Your Hospiality Staffing | meammé&

Name:“z‘_cl\)@ D\l)\‘icﬂ’i‘) :
Taborca ;. S 2018 |
Date of Hire: OS—/ Q,l-"/ 20\%\ |

Date of Re-Act: / /

New employee set up

E-verify
Hire Right EE

Hire Right Internal {upload any list A docs) Added to Orientation Time Sheet

- Attended New Hire Orientation
Background Check
New Hire List {All fields)
Check Taborca Profile (All fields)
Upload Resume and Skills Tests {one doc)
Upload Food Handler's Card

Direct Deposit {Scan to Payroll) and/or
Global Cash Card — complete the form &
have EE sign

Notice to Employee Completed

. QO 0O ¢ O O 0

Re Act employee set up {See Re Act Process for more _detail}

c o & O O

0 0 © 00 O

File and 19 bul[ed {new one Créaféd/done in Hire Right if old ones are gonhe)

Re'Act. onboardmg if initially hired before 1/1/16

Check W4 ‘

Check all demographlc info and avallablhty

Check for sk|IIs tests app, FHC, and resume (get new app, new resume if hired more than 1 year

~-ago) L :
-'Complete Notlce to Employee with updated pay if necessary '

Venfy pay optlon (notlfy payroll) and take steps to Re Act any old pay optlons stil current

‘Run new BGC if more than 1 year since last shift worked

New orientation/place on time sheet if it's been over a year since last shift
New Hire List (all fields) '

: Delete e'mplo_ye'e from the INA/TER spreadsheet if they are on it

T




Interview Note Sheet

Name: \Rene an cean .

Jinterviewer: Christdanih Mo lpf -

Date: (G /22 [26\4 Rate of Pay:

J

Position {s) Applied for: WM §ONACe WOVFW / C&h(ft) m'wlﬁeferred by:

Server /35 ~ %|Bartender /35 %
Prep Cook /15 9%|Barista - /15 %
Grill Cool /40 %|Cashier /15 %
Dishwasher /10 9%|Housekeeping /16 %
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SF North SF Peninsuia

South San-Jose

East Bay

- Serv-Safe

in Food Service/Hospitality

Quter East Bay

Wil Submit -

Open

Details:

ack Bistro Tuxedo 1/2 Tuxedo

Knives WN -Siipﬁ

Bistro

lack Vest

eekns only

ng Iak Tle

Chef Coat  Chef Pants Bow Tie  Other:
Would you recommend this applicant for Acrobat Convention Can;idate? Other Languages Spoken:
Academy? '
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/ Irene Duncan
669.293.4109| id49084@gmail.com | San Jose, CA

Objective: To obtain an entry level, full time posmon with opportunities for growth in the South
Bay Area, :

Education;

Milpitas Adult Education ' Milpitas, CA
Obtained ServSafe certification, 2017

- Forklift certified 2019

Skills:
¢ Good interpersonal and communication skills,
& Strong time management skills and proven history. of workplace punctuality.
e Attention to detail and meticulous use of proper safety procedures

Experience:
June 2018 | Present | Highway Maintenance

Center for Employment Opportunities | San Jose, CA

Provide removal of debris and materials that may become hazardous to motorist

Notify supervisor of areas in need of major repairs or renovations

Participated in safety training and contributed to 100% team safety record

Responsible for providing highway maintenance on local roadways within the Bay Area

2008| 2018 | Caretaker
In House Care Take | San Jose, CA

Prepared and served meals according to instruction and assisted with feeding
Helped patient with bathing, dressing and grooming, and with toileting
Assisted patient with movement using cane, walker, and wheelchair
Monitored medication as specified on plan of care

January 2000 | March 2008 | Assistant Tax Preparer
Weaver Tax Service| San Jose, CA

e Data input of tax information utilizing Drake Income Tax Software

e Compiled income tax forms, schedules, and necessary paperwork for tax returns

® Interacted with clients, scheduled appointments, assessed necessary information as
needed

October 1997 | June 1998 | Housekeeper/Laundry Attendant/Dishwasher
Best Western Pioneer Inn | Lahaina Playi, HI :

¢ Maintained cleanliness of rooms, replenished hyglenes and bath linens
e Interacted with maintenance regarding repairs

Washed and folded bath and kitchen linens

Restocked work carts with supplies and bed/bath materials

IR N
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' ‘ autﬁfc?}‘c:& j me .
Your Hospitality Staffing Professionats Name: '-}rj . 1 den
R Score {3/14
Housekeeping Test .
1. During which of the following situation(s) should you wear gloves?

