WORKING WITH ASCOT

We look forward to partnering with you in your job search and welcome you as a member of the Ascot Team!  Whether you are working on a temporary assignment, a temp-to-hire, or a direct hire placement, you can be assured that our team of staffing professionals will do their best to find the right match for you!  In turn, we rely on you to uphold a tradition of reliability, competency and professionalism.  

ASSIGNMENT EXPECTATIONS

· We want to ensure that your experience with Ascot is a positive one.  Please review the following guidelines so that our expectations are clear.  In turn, you can expect the utmost dedication from our team of professionals, as they assist you in your job search.

· As our employee, you are as important to us as our business clients and we make ourselves available to you with extended office hours from 7:30am until 5:30pm, Monday through Friday.  Call us for assistance or to provide feedback about a current job. 

· Our business clients depend on us to provide high caliber, qualified individuals to meet their staffing needs. When working on assignment for Ascot Staffing, please remember these key workplace reminders: be punctual, ask questions when unclear about tasks or instructions, dress and behave professionally, refrain from cell phone usage during work hours and avoid bringing personal belongings to the job. 

· Remember to ask for additional tasks when you are caught up with your work and take advantage of opportunities to expand your job knowledge.  If you tackle your tasks with enthusiasm, you’ll get the most out of your assignment and you will open doors to participate in more projects!

· You are not authorized to drive any kind of vehicle, including your personal car, for business purposes while on assignment. 

· On the first day of your assignment, acquaint yourself with the client company’s work and safety regulations.  Observe these safety requirements and safe work practices at all times.  To avoid injury to yourself, we request that you not lift any objects weighing more than you can handle and definitely not more than 25 pounds.

· By accepting an assignment with Ascot Staffing’s client company, you agree not to submit an application to this client company for a period of 12 months following the conclusion of the assignment, without prior approval from Ascot Staffing.  

POLICIES AND PROCEDURES

· While working for Ascot Staffing, please refrain from using our client company’s equipment for personal use.  This includes computers, telephones, and the Internet (with the exception of viewing the Ascot website for timecard verification if approved in advance by the client company). 

· Due to the risk of computer viruses, do not introduce any external media to client equipment.

· Company policy prohibits harassment in the workplace. Such harassment includes, but is not limited to, sexual harassment, or harassment because of race, creed, color, disability, sexual orientation, age, and national origin or ancestry. All such harassment is unlawful and a serious violation of Company policy, which will result in corrective action that may include discipline up to and including termination of employment. Employees who believe they have been harassed on the job, should politely yet assertively, ask the person to stop their behavior.  Write down the date, the time, circumstances and those involved as well as any witnesses and immediately contact Ascot Staffing’s President, Don Leung, at (510) 839-9520.  Ascot Staffing upholds the highest standards of workplace conduct and will ensure that you are treated fairly and with respect while on assignment for Ascot Staffing.
· Ascot Staffing’s goal is to keep you working as much as you want, so please call in your availability to us as instructed by your counselor.  Additionally, call us on the last day of any assignment lasting more than one day.  This will greatly enhance our ability to work    effectively on your behalf. 
· You are responsible for calling Ascot Staffing at your branch location when you are late for work, unable to report to work, or need time off from work. Failure to report as assigned or to call in as previously instructed will be considered a voluntary resignation. 
EMPLOYEE BENEFITS

· Direct Deposit: You may elect to have your paycheck directly deposited into the account you choose.  You may request a direct deposit form from any of our offices, or print one from our website.  Complete the form, attach a voided check and submit to one of our offices.  Within ten days, you will begin to receive your funds deposited directly into your account.
· Computerized Software Training: We have online and in-office tutorials for your convenience.  Please contact your Ascot office to inquire about our tutorial services.
· 401k: Check with one of our office locations for information on eligibility requirements.
· Fee based short-term healthcare insurance plans are available. Click here to learn more.
HOW TO GET PAID
· In order for you to be paid properly, you must fill out your timecard accurately and completely. Click here to access a copy of our timecard. Please do not alter the timecard in any way.
· All hours will be paid in accordance with the Industrial Welfare Commission.  You must receive prior authorization from Ascot Staffing before working overtime.   

· Once you have completed your timecard, you may fax it to our Oakland office, mail it, or drop it off at one of our office locations.  Fax: (510) 839-9543.

· The deadline for timecards is Tuesday at 9:00am and timecards received by this time will be paid the following Thursday.
· Timecard receipt can be verified on our website anytime after 4:30pm on Mondays, with final verification information posted on Tuesdays at 11am.  
· Employees have until Tuesday at 12pm to call with discrepancies.    
· Paychecks are processed and distributed weekly. 
· Paychecks are mailed from our Oakland office on Wednesday afternoons.  If you wish to pick up your paycheck from our Oakland office, please call to make arrangements before Wednesday at noon.  If you have direct deposit, your paycheck will be deposited into your account on Thursdays by noon.  

