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Navigating
Your Role:
A
Comprehen
sive Guide
to the Kelly
Services
Employee
Handbook

Starting a new
assignment or joining
a new organization
can be both exciting
and _overwhelming.

For temporary
workers, contractors,
and even internal
staff, understanding
the rules, benefits,
and expectations of
your employer is

crucial for a successful
working relationship.
This is where the
Kelly Services
Employee

Handbook becomes
an indispensable
resource. Whether you
are a field employee
working on
assignment at a client
site or a corporate
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your roadmap. It
outlines the policies,
procedures, and
culture that define
your experience with
one of the world’s
leading workforce
solutions providers.
This article delves
deep into the typical
contents of the Kelly
Services Employee
Handbook, explaining
what you can expect,
why it matters, and
how to make the most
of the information it
contains. We will
explore everything
from pay and benefits
to workplace conduct
and safety, ensuring
you have a clear
understanding of your
rights and
responsibilities.

Kelly
Services
Employee
Handbook?

The Kelly Services
Employee

Handbook is a formal
document that
communicates the
company’s policies,
expectations, and
benefits to its
workforce. Unlike a
traditional employee
handbook for a single
corporate office, Kelly
Services has a unique
challenge because it
employs a diverse
workforce that
includes temporary
workers, permanent
placements, and
corporate employees.
The handbook is
designed to bridge the
gap between these
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providing-a consistent
set of guidelines while
acknowledging the
specific circumstances
of temporary
assignments. It is not
just a list of rules; it is
a tool for
empowerment. By
reading it, you gain a
clearer picture of how
pay works, what
benefits  you are
eligible for, how to
handle workplace
issues, and what
resources are
available to support
your professional
growth. For many, it is
the first step toward
building a positive and
productive
relationship with Kelly
Services.

The
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of Reading
Your
Employee
Handbook

Many employees, both
temporary and
permanent, make the
mistake of skipping
the employee
handbook and signing
the acknowledgment
form without a
thorough review. This
can lead to
misunderstandings
down the line. The

Kelly Services
Employee
Handbook is

particularly important
because your work
environment may
change with each
assignment. While
your core relationship
is with Kelly Services,

your daily "workplace
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n at a client
site.“"The handbook
clarifies how Kelly
Services policies
interact with client
policies, ensuring you
know who to contact
for what. It also
protects your rights by
clearly explaining anti-
harassment policies,
wage and hour laws,
and workers'
compensation
procedures. Taking
the time to read it can
help you avoid
common pitfalls, such
as missing
timekeeping deadlines
or misunderstanding
overtime rules. In
short, it is your best
source of truth for
navigating the
employment
relationship.

Sections
Typically
Found in
the
Handbook

While every version of
the Kelly Services
Employee

Handbook may be
updated periodically
to reflect changes in
law or company
policy, several core
sections are
consistently included.
Understanding these
sections will help you
quickly find the
information you need.
Below, we break down
the most important
areas you should be
familiar with.
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Kelly Services Employee
Employment gyandd8biattendance and

Classification

This foundational
section clarifies your
employment status.
Are you a temporary
employee, a temp-to-
hire associate, or a
direct hire? The
handbook will define
these terms and
explain what they
mean for your
relationship with Kelly
Services. It covers
important topics such
as at-will employment,
which is common in
many states, and
explains that either
you or Kelly Services
can end the
employment

relationship at any
time, with or without
cause. It also outlines
the probationary
period, if applicable,

and-sets expectations -

.punctuality.....Fot

temporary employees,
this section s
especially helpful
because it explains
that while you report
to a client supervisor
for daily tasks, you
remain an employee
of Kelly Services for
payroll, benefits, and
HR matters. This dual
relationship is a key
concept that the
handbook clarifies in
detail.

Timekeeping,
Payroll, and
Compensation

One of the most
critical sections of any
employee handbook
deals with how you
get paid. The Kelly
Services Employee
Handbook provides
detailed instructions
*OR- - -Fimekeeping
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procedures. Whether
you use a mobile app,
a web portal, or a
physical timesheet,
the handbook will
explain how to submit
your hours accurately
and on time. It will
also cover pay
periods, pay dates,
and methods of
payment (such as
direct deposit or
paycard). Overtime
policies are clearly
outlined, including
how overtime s
calculated and
whether it requires
prior approval. For
temporary workers, it
is crucial to
understand that
overtime is typically
calculated based on
hours worked for Kelly
Services, not just for a

single client. The
handbook also
addresses wage
deductions, tax

withholdings, and how
to handle
discrepancies in your
paycheck. This section
ensures transparency
and helps you manage
your finances
effectively.

