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The following policies apply to all employees of Hammes Professionals:
Sexual Harassment
It is the policy of this company to prohibit sexual harassment, as defined below, to thoroughly investigate all instances of sexual harassment of which the company is aware and to take appropriate corrective action to prevent recurrence.


Responsibility:

· It is the responsibility of all employees to ensure compliance with this policy.

· It is the responsibility of all employees to report instances of sexual harassment to a Hammes Professionals representative.


Definition:


Sexual harassment means unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature the submission of which:

· Is made a term or condition of employment.

· Is used as the basis for an employment decision.

· Has the purpose or effect of substantially interfering with an employee’s work performance.

· Has the effect of creating a hostile environment in which the employee must work.


Procedure:

· Sexual harassment in the workplace will not be tolerated.

· All reported instances of sexual harassment will be thoroughly investigated. Individuals who report the incident can do so without fear of retaliation.
· Corrective action, including disciplinary action up to and including termination, will be taken by management to prevent recurrence.
Substance Abuse

1. It is a violation of company policy for any employee to use, possess, trade, offer for sale, or offer to buy illegal drugs or otherwise engage in the illegal use of drugs on the job

2. It is a violation of company policy for anyone to report to work under the influence of illegal drugs or alcohol.

3. It is a violation of the company policy for anyone to use prescription drugs illegally. However, nothing in this policy precludes the appropriate use of legally prescribed medications.

4. Violation of these policies is subject to disciplinary action up to and including termination. 

Application Disclosure statement:

I hereby declare that all statements contained in this application are true and correct and understand that false or inaccurate information in the application will be the basis for termination. I hereby authorize Hammes Professionals to investigate my background inclusive of criminal records, credit checks, education verification, motor vehicle reports, employment verification, and to verify this information. I understand that if employed, my employment will not be for any fixed period of time and may be terminated by the company at any time. I also authorize Hammes Professionals to release information contained herein and its findings and work history of my employment to other firms or persons upon request. I also understand and agree that I may be expected to work on a wide variety of job assignment(s) in the greater metropolitan area and agree to accept assignment(s) for which I am qualified as they become available. I also understand my failure to regularly report to Hammes Professionals for work will indicate I have quit. I also agree to submit to a drug screen upon request. 

By signing below I affirm that I understand and agree to follow the above guidelines and statements. 
__________________________________________
_______________________________________________ Print Name





Signature



Date
