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INTRODUCTION 
 
About this Handbook 
This employee handbook contains information about the employment 
policies and practices of Reliant Search, Inc. in effect at the time of 
publication.  It supercedes any prior written or oral policies, statements 
or understandings on these subjects. 
 
All employees of the Company are “at will,” which means that either you 
or we may terminate the employment relationship at any time, with or 
without cause and/or notice.  This handbook and the guidelines it 
contains are not intended to be a contract of employment that modifies 
your at will status.  Furthermore, the at will status of your employment 
may only be modified by written contract signed by you, as well as an 
Officer of the Company. 
 
Occasionally, this handbook may need to be revised.  When a policy is 
revised or modified, the “old” policy page should be replaced with the 
new page reflecting its effective date.  These policies and procedures are 
subject to modification, suspension, and elimination at any time, with or 
without notice, at the discretion of the Company President except as 
provided in the previous paragraph.  As an employee, you are 
responsible for adhering to the policies and procedures of the Company.  
It is your responsibility to read and understand this handbook. 
 
If you have any questions or concerns about this handbook or any other 
policy or procedure, please contact your supervisor for clarification. 
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A Note from the President 
 

Welcome to Reliant Search, Inc.! 

We are pleased to have you on the Reliant 
Search team.  This Employee Handbook 
summarizes our human resource policies, 
benefits and other information you may need 
to reference.  Whether you are a new or 
existing employee, please take the time to 
review this Handbook.  The information 
provided will address common questions about 
our company. 
 

At Reliant Search, Inc. we believe in treating our employees as our 
partners.  We continually strive to exceed your expectations by helping 
you develop a strong career path and achieve your career goals.  In turn, 
we know you will represent our firm in the best possible light by 
exemplifying excellence in the workplace.  As a progressive employer, 
we welcome your questions and feedback at any time.  Congratulations 
and thank you for choosing Reliant Search, Inc. 
 
 
 Sincerely, 
 
 
 Vaughna S. Cochenour, CPC 
 
 
 
 
 
Reliant Search, Inc. is a boutique recruiting and staffing firm, and 
Certified Women’s Business Enterprise #2005120616 / #4137, 
specializing in the direct-hire and temporary placement of professionals 
at all levels of Accounting, Finance, Human Resources, Payroll and 
Administrative Support. 
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EEO Policy 

Reliant Search, Inc. is committed to providing equal employment 
opportunities to all persons regardless of age, race, color, religion, sex, 
sexual orientation, national origin, marital status, disability, or any other 
characteristic protected under applicable state or federal law.  
Discrimination or harassment based upon any of these factors is 
inconsistent with our philosophy and will not be tolerated.  If you are 
aware of any violation of this policy, report it immediately to your 
supervisor or the Business Manager. 
 
 
Harassment Policy 
Every Reliant Search, Inc. employee is entitled to work in an 
environment that is professional and free of harassment based on any 
characteristic protected under applicable state or federal law including, 
but not limited to age, race, color, religion, sex, sexual orientation, 
national origin, marital status, or disability.  Reliant Search, Inc. does not 
condone such harassment, regardless of whether the conduct is verbal, 
physical, or environmental.  Such conduct is illegal and will not be 
tolerated.  We expect all employees, customers, and vendors to refrain 
from any words or conduct – including ethnic jokes, religious slurs, slang 
terms denoting race, age, etc., derogatory comments, cartoons, graffiti, 
etc. – that might create a hostile or offensive working environment. 
 
Specifically, Sexual Harassment includes unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a 
sexual nature if (1) submission to the conduct is in any way made a term 
or condition of employment; (2) submission (or rejection) is used as the 
basis for any employment related decisions; or (3) the conduct has the 
purpose or effect of unreasonably interfering with an individual’s work 
performance or creating an intimidating, hostile or offensive work 
environment. 
 
If you are aware of any violation of this policy, report it immediately to 
your supervisor or the Business Manager. 
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Grievance & Complaint Procedure 

If you have witnessed or been subject to discrimination or harassment in 
violation of Company policy, you should immediately report the incident 
to your supervisor or the Business Manager.  If your supervisor or the 
Business Manager is unavailable, or you are uncomfortable reporting the 
incident to either party, you may report the incident to the President of 
Reliant Search, Inc.  It is necessary to inform a member of the 
management team so corrective action may be taken. 
 
All complaints of discrimination or harassment brought to Management’s 
attention will be treated as confidentially as possible, so as to protect the 
privacy of the persons involved.  Employees who report discrimination 
and/or harassment, or become aware of a complaint, are also expected to 
maintain confidentiality.  Investigations will be kept confidential to the 
extent practicable and appropriate under the circumstances. 
 
