
 

 MONROE PERSONNEL SERVICE, LLC AND TEMPTIME  
TEMPTIME ORIENTATION SHEET  

HOW TEMPING WORKS:  
Temporary assignments can be an excellent opportunity to gain regular employment at a client company. We match your 
qualifications and skills to a company's needs and guarantee your work to our clients. If you are interested in a regular 
job opportunity at the company where you have been assigned, we expect you to communicate your interest to your 
Temptime counselor who coordinates each stage of the hiring process. On the first day of your assignment, it is best to 
dress professionally. You can adjust your look to suit the environment for the duration of your assignment. Punctuality 
and attendance are very important. Remember that you are representing Temptime, as well as yourself. You will receive 
an hourly wage, less the legally required deductions. In order for overtime to be paid, it must be authorized beforehand 
by the client supervisor. Your Temptime counselor should be an integral part of the process. Monroe Personnel Service 
LLC is your employer. Better performance leads to a reputation we both can be proud of. Please review the back of the 
time card you have been given for a more detailed explanation of our terms and conditions of the contract each company 
has with Temptime.  
 
COMMUNICATION and AVAILABILITY:  
It is important for us to know your schedule in order to contact you with appropriate assignments.  
If you are ever going to be late or cannot make an assignment, please contact us immediately. If you reach our voicemail, 
please leave a message in the general delivery mailbox and call our emergency/After Hours number at 415-505-3140. 
Please use this number only if it is an emergency and/or you are unable to make an assignment that you have already 
been assigned to. If you are unable to reach a Temptime representative, you may communicate directly with the client. 
Please e-mail your availability and schedule each week to: admin@temptime.com. Include the word ‘Availability’ in the 
subject line please.  
 
SAFETY:  
We value your safety and want you to work in a safe environment. To ensure your safety we ask you not to drive a 
vehicle, operate machinery, or lift heavy items on your assignment without prior written consent from the agency. If you 
are ever asked to do any other task you feel is hazardous or outside the scope of your assignment, contact us 
immediately.  
 
SEXUAL HARASSMENT POLICY:  
Monroe Personnel maintains a strict policy prohibiting unlawful harassment, including sexual harassment that is defined 
as unwelcome sexual advances, unwanted requests for sexual favors and other unwanted verbal or physical conduct of a 
sexual nature. Any applicant who believes that he or she is the victim of such harassment, whether sexual, racial, ethnic 
or religious or any other category protected by the law that his or her work is being unreasonably interfered with by such 
conduct, is required immediately to report such conduct to your service representative.  
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ATTENTION TEMPTIME EMPLOYEES! 
 

NEED YOUR PAYCHECK?  IT’S EASY...JUST FOLLOW THESE PAYROLL GUIDELINES 
CAREFULLY AND REFER TO EXAMPLE BELOW. 

 

 
 
1.  Each day you work, fill out your timecard with the date & hours you worked, including lunch out & lunch in.  
Calculate the total hours, subtracting your lunch time, and fill in the “Straight Time” and “Overtime” for each day.  
Please round to the nearest quarter hour, ie.  3 hours and 38 minutes  =  3:45.  For our San Francisco clients, please also 
indicate any hours for which you were assigned but couldn’t work due to illness.  We will track your accrued sick leave 
and pay you sick leave accordingly. 
 
2.  If you work more than 6 hours in a day you are required by the federal government to take at least a ½ hour lunch 
break.   
 
3.  At the end of your workweek, fill in the total straight time and overtime. Overtime is any amount of time exceeding 8 
hours work in one workday, also any accumulated time exceeding 40 hours in a week. 
 
4. Make sure you print your name at the top, the week ending date, and sign it at the bottom. 
 
5.  Please indicate on your timecard if you want us to mail or hold your paycheck for pickup.  If you don’t check the 
timecard at all or check that you want the paycheck held and you haven’t come by the office by Friday, your paycheck 
will automatically be mailed out Friday afternoon at closing.  Please be sure to inform us of any changes in your 
address.  You may be eligible for direct deposit after you have been on a long term assignment in excess of three weeks. 
 
6.  Present your timecard to your supervisor for a signature to authorize your total hours. 
 
7.  Make a photocopy of the timecard for your records and fax it to us at 415-438-2199 by 10:00 Monday Morning.  If 
you can’t get your timesheet to us please call us: 415-732-7520.  If your timecard is not received by 1:00 your paycheck 
will not be issued until the following pay period (the following Wednesday). 
 
8.  Mail or drop off the original timecard before we can release your paycheck to you.  
 
9. Paychecks are available for pickup on Wednesdays from 8 am until 5 pm. 
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