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Health & Safety  
 at Work

Prevention Starts Here
 Workers have the right to:

��Know about workplace hazards and what to do about them.
��Participate in solving workplace health and safety problems.
��Refuse work they believe is unsafe.

 Workers must:
��Follow the law and workplace health and safety policies and procedures.
��Wear and use the protective equipment required by their employer.
��Work and act in a way that won’t hurt themselves or anyone else.
��Report any hazards or injuries to their supervisor.

Employers must NOT take action against workers  
for following the law and raising health and safety concerns.

 Employers must:
��Make sure workers know about hazards and dangers by providing  

information, instruction and supervision on how to work safely.
��Make sure supervisors know what is required to protect workers’  

health and safety on the job.
��Create workplace health and safety policies and procedures.
��Make sure everyone follows the law and the workplace health and  

safety policies and procedures.
��Make sure workers wear and use the right protective equipment.
��Do everything reasonable in the circumstances to protect  

workers from being hurt or getting a work-related illness.

 Supervisors must:
��Tell workers about hazards and dangers, and respond to their concerns.
��Show workers how to work safely, and make sure they follow the law  

and workplace health and safety policies and procedures.
��Make sure workers wear and use the right protective equipment.
��Do everything reasonable in the circumstances to protect workers  

from being hurt or getting a work-related illness.

Ontario’s Occupational  
Health and Safety Act gives  
workers rights. It sets out roles for 
employers, supervisors and  
workers so they can work together  
to make workplaces safer.

Improve Health and Safety:
�� Find out about your Joint Health and 

Safety Committee or Health and Safety 
Representative.

�� Talk to your employer, supervisor, workers, 
joint health and safety committee or 
health and safety representative about 
health and safety concerns.

Call the Ministry of Labour at 
1-877-202-0008
Report critical injuries, fatalities,  
work refusals anytime.
Workplace health and safety information,  
weekdays 8:30am – 5:00pm.
Emergency? Always call 911 immediately.

Find out more:
ontario.ca/healthandsafetyatwork

© Queen’s Printer for Ontario

Ministry of Labour
ISBN 978-1-4435-8295-7 (PRINT)
ISBN 978-1-4435-8296-4 (HTML)
ISBN 978-1-4435-8297-1 (PDF)
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 IN CASE OF INJURY 
OR ILLNESS AT WORK 

1 
2 
3 
4 

Get medical help 
<RXU�HPSOR\HU�LV�UHVSRQVLEOH�IRU�SURYLGLQJ�ŴUVW�DLG� 
*R�WR�WKH�GRFWRU�RU�KRVSLWDO�LI�\RX�QHHG�WUHDWPHQW� 
<RXU�HPSOR\HU�SD\V�IRU�\RXU�WUDQVSRUWDWLRQ� 

Document 
7HOO�\RXU�HPSOR\HU�DERXW�\RXU�LQMXU\�RU�LOOQHVV��7KH\ 
LQYHVWLJDWH�DQG�NHHS�D�UHFRUG�RI�ZKDW�KDSSHQHG� 

Report to the WSIB 
(PSOR\HUV�PXVW�WHOO�XV�ZLWKLQ�WKUHH�GD\V�LI�DQ�LQMXU\ 
RU�LOOQHVV�KDSSHQV��<RX�FDQ�UHSRUW�E\�VXEPLWWLQJ 
:RUNHUŒV�5HSRUW�RI�,QMXU\�,OOQHVV��IRUP���� 

Work together 
:H�ZRUN�ZLWK�\RX�DQG�\RXU�HPSOR\HU�WR�KHOS�\RX 
UHFRYHU�DQG�UHWXUQ�WR�ZRUN�VDIHO\�DQG�DW�WKH�ULJKW�WLPH� 

Questions? We’re here to help. 
Call us at: 1-800-387-0750 | TTY: 1-800-387-0050 
For details visit wsib.on.ca/reporting 

82 (0082C-02/18) 



   

 
 
 
 
 
 
 
 
 
 

Bill 168 & Bill 132 
 

(Workplace Violence, Harassment & Sexual 
Harassment) 

  



Violence in the Workplace  
 
Fuze HR Solutions is committed to providing a safe and healthy work environment for employees, 
customers, and visitors. As a result, violence in the workplace will not be tolerated.  
Fuze HR Solutions has a zero tolerance for violence. If you display any violence in the workplace or 
threaten violence in the workplace, you will be subject to disciplinary action up to and including 
termination. Talking of violence or joking about violence will not be tolerated. You are encouraged to 
confidentially report any potential or actual violent incident immediately to your Manager and or the 
Human Resources Department. 

Policy against Harassment, Discrimination, and Retaliation  
 
Fuze HR Solutions is committed to providing a work environment that is free of all forms of unlawful 
harassment and discrimination. In keeping with this commitment, we maintain a strict policy prohibiting 
all forms of unlawful harassment and discrimination in the workplace, including sexual harassment.  
Unwelcome sexual advances, requests for sexual favors, and other verbal, physical or visual conduct of a 
sexual or harassing nature constitute unlawful harassment if:  
- Submission to such conduct is made an explicit or implicit term or condition of employment.  
- Submission to or rejection of such conduct is used as the basis for employment decisions affecting an 
individual or  
- SƵch condƵcƚ haƐ ƚhe pƵƌpoƐe oƌ effecƚ of eiƚheƌ ƵnƌeaƐonablǇ inƚeƌfeƌing ǁiƚh an indiǀidƵal͛Ɛ ǁoƌk 
performance or creating an intimidating, hostile, or offensive working environment.  
Examples of such conduct which violate this policy include, but are not limited to:  
- Offensive or unwelcome sexual flirtations, advances or propositions.  
- Verbal abuse of a sexual nature.  
- Graphic or verbal commentaries about an individƵal͛Ɛ bodǇ͘  
- Sexually degrading words used to describe an individual.  
- Sexually oriented jokes or offensive literature.  
- Unwelcome physical touching of others.  
Fuze HR Solutions will not tolerate sexual harassment or any other form of harassment or discrimination 
based on sex, race, color religion, national origin, age marital status, veteran status, handicap, or 
disability.  
Harassment or discrimination in the workplace by any employee will result in disciplinary action up to 
and including termination.  
Procedure: If you experience, observe or become aware of behavior which you believe to be harassing 
or discriminatory in nature, which is inappropriate or offensive, or which makes  



you or others uncomfortable, you have an obligation to report the behavior immediately to either your 
Manager or the Human Resources Department at (800) 876-3571. Providing confidential information of 
this type will enable Fuze HR Solutions to take appropriate action to ensure that employees enjoy a 
work environment free from harassment. All information gathered under this policy will be kept as 
confidential as possible to protect you while allowing Fuze HR Solutions to fully investigate the matter.  
It is our policy to investigate any report of harassment. We will take whatever corrective action is 
deemed appropriate, including disciplinary action or termination of any individual who violates this 
policy. In addition, any individual who engages in conduct contrary to this policy may be personally liable 
in legal action brought against him or her.  
You will be protected from retaliation for making a report or participating in an investigation under this 
policy. Any person that retaliates against any individual who seeks a review under this policy will be 
considered a violation of this policy and will result in serious corrective action up to and including 
termination. 

I hereby attest to having read Fuze HR Solutions policy against workplace harassment, discrimination 
and retaliation as well as the policy against violence at the workplace. I have been handed the 
workplace policy handouts which includes the full program as well as the handout concerning 
procedures to follow in the event of the above-mentioned events.  

