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Welcome 
Thank you for joining the Manpower team. We’re excited to have you on 
board as one of our valued Associates. 

The opportunities are endless when you work for Manpower. By choosing 
Manpower you can explore new careers, experience different industries, 
learn about different companies, and find the job that’s just right for you. 
Manpower also offers a variety of benefits and tools to help you keep 
advancing at work.  

This handbook can assist you with questions about your employment and 
provide you with information about your benefits so keep it handy as a 
resource. And remember, your Manpower Representative is always 
available to answer your questions. 

This handbook is not intended to be a contract of employment or a 
guarantee of employment benefits or rights. Manpower reserves the right  
to modify, suspend, revoke, terminate or change in whole or in part, any  
of its policies, procedures, practices or benefits at any time, with or  
without notice. 

Our Commitment 
When you become an Associate of Manpower, you not only join a team  
that is committed to excellence but you also become a member of a 
company that: 

• Rewards excellence and innovation 
• Recognizes individual contributions 
• Provides competitive pay and benefits 
• Encourages professional growth and development consistent  

with each Associate’s interests and abilities 
• Supports open communication 

Our Values. 
• People. We care about people and the role of work in their lives. We 

respect people as individuals, trusting them, supporting them, and 
enabling them to achieve their goals for work and in life. We help people 
develop their careers through planning, coaching and training. We 
recognize everyone’s contribution – our staff, our clients and our 
candidates to our success. We encourage and reward achievement. 
 

• Knowledge. We share our knowledge, our expertise and our resources, 
so that everyone understands what is important now and what is 
happening next in the World of Work – and knows how best to respond. 
We actively listen and act upon this information to improve our 
relationships, solutions and services. Based on our understanding of the 
World of Work, we actively pursue the development and adoption of the 
best worldwide practices. 
 

• Innovation. We lead in the World of Work. We dare to innovate,  
pioneer and evolve. We never accept the status quo. We constantly 
challenge the norm to find new and better ways of doing things. We thrive 
on our entrepreneurial spirit and speed of response; taking risks, knowing 
that we may not always succeed, but never exposing Associates or 
clients to risk. 
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Assignments 
When you accept an assignment with Manpower, we’ll provide you with: 
• Your employee identification number 
• The client’s name and location of your assignment 
• Directions to the worksite 
• Start date, time and projected length of assignment 
• Work hours, lunch and break times 
• Check-in procedures, if required 
• Supervisor’s name 
• Description of what you’ll do on the job 
• Dress code, including any required safety equipment 
• Pay rate 
• An assignment order number to use for payroll purposes 

**Additional information may be provided to you by your local Manpower office as required by applicable state law.** 
This is your main source of information about your assignment, so feel free to ask as many questions as you wish. We will never 
pressure you to accept an assignment – the decision is always up to you. However, when you accept an assignment, remember 
that we’re counting on you to do your best. 

• Manpower is Your Employer. Whether you’re on a short or long term assignment with a client, you are still a Manpower employee. 
Call your Manpower Representative to tell us if: 

• You are going to be late or unable to report for work. Not showing up for work without first telephoning us could be cause for termination. 
• You are sick and feel you can’t complete a job. 
• The work you are asked to do is substantially different from the work described to you by your Manpower Representative. 
• The work environment appears unsafe. 
• You feel Manpower’s Equal Employment Opportunity or Anti-Harassment Policies are being violated (See pages 6 and 11). 
• You have changed your address, telephone number, email address or made a change to your banking relationship that would impact 

your direct deposit. 
• Your assignment ends. You must call us within 48 hours to let us know of your availability for your next assignment. 
• You have learned new skills that may qualify you for more assignments or higher pay. 
• You are unavailable for a period of time. Let us know in advance if you’re planning a vacation or time off for any reason. 

 
If Injured on the Job. Of course, we hope that you’ll never be injured on the job. However, if you are, we want you to receive the 
most appropriate care without delay. If you receive a life-threatening or serious injury on the job that requires immediate medical 
attention, dial  911 immediately. For all other injuries, follow the process below. 
1. Notify your supervisor. Tell him or her what happened and how you are feeling. 
2. Your supervisor should call PC365* at (855)690-7299 to speak with a nurse. PC365 is a medical triage service that partners with 

Manpower. The nurse at PC365 will ask you or your supervisor to provide your current location (site location) and information 
about your Manpower Office, as well as an overview of what happened. If your supervisor is not available, you may call PC365 
directly. 

3. The PC365 nurse will then ask you for details about the injury and your medical symptoms. 
4. The nurse will recommend a course of action, depending on your injury and symptoms.  
5. The nurse will send a summary of the call and the treatment recommendation to your Manpower Office. That report can be in 

English or Spanish.   
6. Contact your Manpower office within 8 hours of speaking with PC365 to inform them of the injury. 

**Some locations may not utilize PC365. In that case, call your Manpower Representative immediately when this service is not used 
in your location.** 
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Getting Paid 
It is your responsibility to accurately report your hours worked in a timely manner, so that we can pay you the correct amount at the right 
time. It is your responsibility to report your time by: 
• Accurately reporting all hours worked.  You must never work “off the clock” and you should report to your Manpower representative 

immediately if anyone asks you to do so. In addition you must never work “extra” hours beyond those authorized without obtaining 
approval in advance from your supervisor.   If you do work extra hours without permission, you may be subject to discipline, up to and 
including termination. 

• Reporting your time every week by Midnight on the Sunday of the week you work. Manpower’s standard work week is Monday at  
12am through Sunday 11:59pm. Manpower’s payday is Friday following the week you worked. 

• Submitting your time for approval to the client by one of the methods discussed below. 
 

Time Reporting. Depending on the client and site location where you work, you’ll be asked to report your time using one of the methods  
detailed here. Your time reporting method will be explained to you by your Manpower representative prior to your assignment start.   
 
Entering time in Peoplenet  
When entering time in Peoplenet you will enter online or through the automated telephone system. You can enter your time online from 
your computer tablet or smartphone or call in your hours. You’ll receive reminder messages each week to enter your time and 
you can view your dashboard of assignments and hours worked. 
 
