Keystone Staffing Resources


Keystone Staffing Resources is a locally owned human resources total solution provider.  We provide many different services for our clients including contingent staffing, vendor-on-premise programs, permanent placement, and many others.  Keystone employees work in environments as varied as general office, administrative, managerial, technology, and….football stadiums!

 Keystone Staffing Resources is providing employees involved in game day stadium operations.  As an employee of Keystone Staffing Resources, we expect nothing but the highest level of customer service and outstanding job performance. Keystone Staffing Resources is committed to providing excellent service, therefore, all guidelines set forth in the 2013 Employee Handbook will be strictly adhered to for all Keystone employees working events.  Keystone Staffing Resources is working to ensure smooth operations and excellent employee performance.


Any questions regarding your employment through Keystone Staffing Resources should be directed to Rob Kinealy, Senior Account Manager, (314) 489-5338 or Mike Cosentino, Director of Event Staffing,  (314) 878-7200 (office), or (314) 518-5471 (cell). 

A  FEW OF OUR SIMPLE BUT IMPORTANT RULES AND GUIDELINES

A. We must always look our very best and behave in a courteous manner—ALWAYS!  Dress in a neat, clean manner.   You are working with the public and we promote a family friendly atmosphere, so dress accordingly.  Examples of acceptable attire are:   
· tan khaki shorts or pants (absolutely no cargos)

· uniform shirt (provided)

· tennis shoes

· socks  

· belt (basic color, brown or black)

NO CARGO SHORTS/PANTS, JEANS, SWEATPANTS, tank tops, tube tops, sandals, miniskirts, half shirts, bathing suits, halter tops, etc.  

Those dressed in an unacceptable manner will be sent home.   Clothing must be clean and worn properly, which means your shirt is tucked in AT ALL TIMES!!

B. Come to work on time!  Tardiness will not be tolerated.  Excessive tardiness will result in dismissal.  “Late” is defined as anything over five minutes past scheduled time. 
C. Call Pat’s cell phones as early as possible if you are sick and cannot come to work for a game. The earlier the better.

D. Do not roam around GCS Ballpark/the venue after you have checked in. Please get your uniform on and follow all instructions.

E. NEVER visit excessively with friends that are fans while you are working or in uniform.  Of course we want you to welcome them and make sure they are taken care of but not at the expense of doing your other job duties

F.  CELL PHONES are to be turned off or put on vibrate during work hours. If you receive a call you HAVE TO (EMERGENCY) take please step away from your post, take your call quickly and get back – notify Rob if you are expecting a possible emergency call. Same goes for texting. It is very obvious when you are checking your phone/texting someone with your phone in your pocket. Repeated violations of this will result in you losing your cell phone for the remainder of the day or dismissal from the staff. 

G. Your supervisors will schedule breaks.  Check with them.  While on break, please try to be quick and remember that others need to take a break as well. If you get something to eat, please eat it away from your post and from the seating area as much as possible. Breaks will be given throughout the day. Anything you wish to get from the concessions stand must be paid for.  NO free food.  NO ALCOHOL UNDER ANY CIRCUMSTANCES!!!  

H. The ladies and gentlemen of our staff do not flirt or take excessive time to visit with players, fans or one another. 

 SEXUAL HARASSMENT POLICY:  Sexual Harassment is not only unlawful it is against Keystone’s policies.  ANY conduct, actions, or speech which you believe to be sexual harassment must be reported to your Supervisor.  All complaints will be reviewed and investigated. 

I. Do not stroll around after you get off work, or during a break.  

J. Never stroll around the parking lots while off duty and NEVER sit on cars either off or on duty.

K. Upon termination of employment (ie your shift is completed), any equipment checked out to you such as uniforms, aprons, etc. MUST be returned.  Otherwise, you will not receive your last paycheck.

L. Supervisors are in charge.  They should be respected like full-time staff members.

M. Keep your work areas CLEAN, CLEAN, CLEAN at all times.

FINALLY…The customer is always Right!  