3.

5.

927/

a) When handling disinfectant solutions
b) When cleaning guest rooms
c) When handling soiled linen
d) When handling or disposing of waste
e)) All of the above
Which of the following should be cleaned daily?
a} Chairs, lamps, and tables
b) Tabletops, bed, and handrails
c) Grab bars, light, tops of doors and counters
d) Floors, sinks, toilets, and latrines
@ All e above
True of{Falsg: You do not need to use a separate cloth for cleaning bathrooms.
True &r False: Dusting is most commonly used for cleaning walls, ceiling, doors, windows and furniture.
Should the following be cleaned daily or weekly? Circle one.
a) Floors - %\f:eekly
b) Toilets and latrines i eekly

c) Carpets in guest rooms @Weekly

d) Carpets in offices . DailyY Weekly
e) Soiledlinen ailyj Weekly

7/ The best way to clean the floors:

7.

a) Scrubbing
b} Dry sweeping and dusting
@ Sweeping, mopping and dusting
d} Wet mopping
What should do if you spill liguids or see a liquid spill?
a) Leave it for someone else to clean- up
b} Wait until the end of your shift to clean it

@Flag the spill and clean it up immediately

8.,

10.

11.

d) Notsure :

The proper procedure for cleaning spilis of blood and other body fluids is:
Wearing gloves, clean with cloth soaked in chlorine solution and follow up with disinfectant solution
Find the janitor on- duty and ask him to clean it up

¢} Grab whatever is closest and wipe up immediately, then mark “Biohazard”
d) Nothing
What do you do if you encounter with bed bugs in a guest room?

QA soperviser kaows wnmoﬂ;;/@%

What do you do if you find Lost apd Found items in a guest rooms? /
e t Tod Dot o Zypervist

Degcribe the difference between a disinfectant and a cleaning solution?

oteOA;e,v e 4 -
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- outsoureing ‘ ‘ R K
Yeulr Hospiality Stafting Professionals . - .
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Cashier Test | Score |3/ 15
Aroll of guarters is worth?
a) S$5.00
& $10.00
¢} 515.00
d) $20.00

Aroli of dimes is worth?
@)y $5.00
b} $4.00
¢ $3.00
d} $2.00

A rol} of nickels is worth?
ay 58.00
b} $6.00
¢} 54.00

@,} $2.00
A roll of pennies is worth?
a) $1.00
b} $0.75
¢} $0.50 _ _ :
d} $0.25 : : _ | " ' : :

What does POS stand for?
a) Patience over standards
b) Percentage of sales

¢) Point of sales

d) People over service

What is the current sales tax rate in your city q d 5 '

&9 8)

Ao

- dfy, $12.00

@\ 10)

A customer buys a bowl of soup for $1.25, an apple $0.90 and a soda is $0.79. If you are given® $10.00 how much change should
you give back? ‘
a) $4.06
b} $2.06

) §7.06

d) $5.06

A customer buys two shirts for 20.50 each and two ball caps for $7.25 each. If you are given $50.00 how much change should
you give back?

a) $19.50
oy, $14.50
¢ $9.50
d) $4.50

A customer buys soda for $3.75 and a hot dog for $4.25. If you are given $20.00 how much change should you give back?
a) $6.00

b) $8.00

¢y $10.00

TR

A customer buys two hamburgers at $3.75 each, two bags of chips at $1.25 each, two cookies at $2.50 each and two sodas at
$3.25 each. If you are given $100.00 how much change should you give back?
@, $7850 ' '

b} $58.50

¢) $38.50

d} $28.50

TEST_Cashier (2013.07.31) |
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' oulsourcing
Your Hosplialty Safling Professionals

Cashier Test Score /15

11} Counterfeit pens should be used on which three denominations?
a) $20, $50, $100
b) $10, $20, $50
c) 55,550, 5100
d) $10,$20, $50

} How many times should you count change when giving it to the customer?
£ a) one

(l_a")’)“) two
€) three

d) noneed to count

Question & Answer:

u

13) What is the minimum age for legal alcohol purchases?_

' 14} What are the acceptable forms of 1D for alcohol purchases? . G'P) D or Wb\—ﬁp