• Online Entry: Go to www.mypeoplenet.com and Click Register 

o Follow the prompts on the screen 

o Please note that the top of your screen will indicate which steps you have completed. 

o Once the Profile Settings button has been checked, your registration is complete. 
o Once you have been placed on an assignment, you will be able to find all assignments that have been sent to Peoplenet for you to 

use to enter time after you have started working. 

o Select ‘Search for your assignment’ and follow the prompts. 

**If you have been placed on an assignment and no assignment results are returned, we are likely working on your setup.   
Once Peoplenet detects that your assignment is available, an alert will be sent to you that your assignment is available for time entry. 

After you have registered, you will use the same website www.mypeoplenet.com for entering time. There are tutorials available on the 
website to show you how to easily enter your hours online. 

o Be sure to choose the correct work week ending date when entering your hours. If you did not work, select “Did Not Work”. 
o Once all hours for the week are recorded, click Submit.  

• Automated Telephone System: If you are calling in hours, we ask you to set up a PeopleNet account by following the instructions above 
o Dial (888)329-8434. Follow the voice prompts  

 
Time Clocks: To record your “in” and “out” times while on assignment, you may be asked to use a badge to swipe a clock, enter a pin, 
or use facial recognition (where allowed by law). 

Paper Timeslips 
Instructions for the completion and submission of paper timeslips are included on your timeslip. Be sure to legibly complete all information 
and include your Identification Number on each timeslip. 

Vendor Managed Systems (VMS) 
Associates working for clients that use a VMS tool may be asked to track their time using that tool. Instructions to use the tool’s time entry 
function will be provided to associates at the time of assignment. 
 
NOTE: If you are assigned to a client who uses Peoplenet, a swipe clock or paper timeslips are not to be used. You are required 
to enter all of your time using the Time Capture Method the client has chosen to receive your pay. 
 
If you have any questions about the time entry systems, please visit your local Manpower office or call the Manpower Associate Care 
Center, (800)561-6934. 
 

http://www.mypeoplenet.com/
http://www.mypeoplenet.com/
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About Your Pay. The wage you are paid is determined both by your skills and by our client’s work requirements and your weekly pay is 
based on your completed and submitted time. Your wage may vary from job to job. Your Manpower Representative will tell you how much 
the job will pay before you accept the assignment. As your employer, Manpower will deduct the necessary FICA and Federal, State and 
local (if applicable) taxes.  Manpower complies with all applicable federal, state and local laws regarding minimum wage and overtime pay.   
It is your responsibility to accurately report all hours worked.  

At the termination of your employment, Manpower is not liable for wages or salary except those you earned prior to the date of 
termination. Manpower will payout any unused, earned vacation when required by applicable state law. 

Direct Deposit Convenience. Manpower’s preferred method of payment, Direct Deposit, offers you convenient, reliable, safe and easy 
access to your pay. You don’t need to wait for your paycheck to arrive in the mail, wait in line to deposit it and wait again for it to clear your 
financial institution. Once enrolled and confirmed in direct deposit, your pay is automatically deposited into your checking or savings 
account at the bank or credit union of your choice.  

Manpower provides electronic access to your wages and year end statements (W2) through our secure paperlessemployee website. To 
access this website, you will use the following URL: https://www.PaperlessEmployee.com/manpowergroup. Before you may view your 
wage statements, you must create an account. Each week you work, you’ll receive an email notification that your pay statement is 
available via this paperlessemployee portal. Your financial institution will also have records of the deposits made to your account. 

Manpower provides you with Direct Deposit at no charge. To enroll, please work with your Manpower Representative. 
Note: Should you choose not to participate in Direct Deposit; Manpower will deliver your paycheck through regular U.S. mail or 
the other options described below. 

Other pay options that may be available to you include: 

• Manpower Paycard:  This debit card gives you convenient access to your funds at ATMs and retail locations. Note: Your Manpower 
PayCard relationship is with the card provider, not with Manpower. 

• Paper Check: Delivered by the US Postal Service or Overnight Mail options. 
To ensure prompt deposits and statements, you should contact Manpower immediately if you change your address or financial institution. 
Remember: Manpower is your employer. Any questions about your pay must be directed to the Manpower Associate Care Center 
at associate.care@manpower.com or via phone at (800)561-6934. 

Our Clients’ Costs. As is commonly done throughout the employment industry, our clients are charged an hourly rate higher than your 
own hourly pay rate. Client rates include the additional costs of selection, administration, employer contributions for Social Security, 
Unemployment taxes, Workers’ Compensation, insurance, corporate income tax and profit. Unless otherwise authorized by you or 
applicable law, only FICA (Social Security & Medicare), and Federal, State, & local (where applicable) taxes are withheld from your pay. 

 
Satisfaction & Recognition 
Job Satisfaction 
Your feedback is very important to us. From time to time, you may be asked to complete an Associate Satisfaction survey to rate your 
current and/or past assignments and our service delivery to you. Your candid response helps us make sure we’re doing everything we can 
to meet your employment needs. Remember, should you have questions or concerns you would like addressed immediately, please 
contact your local Manpower management. 

Circle of Excellence 
It’s important to experience a sense of satisfaction and pride, as well as to receive recognition for a job well done. At Manpower, we 
recognize outstanding Associates with the Circle of Excellence award. This award is based on a variety of criteria and is given out to 
associates on a monthly or quarterly basis. 

MyPath Medals Program 
The MyPath Medals Program recognizes associates who demonstrate exceptional performance on the job.  Employers that work with 
Manpower are given the opportunity to medal associates working at their location on attributes such as being a team player, problem 
solver, producer, etc. The medals you receive become part of your Manpower profile and are used to promote you to clients for future job 
placements.    

 
  

https://www.paperlessemployee.com/manpowergroup
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Benefits 
 
As a Manpower associate, you will find that we offer one of the most comprehensive benefits packages in the industry. Our benefits include 
medical/dental insurance, life insurance and AD&D (accidental death and dismemberment), 401(k) savings plan, and more. You are 
eligible for the 401(k) plan as soon as administratively possible after your date of hire.  For medical, dental and life insurance you are 
eligible for coverage 85 days after your date of hire. 

