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USEFUL INFORMATION WHEN TEMPING WITH MJR

1. Your Temp Pack

· Before you start your first booking with us, we will send you a temp pack.  This includes a Bank Details Form, Terms of Engagement, a Time Sheet, Reference Request form and Opt out of 48 hour working week agreement.  Once you have received this pack please make sure you fill out the relevant forms and return signed copies to us as soon as possible.  We cannot send you out on an assignment before you have been reference checked.
2. Filling a booking 

When we confirm a booking with you, we will email all details including:

· Company name, address, closest tube, who you will work with/for and the department

· Contact to ask for on arrival and any instructions particular to this booking
· Your role, responsibilities, packages/switchboard and level of ability required

· Start and end date, office hours, dress code, rate of pay inclusive of holiday pay
· The clients collective facilities (if any) which you are entitled to as part of your day one rights
      Only when you have agreed to the above factors will we give your name to our client

3. Our commitment to you

· We will always try to match your aspirations and skills as best we can 

· We will call you on the 1st day of your booking to ensure you are happy

· If you are not working we endeavour to stay in regular contact to check your availability, however we also encourage you to call us regularly regarding your availability for work 

· The more information you give us about preferences/improved skills and so on, the better equipped we are to get it right for you.  Happy temps who enjoy their bookings will be successful temps. And, if you are not quite up to doing a booking, say so.  We don’t mind, it is better to be honest and not set yourself a task that will make you miserable, and probably our clients too!

If you cannot get through to us then please leave a message on our answer machine 

4. Your commitment to us

· You are directly employed by US.  Please be a good Ambassador!

· Please be punctual, reliable and considerate

· If for any reason you cannot work, call us, NOT the client.  You must call by 8am latest, and leave a message on the answer phone if no one is in.  

· Remember clients are paying for you and therefore expect high standards - they do not want you to make personal calls, use their e-mail or internet in their time
5. Pay
· Time Sheets must be completed accurately to the nearest 15 minutes.  Each assignment needs a fresh completed and signed Time Sheet.

· Time Sheets must be signed and scanned/ faxed to us on 0207 581 9500, by the close of business EVERY FRIDAY
· If you do not have a Time Sheet, type your hours on headed paper and get it signed with an authorised signature and give the client a copy.

· Once you have scanned/ faxed the Time Sheet to us please post it to: The Temporary Division, Middleton Jeffers Recruitment Ltd, 29 Thurloe Street, London, SW7 2LQ

· The original must reach us by 9am on MONDAY morning.  Without a Time Sheet we cannot pay you!

· Your pay slip will arrive with you on Friday
· Your pay arrives by BACS into your account on Friday after 12pm

Overtime is only paid by agreement with our clients, in which case we will tell you.

6. Requesting a P45

· When you finish working for us, if you need a P45 you must request it.  It takes about 10 days from your last day of work for the new P45 to reach you.

· For your records, any queries on your personal taxation should also be addressed to:

Inland Revenue

District Ref: M804

Chapel Wharf Area

Trinity Bridge House

2 Dearmans Place

Salford M3 5BS

Tel: 0161 261 3558

When contacting the Tax Office please quote the following Tax Reference Number: 951/MZ18992
7.
Working Time Regulation

We need to remind you that your statutory rights are:

· A limit of an average 48 hours in a week, which a worker can be required to work (the average is calculated over a 17 week period).  You may work more than these hours if you agree to do so in writing.

8.
Please Remember
· That you are EMPLOYED DIRECTLY BY US and thus we are the first point of contact

· If for any reason you are unable to work please make sure we are the first to know, always before the client, as we will need to find a replacement for you

· If you commit to a booking, you MUST STAY for the duration

· If you are also looking for a permanent job, you may only commit to a booking that you will complete

· Interviews/appointments MUST be out of your temping hours, if this is impossible we must inform the client FIRST

· If for whatever reason you are unhappy in your booking, tell us immediately so that we can replace you and find you something more suitable.  Please be discreet and do this out of the office

If we all work by these basic standards, working together will be a pleasure!

Please do call us if you have any questions.

29 Thurloe Street, London SW7 2LQ

Tel: +44 (0) 20 7581 8300  Fax: +44 (0) 20 7581 9500

E-mail: enquiries@middletonjeffers.com
Registered in England at 16 Northfields Prospect, Putney Bridge Road London SW18 1PE No.4149077
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