TMS Worksite Evaluations for
Customer Approval
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In order to ensure the safety of our employees, we mandate that worksite evaluations be conducted before
approving any new partnerships.

There are two ways to complete the required Worksite Evaluation:

e 1. Through HRCenter as a Service Rep Workflow

e 2 Manually by uploading it to the customer's record

No matter which option you elect to use, you will need to have the completed worksite evaluation reviewed
and approved by emailing twinsurance@tempworks.com and including the following information:

Email subject: Request for Customer Approval

Email body must include:

o Company Full Name (include Parent/DBA names if applicable)
e Company Full Address

e Company Phone Number

e Accounts Payable POC and Contact Information

e Estimated Credit Request Amount

e Markup with the Customer

e Weekly Projected Sales & Payroll Cost

e Payment Terms (if known)

e Subcontractor being utilized (Yes or No)

e If yes, Name of Subcontractor

e Subcontractor Address

e Subcontractor Point of Contact

e Attach acopy of the completed Worksite Evaluation (document), any relevant staffing contracts,

customer service agreements, and subcontractor agreements (if applicable)

Note: To support the effort of safety in the workplace we also do not allow "Unknown" as a job title for any
TMS assignments.

Option 1: The HRCenter Service Rep Workflow


http://kb.tempworks.com/#Option1
http://kb.tempworks.com/#Option2

1. You will need to make sure that your users/recruiters (those who are going to be conducting the Worksite
Evaluation) have a Web User Account tied to their Service Rep record. This allows you to have the user operate as
a "Secondary Actor" for the Service Rep only workflows that are assigned from Customer records. This needs to be
setup once per user.

e A Quick "How-To" for this: Navigate to All Options = Administration — Service Rep - Find the service rep
you need to create the Web User account for = Select the "WebUser Management" tab — Enter a username

and enter a password — Select to "create"

2. Navigate to the customer record that you will be conducting the Service Rep Worksite Evaluation for. Select the
Onboarding charm and click to "Assign a New Workflow":
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3. The employee who will be completing the evaluation should then be assigned as the Secondary Actor for the
"Worksite Evaluation" workflow:

Assign Onboarding Workflow

o Select a Workflow

Choose a workflow to assign to shawna.bradt

* Secondary Actor
shawna.bradt

* Tenant
twdemo

* Workflow
Worksite Evaluation

* Start at Step
Evaluation

* Language
English

CANCEL  NEXT >

4. Once onsite at the customer location, the user then logs into HRCenter using the credentials created in Step 1
along with your company's unique HRCenter link to conduct and complete the evaluation in real-time with a
laptop/tablet:


https://kb.tempworks.com/help/manage-service-rep-web-user-accounts
https://kb.tempworks.com/help/beyond---service-rep-workflows
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Client Worksite Evaluation Form

Client Company: 0 I [ Date: I

Client Company Address: |

Client Company Telephone: | I

Does the Client Company have a Safety Manager? [2] Yes B No If Yes, enter name:
ADMINISTRATIVE:

1. Nature of Operations (describe service or finished product):

2. Description of work temporary employees will be performing:

3. Number of temporary employees used:

4. In which departments are temps needed?

5. Please review Client Company's OSHA 300 Form for the past three full years and provide the number of
injuries for each year.

6. Using the Establishment Search (h ://www.osha.gov/pls/imi lishment.html), has the Client

Company had any OSHA citations within the last 5 years?

7. Client’s current EMR:

8. Will the client offer an early return-to-work or modified duty program for our employees?

9. Is there a safety committee in place? Can our employees participate?

PRODUCTION:
General Housekeeping Yes | No | Comments
1. Floor condition: Are floors free B _

from slip/fall hazards?

2. Are all areas well lit and (& 9 -

4. Submit the signed and completed form once done. It will be automatically saved to the documents section of the
customer’s record under the document type “Safety”:

CUSTOMER Franklin Manufacturing - Primary Documents

Franklin Manufacturing (4295013171)
Primary - @ Parkway Junction, MN 55109

VISIFILE DETAILS W DEFAULTS %  DOCUMENTS INVOICEHISTORY INVOICE SETL

Documents o
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5. Email twinsurance@tempworks.com and a copy of the completed Worksite Evaluation (document)

Option 2: Manually Complete & Upload

1. Download and save the Worksite Evaluation Form:

TMS Worksite Evaluation Form.pdf §


https://dyzz9obi78pm5.cloudfront.net/app/image/id/642da684d693ef55b76a0478/n/tms-worksite-evaluation-form.pdf

2. Conduct the evaluation and complete the form

3. Upload the completed and signed form to customer record and save it under the document type of "safety":

CUSTOMER Franklin Manufacturing - Primary Documents

Franklin Manufacturing (4295013171)
Primary - @ Parkway Junction, MN 55109

VISIFILE DETAILS DEFAULTS »  DOCUMENTS INVOICE HISTORY INVOICE SETL

Documents o

Worksite Evaluation_pdf
Safety 1/18/2023

4. Email twinsurance@tempworks.com and include a copy of the completed Worksite Evaluation (document).
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