)/)How many $20 bills are in a bank band? i\}% ?7“‘5
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*‘% - ¥ ACROBAT OUTSOURCING
%« 7SC GROUP

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all employment
practices. Acrobat Outsourcing selects the best qualified individual for the job based on job-related
qualifications regardless of race, age (40+), color, religion, gender, national origin, ancestry, marital status,
sexual orientation, disability or any other status protected by applicable law, '

Full Name W -~ Date:

. Home Telephone ( er Telephone (¥4%) J/70/é;7
Present Address {[ l'{ L/ S‘, yeddh_a(;fz “"9 4/0‘2’ /7—;%’7(&&73

Permanent Address, if different from present address:

Email Address Mﬂ@ W O by

20
Salary desired: / 7 .

Position applymg for: f'b:?lp L { :
Are you currently reg1s§erecl with anygafﬁng and/or employment agencies? If so, please list

\ \e:a f ’ :
- Are you applying for: Full-time work? Y(yé_-- No___ Part-time work? Y&2™~No___
Temporary work, e.g., summer or holiday work? Yes 7%-No ~.From: To:

How did you find out about our open position? {Please check fill in pfoper name of source):

Referral [ Name of Referral Newspaper [] Job Fair £1 Agency [
Company Website [] Other Web Posting []  Other Source & '
Could you work overtime, if necessary? Ye No___ If hired, on what date could you start working?

Sja/ A

Please keep in mind that schedules and shifts may vary depending on position and season. Additionally, the
hours may vary from week to weekT depending on the company needs. Please list only the times/days you’re

available to work below. 1} || ‘UM{ 9&»{)\'{' of 0‘6’{{\ exeed] Uefcﬁ&»fs

~ SPECIFY SUNDAY MONDAY TUESDAYU "WEDNEYDAY | THURJDAY FRIGAY | SATURDAY
HOURS ' SV .
AVAILABLE
palLy |
A / \
PM ' . N

Do you have any vacations or extended Ieayés planned in the next 12 months? If so, please list dates:

14750 NW 77 Court, Suite 100 | Miami Lakes, FL 33016
T 3056818800 ~ F305.681.8804 » thesendcecompanies.com
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Page 2 of 5
The Service Companies

"Have you ever applied to or worked for Acrobat Qutsourcing before? Yes_ N0¥ If yes, when?

Do you have friends or relatives working for Acrobat Outsourcing? Yes_NoX if yes, please state name and

relationship

If hired, would you have a reliable means of transportation to and from work? \/TA’ Yesé(j No___
If hired, can you present evidence of your legal right to live and work in this country? M No___
State age if you are under 18 . If you are under 18, hire is subject to verification that you are of minimum

legal age to work,
Are you able to perform the essential functions of the job for which you are applying? })d_ No___

If no, describe the functions that cannot be performed. (MNote:” We comply with the ADA and consider reasonable

accommodation measures that may be necessary for eligible applicants/employees to perform essential functions. )

Pursuant to any and all Fair Chance Ordinances, we will consider for employment
qualified applicants with arrest and conviction records,

NAME OF SCHOOL CITY & STATE GRADE OR DEGREE DID YOU GRADUATE?
' COMPLETED '

Pl iy ol Clovr, G As | Ve

Do you ha e arly special lifdnses, certificates or special

training? If so please list urider “Special”. . _ ﬁ . NO
Are you computer literate? If so, list software.knowledge i ~ Y NO
under “Special.” :

Are you proficient with Point of Sales Systems? If, so please YE ; NO
list which ones under “Special.” :

Do you have any other experience, training, qualifications
or special skills, which you feel make you especially suited
for work at Acrobat Qutsourcing? If so, please list under
“Special.”

YES . NO

Spemalw RXED, YOL 568N\ e ch {9 Alst H/Mj Efice”
\wm daﬁg/m\/wm HQI/E;L - U; b {2

14750 NW 77" Court, Suite 108§ :\Qm‘i Lakes, FL 33016
T 305.681.8800 « F 305.681. 8804 « theservicecompanies.com
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Page 3 of 5
The Service Companies

List below all present and past employment starting with your most recent employer (last 10 years is sufficient). Account for
unemployment periods of three months or more,

Are you currently employed? Yes___ No If so, may we contact your current employer? Yes___ Mo
: \
~ Name and Address of Employer (%:‘D ;§
Type of Business . Telephone No. ( ) _ Superv1sors Na =
Your Posmon and Duties -C— AT n_frea_shce LDyYl l&Ld 8
20 g ?

