W E L C O M E

TO SHELL PERSONNEL

TEMP DIVISION

Thank you for choosing us as your personnel agency.  At Shell Personnel, we are a small team of consultants specialising in personnel recruitment services.

As a temporary employee you have:

· Flexibility in your choice of location

· You choose when you want to work

· Friendly and personalised service from our consultants

· Workcover insurance

· Occupational superannuation

· Weekly payment into your choice of bank account

· No hidden charges or accounting fees

THERE ARE NO JOINING FEES OR COMMISIONS ON SALARIES TO ANYONE REGISTERED WITH SHELL PERSONNEL

Hours of Operation


Office Hours:

8.30 am – 5.00 pm


Phone Hours:
8.30 am – 5.00 pm – Monday to Friday





5.00 pm – 8.30 am – All calls will be re-directed to an after 




hours mobile phone service. Saturday/Sunday.

Once again, thank you for choosing Shell Personnel and we trust that we have a long and SUCCESSFUL association together.   It is always best that you keep in contact with us regularly so we know of your availability.   If you have any queries, please feel free to call us at anytime.  We hope this package gives you some insight into the way Shell Personnel operates.

GOOD LUCK FOR YOUR FIRST ASSIGNMENT!!!!
Management and Staff of Shell Personnel




TIPS    FOR    TEMPS

· Always arrive 15 minutes early to familiarise yourself with the work site and the safety regulations.

· If you are unsure of duties, ask your supervisor immediately.

· Always be polite and courteous to co-workers.

· Be willing to work overtime if the need arises.

· Only take the allocated time at meal breaks.

· Don’t be distracted by situations that don’t concern you.

· Never walk off during a shift.   Problems should be discussed with your Consultant at the end of the day.

· Always dress in a corporate fashion unless otherwise advised.

· No personal calls!!! (Unless in case of an emergency).

· Keep mobile phones turned OFF.
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ADDITIONAL INFORMATION

Timesheets 

On completion of the assignment (or at the end of each week) complete your timesheet with the hours worked for each day.   Add the total hours worked for the week (excluding lunch).   Both the person to whom you reported to on the assignment and yourself should sign the timesheet.   Take a photocopy for the client, and fax the original (your copy) to our office by 6pm each Friday (9890 5016).  It is requested that half hour or one hour lunch breaks are taken, unless otherwise advised by the employer or by Shell Personnel. 

Payment

To ensure prompt payment, please ensure there is no delay in dispatching your timesheet to reach Shell Personnel by FRIDAY 6PM of each week.   If your timesheets are not received, apart from public holidays or any other genuine reason, they will be included in the following Monday’s payroll.   Salaries will be deposited into your bank account on WEDNESDAY/THURSDAY, except when a public holiday falls on a Monday, and then salaries will be deposited into your bank account on THURSDAY/FRIDAY.

Rates

Rates will vary according to classification of assignment.

Superannuation

Superannuation is 9% of gross salary earned.  You can have your superannuation deposited in a preferred fund by completing the attached form (Choice of superannuation fund Standard choice form – information for employees) otherwise we will have your superannuation paid directly into an AXA superannuation fund on your behalf.   AXA will forward notices directly to you advising of contributions.

Change of Details

Should you change your address or any other relevant details within the financial year, you must advise Shell Personnel of the changes for taxation purposes.

Termination

If at any time during the duration of an assignment our client is not totally satisfied with our temporary’s performance, we have the right to terminate that employment without notice.


TEMPORARY  EMPLOYEE

TERMS  &  CONDITIONS

MY COMMITMENT TO SHELL PERSONNEL AS THEIR TEMPORARY EMPLOYEE IS TO:

· Always act in a professional manner to the client and staff.

· Maintain a high standard of grooming at all times.

· Adhere to the agreed hours of work unless the client or Shell Personnel advises otherwise.

· Always report on time, and if I am to be late through unforeseen circumstances, or need to leave the assignment early through unforeseen circumstances, advise Shell Personnel immediately.

· Agree that UNDER NO CIRCUMSTANCES will I seek or accept a direct offer of further employment from any client without prior discussion with Shell Personnel.

· Attend every day of the assignment.  If unable to attend through illness or unforeseen circumstances, notify Shell Personnel immediately.

· Agree that if Shell Personnel send me to a client for an assignment and the client asks me to work from or attend any other complex apart from the one Shell Personnel have sent me to, inform Shell Personnel immediately.