When it is time to enroll an enrollment notification will either be emailed to you at the email address your provided or mailed to your home 
address.  You will have 20 days from the date on the letter to complete your benefits enrollment.   If you do not receive an enrollment letter 
50 days after your date-of-hire or if you have any questions regarding benefits, call our Benefits Center at (800)603-3173, Representatives 
are available Monday – Friday 7 am until 7 pm CST. 

Paid Holidays. Manpower Associates are eligible to be paid for these holidays: New Year’s Day, Memorial Day, Independence Day, Labor 
Day, Thanksgiving Day, and Christmas Day. To qualify for each paid holiday, you must have worked 1,800 hours during the 52 weeks prior 
to the holiday. You also must be currently working on an assignment at the time of the holiday. Note: “Currently working” is defined as 
working during the week ending prior to the holiday and the week ending of the holiday.  (If you are a wagemaster/payrolled 
associate, your holiday entitlement may be different.  Please contact your local branch office for details.) 

Referral Bonus. You can earn extra money by helping us find additional talented people just like you. Ask your Manpower Representative 
if the referral program is available in your area. 
 
City/State Paid Sick Leave Ordinances 
Associates who perform work in cities or states that have paid sick leave ordinances or laws will receive information during onboarding 
regarding the requirements of the law. Associates who are eligible to take paid sick leave should contact the Manpower Associate Care 
Center to submit a request for paid sick leave per the instructions provided during onboarding. 

Notice of Your Rights Under Various States’ Paid Sick Leave Ordinances: 
Manpower has implanted a Paid Sick and Safe Leave Program (the “Program”) in all locations where required. Several locations required 
inclusion in the handbook. Where notices are not required in this handbook under the applicable state law, associates will receive further 
information about the paid sick leave requirements during onboarding. If you are in a location with a Paid Sick Leave requirement, you can 
contact the Manpower Associate Care Center for additional information. 

• The St. Paul and Minneapolis, MN Sick and Safe Leave Ordinances 
Effective July 1st, 2017, St. Paul, MN and Minneapolis, MN have each passed a Paid Sick and Safe Time Ordinance. 

o To view the notice of your rights under the St. Paul, MN Earned Sick and Safe Time Ordinance poster – click here. 
o To view the notice of your rights under the Minneapolis, MN Paid Sick and Safe Leave Ordinance – click here.  

 
• The Massachusetts Paid Sick Leave 

o Massachusetts Paid Sick Leave Ordinance took effect beginning July 1st, 2015. To view the notice of your rights under 
Massachusetts Paid Sick Leave poster – click here. 
 

• The Philadelphia Paid Sick Leave 
o Philadelphia Paid Sick Leave took effect on May 13th, 2015. To view the notice of your rights under the Philadelphia Paid 

Sick Leave poster – click here. 

For all questions regarding the Sick and Safe Leave Programs for Manpower Associates, please contact the Manpower Associate Care 
Center (MACC) at 800-561-6934. 

Employment and Income Verifications.** Manpower provides a program called The Work Number® to provide automated employment 
and income verifications. So if you’re buying a home, renting an apartment, or applying for a loan, The Work Number® will enable you to 
obtain the information you need. 

What is The Work Number®? 
The Work Number® is an automated process that enables employees to provide employment and income verification within a matter of 
minutes. It is the primary service used by mortgage companies, pre-employment screeners, consumer finance, and government agencies. 
The Work Number® can be used anytime, anywhere – 24 hours a day, 7 days a week. 
 
 
 
 
 

https://www.stpaul.gov/sites/default/files/Media%20Root/Human%20Rights%20%26%20Equal%20Economic%20Opportunity/ESST-Worplace%20Notice_English_Final.pdf
https://www.mass.gov/doc/earned-sick-time-notice-of-employee-rights/download
http://sicktimeinfo.minneapolismn.gov/uploads/9/6/3/1/96313024/sst_employee_notice_poster_english.pdf
http://sicktimeinfo.minneapolismn.gov/uploads/9/6/3/1/96313024/sst_employee_notice_poster_english.pdf
https://www.mass.gov/doc/earned-sick-time-notice-of-employee-rights/download
https://www.phila.gov/media/20191218103833/Paid-Sick-Leave-Poster-Translations.pdf


 
 

6 
RM-194-P (Rev. 1/2021) ©2021 ManpowerGroup 

 

How to Use the Work Number®: 
If you need verification of employment only, give the verifier the following information: 
• Employer Code: 90508 
• Your Social Security Number 
• The Work Number® Access Options for Verifiers: 

o www.theworknumber.com 
o (800)367-5690 

If you need verification of employment dates and income, you’ll need to create a Salary Key. A Salary Key is a six-digit number that allows 
one-time access to your salary information. 

• Access The Work Number® 
o www.theworknumber.com 
o  (800)367-2884 

 
• Select the Employee option and Login. To Login, you’ll need: 

o Employer Code: 90508 
o Your Social Security Number 
o Your PIN (last four digits of your SSN) 

 
• Select the “Create a Salary Key” option and write down the six-digit number. 
• Give the verifier the following information: 

o Employer Code: 90508 
o Your Social Security Number 
o Six-digit Salary Key 

 
• The Work Number® Access Options for Verifiers: 

o www.theworknumber.com 
o (800)367-5690 

 
**Manpower franchise locations may not utilize this service. 

 

 
Career Development 

MyPath helps you take your education and skills to the next level. 

The following MyPath resources are available to you at no cost as a Manpower Associate: 

• The opportunity to pursue a bachelor’s degree through the University of Phoenix. Explore program and eligibility requirements at 
phoenix.edu/manpower. 

• Certification programs to develop skills for a job in demand.   The Manpower Acceleration Program provides courses over a series of a 
few weeks. Upon successful completion, you earn a certificate and support in pursuing an employment opportunity in your newly skilled 
area.  

• Skills training through powerYOU - ManpowerGroup’s global learning platform.  powerYOU gives you access to key business topics, IT 
knowledge areas and desktop applications through online courses, books and micro-videos. Get started by registering at 
poweryou.manpowergroup.com/IntegrationCustom/SelfRegistration/Register.aspx. 

