Welcome!

We are glad you have chosen employment with [image: image1.jpg]CareerStaff @



CareerStaff Rx and we are dedicated to making your employment experience a positive one!
During your initial orientation, we will review the following policies and procedures.  Please refer back to this manual as needed.  As changes occur, we ask that you make the appropriate additions and deletions.

If you have any additional questions or need assistance, please call us at 800-766-0122.

I acknowledge receipt of CareerStaff Rx employee manual and agree to abide by their policies and procedures.

Name (Print):______________________________________________________

Signature: ________________________________________________________
Date: ____________________________________________________________
Please return this page to CareerStaff Rx

SCHEDULING
Schedulers can be reached at (800) 766-0122 or CareerStaffRx@GenesisHCC.com
1) General Scheduling: 

· Please regularly update the scheduling team with you availability and respond to monthly availability requests
· Schedulers contact employees with matching availability and interest as clients put in requests

· Once an employee responds, the schedulers will contact the client to confirm the shift

· Once a shift is confirmed, the schedulers will provide the employee with a confirmation email, detailing day, time, location address, phone number and any additional applicable information

· One day prior to the shift, the employee must call client to confirm shift times and obtain any necessary information, such as dress code, parking information, lock box code (for pharmacists), etc.
· Always wear a name tag provided by Careerstaff Rx or the pharmacy you are working at.

2) Common Concerns:

· If you have discussed a shift with a scheduler, either via phone or email, but have not received a confirmation emailing specifically confirming you, contact the schedulers. A shift is not confirmed without this email.
· If required documents are missing from or expired in your personnel file, we may be prevented from booking you for a shift.

· If you are unable to make a shift for any reason, contact a scheduler by phone immediately. During regular business hours, a scheduler can be contacted at (800) 766-0122.
· If you are unable to make a shift with less than 24 hours notice and it is outside of regular business hours, contact an on-call scheduler via our after hours cell phone at (425) 971-4120. Email is not an acceptable alternative.
· Once we have you confirmed for a shift, we are obligated to provide medical care for patients. Acceptable reasons to call out of a shift are illness, severe family emergencies, etc. If you schedule conflicts with your confirmed work days, you will still be expected to show up for your confirmed shifts.
· If you are lost on your way to a shift, contact CareerStaff Rx for assistance with directions.
· If you will be late to a shift, please call CareerStaff Rx first, then contact the facility to inform them.
· As patients depend on the care we provide, we take attendance very seriously. Per Sun Healthcare policy, we may treat a no-call, no-show as a voluntary resignation. 

PAYROLL
1) Pay Cycle:

· CareerStaff Rx operates on a weekly payroll cycle. Our work week begins on Monday and ends on Sunday. 

· Timecards are due no later than 9am on the Monday immediately following the shift. Late timecards may result in late payment. Faxed time cards are acceptable and can be faxed to (866) 835-5848. It is encouraged for you contact CareerStaff Rx via phone or email to confirm that your timesheet has been received. 
· Timecards must be signed by a client representative. Unsigned timecards may not be processed by payroll until a signature is received. 

· A separate timecard must be filled out for each separate location work, even within the same company.

· Paychecks are mailed from our office in Washington on Thursdays for receipt on Fridays. Direct deposit is processed on Fridays. 
2) Pay specifics: 

· You will receive the pay rate given in your offer letter for time worked at a facility. Your base pay rate will not vary from facility to facility, unless otherwise specified. However, shift differentials , if qualified (both pay and qualifying times), are based specifically on the facility and do vary.

· If you believe that you will incur an expense that should be reimbursed (such as ferry), you must contact your Hiring Manager prior to incurring the expense. Unapproved expenses will not be reimbursed. 

3) Common timecard errors:

· Timecards must be rounded to the nearest quarter of the hour (i.e. 6:15, 6:30). Incorrect entries will be rounded down, with exception to facilities that you electronically check into. 
· Please verify that shift total hours are accurate with time worked. 
· Please include whether or not a lunch was taken during the shift.

