Employment Policies

Business Hours

Our regular operating hours are 8 a.m. to 5 p.m. Monday through Friday. Your work hours and the scheduling of your lunch period will be determined by your supervisor or department head. Most employees are assigned to work a forty (40) hour week. You are required to take a one (1) hour unpaid lunch period daily. Please understand that you may not "work through lunch" in order to arrive late, leave early, or work extra hours.

Confidential Information

Periodically, our customers and suppliers entrust TrainRight with important information relating to their businesses. The nature of these relationships requires confidentiality. To safeguard the information received, TrainRight requires each employee to sign a non-disclosure statement. 

Your employment with TrainRight requires you to maintain confidentiality, even after you leave our employ. Any violation of confidentiality will seriously injure TrainRight's reputation and ability to compete. Therefore, please do not discuss TrainRight business with anyone who does not work for us, and never discuss business transactions with anyone who does not have direct involvement in the transaction. 

Customer Relations

Our employees are our interface to our customers. The way you dress, speak, and interact with customers is essential to the success of our company. You must always maintain the highest standards of professionalism when interacting with customers. 

Harassment Policy

TrainRight intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, hostility or other offenses, which might interfere with work performance. Harassment of any sort—verbal, physical, and visual—will not be tolerated.