• The ability to evaluate career opportunities based on job fit. Gain the personal insight you need to find jobs where you will succeed with 
this easy and fast assessment.  Get started at  
https://me.manpowergroupassessments.com/interactions/5c13dda8ba09d9314202c254 

• A Learnability Quotient (LQ) assessment to uncover your ability to learn and adapt your skills in order to stay relevant in today’s work 
world.  

http://www.theworknumber.com/
http://www.theworknumber.com/
http://www.theworknumber.com/
http://www.phoenix.edu/alliance/business/m/manpower.html
https://poweryou.manpowergroup.com/IntegrationCustom/SelfRegistration/Register.aspx
https://poweryou.manpowergroup.com/IntegrationCustom/SelfRegistration/Register.aspx
https://poweryou.manpowergroup.com/IntegrationCustom/SelfRegistration/Register.aspx
https://me.manpowergroupassessments.com/interactions/5c13dda8ba09d9314202c254
https://www.learnabilityquotient.com/?uuid=manpower-us
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• Career resource information to help you land the job you want and tips to help you succeed on the job.  From developing your resume, 
to networking and impressing your new boss, you will find the information you need to really shine on manpower.com/mypath.  
 

Check with your local Manpower office for programs available in your area. Specific questions about MyPath resources can be emailed to  
MyPath@manpower.com. 

 

Policies                                     
It’s essential that you thoroughly understand Manpower’s policies. Please review 
the policies below. You will be asked to indicate your understanding and 
acceptance of these policies by signing the electronic acknowledgement in our 
electronic onboarding task or the paper acknowledgement given to you by your 
Manpower representative. Policies and benefits may vary from office to office. Be 
sure to check with your local office regarding local policies and benefits. 
 

Equal Employment Opportunity. Equal employment opportunity is not only the 
law, it is an extension of Manpower’s core values and guides our daily interactions. 
Manpower does not discriminate against any individual based on age, race, color, 
religious beliefs, national origin, gender, pregnancy, sexual orientation, gender 
identity, genetic information, disability, veteran status, or any other status protected 
by law. This commitment to equal opportunity extends to hiring as well as other 
terms and conditions of employment such as job assignments, compensation, 
discipline and termination.  We care about people and the role of work in their lives 
and we recognize everyone’s contribution to our success. 

Any Associate who believes that he or she has been discriminated against in 
violation of this policy, either by Manpower or by a Manpower client should immediately report this to his or her Onsite Manpower 
supervisor (if applicable), the relevant branch manager, or Manpower’s Associate Human Resources Line at (800)416-9731.  Manpower 
has an open door policy where all Associates should feel free to discuss concerns or other work-related issues. These concerns will be 
investigated thoroughly and Associates can make reports without fear of retaliation.  Associates who believe they have been retaliated 
against for making a complaint under this policy should bring this to the attention of any of the contacts listed above. 

Safety. Your safety is important to us which is why we always strive to maintain and provide safe and healthy working conditions at all 
times. Manpower will not knowingly assign or allow any associate to work in an unsafe workplace environment. Manpower abides by all 
safety regulations and guidelines set forth in federal, state and local statutes. Manpower will not tolerate retaliation in any form toward 
anyone who in good faith reports safety concerns. Additionally, Manpower ensures the existence of sound safety practices and programs 
throughout all operational activities and procedures throughout the organization. 

To make the workplace safe for you and your fellow associates, it’s your responsibility to: 
• Notify your Manpower Representative of any requested changes in your job duties or if you’re asked to operate equipment  

or perform a task for which you have not been trained. 
• Understand the safe practices for your general work area and your job. 
• Comply with all safe work practices and wear required personal protective equipment for your job assignment. 
• Wear clothes appropriate to the job you’ll perform. If you have questions about what to wear – or what not to wear – ask your Manpower 

Representative. 
• Immediately report all unsafe working conditions to your onsite supervisor, as well as to your Manpower Representative. 
• Operate only those machines, tools or vehicles that your Manpower Representative has indicated are part of your assignment and for  

which you’ve received instruction or training. 
• Tell your supervisor that you must first contact your Manpower Representative if you’re asked to perform an unsafe task, to work on 

unsafe equipment, or to work on equipment for which you’ve not received proper training, such as a forklift. Then, contact Manpower 
immediately. If you’re working during a time when you’re unable to reach your Manpower Representative, inform the client that you 
cannot perform those tasks without approval from Manpower. Then, contact your Manpower Representative as soon as possible. 

• If you receive a life threatening or other significant injury that requires immediate medical care, 911 should be called. 
• If you receive a non-life threatening injury, contact your supervisor and together call PC365. (See additional safety instructions on page 

2.) 
 

Meal and Rest Periods. Manpower is committed to compliance with all legal requirements regarding meal and rest periods. No employee, 
supervisor or management representative of Manpower or Manpower’s client may violate the applicable legal requirements. It is a 

https://www.manpower.com/wps/portal/ManpowerUSA/Root/CEHome/CareerResources/!ut/p/a1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOItjLzNPC29DSz9PU2dDBxdjQycLVz9DD2dTIEKIoEKTPw9zDw9nA18LFyDjAwczTwDjYw9jIydPQ0I6Q_XjwIrwWmCMSEFBlAFBjiAo4F-QW6EQaanoyIA0ygTiA!!/dl5/d5/L2dBISEvZ0FBIS9nQSEh/
https://www.manpower.com/wps/portal/ManpowerUSA/Root/CEHome/CareerResources/!ut/p/a1/04_Sj9CPykssy0xPLMnMz0vMAfGjzOItjLzNPC29DSz9PU2dDBxdjQycLVz9DD2dTIEKIoEKTPw9zDw9nA18LFyDjAwczTwDjYw9jIydPQ0I6Q_XjwIrwWmCMSEFBlAFBjiAo4F-QW6EQaanoyIA0ygTiA!!/dl5/d5/L2dBISEvZ0FBIS9nQSEh/
mailto:MyPath@manpower.com
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condition of your employment and continued employment that you agree to abide fully with the law and these rules. This means you must 
take legally required meal and rest periods. Failure to do so may result in disciplinary action, including the possibility of immediate 
discharge. Federal law does not require meal or rest periods. However, state laws may have additional meal and rest period 
requirements.  Specific information regarding meal and rest period requirements under your applicable state law may be provided by your 
local Manpower representative during onboarding or from the Department of Labor at http://www.dol.gov/whd/state/meal.htm. 