Employee name: _____________________________ 

Employee Signature: __________________________ 



   

 
 
 
 
 
 
 
 

AODA (Accessibility for Ontarians with 
Disabilities Act, 2005)  

 
Customer Service Training 

  



Fuze HR Solutions commitment and policies statement on the Accessibility for Ontarians with 
Disabilities Act, 2005 (AODA) 

Providing goods, services or facilities to people with disabilities 

Fuze HR Solutions Inc. is committed to meeting its current and ongoing obligations under the Ontario 
Human Rights Code respecting non-discrimination. 

Fuze HR Solutions Inc. understands that obligations under the Accessibility for Ontarians with 
Disabilities Act, 2005 (AODA) and its accessibility standards do not substitute or limit its obligations 
under the Ontario Human Rights Code or obligations to people with disabilities under any other law. 

Fuze HR Solutions Inc. is committed to complying with both the Ontario Human Rights Code and the 
AODA. 

Fuze HR Solutions Inc. is committed to excellence in serving all customers including people with 
disabilities. 

Our accessible customer service policies are consistent with the principles of independence, dignity, 
integration and equality of opportunity for people with disabilities. 

Assistive devices 

People with disabilities may use their personal assistive devices when accessing our goods, services or 
facilities. 

In cases where the assistive device presents a significant and unavoidable health or safety concern or 
may not be permitted for other reasons, other measures will be used to ensure the person with a 
disability can access our goods, services or facilities. 

We will ensure that our staff are trained and familiar with various assistive devices we have on site or 
that we provide that may be used by customers with disabilities while accessing our goods, services or 
facilities. 

Communication 

We will communicate with people with disabilities in ways that take into account their disability. This 
may include the following: 

We will work with the person with a disability to determine what method of communication works for 
them. 

Service animals 

We welcome people with disabilities and their service animals. Service animals are allowed on the parts 
of our premises that are open to the public. 



When we cannot easily identify that an animal is a service animal, our staff may ask a person to provide 
documentation (template, letter or form) from a regulated health professional that confirms the person 
needs the service animal for reasons relating to their disability. 

A service animal can be easily identified through visual indicators, such as when it wears a harness or a 
vest, or when it helps the person perform certain tasks. 

A regulated health professional is defined as a member of one of the following colleges: 

x College of Audiologists and Speech-Language Pathologists of Ontario 
x College of Chiropractors of Ontario 
x College of Nurses of Ontario 
x College of Occupational Therapists of Ontario 
x College of Optometrists of Ontario 
x College of Physicians and Surgeons of Ontario 
x College of Physiotherapists of Ontario 
x College of Psychologists of Ontario 
x College of Registered Psychotherapists and Registered Mental Health Therapists of Ontario 

Support persons 

A person with a disability who is accompanied by a support person will be allowed to have that person 
accompany them on our premises. 

We will notify customers of this by posting a notice in the following location(s): 

Various client premises and our corporate office 

In certain cases, Fuze HR Solutions Inc. might require a person with a disability to be accompanied by a 
support person for the health or safety reasons of: 

x the person with a disability 
x others on the premises 

Before making a decision, Fuze HR Solutions Inc. will: 

x consult with the person with a disability to understand their needs 
x consider health or safety reasons based on available evidence 
x determine if there is no other reasonable way to protect the health or safety of the person or 

others on the premises 

If Fuze HR Solutions Inc. determines that a support person is required, we will waive the admission fee 
or fare [if applicable] for the support person. 

 

 



Notice of temporary disruption 

In the event of a planned or unexpected disruption to services or facilities for customers with disabilities 
Fuze HR Solutions Inc. will notify customers promptly. This clearly posted notice will include information 
about the reason for the disruption, its anticipated length of time, and a description of alternative 
facilities or services, if available. 

Services/Facilities include: 

Placement agency services, corporate office facilities  

The notice will be made publicly available in the following ways: 

On our board within our corporate office, also by phone and by email  

Training 

Fuze HR Solutions Inc. will provide accessible customer service training to: 

x all employees and volunteers 
x anyone involved in developing our policies 
x anyone who provides goods, services or facilities to customers on our behalf. 

Staff will be trained on accessible customer service within the first 2 weeks after being hired. 

Training will include: 

x purpose of the Accessibility for Ontarians with Disabilities Act, 2005 and the requirements of the 
customer service standard 

x Fuze HR Solutions Inc.͛s policies related to the customer service standard 
x how to interact and communicate with people with various types of disabilities 
x how to interact with people with disabilities who use an assistive device or require the 

assistance of a service animal or a support person 
x how to use the equipment or devices available on-site or otherwise that may help with 

providing goods, services or facilities to people with disabilities. 
x what to do if a person with a disability is having difficulty in accessing Fuze HR Solutions Inc.͛s 

goods, services or facilities 

Staff will also be trained when changes are made to our accessible customer service policies. 

Feedback process 

Fuze HR Solutions Inc. welcomes feedback on how we provide accessible customer service. Customer 
feedback will help us identify barriers and respond to concerns. 

Customers will be notified of how to provide feedback in the following ways: 



- By our staff in person
- On our board listing our policy respecting the AODA

Customers who wish to provide feedback on the way Fuze HR Solutions Inc. provides goods, services or 
facilities to people with disabilities can provide feedback in the following way(s): 

- In person with our health and safety committee lead, Elsa Capanas at our 
Mississauga office

- By telephone Elsa Capanas: T. 905.361.3987 ext. 114
- By email to Elsa Capanas, elsac@fuzehr.com
- All feedback, including complaints, will be handled in the following manner:

Feedback will be directed to the person mentioned above 

Customers can expect to hear back in 10 business days days. 

Fuze HR Solutions Inc. will make sure our feedback process is accessible to people with disabilities by 
providing or arranging for accessible formats and communication supports, on request. 

Notice of availability of documents 

Fuze HR Solutions Inc. will notify the public that documents related to accessible customer service, are 
available upon request by posting a notice in the following location(s)/way(s): 

Corporate Health, Safety and Policies board, the document can also be emailed to the individual or 
photocopies for them to take with them and review. 

Fuze HR Solutions Inc. will provide this document in an accessible format or with communication 
support, on request. We will consult with the person making the request to determine the suitability of 
the format or communication support. We will provide the accessible format in a timely manner and, at 
no additional cost. 

Modifications to this or other policies 

Any policies of Fuze HR Solutions Inc. that do not respect and promote the principles of dignity, 
independence, integration and equal opportunity for people with disabilities will be modified or 
removed, our policies are reviewed annually in January of each year.  

Video training modules: 

General Requirements of the Regulation http://accessforward.ca/general/ 

Information and Communications Standard http://accessforward.ca/information/ 

Employment Standard http://accessforward.ca/employment/ 

mailto:garcher@fuzehr.com
http://accessforward.ca/general/
http://accessforward.ca/information/
http://accessforward.ca/employment/


Design of Public Spaces Standard http://accessforward.ca/publicSpaces/ 

Transportation Standard http://accessforward.ca/transportation/ 

Customer Service Standard Module http://accessforward.ca/front/customerService/ 

 

I hereby confirm having read Fuze HR Solutions Inc. commitment and policy handout on the Accessibility 
for Ontarians with Disabilities Act, 2005 (AODA) and have completed the training modules mentioned 
above. 

