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ORIENTATION PACKET
WELCOME TO NURSE STAFFING!  We would like to take this opportunity to welcome you to our staff.  Your application package has been carefully screened and you have met all the requirements for employment with NURSE STAFFING.

AVAILABILITY:
Flexibility is one of the greatest advantages of working for an agency.  You are allowed to select the days and times you would like to work.  You may also work as many or as few shifts as you wish.  In order to get the shifts you prefer, it is essential that we know when you want to work so that we can book shifts for you at those times.  Please call frequently with your availability and update us when your availability changes. 
Remember, whenever your assignment ends, call us for reassignment immediately.  Failure to do so may affect any potential unemployment benefits.

PAY:
Hours for bringing in your time slips to receive daily pay are as follows:

· Monday
12:00 NOON 
until 
5:00 PM

· Tuesday
  9:00 AM 
until
5:00 PM

· Wednesday
  9:00 AM
until
5:00 PM

· Thursday
  9:00 AM
until
5:00 PM

· Friday

12:00 NOON 
until 
5:00 PM

You will only be paid by turning in a fully filled out and signed time slip.  Your time slips MUST have:
· your name printed legibly, 

· the exact, proper name of the facility to which you were assigned, (NOTE:  this is VITAL in Sarasota with so many similarly named facilities down there)
· the day of the week circled for the day your shift STARTS,
· the exact time you arrived and reported to WORK as your time in,
· the exact time you left the floor and ceased WORK as your time out,
· you must mark how long your lunch was – by default 0:30 will be taken off your hourly total for your mandatory lunch break, unless it is initialed by someone at the facility that you were not able to take your half-hour meal break.
· the total shift hours initialed by someone from our client facility,
· your signature,

· the signature of the person FROM THE FACILITY who supervised you.

You will be required to go back to the facility to get signatures, initials and any other information that may be missing from a time slip BEFORE you can be paid for that shift, PERIOD.  Fix the time slip and get your money!  Please don’t ask to be paid without the appropriate time slip in hand.
NURSE STAFFING will withhold all appropriate taxes and a $1.00 fee per check for daily pay.
You may also hold your time slips and receive weekly pay.  See your payroll person to set this up if you want to do that option.

You leave the pink copy of your time slip at the facility and bring in the white and yellow to the office when you come in to get paid.  

NURSE STAFFING’s pay period runs from Friday first shift (7AM-3PM) through Thursday third shift (11PM-7AM).   Hospital work through our contract with All About Staffing has a different work-week; it starts on Sunday and goes through Saturday.  You will be paid overtime for any hours actually worked beyond 40 during a pay period.  The rate for each shift depends on our contract with each facility and whether it is weekend or weekday.  Usually the weekend shifts at the same facility pay $1.00 higher, but not all facilities have the same rate so that may not be true in every case.  We will always let you know what your pay rate will be on any shift you work; please ask when you’re booked if you have any question.  
NURSE STAFFING pays time and a half for holiday pay beginning with 3rd shift on the eve of the holiday and ending with second shift on the day of the holiday.  The only exceptions are Christmas Day and New Year’s Day where the holiday pay will begin with the second shift on the eve of the holiday.  

NURSE STAFFING will honor nationally recognized holidays which are:

◊ New Year’s Day
 
◊ Easter Sunday
◊ Memorial Day

◊ Independence Day

◊ Labor Day

◊ Thanksgiving
◊ Christmas Day
ACCEPTING A SHIFT:

You may accept or turn down ANY shift offered to you.  Do NOT take a shift unless you are sure you can do the entire shift.

Once you accept a shift, it is YOUR responsibility to work that shift.
CALL OFFS:

If there is any reason you cannot work your assigned shift, contact NURSE STAFFING immediately.  We will need a minimum of two (2) hours notice, preferably four (4) hours in order to get your shift covered on time.  Do NOT call the facility.  Things do occasionally come up requiring that you call out of a shift.  We understand that problems may arise and we are willing to assist in any way that we can.  If transportation is a problem, please let us know and we will work with you.   Continued absenteeism will affect your continued employment with us.
Due to the importance of making sure that all of our employees show up for their designated shifts, we may require you to provide documentation concerning your absence such as a tow bill for your car breaking down or a doctor’s note if you are ill.  
Most importantly, you may not have someone else call out for you on any shift unless you are medically incompetent to do so and can provide proof of that, like an ambulance or hospital bill.  Your immediate family members and friends cannot make that call on your behalf; you must speak to someone in the office YOURSELF.  If you fail to make the call and then do not show up for your assigned shift it will be considered a no call/no show and result in immediate termination.
NO CALL/NO SHOW:

If you are scheduled to work and you fail to show up and do not work that shift without calling NURSE STAFFING first, this is considered a no call/no show and will result in immediate termination.  This policy is a “no-questions-asked” policy.  There is never an excuse for not respecting yourself, your job, your employers and your potential patients.

