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Congratulations! Whether you are strictly searching for temporary employment, or are interested in a permanent position, Hammes Professionals is an excellent place to start. We’re glad you’re on our team! We never charge our applicants a fee, and can offer you a variety of temporary work assignments in addition to permanent placement.
The Hammes family has been serving the Lowcountry’s employment needs for over forty years. Our clients are established, reputable companies in various locations throughout the tri-county area. For that reason, our reputation is very important to us.

When on assignment, you are a representative of Hammes Professionals (HP). Therefore, the following must be read and understood:

I. Appearance and Conduct

· Let’s make the first impression a good one! Professional office attire is required unless otherwise specified by HP or the client. This also includes any interviews you may have with the client. Please do not take friends or family members with you to any interviews, and please remember to silence your cell phone.

· Conduct should always be helpful and courteous on behalf of the employer as well as the employee. If you have any problems, immediately contact HP.

II. Job Assignments

· Before accepting an assignment you will be informed of the rate of pay, location and type of work.

· When you accept an assignment, it is your responsibility to finish the assignment. 

· Leaving voluntarily or failing to report to an accepted assignment will be considered voluntary resignation.
· If you are unable to report to an assignment because of illness or another emergency, or if you cannot locate the client’s place of business, you are expected to call HP immediately. HP hours are 8am-5pm, Mon-Fri. If it is outside our normal business hours, you are expected to leave a voicemail message.

III. Payment/Salary

· You are paid by HP and should never accept payment from a client.

· It is your responsibility to make certain that a timesheet is filled out completely and returned to our office by noon on Monday to receive your check by Wednesday (excluding weeks with bank holidays).
· Payment is available through direct deposit, mailed check or pick-up. Please note preferred method on your timesheet during employment.

IV. Important Notes

· While HP does not charge a fee to our applicants, we do require you to wait 520 hours (approx 90 days) after being sent on an assignment before soliciting positions with the company.

· Temporary assignments are not guaranteed to be continuous or to last any specific length of time.

· If you desire additional work and you have completed an assignment satisfactorily, it is your responsibility to contact HP on a weekly basis.
· According to the client/position, you may be subject to drug testing. If you fail the test, the cost of the test will be deducted from your next paycheck.

· HP and you are free to terminate your employment at any time.
· HP will terminate your employment if you have intentionally falsified information on your application or if we receive client reports of your unprofessional conduct or poor job performance.

I have read and understand the above information.

___________________________________________________
     
__________________________________
Signature
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