If the customer happens to be wrong…don’t worry…let your immediate supervisor handle the problem.  You should always be courteous and friendly with customers.  Treat them with respect, greet each one with a smile and a positive attitude, you’ll find that these can be helpful in making a customer happy.  Actions contrary to this will result in immediate termination of employment.

Policies and Procedures

Accidents:

Although we strive continuously to prevent accidents by reducing potential hazards and promoting safety, accidents occasionally happen.  All accidents, however trivial, must be reported to a supervisor immediately.

Application:

Before you have the opportunity to work events, you must have an application, a W-4, and an I-9 form on file.  You will not receive a paycheck unless the application, W-4, and I-9 forms are filled out completely.
Attendance:

Dependability is a virtue that we prize highly.  When you are absent on a day you are scheduled to work, you place a burden on your fellow workers and the entire football operation.  Whenever you know that you will be late or absent, please notify Keystone Staffing Resources or Rob Kinealy at (314) 489-5338 (c.)

Family and Friends:

Family and friends of employees do not receive discounts on food or beverages.  There are no exceptions.  If your family or some friends would like to come to a game see Rob for more information.  

Giveaway Promotions:

Employees are not permitted to take any of the promotional items distributed at the stadium.  If you know someone who would like an item, the individual must be present, purchase a ticket at the ticket window, wait outside until the gates open, and then receive the giveaway item in accordance with procedures established for that particular game.

Handling Emergencies/Injuries:

Any time there is an injury at the stadium, large or small, we need to make every effort to see that we use proper treatment and administration.   Make it a habit to attend to all injuries, however minor they may be, to ensure the good health of our fans and employees.

Any injury should be reported immediately to Mike Cosentino or Rob Kinealy (and to Keystone Staffing Resources if the injured is an employee.)  

Treatment should only be administered by trained medical professionals at that time if necessary. Treatment and transportation must be done under the supervision of first aid personnel only.

The first aid personnel will be required to fill out an injury report form on all injuries.  The ballpark will be responsible for follow-up communications with anyone who is injured at the stadium.

If a Keystone employee is Injured/Worker’s Compensation Procedure:

As a Keystone employee, if you are injured IN ANY WAY (even the smallest injury, i.e. you cut your finger and need a band-aid) while on the job, you MUST report this to Mike Cosentino/Rob Kinealy/Keystone Staffing Resources immediately!   If it is an injury that requires medical attention, you must contact Keystone to get authorization to be treated.  For a minor injury, go to the nearest Urgent Care Center.  If an emergency or accident happens outside of regular business hours (8-5pm), go to the nearest hospital for treatment. 

***REMEMBER, IT IS VERY IMPORTANT TO CONTACT KEYSTONE A.S.A.P. AFTER BEING INJURED!!!**

Handling Money:
Only people authorized by their supervisor may handle money.  People who handle money will be solely responsible for the dollar amount in their possession and must not let anyone handle their money.  Before you begin selling, count the money in your possession.  Any discrepancies should be written down and reported to your supervisor. 

Payroll:

Pay periods are Monday - Sunday, with checks cut on Friday for the previous week.  

Any questions or problems with payroll should be directed to Keystone/Rob Kinealy as soon as possible (314) 878-7200.  Please do not discuss payroll problems with a fellow worker.

Rain and Inclement Weather:

In the event of rain and/or inclement weather on event day, please contact Rob Kinealy at 314-489-5338 to check on the status of the game.  Only the team management can determine the fate of the game and we will try everything possible to play.  

Smoking:

Smoking is prohibited while on duty.  

Uniforms:

Some job positions will be issued uniforms or other equipment.  The care of these items is your responsibility.  Please use proper cleaning methods as described by the manufacturer.  These items must be returned upon termination or the end of the season in good condition.  Otherwise, your last paycheck will be withheld and/or the proper amount will be deducted from your paycheck in order to repair or replace the item.  Any employee who wishes to remain after work and watch the game must be out of uniform. 

Uniforms for most employees will be:  

1.) Keystone T-shirt (you will be provided with a shirt).

2.) Tan khaki shorts or pants. NO CARGOS of any kind!

3.) Tennis shoes and socks.

