Welcome!
MATRIX PROFESSIONAL STAFFING SOLUTIONS INC.

ASSIGNMENTS:
Departmental needs
vary widely in type from
junior clerical duties to
senior administrative
responsibilities.
Placements vary in
length from a few hours
to a few months, to
permanent positions.

We wish you every success and
look forward to working with you.

BUILDING RELATIONSHIPS
WE WORK WITH A DIVERSE CLIENT BASE. HOW CAN WE HELP YOU?
Email: info@matrixstaffingsolution.com Web: www.matrixstaffingsolution.com
416.265.0051

As a Matrix Employee, Matrix is your employer while you are on
assignment with one of our client firms or corporations. This
relationship is important to remember if you have any questions
or problems regarding your job. Please talk to us first, so we can
help find a solution that is agreeable to everyone involved.

Equal Employment
Practices
When you accept an
assignment, write down the
following information:

Matrix is an equal opportunity
employer and makes employment
decisions on the basis of merit. In
accordance with applicable law, Matrix
prohibits discrimination based on race,
color, gender, religion, creed, sex,
pregnancy, marital status, age,
national origin or ancestry, physical or
mental disability, medical condition,
veteran status, sexual orientation or
any other consideration protected by
federal, provincial or local laws. All
such discrimination is unlawful.

Violence-Free
Workplace
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 lifethreatening or emergency situations,
call your local police department at
"911.“
Matrix is strongly committed to
providing a violence-free workplace
and has adopted a zero tolerance
policy. Violence, threats of violence, or
intimidation of employees, vendors, or
customers will not be tolerated.
Every Matrix employee is encouraged
to report incidents of threats, or acts of
physical violence. Reports may be
made to the individual’s immediate
worksite supervisor and Matrix’s
manager. Violations of this policy will
lead to disciplinary action (up to and
including termination).

The company’s name and address.
The name of the person to whom
you will report.
The hours and length of assignment.
The tasks you will be performing.
Our contact phone number.
Any other details that will help you on
your assignment.

Personal Information &
Electronic Documents
Matrix respects the privacy of our
temporary associates and ensures your
personal information is shared only
within Matrix.
There are certain circumstances,
however, that require us to share
personal information with third parties.
This occurs only when it is necessary to
perform the functions that enable us to
adequately service you and will not be
done without your prior knowledge or
consent, unless it is for the purpose of a
confidential investigation at which time
Matrix may be required to release your
personal information to legal authorities
without your prior consent.

Assignment Length
The approximate duration of
employment will be communicated to
you at the beginning of each new
assignment. The length of the
assignment can be altered with less
than a day’s notice depending on the
workflow, unexpected extension or
shortening of a vacation or sick leave.
We will attempt to provide as much
notice as possible to our employees
but there is no guarantee of
continuous employment.

If you Cannot Report to
Work:
Not going to an assignment
without calling us can be cause for
termination. If you are going to be
late or cannot make it to work due
to illness or emergency, call our
office immediately.
We have 24-hour telephone
answering machines that allow
you to leave a message at
anytime. As your employer, we will
contact the client and explain the
situation.

Policy on
Voicemail,
Email &
Internet Use
The voicemail, work areas,
computer files, email, internet
facilities and other technical
resources at the client's site are
the property of Matrix's clients
and should be reviewed,
monitored, and used for
business purposes only as
instructed by the client. As a
result, computer data, voice
mail messages, and e-mail
transmissions are readily
available to numerous persons.
If, during the course of your
assignment with a Matrix client,
you perform or transmit work on
a client’s computer systems or
other technical resources, your
work may be subject to the
investigation, search, and
review by others.
Any electronically stored
communications that you either
send to or receive from others
may be retrieved and reviewed
when doing so serves the
legitimate business interests
and obligations of either Matrix
or its clients. Any inappropriate
or unauthorized use of the
client's electronic property is
grounds for termination.

HEALTH & SAFETY
POLICY
Safety is
Everyone’s Responsibility. Your
health and safety is our number one
concern when we send you on an
assignment. If you have any questions
about health and safety, please ask a
Matrix staff member. If they cannot
answer your question immediately,
they will ensure that you have an
answer within 24 hours. Matrix is
dedicated to providing the safest
possible working conditions for our
temporary employees and carries
worker's compensation insurance.
If you are injured on the job, you must
notify both the client that you are
currently assigned to and Matrix of
your injury no later than 8 hours from
the time of the occurrence, to ensure
that you receive appropriate and
timely care. Report the accident even
if medical treatment is not necessary.
Because Matrix typically does not
supervise the environment or the work
at our client's locations, it is necessary
that you make yourself aware of safety
requirements and emergency
procedures at any job site where you
work. You have a duty to comply with
the following requirements to make the
workplace safe for yourself and your
fellow employees:
Learn and understand the safe
practices for the general work area
and for your job.
Comply with the client’s safe work
practices and personal protective
equipment requirements for your job.
Ask your client supervisor about their
safety requirements and emergency
procedures (fire, earthquake, etc.).

WHMIS (Workplace
Hazardous Materials
Information System)
WHMIS is designed to provide vital
information to employees about
hazardous materials in the
workplace. It applies by law to every
workplace you might work in. Under
this system, the client company
should:
Advise you of any operations where
you will be working that involves
hazardous chemicals.
Advise you if your work will involve
exposure to hazardous chemicals
and train you about the following:
Detecting the presence or release of
hazardous chemicals.
Physical and health hazards of
hazardous chemicals in the work
area.
Protecting yourself through work
practices, emergency procedures,
and personal protective equipment.
Details about the Hazard
Communication program. This
should include an explanation of the
labeling system, material safety data
sheets, and instructions about how
to obtain and use hazard
information.

