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I.
Welcome

Welcome to the Stanford Contingent Workforce Program, managed by Manpower.  This Program is designed to reduce your time managing the contingent labor requisition process and will provide added efficiencies and service quality.  Our goal is to exceed your expectations in all areas — from the overall service level to the quality of the temporary associates supplied.  

The use of contingent labor is an integral part of workforce staffing to achieve Stanford’s business objectives.  This document is a guideline for Stanford Requesting Managers to assist with the acquisition, daily direction, time recording, assignment extensions/endings, payment, reporting, and the general administration of this workforce segment. 

We look forward to working with you.
II.
Manpower
Manpower 

Manpower is one of the world’s leading staffing services companies, with a network of 4,400 offices in 80 countries.  Manpower employs more than 2.3 million people and serves over 400,000 clients worldwide each year.  Manpower’s commitment to quality performance exceeds all others in the industry, and we are dedicated to maintaining the highest quality standards and service in our relationship with you.

Manpower On-site Team 

Manpower is providing a dedicated On-site Team who will supervise the provision of services.  This experienced Manpower team will be responsible for administering all aspects of the contractual agreement with Stanford.  The On-site Team will be the central point of contact for all Stanford Requesting Managers and Manpower Branches.  

Manpower's On-site Team will be responsible for processing your temporary associate requisition — ensuring a qualified candidate.  

The following is the contact information for your Manpower On-site Team Members who are available for all temporary services and general informational needs:
Office Location:

3825 El Camino Real

Palo Alto, CA 94306

650-846-2210

www.manpoweratstanford.com
On-site Manager: Kelly M. Adamkiewicz                            


Email:  kellya@manpowersj.com                            
 

On-site Coordinator: Vickie Fuller                              
 
Email: vfuller@manpowersj.com                             
   

Manpower will be responsible for processing all temporary associate requisitions.  The Manpower On-site Team will be your single point of contact for all orders, providing a simplified and expedient order fulfillment process.  Manpower will be responsible for obtaining all pertinent assignment information and selecting the most qualified candidates for positions at Stanford

III. Requisition Fulfillment
Automated Requisition Process

Stanford will be utilizing Manpower’s web-order tool, InSite™ for all contingent labor orders.  InSite™ was designed for order placement and fulfillment, time capture and ongoing worker tracking. 

LINKS TO TRAINING AND QUICK REFERENCE GUIDES: 

The InSite™ Training Guide and Quick Reference Guide are available on the Stanford Contingent Workforce Program website:  www.manpoweratstanford.com 
Fulfillment Process

When you have identified the need for an associate, please be sure to follow these steps:

1. Stanford users will be using a single sign-on process.  There will be no need to learn a new user name or password.  You will be able to use your SUNET ID to log into InSite™.  
2. Or contact your On-site Coordinator for obtaining an associate. 

3. Please be prepared to provide the following information when creating a requisition:


· Essential job title

· Experience and/or educational requirements

· Specific equipment/software to be used

· Start and end dates and hours of work

· Person to whom the temporary resource is to report/time approver

· Temporary resource’s work location

· Stanford Department ID (i.e., GWAA) and Site Location (i.e., 06-010|ENCINA HALL)
· Person who raises the PR for your department

InSite™ Data Maintenance Requests
New Job Description
If the required job description is not included on the drop down list you will need to cancel the requisition and exit InSite™.  Please contact the Manpower On-site office to have the necessary data entered into InSite™. You will need the following information:

Subject:
Stanford New Job Description

Body:

1) Job Title

2) Job Description

3) Target Pay Rate

Requests will be processed within 8 business hours and you will receive an email confirming the addition of the new job description. (In the event of an ASAP order, the Manpower On-site team will begin work on filling it while the job description is being entered.)  You are now ready to place your requisition in InSite™.
New Department or Department ID
If your Department or Department ID is not included in the list, you will need to exit InSite™.  Please contact the Manpower On-site office to have the necessary data entered into InSite™. You will need the following info:

Subject:
Stanford Department ID (i.e., GWAA) 

Body:

Site Location (i.e., 06-010|ENCINA HALL)

Requests will be processed within 8 business hours and you will receive an email confirming the addition of the new Department ID.  You are now ready to place your requisition in InSite™.
Time Approver

If you are entering a requisition and your time approver is not included in the drop down list, you will need to exit InSite™.   Please contact the Manpower Onsite to have the necessary data entered into InSite™. You will need the following info:

Subject:  
Stanford new time approver

Body:  

1) Time approver’s first name

2) Last name

3) Email address

Requests will be processed within 8 business hours and you will receive an email confirming the addition of the new time approver.  You are now ready to place your requisition in InSite™.
IV.
On-Boarding

General

All suppliers will be responsible for the on-boarding and orientation process for all of their temporary employees.  A customized orientation with pertinent assignment information and an assimilation guideline will be provided to all associates. 

All suppliers will process and maintain an on-boarding checklist to ensure that all required preparation and screening has occurred for all associates assigned to Stanford.  Information will be entered into the On-boarding screen in InSite™.
Pre-Employment Screening

Appropriate screening is administered for each associate accepting an assignment at Stanford. These screening methods are to be in compliance with Stanford practices and policies.  All suppliers are required to maintain a checklist of the screening conducted for each associate on assignment.  Any associate with results deemed unacceptable is ineligible to be placed in any work location within Stanford.

V.
Overseeing Contingent Labor

General

It is important to keep in mind that associates are the employees of Manpower or their sub-contracted partners.  It is Stanford’s intent to value and recognize this important segment of our workforce, yet it is also important to define the Requesting Manager’s responsibilities.  Stanford Requesting Managers and individuals who oversee this segment of the workforce are responsible for day-to-day work direction only.  Should performance, compensation or workforce relation issues arise, contact your On-site Coordinator who will then determine the appropriate parties required for resolution. 

To maximize productivity, it is important to prepare both the associate and Stanford employees when adding an associate to your work area.  The following is a checklist to help ensure a smooth relationship:

· Inform others in the work area that an associate will be arriving.

· Prepare the workstation.  Estimate a reasonable day’s work and 
have it ready.

· Prepare a detailed description of duties and expected results including quality, quantity and turn-around time.

· Provide an explanation of telephone procedures and phone lists.

· Provide a brief tour of the office, including files, supplies, lunchroom 
and restrooms.

· Check the associate’s work frequently during the first few hours to make sure the work meets expected requirements.  If the associate is not meeting the job expectations, contact the Manpower On-site Coordinator.
The associate is an employee of the temporary agency, not Stanford.  It is important that the temporary supplier maintains its employer-employee relationship with the associate on assignment at Stanford.  By maintaining this relationship, Stanford is taking an important step in avoiding costly co-employment litigation.

The supplier has the responsibility to recruit, interview, hire, compensate, counsel, and end the associate’s assignment, if necessary.  Manpower will be the liaison between Stanford and all sub-tiered suppliers in the program to ensure that the employee-employer relationship of associates is confined to the associates and their employers—the suppliers.  Following the guidelines below will help to avoid any potential confusion as to who employs the associate:

· If there is a concern about an associate, always contact the Manpower On-site Coordinator.  They will work with the associate’s employer and the Stanford Manager to provide resolution. 

· The associate’s employer, the supplier, manages payroll functions.  The suppliers are responsible for compensation rates, rate adjustments, promotions, holiday pay, vacation pay, etc. for their employees.  Stanford will reimburse suppliers for associate’s time actually worked.  

· If the Stanford Requesting Manager is considering offering the associate a full-time position be sure to contact the On-site Coordinator.