Reports and complaints of discrimination or harassment will be promptly 
investigated by the Business Manager (and/or the Company President).  
At a minimum, the individual making the report or complaint and the 
individual identified as the perpetrator will be separately interviewed to 
determine the facts.  If the investigator determines that the behavior 
violated Employer’s EEO or Harassment policy, appropriate corrective 
action will be taken, up to and including termination of employment. 
 
Employer will not retaliate in any way against an employee who reports 
discrimination or harassment, nor will Employer permit any other 
employee to do so.  Any person who is found to have retaliated against 
another employee for reporting discrimination or harassment will be 
subject to disciplinary action, up to and including termination of 
employment. 
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Confidentiality 
Employees agree to keep confidential any and all information 
assimilated, or accessed through the Company and/or our clients during 
their employment, which has not been publicly disclosed and is not a 
matter of common knowledge.  Employees also agree that during and 
after the employment relationship is terminated with the Company, they 
will not, without the prior written consent of the Company, disclose any 
such confidential information to any third person, partnership, joint 
venture, company, corporation or other individual or organization, or use 
such information for their own personal economic gain. 
 
For the purposes of this handbook, “Confidential Information” shall 
include, but is not limited to any of the Company’s confidential, 
proprietary or trade secret information that is disclosed to you or you 
otherwise learn in the course of employment, or information that is 
generated for the benefit of the Company. 
 
Employees agree that Confidential Information shall include the names 
of the Company's clients and customers and those names shall remain the 
exclusive property of the Company.  Furthermore, employees agree that 
Confidential Information shall include leads on customers, customer 
information generated by the Company (including marketing strategies, 
market research, budget/financial information related to customers, and 
customer’s principal contacts), pricing lists, internal cost data, business 
and market strategies, customer and Employer business records, 
telephone lists, novel or original ideas and inventions related to our 
industry, contracts, service development techniques or plans, business 
acquisition plans, new personnel acquisition plans, employee personnel 
files and records, payroll information, computer programs, Employer’s 
internal budgets, financial statements and financial records. 
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COMPENSATION & BENEFITS 
 
Employee Timecards 
Employees paid on an hourly basis are required to complete weekly 
timecards.  Hours worked are calculated Monday through Sunday of 
each week and are rounded to the nearest quarter hour.  Any hours 
worked in excess of 40 per week are classified as overtime and will be 
paid at 1.5 times the regular straight time rate.  Any overtime must be 
pre-approved by a supervisor. 
 
Reliant Search utilizes a third-party time tracking system called 
SpringAhead to track employees’ hours worked.  You will be emailed 
login information and asked to change your password at the start of your 
assignment.  You should input and save your hours worked each day and 
submit your hours at the end of each workweek.  Submitting your hours 
automatically notifies your onsite supervisor that your hours are ready 
for approval.  Hours should be submitted no later than noon the 
following Monday. 
 
 
Employee Pay 
Temporary employees are paid every-other Friday either by check or 
direct-deposit.  Corporate employees are paid by check or direct-deposit 
at the end of the month for that month’s work.  If a salaried employee is 
hired in the middle of a month, they will be paid a prorated amount for 
the number of days worked.  If a payday falls on a weekend or holiday, 
employees will be paid on the workday directly following the regular 
payday. 
 
Special requests regarding the issuance of your paycheck must be made 
in writing and submitted to the Business Manger at least four days in 
advance.  We will make every effort to meet any reasonable request. 
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Rest Periods & Meal Breaks 
Non-exempt employees are required by law to take rest periods and meal 
breaks.  For every four-hour segment worked, or major portion thereof 
(two hours and one minute through four hours), employees must take a 
10-minute, paid, rest period.  Rest periods should be taken as nearly as 
possible to the middle of the work segment.  Employees who work six or 
more hours must also take a meal break of not less than 30 minutes.  
Meal breaks should be taken as close to the middle of the workday as 
possible and are generally unpaid. 

If you are aware of any violation of this policy, report it immediately to 
your supervisor or the Business Manager. 
 
Health Benefits 
Reliant Search, Inc. offers comprehensive health benefits to our 
employees working an average of 30 or more hours per week.  For 
qualifying employees, coverage is effective on the first of the month 
following 30 days of employment. 
 
We offer dental and prescription coverage through Kaiser Permanente, as 
well as a two-tiered medical plan.  Reliant Search, Inc. pays the majority 
of employee premiums for basic coverage, so your out-of-pocket cost 
may be as low as $100 per month.  Your costs will be higher if you opt 
for upgraded coverage or enroll dependents.  The employee portion of 
your premium costs for you and/or dependents will be deducted from 
your paychecks.  For specific details of coverage and premium rates, 
please refer to the Company’s annual benefits summary. 
 