Unless state or local law requires otherwise, when Associates are offered short breaks (usually lasting between 5 - 20 minutes), the breaks 
are compensable work hours that should be included in the total hours worked during the workweek and considered in determining if 
overtime was worked. These rest periods are paid and should not be entered in the time entry system separately. Bona fide meal periods 
(typically lasting at least 30 minutes, depending on state or local law) are not work time and are not compensable when no work is 
performed during that time. Please contact your local Manpower representative with any questions about break and rest times. 

Family & Medical Leave Act. Manpower’s Family and Medical Leave Act (FMLA) Policy complies with the Federal FMLA and applicable 
state laws. Where any applicable federal, state or local law or regulation gives associates greater rights than Manpower’s policy, 
Manpower will comply with such law or regulation. Furthermore, any leave of absence taken under any applicable state or local law will run 
concurrently with FMLA leave to the fullest extent permitted by applicable law. To be eligible for FMLA benefits, you must have worked for 
Manpower: 

• For at least 12 months (need not be consecutive) 
• A minimum of 1,250 hours during those previous 12 months 
• Based out of a Manpower location that has at least 50 employees working within a 75 mile radius  

An eligible Associate may be provided up to a total of 12 workweeks of unpaid leave during any 12-month period for one or more of the 
following reasons: 
• The birth, adoption, or foster placement of a child 
• The care of a spouse, child, or parent with a serious health condition 
• The care of oneself because of a serious health condition 
• Military family leave for a qualifying exigency while the Associate’s spouse, son, daughter or parent is on covered active duty status (or 

has been notified of an impending call or order to covered active duty  in a foreign country. 

The 12-month period for leave as described above is calculated on a rolling 12-month period, which is measured looking backward from 
the date an Associate uses the FMLA time. 
 
An eligible Associate who is the spouse, son, daughter, parent or next-of-kin of a current servicemember or veteran may be provided up to 
a total of 26 workweeks of unpaid leave in a single 12-month period for Military Caregiver Leave to care for a covered servicemember with 
a serious illness or injury incurred in the line of duty, on active duty, or a veteran who was discharged or released under conditions other 
than dishonorable at any time in the five-year period prior to the date the Associate takes leave to care for the veteran undergoing medical 
treatment or recuperation for an injury incurred in the line of duty on active duty. The 12-month period for Military Caregiver Leave begins 
on the first day the Associate takes military caregiver leave. 

An eligible Associate is entitled to a total of no more than 26 weeks of leave in a 12-month period for all types of FMLA leave described 
above. 

If both spouses are employed by Manpower and are eligible for FMLA leave, they are jointly entitled to a combined total of 12 workweeks 
for birth, adoption or foster care placement of a child or for care of a parent with a serious health condition.  If each spouse has used a 
portion of the 12-week entitlement for one of the above purposes, each is entitled to take the remainder of the 12-week period to care for a 
child or spouse with a serious health condition or for their own serious health condition. If both spouses are employed by Manpower and 
are eligible for FMLA leave, they are entitled to no more than a combined total of 26 weeks of leave during the relevant 12-month period to 
care for a servicemember with a serious injury, for the birth or placement of a child or to care for a parent with a serious health condition.  
In no event may they take more than a combined total of 12 weeks for the birth or placement of a child or to care for a parent with a serious 
health condition.  

Leave for childbirth, adoption or foster care must conclude within 12 months of birth or placement. 

Manpower will maintain group health insurance coverage for an Associate on FMLA leave if the Associate was enrolled in the group health 
insurance plan prior to taking the FMLA leave of absence. Upon being approved for FMLA, you will be advised of the procedure for paying 
any required premiums. In some instances, Manpower may recover premiums paid to maintain health coverage for an Associate who fails 
to return to work from FMLA leave.  

Use of FMLA will not result in the loss of any employment benefit earned or that you may have been entitled to before the FMLA leave. On 
your return, you will generally be reinstated to the same or equivalent position as required by law. 

When seeking FMLA leave, you’re required to provide to a Manpower representative: 
• Thirty-day advance notice of the need to take FMLA leave when the need is foreseeable 
• Notice of an unforeseeable leave as soon as practical after learning of the need for leave – generally within the usual and customary 

notice and procedural requirements for reporting absences 

http://www.dol.gov/whd/state/meal.htm
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To file a claim for FMLA, you should contact MetLife at (877)638-8269 or report your claim online by visiting www.metlife.com/mybenefits. 
• You will need to provide the applicable certification form depending on the leave reasons below, these forms may be obtained from the 

MetLife website www.metlife.com/mybenefits and leave the signed photocopy with your medical provider(s).  
o Employee’s Own Medical Condition: Certification of Health Care Provider for Employee’s Serious Health Condition 
o Child Care Leave: Proof of your child’s birth or placement, such as a copy of the child’s birth certificate or hospital 

discharge record (for a newborn) or a copy of the foster care or adoption placement record/certificate (for a child placed 
in your home through adoption or foster care.). 

o Care for a Family Member: Certification of Health Care Provider for Family Member’s Serious Health Condition 
o Servicemember Caregiver Leave: Certification for Serious Injury or Illness of Current Servicemember or Veteran for 

Military Family Leave/Caregiver Leave 
o Qualifying Exigency Leave: Certification for Qualifying Exigency for Military Family Leave 

 
• Medical certification must be provided to MetLife to support the need for leave due to a serious health condition affecting the associate 

or an eligible family member 
• Periodic re-certification may also be required (if applicable and necessary). 
**The FMLA reporting process may vary for franchise locations.  Please contact your Manpower Representative for further instructions.** 

Substance Abuse 
Alcohol and drug abuse can cause health, safety, and security problems. Manpower expects all Associates to assist in maintaining a work 
environment free from the effects of alcohol, drugs, or other intoxicating substances. In addition, Associates are prohibited from reporting to 
work under the influence of drugs or alcohol. 