4.) Shirts will be TUCKED in at all times. Folding your shirt under does not        constitute being tucked in.

5.) Must have a belt on – basic color (black or brown)

6.) Nametag (issued your first day) 

Drug and Alcohol Policy:  

The welfare and success of this company depends on the physical and psychological health of all its employees.  The abuse of drugs and alcohol poses a serious threat to both the company and its employees. Any employee who engages in the sale of, or is found under the influence of habit forming or illicit drugs or alcohol, which impairs judgment, performance, or behavior while at work, will be subject to discipline or termination. Keystone reserves the right to randomly test any of our candidates.

A few client companies of Keystone Staffing Resources request temporary employees to take a drug test before they are placed on an assignment. If this situation should arise, a Keystone Staffing Consultant will explain this prior to your acceptance of the assignment.

Employment Policies: 

This Employee Guide contains the present personnel policies and practices of Keystone.

Keystone reserves the right to make any additions or changes to the policies and practices set forth in this Employee Guide, and to change wages, benefits, and working conditions without prior notice at its sole discretion.  None of the policies or practices set forth in this Employee Guide constitutes, nor should they be relied upon as, contractual obligations of Keystone to its employees or any other persons.  Rather, these policies are general guidelines provided to you for informational purposes only.

Additionally, nothing in this Employee Handbook guarantees any specific term of employment or a minimum number of temporary work assignments or working hours, or limits the right of Keystone or the employees to terminate their relationship at any time.  All employment is of a strictly temporary nature and all employees are employed at will.  As such, they are free to resign or to refuse any temporary work assignment at any time with or without reason.  Similarly, Keystone may terminate the at-will employment relationship with any employee and may decline to assign an employee to any particular work assignment at any time with or without reason or advanced notice.

Keystone is an equal opportunity employer and does not discriminate against employees or job applicants on the basis of race, religion, color, sex, age, national origin, hardship, veteran or family status, or any other status or condition protected by applicable state or federal laws, except where a bona fide occupational qualification applies. 

If any employee has a suggestion, problem, or complaint with regard to equal employment, he or she should contact, Eileen Frederick (314) 878-7200

Employee Handbook: 

The contents of this handbook are presented as a matter of information only. The plans, policies, and procedures described are not conditions of employment.  Keystone Staffing Resources reserves the right to modify, revoke, suspend, terminate, or change any or all such plans, policies, or procedures, in whole or in part, at any time with or without notice.   The language in this booklet is not intended to create, nor is it to be construed to constitute, a contract between Keystone and any one or all of its employees. That is, employment can be terminated at any time at the will of either the employer or the employee.

Causes for Dismissal

Keystone Staffing Resources operates under a high standard of ethics and personal conduct.  As employees of Keystone Staffing Resources, you are expected to adhere to all guidelines presented in the 2013 Employee Handbook. These causes for dismissal exist for the protection and safety of all persons connected with Keystone Staffing Resources.

1. Absence without cause

2. Habitual tardiness

3. Insubordination

4. Smoking on the job

5. Dishonesty

6. Being under the influence of alcohol or drugs while at work

7. Discourtesy to customers

8. Improper dress (grooming and cleanliness)

9. Inability to comply with schedule of hours

10. Incompetence

11. Horseplay


12. Quarreling with other employees

13. Use of indecent language

14. Defacing of property

15. Failure to report an incident of dishonesty or theft

16. Excessive fraternizing with patrons while working

17. Theft of money or property

18. Obvious disciplinary problems outside of the stadium

19. Failure to follow safety regulations and procedures

20. Nonpayment of food items that you are eating

21. Eating while not on break

22. Giving out unauthorized complimentary food or beverage

23. Failure to wear your uniform

24. Drinking alcohol on the job

This list of grounds for discipline is not intended to be all-inclusive.  Keystone reserves the exclusive right to discipline or discharge employees, with or without notice, for unsatisfactory performance as determined by Keystone; for violations of company rules or policy; or for such actions as Keystone determines are contrary to its interests, whether or not the grounds for discipline or discharge are set forth in this handbook or in any other publication.

