
 

v01/01/2015 Page 1 of 3 Employee Handbook 

 

EMPLOYEE HANDBOOK 

 

WELCOME TO SDI STAFFING!  We are delighted that you chose our service and you can count on us to do everything 

possible to help you be successful in your career.  It is important for you to read the following information so that you will know 
what we expect of you and what you can expect from us. 
  
Our organization is committed to excellence in quality, reliability, and service to people we employ and to the clients whom we 
serve.  We subscribe to the theory of absolute integrity in business—that regardless of the circumstances, we will provide 
unequaled excellence in service and reliability in an effort to solve our clients’ needs for staffing. 
  
This publication is not an employment contract between SDI Staffing and any of its employees.  Employment may 
be  terminated by you or SDI Staffing , with or without cause or notice at any time.  If you obtain a full time position or 
no longer want to work as a temp, please notify our office immediately.  We would like at least a one-week notice if you are 
currently on an assignment so that we may find a replacement. 
  

WE ARE YOUR EMPLOYER 

Always remember that regardless of where you are assigned, SDI Staffing is your employer.  We are responsible for your payroll, 
benefits, withholding taxes, and workers compensation. Therefore, if there are any job-related problems, please report the problem 
to us.  If you will be late or absent for any reason, please call the client at least 1 hour prior to the start of your assignment, as well 
as our office.  Even though you are our employee, you are required to conform to our client’s work policies and rules while on the 
job.  
  
Since you are employed by our company and work for us, there is never a fee to you, the employee. However, we do have a 
contract with our clients that states they must contact us in order to hire you directly. 
  

JOB ASSIGNMENT 

Our staff will call you and tell you what the job duties are, the rate of pay, the location, dress code, hour and the length of the 
assignment.  If you accept the job and fail to report to work, or leave before the end of the shift, you will be terminated from our 
company for all future employment.  You are not required to accept the position and refusing a job will not jeopardize you for other 
work, unless you continue to turn down all positions offered to you. 
  
We expect you to perform to the best of your ability.  We request that you inform us about your preferences and time constraints 
up front and share job assignment information with us.  Please telephone our office as soon as you know when your work 
assignment will finish.  We can give you a new assignment much faster if we know when you are available. 
  
If your performance on a job is not satisfactory, you may be removed from the assignment.  Your performance will then be 
reviewed to determine if other positions are more suitable. 
  

DRESS CODE 

Wear business like attire.  No blue jeans or casual clothing, unless specified by our office. We ask that, before you wear an outfit to 
work, try asking yourself if it is in good taste.  Neatness and cleanliness is a must. 
  

TIME CARDS AND PAY DATES 

You are paid on a weekly basis.  Payday is every Friday for the prior week worked, ending the prior Sunday. 
1. You are responsible for filling out your time card online completely and recording your hours correctly. You are paid according to 

this official record of time worked. 
2. At the completion of the assignment, or at the end of the work-week, submit your time card through our Employee Portal on 

our website at www.sdistaffing.com. Your time card must reach us by 4:30 p.m. Monday, following the week worked for you to 
be paid on the immediate Friday. You can sign up for Direct Deposit, or have your check mailed to the address listed on your 
application. 

3. A new time card is required for each week worked and for each new assignment.  

4. To be sure that your paycheck is not delayed, remember that your time card must be complete, accurate, and on time! 

 

 Submit Time Card Online at www.sdistaffing.com. From the home page, select Employees and select Time Card Entry. 
 

  

http://www.sdistaffing.com/
http://www.sdistaffing.com/
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WORK SCHEDULE/ATTENDANCE 

Your work schedule will vary depending on the client’s requirements. If you are working a full eight-hour day, you are allowed a 10-
minute break in the morning and one in the afternoon and a half an hour or one-hour non-paid lunch break. Part-time employees 
are entitled to a 10 minute break every four hours and a 30 minute non-paid lunch break if they are working at least 5-6 hours that 
day.  Teamwork is important at every place of business. A good attendance record is taken into consideration when you are 
evaluated for salary increases and future assignments. Whenever possible, schedule absences in advance and try to reschedule 
appointments and commitments so that they do not occur during a temporary assignment.   
 If an emergency comes up and you will be absent or late for work, please notify the client directly and our 

office at least 1 hour prior to your scheduled time of arrival.   
 If you are absent longer than 3 days due to illness, medical evidence of your illness and/or medical 

certification of your fitness to return to work satisfactory to the company will be required. 
 

TERMINATION 

In order for SDI Staffing to conduct its business efficiently, its employees must adhere to certain standards of behavior.  We 
consider the following actions as reason for immediate dismissal:  dishonesty or theft; harassment; damage to company or client’s 
property; negligence; refusal to obey instructions; creating hazards to yourself and others; not calling and not showing up for an 
assignment; or being under the influence of drugs or alcohol. 
  