Our Policy 
Manpower’s Substance Abuse Policy prohibits the workplace distribution, sale, purchase, possession, or use of narcotics, drugs, alcohol, 
inappropriate use of prescription medication, or any illegal or controlled substance. Marijuana remains illegal as a matter of federal law, 
and the use and possession of marijuana and marijuana products on Manpower’s premises, during work time, or while representing 
Manpower off premises, is prohibited. Manpower will reasonably accommodate Associates who use marijuana or marijuana products in 
accordance with the applicable state medical marijuana program to the extent required by law, but in no case may an Associate use or 
possess marijuana at work, during the work day, or come to work impaired. Any Associate whose manager/supervisor has a reasonable 
suspicion that the Associate is in violation of this policy may be required to undergo a drug/alcohol test as permissible under state law. 
Violations of this policy may result in termination of employment. 

Any Associate whose manager/supervisor has a reasonable suspicion that the Associate is in violation of this policy may be required to 
undergo a drug/alcohol test as permissible under state law. Violations of this policy may result in termination of employment. 

Certain Manpower clients, but not all, may require an Associate or applicant assigned by Manpower to a client to undergo alcohol and/or 
other drug screening as a pre-assignment and/or post-assignment condition and the Company may elect to require such screening in 
accordance with applicable law. Testing methods may include urine, saliva, or hair analysis. 

If an Associate tests positive, termination will occur, and the Associate will be eligible for rehire after six months and after a negative drug 
test result or after proof of enrollment in or successful completion of rehabilitation program and a negative drug test result. 

For pre-assignment purposes, an Associate may be requested to submit to screening. If the Associate declines to submit to screening, the 
Company may refuse to employ or to assign the Associate to an assignment. However, refusal to submit to screening will not result in 
termination from Manpower. Any adulterated specimen will be viewed as a positive result and will be treated as such. 

For post-assignment purposes, an Associate may be requested to submit to screening at no expense to the Associate, based upon 
reasonable suspicion or after an accident, or as part of a random or periodic drug testing program in accordance with state law. The 
Associate may decline to submit to the screening, however the Company may terminate the Associate’s assignment or employment with 
the Company, if this occurs. If the Associate tests positive for the illegal use of a drug or of alcohol, the Associate will be terminated from 
employment with the Company. Any adulterated specimen will be viewed as a positive result and will be treated as such. State law may 
allow for a denial or a reduction of any worker’s compensation benefits an Associate may be entitled to if the Associate tests positive for 
alcohol or other drug use or refuses to be tested after a workplace accident. Any Associate who is taking an over the counter or 
prescription drug while working shall notify his/her Manpower manager or onsite supervisor if applicable if the medication may affect or 
impair work performance or safety. 

Violence-Free Workplace. Manpower is strongly committed to providing a violence-free workplace and has adopted a zero tolerance 
policy. Violence, threats of violence, or intimidation of Manpower staff or associates, vendors, or client employees will not be tolerated. 
Examples include, but are not limited to: 

• Physical assault such as hitting or shoving an individual 
• Threatening harm to an individual or his/her family, friends, or associates 

http://www.metlife.com/mybenefits
https://urldefense.com/v3/__http:/www.metlife.com/mybenefits__;!!A2WFPS_Ek0I!zqaqYSB4j1QMk-pc1-vWaP-7rHvUO9Urd95897loQMHMKx4dolQyViMPm2nT0ducNDlaknLY8w$
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• The intentional damage or destruction of, or threat of damage or destruction to property 
• Harassing or threatening communications (including verbal, written, or electronic) 
• Harassing surveillance or stalking 
• The suggestion or intimation that violence is appropriate 
• Possession or use of firearms or weapons under any circumstances on Manpower or client property or elsewhere in connection with 

employment with Manpower will not be tolerated consistent with applicable state laws.  Manpower prohibits weapons in the workplace. 
For more information about the weapons policy by state or if you have any questions, please contact your Manpower Representative. 
 

Violations of this policy may result in termination of employment. If you experience an actual or perceived threat of physical violence 
including intimidation, harassment, or coercion, immediately report the incident to your manager/supervisor. In life-threatening or 
emergency situations, call your local police department or 911. 
 
Solicitation/Distribution. This policy applies to solicitation and distribution in and on Manpower’s and our clients’ premises.  
This policy is deemed necessary because Manpower recognizes the need to restrict and control solicitations and the distribution of 
literature on its and our clients’ premises for the purpose of avoiding disruption or loss of productivity, and to ensure that Manpower is 
providing excellent service to our clients.  
Solicitation and distribution of literature by non-Associates on Manpower property is prohibited.  Solicitation and distribution of literature 
and other materials by Manpower Associates on Manpower’s or our clients’ premises for any purpose is prohibited during work time. 
Distribution is also prohibited at all times in Manpower’s or our clients’ work areas. “Work time” is the time when the person doing the 
soliciting or distributing, or the person being solicited or receiving the distribution, is or should be working and does not include rest or meal 
breaks. “Work areas” do not include restrooms, break rooms or cafeterias. This policy must be followed concurrently with any solicitation or 
distribution policies maintained by Manpower’s clients, which may be more specific than this policy. Any violation of this or a Manpower 
clients’ policy may result in discipline, up to and including termination of an assignment or employment with Manpower. 
 
Wiretapping, Eavesdropping and Recording Permitting Manpower Associates to record or otherwise eavesdrop on each other in the 
workplace risks damaging employee morale and other legitimate business interests of the Company and its clients.  Workforce members 
are more likely to engage in candid discussions and productive exchanges of views in an environment in which they feel free from 
recording.  Surreptitious audio and video surveillance also may violate reasonable expectations of privacy of Associates and others in the 
workplace at the Company or at a client.  Furthermore, recording may put the Company’s and clients’ confidential business information at 
risk. For example, an Associate could capture client trade secrets on a smart phone that might later be lost or stolen, thereby potentially 
compromising those trade secrets.  

Therefore, Associates are prohibited from recording audio or video on Company or client premises without permission from the 
ManpowerGroup Legal Department.  Additionally, Associates may not record or eavesdrop on work-related conversations without the 
consent of all participants in the conversation. This applies to conversations in any form, including electronic communications. For 
example, without consent, Associates may not listen in on work-related telephone calls, intercept instant messages, or auto-forward emails 
of other employees to themselves.   

