INSURANCE OVERLOAD STAFFING 

EMPLOYMENT GUIDELINES

While on assignment, you will most likely be taking over a position that will require your immediate attention.  Our client will, therefore, be counting on your complete cooperation and professionalism throughout the entire assignment.  Insurance Overload Staffing (IOS) asks that you adhere to the following Employment Guidelines:

· If you are unable to report to work or anticipate being late for any reason, please call both the Client Company and IOS immediately.   If you call outside of business hours, please choose our “general office” voice mail option to leave a message. 
· All personal phone calls and personal computer use should be kept to a minimum.  Misuse of these privileges will likely force the client to end your assignment.

· Your hourly rate of pay should never be discussed with fellow coworkers.  All salary issues should be discussed exclusively with IOS. 
· Tardiness and absenteeism must be kept to a minimum.  This is the #1 reason clients end assignments.  

· You will not be permitted to return to the client’s facility for any reason after your assignment has ended.  Therefore, please do not take personal belongings with you to an assignment.  

· If the Client Company should inform you about either extending or concluding your assignment, please notify IOS immediately.
· Two weeks notice is expected if you are unable to complete your assignment.

PAYROLL PROCESS
· IOS employees complete electronic timesheets via our website at www.iosvms.com.  
· IOS employees MUST “submit” their hours and any applicable expenses to be reimbursed NO LATER than FRIDAY on a weekly basis via this electronic format.  If hours are not submitted by this time, the payroll and billing operations may be delayed.  
· Your timesheet must be “approved” by our client no later than MONDAY by 4:00 p.m.
· Paychecks are mailed from HQ in Dallas, TX on Wednesdays, on a weekly basis.
· Direct Deposit:  Direct deposit of your paycheck is available by completing a Direct Deposit Request form and providing it to your local office with a voided check from each account into which you want your paycheck deposited.  Direct deposits may not go into effect with your bank for up to four weeks, during which time you will continue to be issued a manual check.  Direct deposits are in your account by 3:00 p.m. on Fridays.
Signed__________________________________

Date____________________