Dates of Employment: From $od® 1,

Reason for Leavmg Md‘h’ulﬂ MWY&J

Name and Address of Employer V\[W ( \?ér\/' (Rt

Type of Business i % %2 Telephone No. @ llfof } 275 o ’l;i/iﬂ:mrs NM

Your Pgsition and Duties A%{A,, ] 2)¢ heyq Q@Mcx—-’ O'—QPPt S‘dﬂ‘h rLdl

Reason for Leavin

Name and Address of Employe&\ﬂw% L e

Type of Business
Your Position and Dutiesw

Qrdomer Serviee | ‘)"&*d?r vp /bve_
Dates of Employment: From IQ‘H@ To ,269&

Reason for Leaving: &m&

Name and Address of Employer

Supervisor's Name.

Type of Business Telephone No. )' Supervisor's Name

14750 NW 77" Court, Suite 100 | Miami Lakes, FL 33018
T 305.661.8800 « F 305.681 .3894 = theservicecompanias.com
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Page 4 of 5
The Service Companies

Your Position and Duties

Dates of Employment: From To

Reason for Leaving:

Have you ever been fired from any previous place of emplayment? If so, please explain:

'Have you obtained any special skills or abilities as the result of service in the military? Yes_.. No
If so, describe: l\ /] .

'VIU

List below three persons not related to you who have knowledge of your work performance within the last

three years.

~

Nameg Telephone No. Hoy) Tqa 578""
el

Address /ﬂw "f'}' S, B

Occupation: ‘ ' f-ﬂ/ Relationship: 1 T[ﬁﬁﬂ‘ . Number of Years Acquainted: 3 g

Name: ' ; ) | Telephone No,  ( \fﬂﬂ” 7 "(‘C(

Address ﬁw

i
| _‘ & :
Occupation? Yfél \ Relationshié% éll_:%l WitV umber of Years Acquainted: L i

Name: MAMUPI (}{J i Telephone No. (k[og/) 55 '7 0 q"”’[a
Address _____» V:L O(m)@‘el : |

- 'Hrd ' v : L 5
Ochpatlon: | Relationship: i Number of Years Acquainted:

14750 NW 77 Court, Suite 100 | Miami Lakes, FL 33016
T 305.681.8800 « F 305.681.8804 - theservicecompanies.com
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Page 5 of b
The Service Companies

K= ke F@‘/ A=

Please Read Carefully, Initial Each Paragraph and Sign Below

| hereby certify that | have not knowingly withheld any information that might adversely affect
my chances for employment and that the answers given by me are true and correct to the best
of my knowledge. | further certify that I, the undersigned applicant, have personally
completed this application. | understand that any omission or misstatement of material facts
on this application or on any document used to secure employment shall be grounds for
rejection of this application or for 1mmed1ate discharge if | am employed, regardless of the
time elapsed before discovery.

| hereby authorize Acrobat Qutsourcing to thoroughly investigate my references, work record,
education and other matters related to my suitability for employment and, further, authorize
the references | have listed to disclose to the company any and all letters, reports and other
information related to my work records, without giving me prior notice of such disclosure. tn
addition, | hereby release the company, my former employers and all other persons,

corporations, partnerships and associations from any and all claims, demands or liabilities

arising out of or in any way related to such investigation or disclosure.

| hereby authorize Acrobat Qutsourcing and its authorized representatives to solicit information
regarding my background, which may include but not be limited to, information about my
employment, education, and/or criminal history, which may be in the files of any federal,
state, or local criminal justice and law enforcement agency and general public records history.

{ understand fhat if selected for hire, it will be necessary for me to provide satisfactory evidence
of my identity and legal authority to work in the United States, and that federal immigration
laws require me to complete an |-9 form in this regard within three days of my hire date.

Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the
application, or conveyed during any interview, which may be granted or during my
employment, if hired, is intended to create an employment contract between me and the
company, In addition, | understand and agree that if | am employed, my employment is for no
definite or determinable period and may be terminated at any time, with or without prior
notice, with or without cause, at the option of either myself or the company, and that no
promises or representations contrary to the foregoing are binding on the company unless made
in writing and signed by me and the company's designated representative.

ate 52411

14750 RW 77 Court, Suite 108 | Miand Lakes, FL 33016
T 305.681.8800 = F 305.681.8804 = theservicecompanies.com
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outsourcing

Your Hospitality Staffing Professionals

The cost of absenteeism and lateness is difficult to estimate, no one can calculate the
cost of the burden this puts on others whe have to do the absent person’s work. Most people
will be late or sick at one time or another. But when short-term absences become more

frequent, they might signal personal, medical, or job-related problems.

