REAL ESTATE PERSONNEL, Inc. 
1766 Emerson Street, Denver CO 80218
Phone:  303-832-2380      Fax:  303-832-2330 
 www.realtyjobs.com
Policies and Procedures 

W-4 Form:
Please make sure you have notated the proper deductions on line 5, sign and date. 
  
I-9 Form:
Documents that establish both identity and employment eligibility are required.
  
Release Form:
We require criminal background checks on our temporary employees if they are working in a capacity such as apartment 

maintenance or apartment leasing/management where they have access to apartment keys.                                    
  
Time Sheet:          We must have the time sheet signed by the authorized contact and in our office no later than Tuesday to be paid for the 

Previous week. If your signed time sheet is not received by Tuesday, your paycheck will be postponed.  Be sure to complete separate timesheets for separate properties or jobs in a given week. Please see example sheet. 
  
Overtime:            Overtime must be pre-approved at all times (this includes working through your lunch).    
  
Paycheck:             Paychecks can be picked up every Friday from 12:00p.m. until 5:00 p.m. Checks that are not picked up on Friday by 5:00  

p.m. will be placed in Friday’s mail delivery. Contact our office immediately if your address has changed in order to receive your paycheck and year-end W-2 forms on time. 
  
Keys:  
REP must be notified immediately if you are assigned keys while on assignment.  You will be responsible for returning keys in a prompt and organized fashion.  This includes coordinating key access and return details with the On-Site Manager and REP Consultant.  If keys are not returned as agreed, you may be held liable.  
  
Auto Usage:
You are not authorized to use your personal automobile or our client’s automobile in the course of performing any temporary position that we assign you to.  Should our client ask you to use your automobile for a task such as picking up supplies or for any other reason, please decline and ask our client to contact us regarding any questions.  You may use your automobile to travel between two locations while you are on an assignment if you have completed our Insurance waiver and if we have a copy of your driver’s license and insurance on file. 
  
Assignment
If you are requested to perform a duty you are not comfortable with, please contact REP as soon as possible. Do not contact clients without prior approval from REP management. 

Safety:
On Maintenance, grounds and housekeeping related positions, please bring the necessary items such as safety glasses, gloves, hard hats, steel toed boots, and wear the appropriate attire for the weather conditions.  Please ask the location of and be familiar with first aid kits, fire extinguishers, and exits. 

Appearance: 
Professional, clean and pressed dress attire is required when working an assignment for REP. Please ask a REP consultant for specific assignment dress codes. Tattoos and facial piercings need to either be removed or covered when on assignment.
  


Injury:
All REP employees are covered under Worker’s Compensation. Contact REP immediately to report any injury.
Drugs/Alcohol:
The use of illegal drugs will be grounds for immediate termination. The use of alcohol while on assignment (including during lunch and breaks) is strictly prohibited and may affect worker’s compensation benefits. Please note that many of our clients require drug testing prior to employment.
  
Computer:            If your assignment involves computer usage, prohibited use includes, but not limited to: surfing the internet, gamming, 

e-mail, downloading any programs, instant messaging or using the equipment for any personal use.

  
Cell Phone:
Please refrain from placing or taking personal calls while on an assignment except on breaks and at lunch. 
 
Availability:
Please notify us immediately of your availability for temporary assignments.

Absenteeism: 
If you will be late or need to miss work, please notify REP as soon as possible.  If you cannot complete an assignment 

please give us at least 24 hours notice so that we can find a replacement.  Please keep in mind that your reliability will be taken into consideration for future assignments. 
 

Fair Housing
REP does business in accordance with the Federal Fair Housing Law and requires that you practice Fair Housing Laws.
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I, (_________________________________________________), have read and acknowledge the requirements stated in this form.  

(Print name) 
  ______________________________________________

____________________________ 


  (Signature)





(Date)  
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