Benefits and
Eligibility

Many people assume
that temporary
workers are not
eligible for benefits,
but Kelly Services
offers a
comprehensive
benefits package to
eligible employees.
The Kelly Services
Employee
Handbook details

who  qualifies  for
benefits, which
typically includes

employees who work
a certain number of
hours over a specific
period. Common
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benefits

medical, -dental,. and -

vision insurance, as
well as a 401(k)
retirement plan. The
handbook explains
how to enroll, when
coverage begins, and
how much you need
to contribute. It also
covers paid time off
(PTO), holidays, and
other leave policies,
such as sick leave or
family and medical
leave (FMLA). By
reading this section
carefully, you can take
full advantage of the
benefits you have
earned. Missing an
enrollment deadline
could mean waiting
months for coverage,
so this is one area
where due diligence
pays off.

Workplace. .......

ingiugls dfenduct and
- Code of-Ethics - - -

Kelly Services places a

high value on
integrity,

professionalism, and
respect. The

handbook includes a
detailed code of
conduct that applies
to all employees,
whether they are
working at a Kelly
Services office or at a
client site. This
section covers
expectations for
professional behavior,
dress codes, and
communication

standards. It also
addresses critical
topics like

harassment,

discrimination, and
retaliation. The policy
makes it clear that
Kelly Services has a
zero-tolerance stance

.on..any..farm..of
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harassment, including
sexual harassment,
bullying, and
discrimination based
on race, gender,
religion, or other
protected
characteristics. The
handbook provides a
clear process for
reporting violations,
including multiple
reporting channels to
ensure you feel safe
coming forward.
Understanding these
policies protects you
and your colleagues
and helps maintain a
positive work
environment.

Safety and
Health

Safety is a top priority
for Kelly Services,
especially for
employees working in
industrial,

manufacturing, or

healthcare settings.
The Kelly Services
Employee
Handbook outlines
the company's
commitment to
providing a safe work
environment. This
includes your
responsibility to follow
safety protocols, use
personal protective
equipment (PPE) when
required, and report
any hazards or
accidents
immediately. The
handbook also covers
workers'
compensation
insurance, explaining
what to do if you are
injured on the job. It is
important to note that
safety policies may
vary by client site, and
the handbook often
provides guidance on
how to cooperate with
client safety programs
while still following
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Kelly

standards..... By.
familiarizing yourself
with these
procedures, you can
help prevent

accidents and ensure
you know the proper
steps to take if an
incident occurs.

Confidentiality
and Data
Security

In today's digital
world, protecting
sensitive information
is more important
than ever. This section
of the handbook
addresses the
confidentiality of
client and company
data. As a Kelly
Services employee,
you may have access
to proprietary
information, trade
secrets, or personal
data.of clients.and

ServifesdHbeik customers. The
-handbook- -explains

your duty to
safeguard this
information and the
consequences of
unauthorized
disclosure. It also
covers the use of
company technology,
including computers,
email, and internet
access, and clarifies
that these resources
are for business
purposes. Personal
use may be limited,
and communications
are not considered
private.
Understanding these
policies helps you
avoid accidental
breaches that could
jeopardize your
employment or the
company's reputation.
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Knowing that the
Kelly Services
Employee
Handbook exists is
only the first step. To
get the most value
from it, you need to
use it actively. Here
are a few practical tips
for making the
handbook a regular
part of your work life.

e Read it
thoroughly on
your first day:
Set aside time
to read the
entire handbook
when you start
your
assignment. Do
not just skim it.
Pay attention to

HBW16 Use

especially those
related to pay,
benefits, and
conduct.
Bookmark key
pages: Keep a
digital or
physical
bookmark for
sections you
may need to
reference
frequently, such
as the
timekeeping
instructions,
benefits
enrollment
steps, and
emergency
contact
numbers.
Useitasa
reference tool:
When questions
or issues arise,
consult the
handbook first
before reaching
out to your
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supervisor §§ 4 ndbook Promptly.

