"
WorkForce
Connection

Resource Center Rules and Regulations

HOURS OF OPERATION:
Monday-Friday 8:00a.m. To 5:00p.m.

7o maintain and ensure that the resources are available to all of our customers,

the following rules will be strictly enforced:

USE OF WORKFORCE CONNECTION EQUIPMENT:

All WorkForce Connection clients will fill out the first time Client Profile.

Registration will expire every year, at which point the WorkForce Connection Center will require
you to re- register.

v Clients will check in at the front desk every day through the Envoy system, prior to using the
center’s equipment.

v" The computers are especially configured for customer use; please do not make any changes.
Anyone making changes to the computer settings will be asked to leave.

v" Our Career Resource Center offers complimentary resource materials to you at no cost,
computers, fax machine, copier, phones, job board, and newspapers. EQUIPMENT IS TO BE USED
STRICTLY FOR JOB SEARCH RELATED ACTIVITIES ONLY. DO NOT REMOVE JOB POSTINGS
FROM THE FACILITY. You may make copies of the job postings with permission from WorkForce
staff.

v Misuse of the Center’s equipment/materials is grounds for dismissal. Staff may monitor your job
search activity at any time.

v" Usage of computer workstations is limited to a one-hour time limit per person, per day. If staff
determines that you are not using the resources appropriately, you may lose the privilege of using
the resources entirely. Inappropriate use will be determined at the discretion of staff. These
workstations WILL BE TURNED OFF at time of closing.

v' Complete your copying, faxing and your telephone calls no later than 5 minutes prior to the
facility’s closing time.

v Telephone limits will be enforced when other clients are waiting. If staff determines that you are
not using the resources appropriately, you may lose the privilege of using the resources entirely.
Inappropriate use will be determined at the discretion of staff.

v" The Center has continuous in-house employee recruitment, therefore, you are encouraged to
wear business casual attire and maintain good hygiene when visiting the center.

v Keep your valuables with you at all times. WORKFORCE CONNECTION WiILL NOT BE
RESPONSIBLE FOR LOST AND STOLEN ITEMS.

v Photocopying, Printing, Scanning, is limited to “10” pages total, per person, per day. Copies will be
made by the WorkForce Connection Staff. THIS RULE IS STRICTLY ENFORCED.

v No outside materials or equipment can be used in the WorkForce Connection facility. (*i.e. paper,
personal devices, laptops, etc.)

v' Staff will not hold any computer station for more than 5 minutes if you leave the WorkForce
Connection Facility, at which time staff will make computer available for other clients. (*i.e.
personal calls, restroom usage or personal business, etc.)
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RULES oF CONDUCT

Our goal is to maintain a professional job search environment. Every individual MUST conduct
themselves in a respectful and professional manner at all times. Our staff is trained to treat our
clients courteously. Please be considerate of other clients and staff and treat them with the
same courtesy.

No food or drink is allowed inside WorkForce Connection.
No loitering in the outside lobby. THIS RULE IS STRICTLY ENFORCED

No sleeping allowed in WorkForce Connection.
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Pagers and cellular phones must be kept on vibrate or turned off while in the Center. If
your phone does not have a vibrate function it must be turned off. Phone calls must be
taken outside of the office to keep noise level down.

No luggage or oversized baggage is allowed in the Center.

No rude, threatening, or aggressive behavior toward others and staff will be tolerated.
THIS RULE IS STRICTLY ENFORCED.

v Unacceptable behavior includes, but is not limited to profanity, gross misconduct,
discrimination or any form of harassment.

v Smoking is only allowed in designated areas outside of the building.

v" No weapons, alcohol, drugs or other controlled substances are allowed at WorkForce
Connection. Any individual who appears to be under the influence of drugs or alcohol
will be asked to leave and your WorkForce Connection privileges will be revoked.

v" No pets allowed. Dogs used for assisting clients with medical impairments are always
welcomed.

v Children are not allowed in the resource center. If you MUST bring your children to
WorkForce Connection, please keep them with you at all times. Children’s behavior
should not be disruptive to other clients or staff. Disruptive conduct will be determined
at the discretion of staff. Children can not be left unattended at any time. THE CENTER
IS NOT LIABLE FOR YOUR CHILD’S SAFETY.

Noncompliance results: 15t infraction = Verbal warning from any staff person
2nd infraction = Suspended from WorkForce Connection

Disruptive behavior can result in being suspended from WorkForce Connection with the F*
infraction, and will be determined at the discretion of staff.

| HAVE READ, UNDERSTAND AND AGREE TO THE RULES FOR THE USE OF WORKFORCE CONNECTION AND THE
CONSEQUENCES FOR NONCOMPLIANCE.

Client Signature Date

If you are suspended from utilizing WorkForce Connection, you may appeal your suspension
within seven (7) calendar days of receiving this notice. To appeal, please provide a written
statement explaining the reason(s) for appealing your suspension. You may provide
attachments. Please also provide contact information. You must submit your written appeal
and attachments within seven (7) calendar days to the Management Services Director at 301
East Olive Avenue, Suite 301, Burbank, Ca 91502. The Management Services Director or their
designee will review your appeal within seven (7) calendar days of the receipt of your appeal.
Your suspension will remain in effect during the appeal process. The Management Services
Director’s decision is final.
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