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Welcome to Gibson Hollyhomes Recruitment here is a brief guide to temping for us ……
Congratulations on securing a temporary assignment through Gibson Hollyhomes. This guide will outline what you can expect from us and also what we expect from you while you are working for us. 

When you start temping for us, we will need you to provide us with the following:

Your passport or Long Birth Certificate & Proof of NI

Your bank details (So we can pay you!)

Your NI Number

Your P45 or a P46 if you don’t have one. (We can give you a P46 to fill in)

Details of 2 referee’s that we can contact to gain a reference for you.

What information will Gibson Hollyhomes provide me with prior to my assignment? 

We will provide you with the company name, address, who to report to, the type of work you will be doing, the hours you will be working, your hourly pay rate and any health & safety issues that our client has informed us of. 

How will I get paid? 

Each week you will be given a timesheet which you will need to keep a record of the hours you work, excluding lunch breaks.  Your timesheet needs to be signed and authorised by your manager at the company you are working.  Once your timesheet has been signed you then need to scan and e-mail the signed timesheet to us so we can process and pay you! 

When do I get paid? 

Timesheets need to be with us by Monday @ 12pm so we can process in time for payroll.  You will work 1 week in arrears so you will be paid direct into your bank account by the Friday of the following week.   Please note it is your responsibility to get your timesheet to us on time and failing to do this will result in your pay being delayed until the following week.

Do I get holiday pay? 

Yes, you are entitled to 28 days holiday per year including bank holidays, pro rata to the time you have worked for us.  You start to accrue holiday pay from day one of your first assignment.  Holiday accrued cannot be carried over from one calendar year to the next.  If you wish to take holiday, please let us know with at least one week’s notice.  Please also speak to your line manager and check that they are happy for you to take time off. 

What happens if I am sick or unable to go to work?

You need to call us by 8.30am to let us know that you are not able to go to work. 
What will be expected of me while I am working as a temp for Gibson Hollyhomes?

Reliability
You will be given your standard hours of work at the beginning of your assignment. If you are unable to work these hours for whatever reason, please inform us. Equally, if you need to work extra hours, please ensure that you have cleared it with your line manager first.  If you are unable to go to work due to illness, please call us before 8.30am so we are able to arrange cover if necessary. 

Professionalism
This includes being punctual and dressing appropriately.  (Unless told otherwise, smart business dress is required.) We pride ourselves on our outstanding service so please remember you are the face of Hartley Resourcing when you are on a client site! 

Confidentiality
All information that you come into contact with while you are working in an assignment must be treated in the strictest confidence.


What happens if I am sick or unable to go to work?

You need to call us by 8.30am to let us know that you are not able to go to work. 

Who is my employer? 

You will be employed by Gibson Hollyhomes Ltd. You will work at client sites on our behalf. 

Will I have a notice period whilst on assignment?

Yes, you would be required to give a minimum of one week’s notice.

Who do I speak to if I have a problem? 

Please call Fiona Taylor at Gibson Hollyhomes. 

Can I work overtime? 

Overtime policies vary from company to company – each booking is treated separately.  Contact your consultant before agreeing to work overtime hours.  Your consultant will confirm the overtime rule for that company and provide you with details of any overtime pay rates. 
NB: Clients may refuse to pay overtime where additional hours have not been agreed in advance. 

Good luck in your assignment, please call us on 0161 238 7450 if you have any queries.

Gibson Hollyhomes.  Registered no. 6284400.  

Registered office: Hill Quays, 10 Commercial Street, Manchester M15 4PZ

Tel: 0161 2387450
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