..... HR..Many ......

common
questions are
answered
directly in the
policies.

e Keep it
accessible:
Most handbooks
are available
online through
the employee
portal. Make
sure you know
how to access it
from any device,
especially if you
move between
client sites.

¢ Note updates:
Policies can
change. Pay
attention to any
communications
from Kelly
Services about
updates to the
handbook, and
review the

..... changeS.......

Questions
Answered
by the

Handbook

The Kelly Services
Employee
Handbook is
designed to answer
the most common
questions employees
have. Here are a few
examples of the kinds
of questions you can
expect to find clarified
within its pages.

e How do |
report an
absence? The
handbook will
specify the
procedure for
calling in sick or
requesting time

..... off, including. . .

Downloaded from tracker.dreammachineusa.org by
Klein & Rory ¢ Read more, learn more. ¢ Page 11



who to contact
and how far in
advance you
need to notify
your supervisor.
What happens
if | am injured
at work? The
handbook
provides step-
by-step
instructions for
reporting a
workplace
injury, seeking
medical
attention, and
filing a workers'
compensation
claim.

Am | eligible
for overtime?
The handbook
defines
overtime
eligibility based
on your
classification
and the number
of hours worked,
ensuring you

understand how
overtime pay is
calculated.
How do |
access my pay
stubs? The
handbook
explains the
online portal or
mobile app
where you can
view and
download your
pay stubs, W-2
forms, and other
payroll
documents.
What should |
do if |
experience
harassment?
The handbook
outlines the
reporting
process,
including
multiple
channels such
as your Kelly
Services branch
manager, a
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corporate Hfy5 ,, qgg@pination. Common

..... representative, . .

or a confidential
hotline.

Staying
Compliant
as a Kelly
Services
Employee

Compliance is a two-
way street. While Kelly
Services provides
policies and
guidelines, it is your
responsibility as an
employee to follow
them. The Kelly
Services Employee
Handbook is a tool
that helps you stay
compliant with both
company policy and
the law. Failure to
adhere to these
policies can result in
disciplinary action, up
to*and-inctuding

-areas---0f--Non-

compliance that the
handbook addresses
include time theft
(such as falsifying
timesheets), violating
safety rules, and
engaging in
harassment or
discrimination. By
understanding and
following the
handbook, you not
only protect yourself
but also contribute to
a culture of integrity
and professionalism.
Remember that
ignorance of a policy
is not an acceptable
excuse, so take the
time to educate
yourself thoroughly.

The

..Evolution of
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Gone are the days
when the employee
handbook was a thick
binder gathering dust
on a shelf. Today, the

Kelly Services
Employee

Handbook is often a
dynamic, digital
document that can be
updated instantly to
reflect changes in law
or company policy.
This digital format
makes it easier for
you to access the
handbook from
anywhere, search for
specific topics, and
receive  notifications
when updates are
made. Many
employees prefer this
because it saves time

andtli@.lces paper
waste. The digital

handbook also allows

for interactive
elements, such as
links to benefit

enrollment portals,
training modules, and
frequently asked
questions. Embracing
this modern format
means you always
have the most current
information at your
fingertips, which is
especially important
for temporary workers
who may move
between assignments
quickly.

The Kelly Services
Employee

Handbook is far more
than a set of rules and
regulations. It is a
comprehensive guide
that empowers you to
succeed in your role,
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whether you pg{8dp¥HN these pages is

working. a.temporary .

assignment or
building a long-term
career within the
organization. By
clearly outlining
expectations, benefits,
and procedures, the
handbook helps you
navigate the
complexities of the
modern workforce
with confidence. From
understanding your
pay and benefits to
knowing your rights in
the workplace, the
information contained

. essential for.a. pasitive

and productive
employment
experience. Take the
time to read it, refer
to it often, and use it
as a resource
whenever questions
arise. Doing so will not
only help you stay
compliant but will also
ensure you get the
most out of your
relationship with Kelly
Services. Your
handbook is your
partner in success, so
keep it close and use
it wisely.
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