Associates do not have to participate in a conversation that is being recorded without their consent and can refuse to have a discussion 
with anyone who insists on such recording. Associates should report recording that takes place without their consent to the Manpower 
Associate Human Resources Line at (800) 416-9731.  Please note that in some circumstances, for example call center Associates 
answering calls on recorded lines, recording may be a condition of employment.  

Any violation of this policy may result in disciplinary action, up to and including immediate termination of employment. 

Use of Information Technology Resources. Because you may perform job tasks on laptops, desktops, network stations, mainframe and 
other Information Technology (IT) resources that belong to Manpower or our clients, you must comply with these rules. 
Do not: 
• Use Manpower’s or our client’s IT equipment for non-job-related activities during working time (the time you are expected to be working, 

which does not include rest, meal, or other authorized breaks) 
• Use another person’s user I.D., attempt to use a user I.D. for unauthorized purposes, or give your user I.D. or password to an 

unauthorized person 
• Add, change, delete, download, upload or copy software to or from any client equipment 
• Copy, distribute or use software or other information without first obtaining permission from the copyright owner 
• Modify the software configuration (e.g., add a screensaver) 
• Connect, remove or insert technology components or equipment, including floppy disks, CDs, modems, memory or processor chips or 

cards, unless specifically authorized 
• Move equipment without explicit authorization from the client 
• Produce, store, display or transmit material that is or could be perceived as sexually explicit, suggestive, harassing, or vulgar 
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• Use equipment for any activity that is malicious, threatening, intentionally false, obscene, maliciously offensive, or invades another’s 
privacy 

• Send email to random recipient's, email with executable software attached or email anything that contains or has attached any 
Confidential or Proprietary Information (defined below) belonging to either Manpower or our client 

Manpower and our clients reserve the right to access and monitor your use of their company property, including the use of company data 
networks, to determine compliance with their policies. Your failure to comply with these policies may lead to disciplinary action, 
including termination of employment. 

Our clients may have additional and/or more comprehensive policies/procedures/guidelines related to your use of the client’s IT equipment.  
Manpower expects you to familiarize yourself with those policies/procedures/guidelines and direct any questions you have to your 
Manpower representative.   
Non-Disclosure of Confidential or Proprietary Information Belonging to Manpower or Our Client. During the course of your 
employment with Manpower and/or assignment to our client, you may gain access to Confidential or Proprietary Information belonging to 
Manpower and/or our client.  Confidential or Proprietary Information includes information and the compilation of information related to the 
operation of Manpower and/or our client that derives economic value, actual or potential, from not being generally known to or readily 
available or ascertainable by other persons or entities who can obtain economic value from its disclosure to or use by them.  Examples of 
Confidential or Proprietary Information include promotional methods, techniques and methods of operations, trade secrets (as defined by 
applicable law), potentially patentable products and processes, financial records, profit, performance reports, processes, projections, 
business plans, customer information, customer lists, vendor information (including vendor contracts and costs), and personal information 
(social security number, protected health information, credit card numbers, driver's' license numbers, mother's maiden name, complete 
date of birth, minor children's names) about any third party or other employee of Manpower or our client to which you gain access through 
your employment with Manpower and/or assignment to our client.  You agree to keep Confidential or Proprietary Information confidential 
and not to disclose such Confidential or Proprietary Information to anyone except those persons expressly authorized to have access 
thereto. You shall not use or permit the use by others of Confidential or Proprietary Information for any purpose(s) other than to perform the 
work or services as may be directed in conjunction with your assignment.   

Our clients may have additional and/or more comprehensive policies/procedures/guidelines related to their Confidential or Proprietary 
Information.  Manpower expects you to familiarize yourself with those policies/procedures/guidelines and direct any questions you have to 
your Manpower representative. 

Nothing in this policy is intended to prohibit good faith reporting of possible violations of federal law or regulation to any government agency 
or entity, or in making disclosures where such disclosures are protected under federal law or regulation, and advance notice of such 
disclosures is not required to be provided to Manpower. 

Intellectual Property. Any and all discoveries, inventions (including but not limited to improvements or modifications) or literary or other 
works relating to the work you perform while on assignment or suggested by matters disclosed in conjunction with your assignment, 
whether or not patentable, copyrightable or otherwise subject to registration or protection which are made or conceived by you, solely or 
jointly with others,  
are works made for hire and shall be the property of Manpower or its designee. You must agree to provide Manpower or its designee with  
a complete written disclosure of each invention, discovery, literary or other work and further agree to sign necessary documents and give 
Manpower or its designee all other reasonable assistance necessary to perfect and maintain whatever rights Manpower or its designee  
deem appropriate, without charge to Manpower or its designee but without expense to yourself. 

At-Will Employment. Your employment with Manpower is “at-will.” That means your assignment and/or your employment can be 
terminated at any time by you or Manpower with or without cause and with or without notice. This “at will” status can be 
changed only by a written contract signed by Manpower’s president or his/her designee.   

Assignment Availability Policy. This policy only applies after you have been on at least one assignment with Manpower. To maintain 
employment status with Manpower, you must keep us informed as to your availability. When you complete an assignment, notify 
Manpower by phone of your availability status within 48 hours (exceptions noted below), and then every week until you are placed on a 
new assignment. If you do not contact us, then we will consider you unavailable for work and to have voluntarily resigned from 
employment. (Exceptions: Associates who work in IOWA must contact Manpower within three working days after assignment completion. 
Associates who work in MICHIGAN must contact Manpower within seven working days after assignment completion. Associates who work 
in MINNESOTA must contact Manpower within five working days after assignment completion.) 

Unemployment Compensation If you fail to comply with the Assignment Availability Policy listed above, unemployment compensation 
benefits may be denied by the applicable state agency. 

Manpower Privacy Notice for U.S. Residents. Manpower cares about the privacy of our applicants, employees and clients.  
This notice contains information about how we handle your personal information. We collect and process your personal information  
for the following purposes when necessary: 
 
• To maintain our contractual or business relationship with you 
• For employment-related services where applicable 
• To tell you about the products and services we offer 
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• To contact and correspond with you 
• For the management and defense of legal claims and actions, compliance with court orders and other legal obligations and regulatory 

requirements, and as otherwise permitted by law 
 

Manpower may disclose your personal information for these purposes to other Manpower entities, affiliates, suppliers, subcontractors who 
perform services on our behalf, clients if you are seeking employment, an acquiring organization if Manpower is involved in the sale or 
transfer of some or all of its business, and where we are otherwise required to do so, such as by court order. 