· Please include a receipt for all approved expenses. Expenses will only be reimbursed in the week they are accrued. 
· Always include your mileage. 

BEST PRACTICES FOR SUCCESS
· Most clients base their requests off of the performance of employees who have been there. Performing to the best of your ability and making yourself an asset to the pharmacies you are staffed at will result in the client requesting you for additional shifts.
· Allow ample time to get to your shifts, especially if it is your first time at a specific facility. Our clients are generally very strict regarding tardiness. 

· Call the pharmacy one day prior to your shift. This sets a positive tone for your shift and may alert you to potential problems (such as traffic congestion or parking). 
· Maintain a schedule/calendar.  Keep track of start times, contact person, and phone numbers.  Record hours worked everyday; do not rely on your memory.  Being accurate is critical.  Show up prepared to go to work immediately.  Always have your nametag clearly visible.
· Allow plenty of time to get to a new job assignment.  Allow for varying traffic patterns, weather, or even getting lost.  Being punctual is very important to get started on a good note.  Often there is only a short time allotted for orientation and your tardiness can ultimately undermine your success. 

· Being friendly, helpful, and willing to help out staff at your job assignment are traits that are praised and valued by our customers.

· If you have free time, ask staff if they need help or find out what can be done around the department.  Be resourceful – your time should be well spent.

· While at work, limit personal phone calls to emergencies.
· Please contact your staffing manager if you have any questions. We’re here to help!
RESIGNATIONS
You are required to provide CareerStaff Rx a minimum of 30 days notice prior to termination.  If an employee has committed to an assignment, the employee must honor to commitment, even if it extends beyond the date of notice of termination.
CAREERSTAFF RX DRESS CODE
WOMEN

· Dresses or non-denim skirts, at or below knee level

· Non-denim pants, khaki, dark colored

· Non-denim tops, white if no pharmacy jacket worn, colored permitted if pharmacy jacket worn

· Pharmacy jacket may be colored, professional appearance

· No jeans, stretch pants, stirrup pants, shorts

· No conspicuous jewelry or extreme colors of nail polish/lipstick

· Dark closed toe shoes, no sandals

· Hospital scrubs, pressed, only colors, no prints at required locations

MEN

· Non-denim shirt, white if no pharmacy jacket worn, colored permitted if pharmacy jacket worn

· Non-denim slacks, khaki, dark colored

· Pharmacy jacket may be colored, professional appearance

· Tie (If preferred) 

· No jeans or shorts

· No conspicuous jewelry, earrings or extreme piercings

· Dark closed toe shoes, no sandals

· Hospital scrubs, pressed, only colors, no prints at required locations

PRIVACY ISSUES
As employees of CareerStaff Rx your right to privacy is protected.  We have available all current information related to license, immunizations, etc.  If at any time a customer requests that information, please refer them back to CareerStaff Rx and we will provide the data.  We will make sure your name is legible, but all other pertinent data will remain private. We do not release personal information including home phone number, address, or social security number. 

CONFIDENTIALITY

Employment with CareerStaff Rx provides the possibility that an individual employee will visit many providers of healthcare services.  Just as patients’ rights to confidentially must be carefully guarded, so must the customers’ right to privacy.  Please do not discuss your job assignment or personnel with anyone.  Innocent comments often get passed along unknowingly and cause unexpected problems.  The office staff of CareerStaff Rx is always available during working hours to discuss issues or concerns regarding job assignments.  If you are unable to reach us during the day, please leave a voice mail message with a phone number so we may contact you for follow-up.

PROFESSIONAL CONDUCT

All employees are representatives of CareerStaff Rx. Additionally, you represent the Healthcare Profession, which is governed by your professional association.  As such, your conduct and attitude must reflect professionalism in personal integrity and competence.  Additional laws relating to the conduct are outlines in your Washington State Licensure bills.

