[image: image1.png]




First Choice Selection Services Limited

When working for First Choice you should:
· Be punctual. Always arrive early for assignments.

· Dress appropriately. Wearing a First Choice uniform when necessary.
· Carry First Choice identity badge on all assignments.

· Behave professionally at all times.
· Remember confidentiality within the workplace.
· Use all training when necessary.

· Adhere to company rules and regulations.

· Read the Health & Safety Policy.

· Get your timesheet signed by your line manager at the end of every shift. Do not leave it until the end of the week.
· Return calls from your consultant at your earliest convenience.
· Inform us of any medical conditions immediately so we can ensure your health and safety whilst at work.
Contact your branch if:

· You have been offered further work by a client.

· You have a pay related query.

· You are ill and cannot attend work. You must be the person to contact us via telephone. Please do not text or e-mail.

· You cannot complete your assignment or your assignment finishes unexpectedly.
· Your assignment is extended or you are offered a permanent job.
Timesheets
Timesheets are YOUR responsibility. Make sure you know how to accurately complete a timesheet. Please ensure that your timesheet is completed clearly, it is signed by the relevant supervisor and it is sent back to us before 12 noon on the Saturday of the following week so that we can process your wages on time. We also accept timesheets by post, fax and email and WhatsApp. We would encourage you to give us a call to ensure we have received it. Failure to submit your timesheet on time may result in late payment of wages.
Wages
You will receive a payslip via email and payment will be lodged directly into your bank account on the Friday of the week following the week you work. Therefore, you will be required to provide us with your bank account details. It is also important that you inform us immediately of a change of address or account details so your wages or payslip will always get to you.