Workers’ Compensation 
Workers’ compensation covers employees regardless of the number of 
hours they work per week.  Benefits for work-related injuries are covered 
by the Workers’ Compensation program.  Notify your supervisor 
immediately of any job-related injury so an injury report may be 
filed with the provider. 
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WORKPLACE CONDUCT 
 
The following are the standards and procedures that we expect 
employees to follow while employed by Reliant Search, Inc.  Violations 
of any of these rules may result in disciplinary action.  However, the 
company will use these rules as guidelines only and will evaluate each 
situation individually.  In addition, this handbook does not contain a 
complete listing of rules, and we may add, delete, or otherwise change 
these work rules at any time. 
 
 
Attendance & Punctuality 
We rely on the regular attendance and punctuality of our employees to 
operate effectively.  Absenteeism and tardiness interfere with the 
services that Reliant Search, Inc. provides, hinder daily planning and 
increase the burden on other employees who must shoulder the extra 
workload.  Regular and punctual attendance is, therefore, a condition of 
employment and your attendance record will factor in the evaluation of 
your job performance.  Excessive absenteeism and tardiness may result 
in disciplinary action up to and including termination. 
 
You are responsible for notifying your supervisors as soon as possible 
when you know you will be absent from or late to work.  Employees 
working on temporary assignments must notify both Reliant Search, Inc. 
and their onsite supervisor(s).  If an employee fails to report for work and 
also fails to notify his/her supervisor(s), the Company may deem this job 
abandonment and terminate the employee. 
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Proper Workplace Attire 
Because each employee represents Reliant Search, Inc. in the eyes of the 
public, it is important that each employee report to work properly 
groomed and wearing the appropriate attire.  Employees are expected to 
dress neatly and in a manner consistent with the nature of the work 
performed.  Employees who report to work inappropriately dressed may 
be sent home to change into appropriate attire and will not be 
compensated for their time away from work. 
 
 
Internet, Email, & Telephone Use Policy 
Employees may be provided with Internet, email and telephone access to 
be used for company-related, business purposes only.  Prohibited 
activities include, but are not limited to playing games, gambling, 
sending chain letters, viewing, downloading, and/or sending 
pornographic material, hacking, distributing viruses, or intentionally 
causing or attempting to cause damage. 
 
Employees may not use these tools in any way that may be interpreted as 
insulting, disruptive, or offensive by other persons, or harmful to 
employee morale.  Use of these tools in violation of company guidelines 
will result in disciplinary action, up to and including termination. 
 
All messages created, sent, received, or stored on company equipment, as 
well as the information contained therein, are the sole property of Reliant 
Search, Inc. and/or our client(s).  These messages are considered 
business records, and may be used in any judicial, administrative, or 
other proceeding. 
 
Employees have no expectation of privacy in any message, or use of 
property owned by Reliant Search, Inc. or our clients.  Furthermore, 
Reliant Search, Inc. and/or our clients may, from time-to-time monitor 
messages, as well as Internet, email, and phone system use without prior 
notification to employees.  When in doubt, employees should not use 
Company property. 



11  
 
Safety Policy 
It is the policy of the Company to protect the safety and health of our 
employees.  Injuries and property loss from accidents are needless, costly 
and preventable.  Our company has established a safety and health 
program adapted to fundamental safety concepts that will help us prevent 
injury and loss due to recognized hazards.  Our objective is to provide 
services, in the most productive and safe manner possible. All employees 
should understand that safety is a condition of employment.  Our safety 
policy is designed to change as needs change. Employees are encouraged 
to provide recommendations for improvements to this important tool. 
 
Supervisors are directly responsible and accountable for job training.  
This includes proper procedures, work practices and safe methods.  They 
must enforce company rules and take immediate corrective action to 
eliminate hazardous conditions.  They cannot permit safety to be 
sacrificed for any reason. 
 
Each employee is expected to cooperate with all aspects of the 
Company’s safety and health program.  Consequently, they are to: 

• Report accidents and incidents immediately to their supervisors. 

• Wear personal protective equipment.  There are no exceptions. 

• Not use machines or equipment without adequate guarding or in 
questionable condition. 

- Problems with these items must be reported to supervisors. 

• Report for work alert, rested and in good physical condition. 

• Immediately report all hazardous conditions or other safety 
concerns to supervisors. 