Workforce Relations

Should a workforce relations issue arise it will be the responsibility of the employer/supplier and Manpower On-site Coordinator to resolve the issue. If an associate approaches their employer/supplier with an issue, the supplier will work with the Manpower and appropriate Stanford contact for resolution. If an associate with a workforce employee relations issue contacts you please notify the Manpower On-site Coordinator immediately.  We will work with the associate’s employer and at times with Stanford’s Human Resource Managers, to address all concerns. Stanford and Manpower strive to create a conducive and professional workplace for all individuals.

Work Performance Feedback

With the completion of each assignment, and periodically during an assignment, the Stanford employee overseeing the associate will be asked to provide feedback on the work performed by the associate.  This information helps Manpower determine eligibility to return on future temporary assignments to Stanford and to suppliers’ other clients.

The following chart should clarify the relationship roles that require adherence.

	
	Manpower or the 
Sub-Tiered Supplier as the Employer Should...
	Stanford Should...
	Stanford Should Not...



	Selection
	Select and submit/assign an associate on the basis of job description and skills as requested by Stanford.
	Request specific skills required for an associate. 
	

	Compensation
	Provide competitive salaries, performance incentives, pay increases and retention plans for associates. Withhold appropriate employment taxes.


	Refer associates to the Manpower On-site Coordinator or local Manpower Branch to address compensation issues, concerns or requests.
	Request Manpower to supply a salary increase, promotion or performance incentive for an associate. 

Request or provide Stanford cash awards, gifts or performance incentives to associates.

	Supervision
	Provide HR supervision of associates.
	Oversee day-to-day job-related activities.
	Discuss HR issues with associates.

	Management
	Provide necessary job-related counseling to associates.
	Communicate performance issues directly to the Manpower On-site Coordinator. 

Always remember: The associate is not a Stanford employee.
	Discuss performance reviews or issues directly with associates.  

Provide associates with written recommendations for future employment considerations.

	Discipline
	Take appropriate disciplinary actions as required.


	Refer performance issues requiring disciplinary actions to your Manpower On-site Coordinator.  Report only the facts.
	Directly impose any disciplinary actions upon associates.  



	Ending An Assignment
	Take responsibility for ending the associate’s assignment at Stanford.


	Notify the Manpower On-site Coordinator    that the assignment is ending, or to remove an associate from an assignment.
	Directly end an associate’s assignment, change job responsibilities or work location. All these changes must take place via your Manpower On-site Coordinator.

	         Expectations
	Clarify the supplier/employer role with all associates. 

Clarify that Stanford Requesting Managers oversee assigned work only. 
	Remember that associates are not Stanford employees.
	Discuss future temporary assignments or potential employment with associates.  These conversations must occur between the Manager and the Manpower On-site Coordinator.


Rewards/Recognition

Stanford may request that a supplier reward their employee who is part of a recognition program. It is important that Manpower is notified with adequate notice to solicit the involvement of the associate’s employer, the supplier.

Travel

Should an associate be required to travel for business, the Manpower On-site Coordinator is to be contacted.  We will need appropriate approvals for any travel requirements.

Changing an Assignment

Any significant changes in job duties or descriptions must be communicated to the Manpower On-site Coordinator.  All associates are selected according to their demonstrated ability to perform the duties of a specified job description.  The new assignment must be discussed to ensure that the associate is capable and suited for the new, or different, duties.  We must also ensure that the associate has been given proper training and/or orientation to the new equipment, safety issues, or areas applicable to the new assignment.
Any changes to the assignment that could impact invoicing or reporting information must be communicated to Manpower.  If an associate is moved from the original assignment, unless Manpower is notified, all data associated with that assignment would reflect the information given at the time of the original order.  For example, an associate that is associated with a particular Requisition number at the beginning of the assignment will remain under the Requisition number unless the change is communicated to the Manpower On-site Coordinator. 

Extending an Assignment

If you know that you wish to extend an assignment past the end date of the original requisition, please contact the Manpower On-site Coordinator with as much advance notice as possible to ensure uninterrupted service.

