
INSTRUCTIONS FOR TEMPING WITH OUR AGENCY
Prior to your arrival:
· Call the employer and confirm your date(s) as soon as you receive your assignment, unless otherwise instructed.  Get driving directions to the location and confirm the time you are expected to arrive.

· Ask the employer what you are expected you to wear and what they may be providing for you.

· Give your daytime and evening contact numbers to the employer so if a change is made, you can be contacted.

· MedDentJobs.com usually sets your wage request when you are booked.  If you need to know when the employer will do payroll, ask the business staff.

Upon your arrival at the location:
· Give your MedDentJobs.Com assignment paperwork to the business staff to copy, including I-9, W-4, driver’s license, birth certificate or Social Security card, license (if needed), and any other required forms requested by the employer.
· Familiarize yourself with the office layout, equipment and what emergency procedures are to be followed.  Locate the MSDS manual and review it for unfamiliar products if necessary.  Ask staff members for guidance with chart entries, forms, and anything you may need assistance with.

· Record your work hours on any form or time clock that the employer uses and give it to the business staff at the end of the workday.

· If you accept additional temporary days,contact us first.  This is important so that we avoid double-booking you or our clients and maintaining compliance with all contracts with MedDentJobs.Com.
Other information you may need:
· Our client is your employer and is required to take out all necessary state and federal taxes from your paycheck.  Notify us as soon as possible if this is not done for you.  Additionally, contact us if you are not being paid the correct hourly rate or in a timely manner.
· If you decide you may want to work for our client on a permanent basis, please contact us to discuss this.  Our client will be required to pay a permanent hire fee.
· If you are unhappy with working conditions or if your safety/health is in jeopardy, please inform us immediately.  Open communication leads to problem resolution. 

· If you have an emergency and cannot complete your assigned temporary day(s), please call us so that we may arrange a substitute.  After hours, an emergency contact number is always available.   Just call our number and listen for instructions.

