WORKPLACE DO’S AND DON'TS
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Will  have an agency orientation?

«  HRor your Supervi i
familiarwith the agency services

= Usually occurs within the first 30 days of employment

*  Ori ionto ies in th i

Dol have to fill out timesheets?

* Time sheets or time cards. HR will inform you.

Can | use the agency phone for personal business?

* If unsure ask your supervisor

* Use discretion when using the phone

= Use when on your break

Should I have my cell phone on when | am working?

* If unsure ask your supervisor

* Use vibrate or ringer off options

you can meet other managers and become
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