriad of communication methods 
available, and required variable for tracking, this can only be accomplished by signing the 
"Available for Work" list at LPC Personnel's office. Current contact information is required 
for possible future employment.  Failure to provide the requested information upon 
completion of this assignment, within one business day, may result in the denial of  

 unemployment (T.W.C.) benefits to you. 
  
  
5. Your W-2: We will mail a Form W-2 to you at the end of the year for your income tax 

records.  Please call our office if your address changes during the year.   
  
  
6. Prematurely Ending an Assignment: In the event that you choose to end an assignment 

early there are costs associated with closing employee files and filing government forms.  
As a result, the amount of $125.00 may be deducted from your final check. 

  
  
I acknowledge that I have read and understand the above information. 
  
  
  
    
____________________________________                                   ____________________________ 
                  Signature                                                              Please print name/Date
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Purpose and Goal 
LPC Personnel, Inc. is committed to protecting the safety, health and well being of all 
employees and other individuals in our workplace. We recognize that alcohol abuse and drug 
use pose a significant threat to our goals. We have established a drug-free workplace program 
that balances our respect for individuals with the need to maintain an alcohol and drug-free 
environment. This organization encourages employees to voluntarily seek help with drug and 
alcohol problems.  
  
Employees and Candidates for Hire  
Any individual who conducts business for LPC Personnel, Inc, is applying for a position, or is 
on LPC Personnel, Inc. property, or the property of LPC Personnel, Inc. clients is covered by 
our drug-free workplace policy. 
  
Applicability 
Our drug-free workplace policy is intended to apply whenever anyone is representing or 
conducting business for LPC Personnel, Inc. Therefore, this policy applies whenever 
conducting business or representing LPC Personnel, Inc. 
  
Prohibited Behavior 
It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer for 
sale alcohol, illegal drugs or intoxicants. This includes the illegal use or misuse of prescription 
drugs. 
  
Notification of Convictions  
Any employee who is convicted of a criminal drug violation in the workplace must notify the 
organization in writing within five calendar days of the conviction. LPC Personnel, Inc. will 
take appropriate action within 30 days of notification.  
  
Searches 
Entering LPC Personnel, Inc property or that of LPC Personnel, Inc clients constitutes consent 
to searches and inspections. If an individual is suspected of violating the drug-free workplace 
policy, he or she may be asked to submit to a search or inspection at any time. Searches can 
be conducted of pockets and clothing, wallets, purses, briefcases and lunch boxes, desks and 
workstations and vehicles and equipment.  
  
Drug Testing 
To ensure the accuracy and fairness of our testing program, all testing will be conducted 
according to Substance Abuse and Mental Health Services Administration (SAMHSA) 
guidelines where applicable and will include a screening test; a confirmation test; the 
opportunity for a split sample; review by a Medical Review Officer, including the opportunity 
for employees who test positive to provide a legitimate medical explanation, such as a 
physician's prescription, for the positive result; and a documented chain of custody. 
All drug-testing information will be maintained in separate confidential records. 
Each employee, as a condition of employment, will be required to participate in random and 
post-accident testing upon selection or request of management. Additionally as a condition of 
employment, drug screening may be required. The substances that will be tested for are: 
Marijuana, Cocaine, Amphetamines, Methamphetamines, Phencyclidine “ PCP”, Barbiturates, 
Benzodiazepines, and Methadone. 
Testing for the presence of alcohol will be conducted by analysis of breath. 
Testing for the presence of the metabolites of drugs will be conducted by the analysis of urine. 
Any employee who tests positive will be terminated immediately. 
An employee will be subject to the same consequences of a positive test if he/she refuses to 
cooperate in the testing process in such a way that prevents completion of the test. 
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Consequences 
One of the goals of our drug-free workplace program is to encourage employees to voluntarily 
seek help with alcohol and/or drug problems. If, however, an individual violates the policy, the 
consequences are serious. In the case of applicants, if he or she violates the drug-free 
workplace policy, the offer of employment can be withdrawn. The applicant may not reapply. If 
an employee violates the policy, he or she will be terminated from employment. 
  
Assistance 
LPC Personnel, Inc. recognizes that alcohol and drug abuse and addiction are treatable 
illnesses. We also realize that early intervention and support improve the success of 
rehabilitation. To support our employees, our drug-free workplace policy: 
       •       Encourages employees to seek help if they are concerned that they or their family    
members may have a drug and/or alcohol problem. 
  

  
Confidentiality 
All information received by LPC Personnel, Inc. through the drug-free workplace program is 
confidential communication. Access to this information is limited to those who have a 
legitimate need to know in compliance with relevant laws and management policies. 
  
Shared Responsibility 
A safe and productive drug-free workplace is achieved through cooperation and shared 
responsibility. Both employees and management have important roles to play. All employees 
are required to not report to work or be subject to duty while their ability to perform job duties 
is impaired due to on- or off-duty use of alcohol or other drugs. 
  
In addition, employees are encouraged to:  

• Be concerned about working in a safe environment. 
  
  

It is the supervisor's responsibility to:  
• Inform employees of the drug-free workplace policy. 
  
  

Communication 
Communicating our drug-free workplace policy to both supervisors and employees is critical to 
our success. To ensure all employees are aware of their role in supporting our drug-free 
workplace program.  
  

• All employees will review the policy. 
  

  
I have read, understand and agree to the Drug-Free Workplace Policy  
  
  
  
____________________________________    ____________________________________ 
  Signature     Please print name / Date 
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Safety in the Office 
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“Your Workstation” 

1. Recognize and avoid awkward postures 
to prevent muscle strains. 

2. Move the work to you, instead of 
moving your body to the work.   

3. Keep your work close to your body 
around waist level area.  

4. Commonly used items should be kept 
within easy reach. 

 

“Hazardous Materials” 

Read the label before you use any 
chemical or hazardous material. It explains 
how to protect yourself and how to store 
and dispose of the material properly. 

 

 

“Slips, Trips and Falls” 

Every year, nearly half a million people 
are injured due to slips, trips and falls. 

Slips: 

1. Clean up spills immediately. 

2. Barricade wet areas until they dry. 

Trips:  

1. Keep pathways clear of clutter. 

2. Watch for loose rugs and uneven 
flooring 

3. Eliminate loose extension cords and 
cables. 

Falls: 

1. Avoid using makeshift climbing 
devices like boxes, shelves or 
chairs. 

2. Use a step stool or ladder to reach 
anything above shoulder level. 

3. Inspect the ladder or step stool 
before using.  

 

 

 

 

 

“Lifting” 

To lift properly, make slow, even moves: 

1. Stand close to the load, one foot ahead 
of the other. 

2. Keep both feet flat, bend knees slightly. 

3. Keep the load close to your body. 

4. Use your feet and legs to turn. 

5. Don’t twist you back. 

6. Get help for heavy loads. 

“Summary” 

1. Arrange your workstation to prevent 
injuries. 

2. Read labels to distinguish how to 
properly use, store and dispose of 
hazardous materials. 

3. Be alert of your surroundings in order to 
prevent slipping, tripping and falling. 

4. Lift carefully and properly to avoid 
injuring yourself.  
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