 

Employee/Volunteer Name: _________________________ 

 

Employee/Volunteer Signature: ______________________ 

http://accessforward.ca/publicSpaces/
http://accessforward.ca/transportation/
http://accessforward.ca/front/customerService/


   

 
 
 
 
 
 
 
 
 

AODA (Accessibility for Ontarians with 
Disabilities Act, 200)  

 
Human Rights Training 

  



Providing goods, services or facilities to people with disabilities 

Fuze HR Solutions Inc. is committed to meeting its current and ongoing obligations under the Ontario 
Human Rights Code respecting non-discrimination. 

Fuze HR Solutions Inc. understands that obligations under the Accessibility for Ontarians with 
Disabilities Act, 2005 (AODA) and its accessibility standards do not substitute or limit its obligations 
under the Ontario Human Rights Code or obligations to people with disabilities under any other law. 

Fuze HR Solutions Inc. is committed to complying with both the Ontario Human Rights Code and the 
AODA. 

Fuze HR Solutions Inc. is committed to excellence in serving all customers including people with 
disabilities. 

Our accessible customer service policies are consistent with the principles of independence, dignity, 
integration and equality of opportunity for people with disabilities. 

Assistive devices 

People with disabilities may use their personal assistive devices when accessing our goods, services or 
facilities. 

In cases where the assistive device presents a significant and unavoidable health or safety concern or 
may not be permitted for other reasons, other measures will be used to ensure the person with a 
disability can access our goods, services or facilities. 

We will ensure that our staff are trained and familiar with various assistive devices we have on site or 
that we provide that may be used by customers with disabilities while accessing our goods, services or 
facilities. 

Communication 

We will communicate with people with disabilities in ways that take into account their disability. This 
may include the following: 

We will work with the person with a disability to determine what method of communication works for 
them. 

Service animals 

We welcome people with disabilities and their service animals. Service animals are allowed on the parts 
of our premises that are open to the public. 

When we cannot easily identify that an animal is a service animal, our staff may ask a person to provide 
documentation (template, letter or form) from a regulated health professional that confirms the person 
needs the service animal for reasons relating to their disability. 



A service animal can be easily identified through visual indicators, such as when it wears a harness or a 
vest, or when it helps the person perform certain tasks. 

A regulated health professional is defined as a member of one of the following colleges: 

x College of Audiologists and Speech-Language Pathologists of Ontario 
x College of Chiropractors of Ontario 
x College of Nurses of Ontario 
x College of Occupational Therapists of Ontario 
x College of Optometrists of Ontario 
x College of Physicians and Surgeons of Ontario 
x College of Physiotherapists of Ontario 
x College of Psychologists of Ontario 
x College of Registered Psychotherapists and Registered Mental Health Therapists of Ontario 

Support persons 

A person with a disability who is accompanied by a support person will be allowed to have that person 
accompany them on our premises. 

We will notify customers of this by posting a notice in the following location(s): 

Various client premises and our corporate office 

In certain cases, Fuze HR Solutions Inc. might require a person with a disability to be accompanied by a 
support person for the health or safety reasons of: 

x the person with a disability 
x others on the premises 

Before making a decision, Fuze HR Solutions Inc. will: 

x consult with the person with a disability to understand their needs 
x consider health or safety reasons based on available evidence 
x determine if there is no other reasonable way to protect the health or safety of the person or 

others on the premises 

If Fuze HR Solutions Inc. determines that a support person is required, we will waive the admission fee 
or fare [if applicable] for the support person. 

 

Notice of temporary disruption 

In the event of a planned or unexpected disruption to services or facilities for customers with disabilities 
Fuze HR Solutions Inc. will notify customers promptly. This clearly posted notice will include information 



about the reason for the disruption, its anticipated length of time, and a description of alternative 
facilities or services, if available. 

Services/Facilities include: 

Placement agency services, corporate office facilities  

The notice will be made publicly available in the following ways: 

On our board within our corporate office, also by phone and by email  

Training 

Fuze HR Solutions Inc. will provide accessible customer service training to: 

x all employees and volunteers 
x anyone involved in developing our policies 
x anyone who provides goods, services or facilities to customers on our behalf. 

Staff will be trained on accessible customer service within the first 2 weeks after being hired. 

Training will include: 

x purpose of the Accessibility for Ontarians with Disabilities Act, 2005 and the requirements of the 
customer service standard 

x Fuze HR Solutions Inc.͛s policies related to the customer service standard 
x how to interact and communicate with people with various types of disabilities 
x how to interact with people with disabilities who use an assistive device or require the 

assistance of a service animal or a support person 
x how to use the equipment or devices available on-site or otherwise that may help with 

providing goods, services or facilities to people with disabilities. 
x what to do if a person with a disability is having difficulty in accessing Fuze HR Solutions Inc.͛s 

goods, services or facilities 

Staff will also be trained when changes are made to our accessible customer service policies. 

Feedback process 

Fuze HR Solutions Inc. welcomes feedback on how we provide accessible customer service. Customer 
feedback will help us identify barriers and respond to concerns. 

Customers will be notified of how to provide feedback in the following ways: 

- By our staff in person 
- On our board listing our policy respecting the AODA 

 



Customers who wish to provide feedback on the way Fuze HR Solutions Inc. provides goods, services or 
facilities to people with disabilities can provide feedback in the following way(s): 

- In person with our health and safety committee lead, Elsa Capanas at our 
Mississauga office

- By telephone Elsa Capanas: T. 905.361.3987 ext. 114
- By email to Elsa Capanas, elsac@fuzehr.com
- All feedback, including complaints, will be handled in the following manner:

Feedback will be directed to the person mentioned above 

Customers can expect to hear back in 10 business days days. 

Fuze HR Solutions Inc. will make sure our feedback process is accessible to people with disabilities by 
providing or arranging for accessible formats and communication supports, on request. 

Notice of availability of documents 

Fuze HR Solutions Inc. will notify the public that documents related to accessible customer service, are 
available upon request by posting a notice in the following location(s)/way(s): 

Corporate Health, Safety and Policies board, the document can also be emailed to the individual or 
photocopies for them to take with them and review. 

Fuze HR Solutions Inc. will provide this document in an accessible format or with communication 
support, on request. We will consult with the person making the request to determine the suitability of 
the format or communication support. We will provide the accessible format in a timely manner and, at 
no additional cost. 

Modifications to this or other policies 

Any policies of Fuze HR Solutions Inc. that do not respect and promote the principles of dignity, 
independence, integration and equal opportunity for people with disabilities will be modified or 
removed. 

mailto:garcher@fuzehr.com


   

 
 
 
 
 
 
 
 
 
 

Drug and Alcohol Policy 
  



Drug and Alcohol Policy
Fuze HR Solutions recognizes its responsibility in providing a 
safe and productive work environment for all employees. Toward 
this end, Fuze HR Solutions has a concern about the use of 
Þê�Þæ�Ä��Þ��Ä�ɒËÚ�Þê�Þæ�Ä�����êÞ�ɇ�Þ¬Ä���¬æ���Ä��ą��æ��Ä�
�Ã×½Ëü��ɹÞ�×ÚË�ê�æ¬õ¬æü��Ä���Ć�¬�Ä�üɇ�·�Ë×�Ú�¬ā��æ©��Þ�£�æü�Ë£�
others and impair the decision-making ability or the reputation 
of our organization. For these reasons, we have developed this 
policy to ensure the safety of all our employees with regards 
to the dangers of using drugs or alcohol in the workplace. 
Considering recent changes to the Cannabis Regulation Act, we’d 
½¬º��æË��ËÄĈÚÃ�æ©�æ�ËêÚ��Úê¤��Ä���½�Ë©Ë½�ā�ÚËɬæË½�Ú�Ä���×Ë½¬�ü�
applies to the use or possession of Cannabis as well.