TARDINESS:

If there is any reason you will be late to work your assigned shift, contact NURSE STAFFING immediately.  Do NOT call the facility.  We will contact the facility and the proper person to report that you are on your way and help to make arrangements for coverage until your arrival.  
ON CALL:

NURSE STAFFING is available 24 hours a day, 7 days a week.  Our regular office hours are from 8:30 AM to 5:00 PM, Monday through Friday.  After hours calls are taken at our Orlando office by calling the regular office phone number 

(727) 321-5877
which will be forwarded to the on-call center.  Please keep in mind that after-hours calls should be limited to emergencies or pertain to shifts you’ve accepted.  Calling the numbers that may show up on your caller ID after hours will NOT connect you to a live human being to help you so please don’t use any other number.
DRESS CODE:

NURSE STAFFING requires a clean nursing uniform (scrubs).  Currently there is only one color restriction at Menorah Manor, where they require white pants and a solid top.  All other facilities have no color or print restrictions.  Clothing and hair should be clean and neat and appropriate to the sort of work being performed.  If one of our facilities should require a dress code, we will ensure that you are informed so that you can dress appropriately.  
STANDARD OF CONDUCT:

As professionals, it is expected that all personnel will act appropriately.  Every person deserves to be treated with respect and courtesy.  Proper decorum is expected in dealing with patients/residents at the facilities where assigned and in dealing with the staff at these facilities.  An appropriate standard of conduct is expected in dealing with the office and on-call personnel as well.   Failure to uphold the proper standard of conduct (as signed in your application packet) will result in disciplinary action up to and including termination.
PRE-EMPLOYMENT SCREENING:
NURSE STAFFING requires extensive pre-employment screening which may include but is not limited to:  past employment references, education verification, licensure, FDLE background check, specialty certification, drug screen, driver’s license history, ACHA abuse clearance, health/TB test.  A fee of $27.00 to cover the cost of the drug screen and a fee of $25.00 for the cost of the Florida Department of Law Enforcement background check will be taken out of your first check, a total of $52.00.   These fees will be taken out as $31.00 from your first check and $21.00 from your second check. 
REFERRAL BONUS:  

NURSE STAFFING values its employees and realized the best source of new employees is referrals from existing employees.  Therefore, any employee who refers someone to NURSE STAFFING will be paid a bonus based on the qualifications of the referral.  Once the new employee has worked 5 shifts for NURSE STAFFING a bonus check will be issued in the amount of $50.00 for any CNA referred and $100 for any LPN/RN.  Please tell the nurse you refer to put your name on the back of the application.  
Your name must be listed on the application at the time it is turned in and you must be an active employee in good standing with NURSE STAFFING at the time the bonus is due to be paid in order to qualify for that bonus.

PROBATIONARY PERIOD:  

All new employees will be placed on 90-day probation from the date of the first shift worked.  During this probationary period, you may be terminated at any time with or without cause.  As an employee of NURSE STAFFING you are an at-will employee and each party may sever employment at any time with or without reason or cause.

HELPFUL HINTS:  

· Contact NURSE STAFFING immediately at the regular office number 24 hours per day, 7 days a week any time
· you are injured or disabled on the job;
· you will be late for a shift;
· you will be unable to make your shift;
· a problem occurs at the facility;
· the facility cancels you when you arrive to work;
· your phone number changes;
· the facility asks you to stay for a second shift;
· the facility wants to book you for further shifts.  
· Get your time slip signed by the facility for every single shift you work, for time and trouble if you show up and they cancel you – get a signature every time!
· Booking shifts is handled by NURSE STAFFING on your behalf.  Let us take care of that for you so you can be free to care for your patients.  
We’re glad to have you working with us!
ORIENTATION RECEIPT

I have received the NURSE STAFFING orientation package.  I have also received, read, understood and will adhere to NURSE STAFFING, Inc.’s policies and procedures.  

_____________________________
_______________________

Signature





Date

​​​​​​​​​​​​​​​_____________________________
_______________________

Printed name




Witness
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5047 Central Avenue, Saint Petersburg, FL 33710-8240 Phone: (727) 321-5877 Fax:  (727) 321-7957
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