Ending an Assignment

When the services of an associate are no longer required, for any reason, it is the Stanford Requesting Manager’s responsibility to notify the Manpower On-site Coordinator. Manpower will make the necessary arrangements to end the assignment and communicate the end of the assignment to the associate and to the supplier. 

The Manager should attempt to collect any Stanford property that the associate may have in their possession.  Uncollected property is to be reported to the Manpower On-site Coordinator for collection.  

It will be the Stanford Requesting Manager’s responsibility to ensure that all access areas are deactivated at the close of business on the last day of the associate’s assignment.

VI.
Time Reporting

With InSite™, associates enter their hours each week via the Web.  The Stanford designated time approver receives a system-generated email message each week alerting them that they have time to review and approve.  Associates are paid on a weekly basis by Manpower or their supplier/employer of record, through InSite™ Time.

In the event an associate has any questions regarding their paycheck, they should be referred to their supplier/employer, who will answer their questions or perform the necessary research to identify the solution. Sub-suppliers’ employees will be paid by their supplier, not by Manpower.  Employees are responsible for reporting their time correctly, in order to be paid promptly.

Managers will have access to historical time records, including approval status, for such purposes as invoice reconciliation.
Time Approval
Within the InSite™ tool, work items are listed in the left column of your Desktop.  Click on the Work Items button on the Desktop to see a list of your work items.

Hours Approval & Submission

InSite™ will automatically submit the appropriate hours to the Time Approver for approval prior to billing. It is the responsibility of the Time Approver to approve the hours that have been performed on his/her behalf. 

VII.
Invoicing & Reconciliation 

Invoices will be sent weekly through Manpower’s electronic billing system directly to Stanford Finance.  On a weekly basis you will have visibility to the hours being charged to your department or area via InSite™.  Additionally, InSite™ does provide for the viewing of historical timecards.

If you believe you have been invoiced incorrectly, contact the Manpower On-site Coordinator immediately.

VIII.
Reporting

The InSite™ tool offers a flexible, simple process to enable Managers/Users, with appropriate User permissions, to either run reports from a list of standard reports or create custom reports using the InSite™ data fields.  If you are unable to view a specific report, you may not have access to the report category or have the proper permissions.  Contact the Manpower On-Site team for assistance.  

Manpower will provide financial and management reports to Stanford on a mutually discussed frequency.  Reports may include hours worked, dollars, work location and other pertinent information regarding temporary resource activity at Stanford.  
IX.
Pricing 

Manpower and Stanford negotiated pricing to establish a partnership program that fits the needs of both organizations.  Please contact your On-site Coordinator with any questions.
X.
Hiring Process

Temporary associates are eligible for consideration for regular employment with Stanford subject to the minimum requirements established for those positions.  Please check with your On-site Coordinator for details.

Conversion Fees

There will be no conversion fee charged for Manpower’s clerical and light industrial employees hired by the Stanford.  Upon approval from the Stanford manager, conversion fees may vary for sub-supplier employees, but will not exceed the conversion rates for Professional and Finance Employees listed below.
Professional and Finance Employees

	Time on Assignment
	Conversion Fee Amount

	0 to 173 hours on assignment
	20% of the offered annual salary

	174 to 347 hours on assignment
	15% of the offered annual salary

	348 to 520 hours on assignment
	10% of the offered annual salary

	After 520 hours on assignment
	No fee


XII.
Escalation Reference Sheet

Invoicing

Nhut To     408-979-6277    
nto@manpowersj.com
Technical Support

Manpower On-site Team

650.846.2210     7:00 a.m. – 6:00 p.m.

Stanford@manpowersj.com
InSite™ Technical Support
866.467.4833     2:00 a.m. – 7:00 p.m.
helpdesk@fieldglass.com
Inaccurate time cards

Kathleen Knapp     408.979.6323

Supplier performance

Pete Crane     408.979.6252

Service delivery

Kelly Adamkiewicz     650.846.2210

Second Level Support

If the individuals listed above are unable to resolve your issue, please contact:
Jackie Mahoney, Account Executive     408.979.6290
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