If you have any questions or concerns about WHMIS
issues, speak with either your Matrix representative or
your workplace supervisor.

Timesheets
In order to receive accurate payment for
your time and services, you must turn in a
properly completed timesheet to Matrix.
Paycheques are issued bi-weekly for work
completed through the prior week. It is
your responsibility to give Matrix a
properly completed and signed Timesheet
before the weekly deadline. All timesheets
must be verified by the appropriate signing
authority or they will not be processed. It
is your responsibility to adhere to the
following guidelines:
Timesheets representing work in the
previous week must be received each
Friday at 5:00 p.m. or Monday at 10:00
a.m. if your last day worked was Sunday.
You may date stamp and mail your
timesheet to us. However, if you have any
doubts about the speed of the post office,
please email your timesheet to us. We
cannot be responsible for delays caused
by mail delivery.
Print your full name clearly and carefully.
Print the company name and department
where you are assigned, the full name and
title of your current client supervisor, and
the company address.
For each day worked, enter the time you
start and the time you finish. You will not
be paid for lunch when you are relieved of
performing all work duties. Please fill out
your Timesheet daily.
Enter each day's total hours in the
appropriate column.
At the end of the week or the end of the
job, whichever comes first, enter the sum
of total hours for each day in the
appropriate column. Double check your
calculations.
Sign your name and ask your client
supervisor to sign your Timesheet. The
Timesheet must contain both signatures
or your pay will be delayed. Be sure to
mark whether or not the assignment is
completed. Always take a timesheet with
you when you report for work. Ensure that
all information is accurate and legible.
Keep us informed of any address change,
even if you are no longer working for us.
We will need this in order to mail your T4
at tax time.

Rate of Pay

Statutory Holidays

Your individual pay rate is based on the skills and
experience required to perform an assignment and the
level of responsibility. Your hourly wage may vary from
one assignment to another. We will discuss the pay rate
of the assignment offered prior to your acceptance.

Matrix recognizes nine paid holidays per year. Employees are
paid for all recognized holidays whether or not they work on the
designated holiday.

Rest Periods

Matrix’s standard method of payment is by direct deposit. This
offers you convenient access to your paycheque. To ensure
prompt deposits and pay statements, you should contact Matrix
immediately if you have a change of address or financial institution
information.

Matrix adheres to current, applicable provincial
legislation. Your assigned breaks are unpaid and will be
deducted from your total hours worked each day.
Employees are entitled to two fifteen minute rest breaks
during the day. Rest periods are designed to relieve
strain. Employees are entitled to make use of the rest
period in whatever way they choose and shall be freed
from normal duties or group expectations during the rest
period. You should consult with your assignment
supervisor regarding the scheduling of your breaks.

Overtime
You must receive prior authorization from Matrix for any
overtime work you are asked to perform. If overtime
work is requested by our client and authorized by Matrix,
your pay will be calculated according to current laws.

Vacation Pay
You are eligible to receive vacation pay in accordance
with the Employment Standards regulations of Ontario.
This payment is processed along with your bi-weekly
pay and represents 4% of your gross earnings. This
benefit begins with your first assignment with Matrix.

Direct Deposit Options

Working Together

Situations requiring
you to contact us:

If we work together as a team, we
believe we will develop a mutually
satisfying and productive relationship.
Factors such as your hard work,
cooperation, commitment, and
flexibility are used to determine your
eligibility to receive bonuses, more
assignments, a good reference, and/or
new opportunities.

If you are going to be late or cannot
make it to work due to illness or
emergency.
If you are asked to perform any
duties other than the ones described
when you accepted the assignment.
If you need assistance with a
particular task.

We keep track of all comments we
receive about your performance and
use them to make future placement
decisions.

Contact Matrix!

If the client requests you work
overtime.
If you are injured while on
assignment.
If you are unsure how to handle a
sensitive or uncomfortable situation
while on assignment.
When you have completed or are
nearing completion of an
assignment.
If a client asks you to return for
another assignment or offers you a
permanent position.
If you change your name, address or
telephone number.

Keep Us Updated…
Call us with updates on your
availability to work.
If you are planning on taking a vacation or
if you are unavailable to work for a period
of time, please let us know in advance.
When you’re ready to return to work, give
us a call. Voicemail and email are
available at Matrix 24 hours a day so you
can stay in contact with us.

From time to time you may also
receive messages from us inquiring
about your availability, reminding
you to submit your work hours or to
inform you of potential job
opportunities. Please do not hesitate
to call us to request or share any
information. Open communication is
critical to our mutual success as we
make sure that your needs and
those of our clients continue to be
met.

The information contained in this Employee Handbook is confidential and proprietary to Matrix. The
information is for internal use only and may not be distributed outside of Matrix. Any use of the third party
contact information contained herein does not diminish your obligation to keep the contents of this
handbook confidential. Nothing in this handbook is intended to violate or supersede applicable law.

But just as we gather feedback about
you, we want to get feedback from
you. Please give us your thoughts
about job assignments, Matrix
procedures, and our services.
Information you share with us is the
best resource we have for making
improvements at Matrix.
On behalf of all of us at Matrix, thank
you for allowing us to establish a new
relationship with you. We look forward
to helping you through your career
pursuits.