 
Each employee has personal responsibility for their own safety, as well 
as the safety of co-workers.  Safety is part of our culture at Reliant 
Search.  If everyone does his/her part by doing what is necessary to 
ensure workplace safety, we all benefit.  It is imperative to take the time 
to perform all tasks in a safe manner. 
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Drug & Alcohol Policy 
The Company has a vital interest in maintaining a safe, healthy and 
efficient workplace for the benefit of its employees, clients and the 
public.  The use of performance impairing drugs can cause avoidable 
injuries to employees, damage to property, and productivity losses.  In 
our efforts to provide a safe workplace, we have a substance abuse 
policy.  Reporting for work or working under the influence of alcohol or 
illegal substances is prohibited.  The use, possession, transfer or sale of 
illegal substances, alcohol, or any other substances, which impair job 
performance or pose a hazard to the safety and welfare of the employee, 
the public, or other employees is strictly prohibited and may result in 
immediate disciplinary action up to and including termination. 
 
 
Smoke-Free Workplace Policy 
In the interest of maintaining a safe and comfortable working 
environment and to ensure compliance with applicable laws, smoking in 
Company offices and facilities – whether leased or owned – is strictly 
regulated.  You should become familiar with the areas at the facility 
where smoking is either prohibited or permitted.  Because the Company 
may be subject to criminal and civil penalties for violations of applicable 
smoking laws, we must insist on strict adherence to this policy.  
Employees smoking in any nonsmoking area may be subject to 
disciplinary action up to and including termination. 
 
 
Moonlighting 
By accepting employment with Reliant Search, our employees agree to 
loyally and conscientiously perform the duties assigned to them.  If an 
employee has an extra job that, in the opinion of the Company, affects 
their work for Reliant Search, Inc., or causes them to loose time from 
their job at Reliant Search, Inc., or is contrary to the best interest of 
Reliant Search, Inc., the employee must either quit their extra job or be 
subject to termination from the Company. 
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Accessing Your Personnel Record 
Access to company files, including files containing employment records, 
is restricted.  An employee may request copies of documents such as 
their: employment application, performance appraisals, commendations 
and warnings, and records consisting of information provided by or 
signed for by the employee. 
 
Employees will be granted access to these items upon written request 
made to the Business Manager.  Access is not allowed for information 
obtained with the stipulation of confidentiality such as reference checks.  
Any additional access required by law will be granted. 
 
An employee who disagrees with any information in his/her file may 
prepare a written statement of disagreement.  The written disagreement 
will be attached to the file document in question. 
 
 
DISCIPLINE & DISCHARGE POLICIES 
 
Discipline Policy 
All employees are hired for an indefinite period and may resign or be 
terminated without cause or notice at any time.  This is what is meant by 
“at-will” employment.  Normally, we try to give employees an 
opportunity to correct less serious performance issues before being 
terminated.  In any case, however, we may decide that the nature of the 
issue and/or the employee’s overall record makes immediate termination 
appropriate.  For example, theft, dishonesty, violence, or violating 
company anti-harassment, discrimination, or drug and alcohol policies 
may be grounds for immediate termination.  If we decide some form of 
lesser action is appropriate, we may choose suspension, probation, or a 
verbal or written reprimand. 
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Termination 
 
An employee voluntarily accepts employment with Reliant Search, Inc. 
and is free to resign at any time.  Similarly, Reliant Search, Inc. is free to 
end the employment relationship when determined to be in the best 
interest of the Company.  Accordingly, either the employee or the 
Company, may at any time, for any reason except as prohibited by law, 
with or without cause or notice, choose to terminate the employment 
relationship with the Company. 
 
Although all employees are “at-will” and may legally resign at any time, 
we appreciate at least two weeks notice so that an orderly transition can 
be arranged.  Once an employee has given notice, the Company may 
choose to waive the notice period.  Employees who do not provide this 
notice generally will not be considered for rehire. 
 
An employee may be asked to resign or may be discharged at the sole 
discretion of the Company. 
 
 
Final Pay & Other Considerations 
 
In the event of termination, Reliant Search will make your final paycheck 
available in accordance with applicable law.  At the appropriate time, 
your final paycheck will be available and held for you at our office, 
unless you request in writing that it be mailed to you. 
 
It is imperative for employees who submit weekly timecards to submit 
their final hours as soon as possible.  If you have any questions regarding 
your final paycheck, please contact the Business Manger. 
 
Prior to termination, employees must return all keys, supplies, 
equipment, manuals, and any other Company property, as well as all 
files, records, and work in progress to their manager. 
 
Employees enrolled in benefit plans will be mailed any pertinent 
information regarding their accounts, if appropriate. 


