
 

Client Orientation 

Thank you for choosing Job Store Staffing.  We appreciate your business and look forward to becoming 

your primary staffing partner in the coming weeks and beyond.  Even though pre-screening, reference 

checks, and various testing is conducted as a pre-requisite to sending any Job Store Staffing associate to 

a client, Job Store cannot control the human element of each individual.  So, please read this letter, as 

understanding its contents is necessary for a successful staffing experience on a temporary or temp-to-

hire basis. 

In addition, we recommend you review the Client Services Agreement, which is the same disclosure 

statement that appears on the back of our employee timecards. 

Avoiding Co-Employment Issues.  Job Store Staffing/ Professional is the employer of record.  Job Store 

Staffing is the only authority to hire, promote, layoff, assign and reassign, terminate, set pay rates and 

benefits, maintain employee records, and general supervisory responsibilities.  Since, we are the sole 

employer, it is important that for your protection that you do not loan money or make any direct 

payment of money.  This includes draws, loans, or paying the employee under the table for side work. 

Employee Performance. Your satisfaction is guaranteed.  If you are not satisfied with an employee’s 

work, please contact us immediately.  You may tell the employee to report to our office and we will 

handle replacing them.  We will provide our employee the reason why they are no longer on the 

assignment. 

Employee Benefits.  Job Store Staffing/ Professional does provide benefits to our associate employees.  

Some of our benefits include a Vacation Bonus (2,000 hours requirement), Holiday Pay (3,000 hours 

requirement), Employee of the Month Bonus, and we make medical/dental/vision insurance available. 

Electronic Time Entry. Job Store Staffing/ Professional does have Electronic Time Entry available for your 

convenience.  Mainly used for our Administrative, Accounting, and Professional areas, our employees 

can submit their time electronically through our website.  Our clients can approve time via email weekly.  

Ask us for more information. 

Job Description or Pay Rate Changes.  Please notify us immediately when our employee’s job 

description changes or if you are thinking of any changes in pay rate.  This is to ensure that they are 

qualified for the work and properly classified for workers’ compensation insurance.   We also want to 

protect you from any co-employment issues. 



Employee Injuries. If our employee is injured on the job, please see to their immediate medical needs.  

If non-emergency care is needed, please administer first aid.  If medical attention is needed, please take 

our employee to the closest Concentra Urgent Care Facility for treatment, and contact Job Store 

Staffing, immediately.  Please do not let injured employees drive themselves.   We are available 24 

hours a day, 7 days a week and need to hear from you, if our employee is injured at 303-757-7686. 

Safety & Risk.  Job Store Staffing takes our employees safety seriously.  Each employee of Job Store 

Staffing in our light industrial division must watch a safety video before their assignment and receive a 

safety orientation.  Our employees are not allowed on high risk assignments.  We consider high risks 

assignments to include, but not limited to roofing, driving, operating heavy equipment and ladders/ 

scaffolding.  If the assignment includes being on a roof or driving, for any for any reason, you must 

obtain prior written approval from Job Store Staffing.  If the job requires our employees operate a 

forklift or heavy equipment, they must be certified prior to operating that equipment.  Our employees 

may not work around heavy equipment without prior approval.  In regards to ladders or scaffolding, it is 

necessary to notify Job Store Staffing if this will be part of our employee’s job duties.  Our policy is that 

our employees are allowed to work up to heights of 6 feet from the ground and no higher. 

Please Note.  Job Store Staffing or its employees will not be responsible, nor will the insurance furnished 

by Job Store Staffing cover for physical loss or damage to, or loss of use of, machinery, equipment, 

materials or other property while in the care, custody or control of Job Store Staffing employee.  Clients 

will indemnify Job Store Staffing and Job Store Staffing employees for losses resulting from willful 

misconduct, intentional or negligent acts by the client or Job Store Staffing employees (except those 

losses covered by Job Store Staffing workers’ compensation insurance).  Please take the time to review 

our terms and conditions on the Job Store Service Agreement or on the back of a Job Store Staffing 

timecard. 

Additional Recommendations. Job Store Staffing also recommends that you do not loan any temporary 

associates money, give them access to petty cash or a company credit card.  We also recommend that 

you review each time card thoroughly before signing and you let us know how our associate is 

performing in the field for various incentive bonuses they can earn. 

Please retain this letter in your file, and contact us if you have any questions.  Your cooperation with 

our employee safety is highly appreciated.  At Job Store Staffing, our goal is to achieve exemplary service 

and client success. 
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