· Give total commitment to Shell Personnel on all assignments.   If I accept an assignment of ONE MONTHS DURATION OR LONGER, and I terminate the assignment early, I will forfeit one weeks pay.   If the assignment is terminated through no fault of my own, then this condition does not apply.

· I consent to your agency copying and printing my Curriculum Vitae for its own records and for forwarding to prospective employers.

I, ……………………….. AGREE TO THE ABOVE TERMS AND CONDITIONS.

……………………………………….

Dated  …./…./20

Temporary Employee

………………………………………

Consultant

AGREEMENT

Confidentiality, Non-Disclosure 

& Conflict of Interest.

I understand that while I am on a temporary assignment for Shell Personnel, I may have access to sensitive organisation and personal information regarding employees or clients.

I agree not to disclose or discuss with any person, such information obtained in the course of my employment; or to use, or attempt to use, such information for my own personal gain or the benefit of any other person or organisation while on assignment or at any later stage.

Upon completion of my assignment, I will return to Shell Personnel’s client any and all written or descriptive matter provided to me during the course of my assignment, including but not limited to drawings or other papers, letters, computer disks or other media which may contain any information relating to the business, in any service, then this shall be declared (in writing) to the client for a decision.

……………………………………………..

………………………………………………

Name of Temporary Employee
         Name of Witness

……………………………………/……/….

…………………………………/……/…

Signature

 
      Date

Signature

 
   Date


TEMPORARY  EMPLOYEE

TERMS  &  CONDITIONS

MY COMMITMENT TO SHELL PERSONNEL AS THEIR TEMPORARY EMPLOYEE IS TO:

· Always act in a professional manner to the client and staff.

· Maintain a high standard of grooming at all times.

· Adhere to the agreed hours of work unless the client or Shell Personnel advises otherwise.

· Always report on time, and if I am to be late through unforeseen circumstances, or need to leave the assignment early through unforeseen circumstances, advise Shell Personnel immediately.

· Agree that UNDER NO CIRCUMSTANCES will I seek or accept a direct offer of further employment from any client without prior discussion with Shell Personnel.

· Attend every day of the assignment.  If unable to attend through illness or unforeseen circumstances, notify Shell Personnel immediately.

· Agree that if Shell Personnel send me to a client for an assignment and the client has asked you to work from or attend any other complex apart from the one Shell Personnel have sent me to, inform Shell Personnel immediately.

· Give total commitment to Shell Personnel on all assignments.   If I accept an assignment of ONE MONTHS DURATION OR LONGER, and I terminate the assignment early, I will forfeit one weeks pay.   If the assignment is terminated through no fault of my own, then this condition does not apply.

· I consent to your agency copying and printing my Curriculum Vitae for its own records and for forwarding to prospective employers.

I, ……………………….. AGREE TO THE ABOVE TERMS AND CONDITIONS.

……………………………………….

Dated  …./…./20

Temporary Employee

………………………………………




YOUR COPY
Consultant

AGREEMENT

Confidentiality, Non-Disclosure 

& Conflict of Interest.

I understand that while I am on a temporary assignment for Shell Personnel, I may have access to sensitive organisation and personal information regarding employees or clients.

I agree not to disclose or discuss with any person, such information obtained in the course of my employment; or to use, or attempt to use, such information for my own personal gain or the benefit of any other person or organisation while on assignment or at any later stage.

Upon completion of my assignment, I will return to Shell Personnel’s client any and all written or descriptive matter provided to me during the course of my assignment, including but not limited to drawings or other papers, letters, computer disks or other media which may contain any information relating to the business, in any service, then this shall be declared (in writing) to the client for a decision.

……………………………………………..

………………………………………………

Name of Temporary Employee
         Name of Witness

……………………………………/….../….

…………………………………/……/…

Signature

              Date
         Signature

            Date

YOUR COPY

YOUR CONTACT INFORMATION

NAME:

………………………………………………………………………………

ADDRESS:
………………………………………………………………………………

TELEPHONE:
Home: ……………………………….   Work:……………………………



Mobile: ………………………………   Email:…………………………...

EMERGENCY CONTACT INFORMATION

We would appreciate your completion of this form to assist us to act quickly in the event of an emergency.

In the event of an emergency, I would like you to contact:

NAME:


………………………………………………………………………………

RELATIONSHIP:
………………………………………………………………………………

ADDRESS:

………………………………………………………………………………

TELEPHONE:

Home: ………………………………..  Work:……………………………




Mobile: ………………………………   Email:…………………………...