The possession, consumption, purchase or sale of alcohol 
or an illegal drug including legalized Cannabis on the 
premises of Fuze HR Solutions is prohibited.  Furthermore, 
ÄË��Ã×½Ëü���Þ©�½½����êÄ��Ú�æ©��¬Äĉê�Ä���Ë£��½�Ë©Ë½ɇ��Ä�¬½½�¤�½�
drug or Cannabis while on Fuze HR Solutions premises, 
ö©¬½��Ë×�Ú�æ¬Ä¤��Ùê¬×Ã�Äæ�ËÚ�ö©¬½��×�Ú£ËÚÃ¬Ä¤��êÞ¬Ä�ÞÞ�Ëą�
Fuze HR Solutions premises.  An “illegal drug” is a drug or 
controlled substance which is (1) not legally obtainable, or 
(2) legally obtainable, but not obtained or used in a lawful 
manner. 

We’d like to remind our employees of some general guidelines in 
relation to the recent changes on the Cannabis Regulation Act:

Possession or use of Cannabis prohibited in the following 
cases: 

• On the grounds, premises or in buildings of workplaces unless 
the workplace is in private residence 

• It is prohibited for any person to drive a road vehicle or to 
have care or control of a road vehicle if there is a detectable 
presence of cannabis or other drug in the person’s saliva.

• On the grounds, the premises or in buildings placed at the 
disposal of an educational institution providing preschool 
education services, elementary and secondary school 
instructional services, educational services in vocational 
training or educational services to adults in general 
education;

• On the premises or in the buildings of a college-level 
educational institution, except student residences;

• On the grounds and in the facilities of a childcare center or 
day care center, as well as on the grounds, on premises or in 
buildings used 

• �½�Ú¬Ĉ��æ¬ËÄÞ�ö�Ú��Ã����æË�æ©����æ�Ú�Þ×��æ¬Ä¤�Ë��ê×�æ¬ËÄ�½�
health and safety to specify the responsibilities of employers 
and workers with respect to performing work when the 
worker’s condition represents a risk to his health, safety 
or physical well-being, or that of other persons at or near 
the workplace, by reason, in particular, of his or her being 
impaired by alcohol, drugs, including cannabis, or any similar 
substance. 

• The employer must see to it that a worker does not perform 
this work if such is his or her condition. 

Any violation of this policy may result in immediate termination. 
However, employees who take the initiative of advising their 
immediate Manager or Human Resources before any workplace 
problems arise in advance that they have a medical problem 
with regard to alcohol or drug use, and who demonstrates a 
commitment to take the necessary remedial action, may be 
eligible for a medical leave of absence for such purpose and will 
ÄËæ����Þê�·��æ���æË��¬Þ�¬×½¬Ä�Úü���æ¬ËÄ�£ËÚ�æ�º¬Ä¤�Þê�©�½��õ�Ɍ



   

 
 
 
 
 
 
 
 
 

Ministry of Labour: 
Information for Employees About Hours 

Work and Overtime 
  



.JOJTUSZ�PG�-BCPVS�

,QIRUPDWLRQ�IRU�(PSOR\HHV�$ERXW�+RXUV�RI�
:RUN�DQG�2YHUWLPH�3D\�

'LVFODLPHU��7KLV�UHVRXUFH�KDV�EHHQ�SUHSDUHG�WR�KHOS�HPSOR\HHV�DQG�HPSOR\HUV�XQGHUVWDQG�VRPH�RI�
WKH�PLQLPXP�ULJKWV�DQG�REOLJDWLRQV�HVWDEOLVKHG�XQGHU�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��������(6$��
DQG�UHJXODWLRQV��,W�LV�QRW�OHJDO�DGYLFH��,W�LV�QRW�LQWHQGHG�WR�UHSODFH�WKH�(6$�RU�UHJXODWLRQV�DQG�
UHIHUHQFH�VKRXOG�DOZD\V�EH�PDGH�WR�WKH�RIILFLDO�YHUVLRQ�RI�WKH�OHJLVODWLRQ��$OWKRXJK�ZH�HQGHDYRU�WR�
HQVXUH�WKDW�WKH�LQIRUPDWLRQ�LQ�WKLV�UHVRXUFH�LV�DV�FXUUHQW�DQG�DFFXUDWH�DV�SRVVLEOH��HUURUV�GR�
RFFDVLRQDOO\�RFFXU��7KH�(6$�SURYLGHV�PLQLPXP�VWDQGDUGV�RQO\��6RPH�HPSOR\HHV�PD\�KDYH�JUHDWHU�
ULJKWV�XQGHU�DQ�HPSOR\PHQW�FRQWUDFW��FROOHFWLYH�DJUHHPHQW��WKH�FRPPRQ�ODZ�RU�RWKHU�OHJLVODWLRQ��
(PSOR\HUV�DQG�HPSOR\HHV�PD\�ZLVK�WR�REWDLQ�OHJDO�DGYLFH��

7KHVH�DUH�WKH�JHQHUDO�UXOHV�LQ�2QWDULR�DERXW�KRXUV�RI�ZRUN�DQG�RYHUWLPH�SD\��7KHUH�DUH�
H[FHSWLRQV�DQG�VSHFLDO�UXOHV�IRU�VRPH�HPSOR\HHV�XQGHU�WKH�(PSOR\PHQW�6WDQGDUGV�$FW�������
�(6$��� 7R�VHH�LI�\RXU�RFFXSDWLRQ�RU�WKH�LQGXVWU\�\RX�ZRUN�LQ�LV�VXEMHFW�WR�VSHFLDO�UXOHV�RU�
H[HPSWLRQV�VHH�WKH�*XLGH�WR�(PSOR\PHQW�6WDQGDUGV�6SHFLDO�5XOHV�DQG�([HPSWLRQV�DYDLODEOH�DW�
2QWDULR�FD�(6$WRROV��
<RXU�HPSOR\HU�FDQQRW�LQWLPLGDWH�\RX��ILUH�\RX��VXVSHQG�\RX��UHGXFH�\RXU�SD\��SXQLVK�\RX�LQ�
DQ\�RWKHU�ZD\�RU�WKUHDWHQ�DQ\�RI�WKHVH�DFWLRQV�IRU�H[HUFLVLQJ�\RXU�(6$�ULJKWV��
+RXUV�RI�ZRUN�
7KH�PD[LPXP�GDLO\�DQG�ZHHNO\�OLPLWV�RQ�KRXUV�RI�ZRUN�DUH��

x ��KRXUV�D�GD\��RU�WKH�QXPEHU�RI�KRXUV�LQ�\RXU�UHJXODU�ZRUN�GD\��LI�LW�LV�PRUH�WKDQ�����
x ���KRXUV�D�ZHHN��

5HVW�SHULRGV�DQG�HDWLQJ�SHULRGV�
<RXU�HPSOR\HU�PXVW�JLYH�\RX�DW�OHDVW��

x ���FRQVHFXWLYH�KRXUV�RII�ZRUN�HDFK�GD\��D�³GD\´�LV�D����KRXU�SHULRG�±�LW�GRHV�QRW�KDYH�WR�
EH�D�FDOHQGDU�GD\���

x ��KRXUV�RII�ZRUN�EHWZHHQ�VKLIWV��XQOHVV�WRWDO�WLPH�ZRUNHG�RQ�WKH�VKLIWV�LV����KRXUV�RU�OHVV��
RU�\RX�DQG�\RXU�HPSOR\HU�KDYH�RWKHUZLVH�DJUHHG�LQ�ZULWLQJ��LQFOXGLQJ�HOHFWURQLFDOO\���DQG
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x� ���FRQVHFXWLYH�KRXUV�RII�ZRUN�HDFK�ZRUN�ZHHN��RU����FRQVHFXWLYH�KRXUV�RII�HYHU\�WZR�ZRUN�
ZHHNV���

x� D����PLQXWH�HDWLQJ�SHULRG�DIWHU�QR�PRUH�WKDQ�ILYH�KRXUV�RI�ZRUN��<RX�FDQ�DJUHH�ZLWK�\RXU�
HPSOR\HU�WR�VSOLW�WKLV�HDWLQJ�SHULRG�LQWR�WZR�VKRUWHU�EUHDNV��

2YHUWLPH�SD\PHQW�
)RU�HYHU\�KRXU�\RX�ZRUN�RYHU����KRXUV�D�ZHHN��\RXU�HPSOR\HU�PXVW�SD\�\RX�DW�OHDVW��ò�WLPHV�\RXU�
UHJXODU�UDWH�RI�SD\��³WLPH�DQG�D�KDOI´����<RX�FDQ�DOVR�KDYH�D�ZULWWHQ�DJUHHPHQW�ZLWK�\RXU�HPSOR\HU�WR�
JHW�SDLG�WLPH�RII�IRU�DQ\�RYHUWLPH�KRXUV�\RX�ZRUN���,I�\RX�KDYH�VXFK�DQ�DJUHHPHQW��WKH�HPSOR\HU�
ZRXOG�KDYH�WR�SURYLGH�\RX�ZLWK�RQH�DQG�RQH�KDOI�KRXUV�RI�SDLG�WLPH�RII�IRU�HDFK�KRXU�RI�RYHUWLPH�
WKDW�\RX�ZRUN��

([FHVV�KRXUV�RI�ZRUN�DQG�RYHUWLPH�DYHUDJLQJ�
<RX�GR�QRW�KDYH�WR�EXW�LI�\RX�FKRRVH�WR��\RX�FDQ�DJUHH�ZLWK�\RXU�HPSOR\HU�WR��

x� ZRUN�PRUH�WKDQ���KRXUV�D�GD\��RU�WKH�QXPEHU�RI�KRXUV�LQ�\RXU�UHJXODU�ZRUN�GD\��LI�LW�LV�PRUH�
WKDQ�����

x� ZRUN�PRUH�WKDQ����KRXUV�D�ZHHN��DQG���RU�
x� DYHUDJH�WKH�KRXUV�\RX�ZRUN�RYHU�SHULRGV�RI�WZR��WKUHH�RU�IRXU�ZHHNV�ZKHQ�FDOFXODWLQJ�

RYHUWLPH�SD\��

<RX�FDQQRW�ZRUN�PRUH�WKDQ�WKH�QXPEHU�RI�KRXUV�VKRZQ�LQ�\RXU�ZULWWHQ�DJUHHPHQW���$OVR��\RXU�KRXUV�
RI�ZRUN�FDQQRW�EH�DYHUDJHG�RYHU�D�SHULRG�WKDW�LV�JUHDWHU�WKDQ�IRXU�ZHHNV�ZKHQ�FDOFXODWLQJ�\RXU�
RYHUWLPH�SD\�±�IRXU�ZHHNV�LV�WKH�PD[LPXP��
<RX�FDQ�FDQFHO�DQ�DJUHHPHQW�WR�ZRUN�H[FHVV�GDLO\�RU�ZHHNO\�KRXUV�E\�JLYLQJ�\RXU�HPSOR\HU�WZR�
ZHHNV¶�ZULWWHQ�QRWLFH��<RXU�HPSOR\HU�FDQ�DOVR�FDQFHO�DQ�DJUHHPHQW�E\�JLYLQJ�\RX�UHDVRQDEOH�
QRWLFH��
2YHUWLPH�DYHUDJLQJ�DJUHHPHQWV�IRU�HPSOR\HHV�QRW�UHSUHVHQWHG�E\�D�XQLRQ�PXVW�KDYH�D�VWDUW�GDWH�
DQG�DQ�H[SLU\�GDWH��7KH�DJUHHPHQW�FDQ�EH�QR�ORQJHU�WKDQ�WZR�\HDUV�IURP�WKH�VWDUW�GDWH�DQG�FDQQRW�
EH�FDQFHOOHG�XQOHVV�ERWK�\RX�DQG�\RXU�HPSOR\HU�DJUHH��
*HQHUDOO\��LI�\RX�DUH�UHSUHVHQWHG�E\�D�XQLRQ��\RXU�XQLRQ�ZRXOG�PDNH�DJUHHPHQWV�ZLWK�\RXU�
HPSOR\HU�RQ�\RXU�EHKDOI��

)RU�PRUH�LQIRUPDWLRQ�RU�WR�ILOH�D�FODLP�
,I�\RX�KDYH�TXHVWLRQV�DERXW�WKH�(6$�FDOO�WKH�0LQLVWU\�RI�/DERXU¶V�(PSOR\PHQW�6WDQGDUGV�
,QIRUPDWLRQ�&HQWUH�DW���������������WROO�IUHH�DW�����������������RU�77<�����������������
,QIRUPDWLRQ�LV�DYDLODEOH�LQ�PXOWLSOH�ODQJXDJHV��
0RUH�LQIRUPDWLRQ�RQ�KRXUV�RI�ZRUN�DQG�RYHUWLPH�SD\�FDQ�EH�IRXQG�LQ�<RXU�*XLGH�WR�WKH�(PSOR\PHQW�
6WDQGDUGV�$FW�������DYDLODEOH�DW�2QWDULR�FD�(6$JXLGH��<RX�PD\�DOVR�ZLVK�WR�WU\�WKH�+RXUV�RI�:RUN�
DQG�2YHUWLPH�7RRO�DYDLODEOH�DW�2QWDULR�FD�(6$WRROV��7R�ILOH�D�FODLP��\RX�FDQ�DFFHVV�WKH�
(PSOR\PHQW�6WDQGDUGV�&ODLP�)RUP�RQOLQH�DW�2QWDULR�FD�(6$IRUPV��

Y��$SULO����
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<RXU�(PSOR\PHQW�6WDQGDUGV�5LJKWV�±�
7HPSRUDU\�+HOS�$JHQF\�$VVLJQPHQW�
(PSOR\HHV�

'LVFODLPHU��7KLV�UHVRXUFH�KDV�EHHQ�SUHSDUHG�WR�KHOS�HPSOR\HHV�DQG�HPSOR\HUV�XQGHUVWDQG�VRPH�RI�
WKH�PLQLPXP�ULJKWV�DQG�REOLJDWLRQV�HVWDEOLVKHG�XQGHU�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��������(6$��
DQG�UHJXODWLRQV��,W�LV�QRW�OHJDO�DGYLFH��,W�LV�QRW�LQWHQGHG�WR�UHSODFH�WKH�(6$�RU�UHJXODWLRQV�DQG�
UHIHUHQFH�VKRXOG�DOZD\V�EH�PDGH�WR�WKH�RIILFLDO�YHUVLRQ�RI�WKH�OHJLVODWLRQ��$OWKRXJK�ZH�HQGHDYRU�WR�
HQVXUH�WKDW�WKH�LQIRUPDWLRQ�LQ�WKLV�UHVRXUFH�LV�DV�FXUUHQW�DQG�DFFXUDWH�DV�SRVVLEOH��HUURUV�GR�
RFFDVLRQDOO\�RFFXU��7KH�(6$�SURYLGHV�PLQLPXP�VWDQGDUGV�RQO\��6RPH�HPSOR\HHV�PD\�KDYH�JUHDWHU�
ULJKWV�XQGHU�DQ�HPSOR\PHQW�FRQWUDFW��FROOHFWLYH�DJUHHPHQW��WKH�FRPPRQ�ODZ�RU�RWKHU�OHJLVODWLRQ��
(PSOR\HUV�DQG�HPSOR\HHV�PD\�ZLVK�WR�REWDLQ�OHJDO�DGYLFH��

7KLV�LQIRUPDWLRQ�VKHHW�JLYHV�D�VXPPDU\�RI�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��������(6$��ULJKWV�IRU�
DVVLJQPHQW�HPSOR\HHV�RI�WHPSRUDU\�KHOS�DJHQFLHV��7KH�(6$�LV�D�ODZ�WKDW�VHWV�PLQLPXP�
VWDQGDUGV�LQ�PRVW�2QWDULR�ZRUNSODFHV��VXFK�DV�WKH�PLQLPXP�ZDJH��OLPLWV�RQ�KRXUV�RI�ZRUN��
RYHUWLPH�SD\��YDFDWLRQV��DQG�MRE�SURWHFWHG�OHDYHV�IURP�ZRUN�IRU�FHUWDLQ�UHDVRQV��6SHFLDO�UXOHV�DQG�
H[HPSWLRQV�PD\�DSSO\�GHSHQGLQJ�RQ�ZKDW�NLQG�RI�ZRUN�\RX�GR��)RU�PRUH�LQIRUPDWLRQ�YLVLW�
2QWDULR�FD�(6$JXLGH���

$VVLJQPHQW�HPSOR\HHV�RI�D�WHPSRUDU\�KHOS�DJHQF\�
<RX�DUH�DQ�DVVLJQPHQW�HPSOR\HH�RI�D�WHPSRUDU\�KHOS�DJHQF\�LI�\RX�DQG�WKH�DJHQF\�KDYH�DJUHHG�
WKDW�LW�ZLOO�SODFH�RU�WU\�WR�SODFH�\RX�RQ�WHPSRUDU\�ZRUN�DVVLJQPHQWV�ZLWK�D�FOLHQW�EXVLQHVV��RU�FOLHQW�
EXVLQHVVHV��RI�WKH�DJHQF\��<RX�KDYH�DQ�HPSOR\PHQW�UHODWLRQVKLS�ZLWK�WKH�DJHQF\�HYHQ�ZKHQ�\RX�
DUH�QRW�RQ�DQ�DVVLJQPHQW�ZLWK�D�FOLHQW�EXVLQHVV�RI�WKH�DJHQF\��

5LJKW�WR�SXEOLF�KROLGD\V�DQG�SXEOLF�KROLGD\�SD\�
2QWDULR�KDV�QLQH�SXEOLF�KROLGD\V��*HQHUDOO\��LI�\RX�DUH�RQ�DQ�DVVLJQPHQW�DQG�WKH�SXEOLF�KROLGD\�
IDOOV�RQ�D�GD\�ZKHQ�\RX�ZRXOG�RUGLQDULO\�EH�ZRUNLQJ��\RX�KDYH�D�ULJKW�WR�WDNH�WKH�SXEOLF�KROLGD\�RII�
ZRUN�DQG�WR�EH�SDLG�SXEOLF�KROLGD\�SD\�IRU�WKDW�GD\��3XEOLF�KROLGD\�SD\�LV�JHQHUDOO\�\RXU�JURVV�
UHJXODU�ZDJHV�HDUQHG�SOXV�YDFDWLRQ�SD\�SD\DEOH�LQ�WKH�IRXU�ZRUN�ZHHNV�EHIRUH�WKH�ZRUN�ZHHN�WKDW�
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LQFOXGHV�WKH�SXEOLF�KROLGD\��GLYLGHG�E\�����$�GLIIHUHQW�FDOFXODWLRQ�DSSOLHV�IRU�SXEOLF�KROLGD\V�
EHWZHHQ�-DQXDU\���������DQG�-XQH�����������

,I�\RX�DJUHH�LQ�ZULWLQJ��LQFOXGLQJ�HOHFWURQLFDOO\��WR�ZRUN�RQ�WKH�KROLGD\��\RX�WKHQ�KDYH�WKH�ULJKW�WR�
SXEOLF�KROLGD\�SD\�SOXV�SUHPLXP�SD\��DW�OHDVW�RQH�DQG�RQH�KDOI�WLPHV�\RXU�UHJXODU�UDWH�RI�SD\���RU�
\RXU�UHJXODU�UDWH�RI�SD\�SOXV�D�VXEVWLWXWH�GD\�RII�ZLWK�SXEOLF�KROLGD\�SD\��

)RU�IXUWKHU�LQIRUPDWLRQ�RQ�SXEOLF�KROLGD\V��SOHDVH�VHH�WKH�³7HPSRUDU\�+HOS�$JHQFLHV´�FKDSWHU�LQ�
<RXU�*XLGH�WR�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��DYDLODEOH�DW�2QWDULR�FD�(6$JXLGH��

5LJKW�WR�QRWLFH�RI�WHUPLQDWLRQ�DQG�VHYHUDQFH�SD\�
,I�\RX�KDYH�EHHQ�HPSOR\HG�E\�D�WHPSRUDU\�KHOS�DJHQF\�IRU�DW�OHDVW�WKUHH�PRQWKV��\RX�JHQHUDOO\�
KDYH�D�ULJKW�WR�UHFHLYH�QRWLFH�RI�WHUPLQDWLRQ�LI�WKH�DJHQF\�HQGV��WHUPLQDWHV��\RXU�HPSOR\PHQW�
UHODWLRQVKLS��<RX�PD\�JHW�QRWLFH�ZKLOH�\RX�DUH�ZRUNLQJ��SD\�LQVWHDG�RI�ZRUNLQJ�QRWLFH��RU�D�
FRPELQDWLRQ�RI�ERWK��*HQHUDOO\��WKH�PLQLPXP�QRWLFH�\RX�PXVW�JHW�UDQJHV�IURP�RQH�ZHHN��LI�\RX�
KDYH�EHHQ�HPSOR\HG�IRU�DW�OHDVW�WKUHH�PRQWKV�EXW�OHVV�WKDQ�RQH�\HDU��WR�HLJKW�ZHHNV��LI�\RX�KDYH�
EHHQ�HPSOR\HG�IRU�HLJKW�\HDUV�RU�PRUH���<RXU�QRWLFH�HQWLWOHPHQW�LV�GHWHUPLQHG�E\�KRZ�ORQJ�\RX�
DUH�HPSOR\HG�E\�WKH�DJHQF\��QRW�WKH�OHQJWK�RI�WLPH�\RX�KDYH�EHHQ�ZRUNLQJ�RQ�DVVLJQPHQWV�DW�WKH�
DJHQF\¶V�FOLHQW�EXVLQHVV�HV����

'LIIHUHQW�UXOHV�DSSO\�WR�D�PDVV�WHUPLQDWLRQ�ZKHQ����RU�PRUH�DVVLJQPHQW�HPSOR\HHV�DUH�
WHUPLQDWHG�ZLWKLQ�WKH�VDPH�IRXU�ZHHN�SHULRG��

,I�\RX�KDYH�EHHQ�DQ�HPSOR\HH�RI�DQ�DJHQF\�IRU�ILYH�RU�PRUH�\HDUV��\RX�PD\�DOVR�KDYH�D�ULJKW�WR�
VHYHUDQFH�SD\�LI�WKH�DJHQF\�HQGV��VHYHUV��\RXU�HPSOR\PHQW��

)RU�IXUWKHU�LQIRUPDWLRQ�RQ�QRWLFH�RI�WHUPLQDWLRQ��PDVV�WHUPLQDWLRQ�DQG�VHYHUDQFH�SD\��SOHDVH�VHH�
WKH�³7HPSRUDU\�+HOS�$JHQFLHV´�FKDSWHU�LQ�<RXU�*XLGH�WR�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��DYDLODEOH�
DW�2QWDULR�FD�(6$JXLGH��

5LJKW�WR�QRWLFH�RI�WHUPLQDWLRQ�RI�DVVLJQPHQW��
7HUPLQDWLRQ�RI�DVVLJQPHQW�±�ZKLFK�GLIIHUV�IURP�WHUPLQDWLRQ�RI�HPSOR\PHQW�±�RFFXUV�ZKHQ�DQ�
DVVLJQPHQW�HPSOR\HH�KDV�KLV�KHU�DVVLJQPHQW�ZLWK�D�FOLHQW�WHUPLQDWHG��\HW�UHPDLQV�HPSOR\HG�ZLWK�
WKH�WHPSRUDU\�KHOS�DJHQF\��

*HQHUDOO\��D�WHPSRUDU\�KHOS�DJHQF\�LV�UHTXLUHG�WR�SURYLGH�DQ�DVVLJQPHQW�HPSOR\HH�ZLWK�HLWKHU�
RQH�ZHHN¶V�ZULWWHQ�QRWLFH�RI�WHUPLQDWLRQ�RI�DVVLJQPHQW��WHUPLQDWLRQ�RI�DVVLJQPHQW�SD\�RU�D�
FRPELQDWLRQ�RI�ERWK�LI��

��� WKH�DVVLJQPHQW�HPSOR\HH�LV�DVVLJQHG�WR�SHUIRUP�ZRUN�IRU�D�FOLHQW��

��� WKH�DVVLJQPHQW�KDG�DQ�HVWLPDWHG�WHUP�RI�WKUHH�PRQWKV�RU�PRUH�DW�WKH�WLPH�LW�ZDV�
RIIHUHG�WR�WKH�HPSOR\HH��DQG�

��� WKH�DVVLJQPHQW�LV�WHUPLQDWHG�EHIRUH�WKH�HQG�RI�LWV�WHUP��
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)RU�IXUWKHU�LQIRUPDWLRQ�RQ�WHUPLQDWLRQ�RI�DVVLJQPHQW��SOHDVH�VHH�WKH�³7HPSRUDU\�+HOS�$JHQFLHV´�
FKDSWHU�LQ�<RXU�*XLGH�WR�WKH�(PSOR\PHQW�6WDQGDUGV�$FW��DYDLODEOH�DW�2QWDULR�FD�(6$JXLGH��

$Q�DJHQF\�FDQQRW�FKDUJH�\RX�FHUWDLQ�IHHV�
$Q�DJHQF\�FDQQRW�FKDUJH�\RX�D�IHH�IRU�EHLQJ�LWV�HPSOR\HH�RU�IRU�KHOSLQJ�\RX�ILQG�DQ�DVVLJQPHQW��,W�
FDQQRW�FKDUJH�\RX�D�IHH�IRU�JLYLQJ�\RX�LQIRUPDWLRQ�RU�DGYLFH�RQ�KRZ�WR�ZULWH�D�UHVXPH�RU�SUHSDUH�
IRU�DQ�LQWHUYLHZ��HYHQ�ZKHQ�WKH�LQIRUPDWLRQ�RU�DGYLFH�ZDV�SURYLGHG�DW�\RXU�UHTXHVW��

,I�D�FOLHQW�EXVLQHVV�RI�DQ�DJHQF\�ZDQWV�WR�JLYH�\RX�D�MRE�UHIHUHQFH�RU�
KLUH�\RX�WR�EH�LWV�HPSOR\HH�
$Q�DJHQF\�FDQQRW�SUHYHQW�D�FOLHQW�EXVLQHVV�IURP�JLYLQJ�\RX�D�MRE�UHIHUHQFH��

$Q�DJHQF\�FDQQRW�SUHYHQW�LWV�FOLHQW�EXVLQHVV�IURP�KLULQJ�\RX�GLUHFWO\�LI�WKH�FOLHQW�EXVLQHVV�ZDQWV�WR�
GR�VR��,I�WKH�DJHQF\�SODFHV�\RX�RQ�DQ�DVVLJQPHQW�ZLWK�D�FOLHQW�EXVLQHVV��LW�FDQ�FKDUJH�WKH�FOLHQW�
EXVLQHVV�D�IHH�IRU�KLULQJ�\RX��EXW�RQO\�LQ�WKH�VL[�PRQWK�SHULRG�EHJLQQLQJ�RQ�WKH�GD\�\RX�ILUVW�
VWDUWHG�ZRUNLQJ�IRU�WKH�FOLHQW�EXVLQHVV��

,I�D�FOLHQW�EXVLQHVV�RI�DQ�DJHQF\�ZDQWV�WR�KLUH�\RX�WR�EH�LWV�HPSOR\HH��DQ�DJHQF\�FDQQRW�WHOO�\RX�
WKDW�\RX�FDQQRW�WDNH�WKH�MRE��$Q�DJHQF\�FDQQRW�FKDUJH�\RX�D�IHH�LI�D�FOLHQW�EXVLQHVV�ZDQWV�WR�KLUH�
\RX��

,QIRUPDWLRQ�PXVW�EH�SURYLGHG�DERXW�WKH�DJHQF\�
7KH�DJHQF\�PXVW�JLYH�\RX�WKH�DJHQF\¶V�OHJDO�QDPH�DQG�FRQWDFW�LQIRUPDWLRQ��7KLV�LQIRUPDWLRQ�PXVW�
EH�SURYLGHG��LQ�ZULWLQJ��DV�VRRQ�DV�SRVVLEOH�DIWHU�\RX�EHFRPH�DQ�DVVLJQPHQW�HPSOR\HH��

,QIRUPDWLRQ�PXVW�EH�SURYLGHG�DERXW�DVVLJQPHQWV�
:KHQ�WKH�DJHQF\�RIIHUV�\RX�DQ�DVVLJQPHQW�ZLWK�RQH�RI�LWV�FOLHQW�EXVLQHVVHV��LW�PXVW�JLYH�\RX�WKH�
FOLHQW�EXVLQHVV¶�OHJDO�QDPH�DQG�FRQWDFW�LQIRUPDWLRQ��WKH�ZDJH�UDWH�DQG�EHQHILWV��LI�DQ\���WKH�KRXUV�
RI�ZRUN��D�JHQHUDO�GHVFULSWLRQ�RI�WKH�ZRUN��WKH�HVWLPDWHG�WHUP�RI�WKH�DVVLJQPHQW��LI�NQRZQ���DQG�
WKH�SD\�SHULRG�DQG�SD\�GD\��,I�WKH�DJHQF\�JLYHV�\RX�WKLV�LQIRUPDWLRQ��EXW�GRHV�QRW�SURYLGH�LW�LQ�
ZULWLQJ�ZKHQ�WKH�RIIHU�LV�PDGH��WKH�DJHQF\�PXVW�SURYLGH�LW�LQ�ZULWLQJ�DV�VRRQ�DV�SRVVLEOH��

,QIRUPDWLRQ�PXVW�EH�SURYLGHG�DERXW�WKH�(6$�
7KH�DJHQF\�LV�UHTXLUHG�WR�SURYLGH�\RX�ZLWK�D�FRS\�RI�WKLV�LQIRUPDWLRQ�VKHHW�DV�VRRQ�DV�SRVVLEOH�
DIWHU�\RX�EHFRPH�DQ�DVVLJQPHQW�HPSOR\HH���

,I�\RXU�ILUVW�ODQJXDJH�LV�QRW�(QJOLVK��WKH�DJHQF\�PXVW�ILQG�RXW�LI�WKH�LQIRUPDWLRQ�VKHHW�LV�DYDLODEOH�LQ�
\RXU�ILUVW�ODQJXDJH��DQG�LI�VR��WKH�DJHQF\�PXVW�VXSSO\�ERWK�WKH�(QJOLVK�YHUVLRQ�DQG�WKH�WUDQVODWHG�
GRFXPHQW�WR�\RX��0XOWLOLQJXDO�UHVRXUFHV�DUH�DYDLODEOH�DW�2QWDULR�FD�HPSOR\PHQWULJKWV��

7KH�DJHQF\�PXVW�DOVR�SURYLGH�\RX�ZLWK�D�FRS\�RI�WKH�(PSOR\PHQW�6WDQGDUGV�3RVWHU�SXEOLVKHG�E\�
WKH�0LQLVWU\�RI�/DERXU�ZLWKLQ����GD\V�RI�WKH�GDWH�\RX�EHFRPH�DQ�HPSOR\HH���
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,I�\RX�UHTXHVW�D�FRS\�RI�WKH�SRVWHU�LQ�D�ODQJXDJH�RWKHU�WKDQ�(QJOLVK�DQG�WKH�PLQLVWU\�KDV�SXEOLVKHG�
D�YHUVLRQ�LQ�WKDW�ODQJXDJH��WKH�DJHQF\�PXVW�SURYLGH�WKH�WUDQVODWHG�YHUVLRQ�LQ�DGGLWLRQ�WR�WKH�
(QJOLVK�FRS\��7KH�SRVWHU�LV�DYDLODEOH�DW�2QWDULR�FD�(6$SRVWHU��

<RX�FDQQRW�EH�SXQLVKHG�IRU�DVNLQJ�DERXW�RU�H[HUFLVLQJ�\RXU�(6$�
ULJKWV�
,I�\RX�DVN�DERXW�\RXU�ULJKWV�XQGHU�WKH�(6$�RU�DVN�WKDW�\RX�EH�JLYHQ�\RXU�ULJKWV��WKH�DJHQF\�RU�WKH�
FOLHQW�EXVLQHVV�FDQQRW�SXQLVK�\RX�LQ�DQ\�ZD\��LQFOXGLQJ�E\�HQGLQJ�\RXU�DVVLJQPHQW��<RX�DOVR�KDYH�
WKH�ULJKW�QRW�WR�EH�SXQLVKHG�E\�\RXU�DJHQF\�RU�E\�WKH�FOLHQW�IRU�DVNLQJ�DERXW�RU�H[HUFLVLQJ�\RXU�
(6$�ULJKWV��

7KH�DJHQF\�DQG�FOLHQW�EXVLQHVV�PXVW�NHHS�UHFRUGV�
$Q�DJHQF\�PXVW�UHFRUG�WKH�QXPEHU�RI�KRXUV�DQ�DVVLJQPHQW�HPSOR\HH�ZRUNHG�IRU�HDFK�FOLHQW�LQ�
HDFK�GD\�DQG�HDFK�ZHHN��7KH�FOLHQW�V��PXVW�DOVR�UHFRUG�WKH�QXPEHU�RI�KRXUV�WKH�DVVLJQPHQW�
HPSOR\HH�ZRUNHG�IRU�WKHP�LQ�HDFK�GD\�DQG�HDFK�ZHHN��

7KH�DJHQF\�DQG�FOLHQW�PD\�ERWK�EH�OLDEOH�IRU�\RXU�ZDJHV�
,I�\RX�SHUIRUP�ZRUN�IRU�D�FOLHQW�EXVLQHVV�RU�FOLHQW�EXVLQHVVHV�DQG�WKH�DJHQF\�IDLOV�WR�SD\�\RX�VRPH�
RU�DOO�RI�WKH�ZDJHV�RZHG�IRU�WKDW�SD\�SHULRG��WKH�FOLHQW�EXVLQHVV�HV��PD\�EH�MRLQWO\�DQG�VHYHUDOO\�
OLDEOH�IRU�VRPH�RU�DOO�RI�WKRVH�XQSDLG�ZDJHV��6SHFLILFDOO\��FOLHQW�EXVLQHVVHV�PD\�EH�KHOG�OLDEOH�IRU�
XQSDLG�UHJXODU�ZDJHV��RYHUWLPH�SD\��SXEOLF�KROLGD\�SD\�DQG�SXEOLF�KROLGD\�SUHPLXP�SD\��,I�PRUH�
WKDQ�RQH�FOLHQW�EXVLQHVV�LV�OLDEOH�LQ�D�SD\�SHULRG��HDFK�FOLHQW�EXVLQHVV�LV�MRLQWO\�DQG�VHYHUDOO\�OLDEOH�
ZLWK�WKH�DJHQF\�IRU�D�VKDUH�RI�WKH�WRWDO�ZDJHV�RZHG�LQ�SURSRUWLRQ�WR�WKH�KRXUV�ZRUNHG�IRU�WKDW�
FOLHQW�EXVLQHVV��

,I�\RX�KDYH�D�TXHVWLRQ�RU�ZDQW�WR�ILOH�D�FODLP�
,I�\RX�KDYH�TXHVWLRQV�DERXW�WKH�(6$�FDOO�WKH�0LQLVWU\�RI�/DERXU¶V�(PSOR\PHQW�6WDQGDUGV�
,QIRUPDWLRQ�&HQWUH�DW���������������WROO�IUHH�DW�����������������RU�77<�����������������
,QIRUPDWLRQ�LV�DYDLODEOH�LQ�PXOWLSOH�ODQJXDJHV��
7R�ILOH�D�FODLP��\RX�FDQ�DFFHVV�WKH�(PSOR\PHQW�6WDQGDUGV�&ODLP�)RUP�RQOLQH�DW�
2QWDULR�FD�(6$IRUPV���
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