Unacceptable behavior

While on assignment at Stanford University, employees are expected to maintain a high level of professionalism, perform the duties of your job, and to be on time every day.  Additionally, we want to emphasize that there is a Zero Tolerance for any of the following abuses in the workplace:
· Discrimination or harassment

· Foul or abusive language

· Display or threat of violence

· Influence or use of alcohol or illegal drugs 

· Possession or sale of illegal drugs

· Bringing weapons or other harmful materials onto the site

· Failure to observe safety rules, use safety equipment or act in an unsafe manner

· Failure to observe Stanford or Manpower policies

· Theft 

Your failure to comply with these policies may lead to disciplinary action by your employer, including termination of the assignment at Stanford.

Convenience locations

Temporary employees have access to public convenience services within the campus.  They include:

· U.S. Post Office

· Stanford Bookstore

· Restaurants:  Sports Café, Thai Café, Olives, Tresidder, CoHo, Jamba Juice, Tree House

· Wells Fargo Bank

· Bank of America ATM

· Convenience Store (Tresidder Student Union)

· Copy Center (Tresidder Student Union)

· FedEx (Tresidder Student Union)

· Dry Cleaners (Tresidder Student Union)

· Ticket Office(Tresidder Student Union)

Equal Opportunity Employment

      It is the policy of Manpower and Stanford University to afford equal opportunity to all individuals regardless of race, color, religion, sex, age, national origin, disability or veteran status.  Our objective is equal employment opportunity for all.

Discrimination and Harassment

      It is Manpower’s and Stanford University’s policy to maintain a work environment free of discriminatory practices based on race, gender, color, religion, age, national origin, disability or veteran status as stated in our Equal Opportunity statement.  Further, both Manpower and Stanford University expect each employee to act in accordance with this policy in all inter-company and business-related external relationships.  
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About Stanford University

You will be working at one of the most prestigious universities in the world.  The pioneering spirit that inspired Jane and Leland Stanford to start this university more than a century ago, and that helped build Silicon Valley at the doorstep of the campus, encourages boldness in everything they do.

Welcome!

Welcome to your assignment at Stanford University.  We are delighted that you have joined the large number of contractors working on assignment at Stanford.  We want you to be successful in your role and are here to help you.  The information provided in this guide will help you throughout your assignment at Stanford University.  Please read the information carefully.  Feel free to contact your employer if you have any questions or concerns.

The Stanford Contingent Workforce Program (managed by Manpower) headquarters is located at 3825 El Camino Real, Palo Alto.  Phone – (650) 846-2210.  Email: Stanford@manpowersj.com.

On-Site Manager – Kelly M. Adamkiewicz

Email – kellya@manpowersj.com   

On-Site Coordinator – Vickie Fuller

Email – vfuller@manpowersj.com
Things to remember

· Your agency is your employer; you are not an employee of Stanford University or Manpower. Therefore, you are not eligible for Stanford University or Manpower benefits.  All questions regarding your employee benefits or payroll should be directed to your employer.
· Contract workers may not use Stanford’s athletic facilities.

· When your assignment ends, please notify your employer immediately.

Safety

Safety is everybody’s concern.  You will be advised of specific assignments that could require special safety equipment or requirements. Safety rules must be followed at all times to ensure the safety of you and your co-workers.  Your Stanford University supervisor will address safety concerns, both general and specific to your work site.  If you are aware of any safety concerns, please bring them to the attention of your Stanford University supervisor, the Manpower On-site Team, and your employer.

Injury and illness

If you are injured on the job, it is important that you immediately report the injury or illness to your Stanford University supervisor and your employer.  It is your responsibility to report all occupational incidents (injury, illness) within twenty-four hours to your employer and your Stanford University supervisor.  Contact your employer if you have any questions regarding an injury or injury reporting procedures or a claim.  

Travel policy

If you are asked to travel on business for Stanford University, you must first obtain written authorization from your Stanford University supervisor and your employer.  Be sure to save all receipts for expense reports.  While traveling to your destination, your hourly compensation may be lower than your hourly rate.  Time worked is compensated at your usual rate.  Please discuss this with your employer if you have any questions.

Requesting time off and absences

Any time off requires planning and contingency steps for Stanford University.  Please request time off ASAP with your Stanford University manager, then with your employer.  If you are sick, you should immediately contact your employer and your Stanford University supervisor.  

Parking

Employees using their cars must purchase parking permits from the Stanford Transportation department.  You are personally responsible for the payment of any parking violations.  

Stanford Transportation Department 

340 Bonair Siding (cross street is Campus Drive)

Phone – (650) 723-9362

Hours: M-F, 7:30 a.m. – 5:00 p.m.
Alternate transportation

With limited parking available on campus, we encourage you to use public transportation such as CalTrains and then connect with the free shuttle service, the Marguerite.  Employees may also park their vehicle on El Camino Real and use the Marguerite.  The Marguerite circles the campus and makes frequent stops.
Timekeeping

Most managers at Stanford will use a new electronic timekeeping system (InSite) and you will enter your hours and have them approved electronically.  Some managers will continue to use a paper timekeeping system and you will physically sign off on your hours.  You will be informed as to which timekeeping method you will use.  If using the electronic system, you must complete entry of your hours into the InSite Tool no later than the Sunday following your week-ending date.  If paper timekeeping is used in the department you are assigned to, timecards should be submitted to your Stanford University supervisor for approval Friday evening of the week worked.  Tardy timecards may delay your paycheck.  Please note: Employees are required to take an unpaid lunch period of at least thirty minutes after five hours of work unless your work day is completed after six hours of work.

Getting Paid

    Your weekly pay is based on your completed and approved time report.  Overtime for non-exempt employees will be paid for any hours worked over eight hours in one day or forty hours in one week.  You must have approval from your supervisor before working overtime.  You must submit your hours worked at the end of each work week and no later than midnight on Sunday.  If the hours you submit are in error, they will be rejected by your supervisor and could cause a delay in your employer processing your paycheck.  

Performance 

Any performance issues that Manpower is made aware of will be relayed to your employer, who will be responsible to address such issues with you.  

Dress code

We want you to fit in with the business community at Stanford University.  Your dress attire should be appropriate for the type of work you do and any safety requirements.  Overall good judgment, modesty and professionalism should prevail.  Clothes should fit and be neither too loose, too tight, and be well maintained.

Personal telephone calls

Personal calls should be limited to your lunch and break times.  In many areas, pay phones are available for your use.  Please do not use Stanford University phones to make personal calls.  Cell phones should be turned off during work hours.   
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