Manpower collects, processes, and discloses sensitive personal information, such as Social Security Numbers, only if required 
to comply with legal obligations, if there is a compelling business reason to do so, or with your consent. 

If you would like more information about Manpower’s privacy practices, please contact the management team at your local Manpower 
office, visit our website at https://www.manpower.com/wps/portal/ManpowerUSA/privacy-policy, contact us by email at 
data.privacy@manpowergroup.com or by writing to us at: 

ManpowerGroup 
Attn.: Data Privacy Project Manager 
100 Manpower Place  
Milwaukee, Wisconsin 53212-4030 

Reasonable Accommodation.  Manpower will work with its clients to make reasonable accommodations for the physical and mental 
disabilities of otherwise qualified Associates, unless the accommodation would impose an undue hardship. Because the need for an 
accommodation is often not apparent, it is the responsibility of the Associate to make Manpower aware of the disability and to request an 
accommodation.  Associates should contact their local Manpower branch or onsite Manpower representative regarding any 
accommodation requests.  An Associate may be asked to provide medical evidence to support the need for such accommodation. 

Anti-Harassment. All Manpower Associates are entitled to work in an environment that is free from harassment, inappropriate conduct, 
hostility, and intimidation based on gender, race, color, national origin, pregnancy, sexual orientation, gender identity, age, religion, genetic 
information, disability, veteran status or any other basis protected by law. 

Manpower strongly disapproves of and will not tolerate inappropriate conduct or harassment of Associates by supervisors, co-workers or 
others in the workplace, such as customers or vendors.  Manpower reserves the right to review harassment that takes place electronically 
between any parties, via text message, email message, social media, and all other forms of electronic communication. Manpower is 
committed to complying with all applicable local, state and federal laws prohibiting harassment in the workplace. 

While the law may provide for various interpretations of what constitutes illegal harassment, Manpower realizes that any type of inappropriate 
conduct or harassing behavior based on race, color, gender, religion, age, sexual orientation, gender identity, national origin, disability, 
veteran status, genetic information, pregnancy or any other category protected by law is inappropriate in the workplace. Therefore, 
Manpower. will not tolerate any behavior that creates an intimidating, offensive or hostile work environment or that interferes with work 
performance.  Examples of inappropriate conduct or harassing behavior include, but are not limited to: racial slurs, ethnic jokes, stereotyping, 
the display of posters or other materials that are offensive or show hostility to a group or individual based on a protected category as defined 
above.   
 
Included in this policy is a prohibition of sexual harassment.  Sexual harassment includes, but is not limited to:  
 
• Unwelcome sexual advances, requests for sexual favors, unwanted physical contact, including touching, patting, pinching, etc., 

unwelcome comments of a sexual or demeaning nature, the display of sexually offensive posters, pictures or objects.   
• Any use of an Associate’s submission to or rejection of the conduct described above as the basis for employment decisions affecting the 

employee (such as hiring, firing, promotions, compensation or working conditions).   
• Any explicit or implicit implication that submission to such behavior is a term or condition of an individual’s employment. 

 
Manpower requests that you report all incidents of harassment or inappropriate conduct to us. Contact Manpower’s Associate Human 
Resources Line at (800)416-9731. Manpower has an open door policy where all Associates should feel free to discuss concerns or other 
work-related issues with management.  

Manpower’s response to a report or complaint of harassment or discriminatory conduct will include: 

• Confidentiality. We will maintain confidentiality to the extent possible under the specific circumstances and in accord with applicable 
laws. 

• Investigation and Discipline. Manpower will promptly and thoroughly investigate all complaints of harassment or inappropriate 
conduct.   If it is determined that inappropriate conduct has occurred, Manpower will provide an appropriate remedy, including, but not 
limited to, the discipline and/or termination of the offending Associate. 

• Zero Tolerance of Retaliation. Retaliation will not be tolerated in any form toward anyone who in good faith makes a complaint or 
participates in an investigation. Retaliation is an adverse action taken against an individual who has engaged in protected activity such 

https://www.manpower.com/wps/portal/ManpowerUSA/privacy-policy
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Follow these guidelines to be productive  
and make your assignments with Manpower more enjoyable. 

• Be on time every day that you work. 

• Introduce yourself to the person to whom you are to report. 

• Ask questions to ensure you understand what you’re being asked to do but try to avoid unnecessary 
conversation and delay. 

• Be polite, cooperative and willing to help whenever you’re asked. 

• Maintain confidentiality. You should never discuss your work  
with anyone other than your supervisor. 

• Notify your Manpower Representative of any requested  
changes in your job duties or if you’re asked to operate  
equipment or perform a task for which you have  
not been trained. 

• Do not make or receive personal telephone calls at work,  
except in the case of a true emergency. You’re allowed to  
make telephone calls only during breaks and lunch periods. 

• Notify your supervisor immediately when you finish  
your work. Ask if there’s more work you can do.  
If no additional work is provided, use your free  
time constructively. 

• Wear appropriate attire for your assignment. 

• Don’t walk off the job. If your job is not going smoothly,  
call Manpower. We are your employer and can help you  
with any job-related problem. Please keep in close  
contact with us. 

• Report all hours worked, on time, to prevent delays  
in your pay. 

as making a complaint or participating in an investigation Manpower requests that you immediately report all incidents of alleged or 
perceived retaliation to the Manpower Associate Human Resources Line at 800-416-9731 for investigation under this policy. 

 
Any Associate not satisfied with the actions taken or not taken as a result of a complaint can contact Manpower’s Associate Human 
Resources Line at (800)416-9731.  
 
Illinois Associates: Further information concerning your rights under the Illinois Human Rights Act can be found here. 
 

Tips for Success 
 

 

https://www2.illinois.gov/dhr/Publications/Documents/SH%20and%20DISCRIMINATION%20EMPLOYEE%20POSTER.pdf
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