OR

NAME:


………………………………………………………………………………

RELATIONSHIP:
………………………………………………………………………………

ADDRESS:

………………………………………………………………………………

TELEPHONE:

Home: …………………………….
Work: ………………………………




Mobile:  …………………………… Email: ……………………………

JOB SEEKER DETAILS

Are you registered as a Job Seeker with Centrelink?  (please circle)    
YES        NO

If so, please provide your Job Seeker ID Number:  ______________________

YOUR SIGNATURE:  ……………………………………………………………………………

BANK ACCOUNT DETAILS

Please fill in the form below CAREFULLY.

Shell Personnel will take no responsibility if account number, BSB number or name of account has been misquoted.

YOUR NAME:

………………………………………………………………………

ADDRESS:


………………………………………………………………………





………………………………………………………………………

NAME OF BANK:

………………………………………………………………………

BANK BRANCH:

………………………………………………………………………

NAME OF ACCOUNT:
………………………………………………………………………

TYPE OF ACCOUNT:
………………………………………………………………………

BSB NO: (6 digits):

………………………………………………………………………

ACCOUNT NO.:

………………………………………………………………………

You would like to receive timesheets &/or Pay Advices via email: (please circle)

YES

NO

If Yes, please indicate the best email address for them to be forwarded to;

EMAIL ADDRESS:

………………………………………………………………………

YOUR SIGNATURE AND DATE:  ……………………………………………………………..

INTERNET & EMAIL USAGE POLICY

The majority of workplaces you attend as a temporary employee will have computer systems that are connected to the Internet, including the use of electronic mail (e-mail). Internet access may be provided to you to support business activities such as accessing information, undertaking research, and sending of telephone messages electronically, etc.

Unless otherwise advised by the client, any personal use of the Internet or electronic mail is strictly prohibited.  Failure to adhere to this policy may result in termination of your assignment.

I have read and understood the above Internet & Email Usage Policy, and agree that I will not use company resources for personal use.

…………………….


……………………….
………./………/……

Name




Signature


Date

________________________________________________________________________

MOBILE PHONE POLICY

Mobile phones should be switched off during business hours, and under no circumstances are they to be used for personal phone calls or for sending text messages (except during scheduled breaks).

In the event that you are expecting an urgent phone call or in the case such as where you have children in childcare and need to be contactable at all times, please set your phone to ‘Vibrate/Quiet’ and advise your supervisor of your situation.

I have read and understood the above Mobile Phone Policy, and agree that I will not use my mobile for personal use during business hours.

…………………….


……………………….
………./………/……

Name




Signature


Date

OH&S POLICY

At Shell Personnel we are committed to the protection of our temporary employees from accidental injury or damage during the course of their employment, and therefore insist that safe work practices be adopted by our clients at all times.

We recognise our legislative responsibilities relating to occupational health and safety, and in turn, the need for our temps to also meet their legislative obligations.  

Please read the following Terms & Conditions and sign where indicated.

· I agree to adhere to all OH&S policies as advised by the client, and to take reasonable care for my own health and safety, and for that of anyone else who may be affected by what I do (and don’t do) at the workplace.

· I will familiarise myself with the emergency procedures at each workplace I attend, and to follow the instructions of the allocated warden if an emergency situation does occur.

· I agree that I will not work under the influence of any non-prescription drugs or alcohol, and understand that I will not be permitted to commence or continue work if I breach this policy.

· As most workplaces are now smoke free, I agree to comply with the client’s site rules regarding smoking.

· I must not use any heavy equipment with which I am unfamiliar or unqualified to use, or have not received adequate training to use.  In addition, I will ensure I have the appropriate clothing and footwear before commencing work (if applicable).

·  I agree to advise the client and Shell Personnel on the commencement of an assignment, or at any time during its duration, if it appears that the working environment is, or has become, unsafe for any reason, including that the:
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· Client has not established safe work procedures

· Client has not communicated its OH&S policies and procedures

· Client has not maintained the company’s equipment

· Client is not complying with any health and safety standards,  
regulations or legislation.

· I agree to report all injuries and incidents (including near misses) to Shell Personnel and to the client immediately after the incident.

· Shell Personnel is responsible for statutory Workers Compensation Insurance, and in the event of any injury occurring during an assignment, I agree to contact Shell Personnel with details immediately.

I, ………………………………… AGREE TO THE ABOVE TERMS AND CONDITIONS.

……………………………………….

Dated  …./…./20

Signature - Temporary Employee

………………………………………

Consultant