OTHER REQUIREMENTS 

Smoking at the job assignment is prohibited except in prescribed areas at allocated times.  Never discuss your pay rate with the 
Client Company or other employees.  Do not use the customer’s phone to make personal calls unless in an extreme emergency. 
Please call SDI Staffing to discuss any aspects of your assignment, to report if you’ve learned any new skills, to inform us if the 
assignment has ended, or if you have moved or changed your phone number. 
  

RETIREMENT PLAN - 401 (K) 

Our temps are eligible to enroll in our 401(k) plan after they have been employed with SDI Staffing for 12 months and have worked 
1,000 hours during a calendar year. Enrollment for the plan is in January and July of each year. 
  

PAID TIME OFF 

Holidays:  You become eligible for paid holiday time, after you have accrued 1,040 hours of employment through SDI Staffing. You 
are eligible for holiday pay if you are scheduled to work on the day when the holiday occurs, you have met the eligibility 
requirements, and you work the day preceding and following the holiday, unless the time off has been approved in advance. 
(Holiday pay is not available to payroll service employees.) 
 
Once eligible, you are entitled to seven paid holidays per year. Six of them are set: Christmas Day, New Years Day, Memorial Day, 
4th of July,  Labor Day, and Thanksgiving Day. The seventh holiday is a floater and can used for either Columbus Day, Martin 
Luther King Day, Presidents Day, Veterans Day, Friday after Thanksgiving, or Christmas Eve.  
 
If you are on assignment, eligible for paid holiday time, and required to work on one of the set holidays listed above, you will 
receive straight-time pay for all hours worked on the holiday, excluding overtime.  If there has been a lapse of 180 calendar days or 
more between assignments, your accrual of hours will start over at zero.   
 

How many hours of holiday pay will you be paid if you are eligible?  The total amount of holiday pay hours will be the normal 
workday schedule for the client office which you are assigned, not to exceed 8.00 hours.  (For example, if the client office you are 
assigned has a 7.50 hour work day, you will be paid 7.50 hours of holiday pay if you meet the eligibility requirements.) 
  
Vacation Pay:  You are entitled to one week of your normal pay as Vacation pay after you have accrued 2000 hours of 
employment through SDI Staffing. Accumulation of 2000 hours will commence again after each 2000 hours worked. (Vacation pay 
is not available to payroll service employees).  
 
Please note that you are only paid for your normal scheduled hours in a one week period.  If there has been a lapse of 180 calendar 
days or more between assignments, your accrual of hours will start over at zero. 
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PAID SICK LEAVE POLICY 
Effective 01/01/2015, SDI Staffing will provide no less than 24 hours Paid Sick Leave at the beginning of each  
12-month calendar year.  Paid Sick Leave is limited to 24 hours per calendar year and provided starting the first of each year.  You 
will be eligible to use the Paid Sick Leave hours beginning on the 90th day of employment, as long as you meet the requirements 
listed in this policy.  No carry-over of unused Paid Sick Leave hours is permitted.  Upon termination of employment, any unused 
Paid Sick Leave is not paid out to you. 
 
As a temporary employee of SDI Staffing are entitled to the following for Paid Sick Leave under state law: 

a. You may accrue paid sick leave and may request and use up to 24 hours of accrued paid sick leave per calendar year; 
b. You may not be terminated or retaliated against for using or requesting the use of accrued paid sick leave; and 
c. You have the right to file a complaint against an employer who retaliates or discriminates against an employee for: 

1. Requesting or using accrued sick days; 
2. Attempting to exercise the right to use accrued paid sick days; 
3. Filing a complaint or alleging a violation of Article 1.5 section 245 et seq. of the California Labor Code; 
4. Cooperating in an investigation or prosecution of an alleged violation of this Article or opposing any policy or practice 

or act that is prohibited by Article 1.5 section 245 et seq. of the California Labor Code. 
 

Employees are entitled to use paid sick leave for preventive care for themselves or a family member, as well as for the diagnosis, 
care, or treatment of their or their family member’s existing health condition. “Family member” means a (1) child (as defined), (2) 
parent (as defined), (3) spouse, (4) registered domestic partner, (5) grandparent, (6) grandchild, or (7) sibling.  SDI Staffing shall 
also provide paid sick days for an employee who is a victim of domestic violence, sexual assault, or stalking, as discussed in Labor 
Code sections 230 and 230.1.  
 
Eligible Employees:  All hourly, non-exempt temporary employees of SDI Staffing. 
 
Requirements:   

1. You must be currently employed/on assignment with SDI Staffing in order to receive Paid Sick Leave. 

2. You must work a minimum of 30 days within the calendar year to utilize Paid Sick Leave hours. 
3. You are permitted to use Paid Sick Leave hours beginning on the 90th day of employment with SDI Staffing. 

 However for the 2015 calendar year, you are not eligible to use the Paid Sick Leave hours until July 1, 2015. 
4. You are required to request use of your Paid Sick Leave hours in writing (email accepted). 
5. You are required to use your Paid Sick Leave benefit in a minimum of 2 hours (up to 8 hours per work day).   
6. You are not eligible to carry-over any unused Paid Sick Leave hours into a new calendar year.  
 

 

 


