Procedures for Temporary or Contract Employees at  Leanin’ Tree
Staffing is coordinated through the Leanin’ Tree HR department.  In most cases, LT HR will be the liaison between staffing services and the department staff working with the assigned associates.  Please consult with HR before contacting department staff directly.
Selecting Candidates 
When considering candidates for assignment at Leanin’ Tree, there are a number of items to consider.
· Qualifications – For each position that we place with you, we will provide you with a basic summary of qualifications and requirements. If you have questions please contact HR for additional information.
· Other factors - We consider job stability and reliability important predictors of success.  We prefer candidates with some stability in their work history (jobs of one or two years when not working on a temporary basis).
· Pre-planned absences - Ask the associate if they have any appointments or prearranged days off.  For assignments of less than two weeks, associates are generally unable to take any time off.  In all cases inform HR of any time off scheduled before placing the individual.

· Relatives - Is the individual related to or living with anyone at Leanin’ Tree?  Have they been referred by a Leanin’ Tree employee?  If so, please contact HR to verify if there are restrictions regarding where the individual may work.  Relatives and referrals should complete all relevant screenings in order to be considered for Leanin’ Tree.  We do not want a relative or referral placed in a position just because they are a referral if there is a more qualified candidate available.
Candidates Returning to Leanin’ Tree

We generally limit assignments to 1,000 hours each year.  Associates reaching 1,000 hours in the current year, or on the current assignment, must have a break of 6 months before returning.  If you identify a candidate that has worked with LT previously, contact HR to verify eligibility to return before pursuing the candidate.
Leanin’ Tree Associate Requests

We prefer to handle most recruitment issues via e-mail so there is a record of what was done.  E-mails should be directed to HR@leanintree.com.
· For all 1st shift positions, associates start at 8:30am on the first day – unless otherwise directed by Human Resources
· All 2nd shift positions report at 3:30pm on the first day – unless otherwise directed by Human Resources
Associate Guidelines for Leanin’ Tree

Once the Associate has accepted the assignment, they must successfully complete the drug screen and background check, if applicable, before beginning the assignment.

When confirming an assignment, please provide the following items:
· Our address: 6055 Longbow Drive, Boulder, CO 80301

· Main Number:  (303) 530-1442 (for directions only-not a contact number for family and friends)

Report Time:
·  For all 1st shift positions, associates start at 8:30am on the first day – unless otherwise directed by Human Resources
· All 2nd shift positions report at 3:30pm on the first day – unless otherwise directed by Human Resources
Parking:  Go west on Longbow Drive to the second Leanin’ Tree entrance.  The correct driveway is left of a large sculpture of a horse and rider.  You are looking for the museum, gift shop, and visitor entrance.  Associates are not permitted to park in the first two rows labeled visitors and guests.  Associates check in at the front desk.
After the first day of the assignment, first shift associates are required to park in the West parking lot, regardless of where their assignment is in the building.  Associates scheduled to work beyond 5:00 pm may use a space in the East parking lot, space permitting.
Dress code:  Leanin’ Tree has a dress code.  In the warehouse, the dress is casual, and shorts are allowed, but open-toed shoes, flip flops, and Crocs are not permitted.  For office positions, the dress code is business casual, and nice jeans (no holes, stains) are permitted.   Piercings with jewelry are not permitted other than ears.  Associates are expected to remove jewelry in piercings (except ears) during work.  Bermuda type shorts are permitted on Fridays during the summer.

Badges:  Associates will be issued a badge for building access and to keep track of hours worked.  They are expected to punch in and out each day (not for lunch unless leaving the grounds).  Lunch is automatically deducted from the timecard.

Policies and practices
Please review these points when confirming with the associate:

1. Safety in the warehouse is very important.  Remind them to follow all safety instructions and be careful of moving machinery and equipment including moving tracks and forklifts.  For warehouse positions, closed-toe shoes are required, and hair must be secured above shoulder level.

2. The Leanin’ Tree facility is a non-smoking facility.  Associates may smoke on breaks or lunch, but only in outside areas specifically designated for smoking.  
3. The supervisor will show the associates the lunch rooms, rest rooms, microwaves, and refrigerators.   Let them know that the closest place with food is either Celestial Seasonings or Gunbarrel Square.  With 30 minutes for lunch, bringing lunch is highly recommended.

4. Cell phones are absolutely NOT permitted in the work areas during working hours.  They should be left in the car or in their locker, and messages reviewed and returned on lunch or break.  

5. Associates accepting seasonal assignments in Consumer Order Fulfillment and Consumer Order Entry are required to work the Friday and Saturday after Thanksgiving.  Associates in other departments should be prepared to work the Friday after Thanksgiving if requested.  Failure to work on these days when required is grounds for termination of the assignment and ineligibility for future work with Leanin’ Tree.

6. Indicate that production associates wishing a locker may ask their supervisor to request a locker and lock from Bruce Immele the safety manager.  
7. Although this is a temporary assignment, Associates may sometimes be eligible to apply for regular full time openings if available.  Please let the associate know to contact you if they are interested in a posted position, and you may forward their interest to us.  Posted positions are first made available to internal candidates before outside candidates are considered.  When considering associates for regular positions, Leanin’ Tree will consider attendance and performance on the associate’s current and prior assignments.
Using the Badge

Tell the associates to punch in at the beginning of the shift and at the end.  Have them ask their supervisor to show them the nearest clock.  The clock should beep and say punch accepted.  If it does not, the associate should inform the supervisor.  
Associates should NOT clock out for lunch – it is automatically deducted.  The exception to clocking out at lunch is in the case where the associate leaves the grounds, and/or takes a longer lunch than is provided by the Company.  In either of these cases, the associate must clock out when leaving, and in upon their return.  Badges are to be returned at the end of the assignment.  
Managing Attendance

All assignments require consistent attendance.  Being late, taking time off (pre-approved or not), and leaving early are considered when deciding which associates are kept the longest and which are permitted to return for a following season.

Each time that an associate is off, remind the associate that with a temporary assignment, attendance is of the utmost importance.

When an associate calls in late or off, please e-mail the associate’s supervisor and copy HR.  In the e-mail provide the information regarding the absence, and also whether the associate has missed time from the assignment before.   

Ending of Assignments
Assignments may be ended at any time with or without advance notice.  While every effort is made to plan ahead, there are times when work may run out before expected.
HR is generally responsible for requesting that an assignment end.  If you receive a request from a supervisor, please forward to HR to keep everyone informed.  When assignments are ended, we also have to deactivate the badge.

If assignments are ended for lack of work or due to performance issues, LT generally prefers that the associate be notified after shift.  If the associate is contacted, but contact is not confirmed, please alert LT in case the individual arrives for work. 

Once an assignment is ended, remind the associate to return the badge assigned.  We reuse the badges after a period of time.
Billing

Alison Miester is responsible for processing bills.  We prefer that invoices be e-mailed to Alison.Miester@leanintree.com.  Accounts payable checks are cut each Wednesday.  Bills not received by Tuesday afternoon will generally be processed the following week.

The accounts payable processor requires approval from HR in order to pay an invoice.  If there is an invoice that becomes overdue, please e-mail Alison immediately so that she can research and confirm payment or submit to AP.

Staffing invoices are charged back to the department cost center.  If your system permits the addition of a cost center number to the invoice, please request the cost center from us.  Including the cost center will speed up the invoice payment process. 