It is your responsibility to notify your supervisor at least 24 hours prior to your shift of
any anticipated tardiness or absence. All tardiness or absences should be reported to the
Emergency Line at 800.236.2276 x2207. You should provide the general reason for your

absence, and understand that excessive absences and [ateness will lead to disciplinary action.

Below is a breakdown of how infractions will be measured. Any employee who
accumulates more than three points in a 90-day period can result in termination of

employment.

Tardy — Anybody not signed/ clocked-in by their start time.

Call Off — Needing to be taken off a shift after schedules are sent
out. It is your responsibility to request any desired time off in
advance. '

LM Call-Qut — Failing to provide Acrobat with 24-hour notice
hefore missing a shift.

No Call No Show —Eajling to provide Acrobat with any notice
before missing & shiit.

Date: 5"2—7/"‘/3

Namg]

1 Point

1 Point

.1 Points

3 Points

/

&.
Dk

Signaturé:
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NOTICE TO EMPLOYEE
Labor Code section 2810.5

‘Employee Name: _|Bent DAN AN
Start Date: _ 0522 " 19

Legal Name of Hiring Employer: S.E Scher

Is hiring employer a staffing agency/business (e.g., Temporary Services Agency; Employee Leasing
Company; or Professional Employer Organization [PEQ])? nYes o No

Other Names Hiring Employer is "doing business as" (if applicable):
Acrobat Outsourcing

Physical Address of Hiring Employer's Main Office:
665 Third St. Suite 415, San Francisco, CA. 94107

Hiring Employer’s Mailing Address (if different than above):

Hiring Employer's Telephone Number: 415-431-8826

If the hiring employer is a staffing agency/business (above box checked "Yes"), the following is the other entity

for whom this employee will perform wark: .
Name: ACZOBAT OMTSCUMR UN L

Physical Address of Main Office: 1SS THY  aume]a  BPACKE co T db¥

Mailing Address:

Telephone Number; __ #% Zlp- 9% ‘l’<

Rate(s) of Pay: _ 1 T00 Overtime Rate(s) of Pay:ﬁ: 25:50

Rate by (check box): Hour oShift oDay oWeek noSalary oPiecerate o Commission

a Other (provide specifics):

Does a wr_itteh agreement exist providing the rate(s) of bay? {(checkbox) ©Yes o No _
If yes, are all rate(s) of pay and bases thereof contained in that written agreement’? oYes o No

Allowances, if any, claimed as part of minimum wage (including meat or lodging allowances):

' (If the employee has sighed the acknowledgment of receipt below, it does not constitute a “voluntary written
agreement” as required under the law between the employer and employee in order to credit any meals or lodging
against the minimum wage. Any such voluntary written agreement must be evidenced by a separate document.)

Regular Payday: FRI DAY

DLSE-NTE (rev 9/2014)
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ERS1CON

Insurance Carrier’s Name: Integro USA Inc. dba Integro Insurance Brokers
Address: 1 State Street Plaza, 8% floor, New York, NY. 10004

Telephone Number: 212-295-5440
Po]icy No.: LPC4042608 ADS

o  Self-Insured (Labor Code 3700) and Certificate Number for Consent to Self-Insure:

Unless exempt, the employee identified on this notice is entltled to minimum requ1rements for pald sick leave under state
law which provides that an employee:
a. May accrue paid sick leave and may request and use up to 3 days or 24 hours of accrued paid sick leave per
year;
b. May not be terminated or retaliated against for using or requesting the use of accrued paid su:k leave; and
¢. Has the right to file a complaint against an employer who retaliates or discriminates against an employee for
1. requesting or using accrued sick days;
2. attempting to exercise the right to use accrued paid sick days;
3. filing a complaint or alleging a violation of Article 1.5 section 245 et seq. of the California Labor Code;
4. cooperating in an investigation or prosecution of an alleged violation of this Article or opposing any policy
or practice or act that is prohibited by Article 1.5 section 245 et seq. of the California Labor Code.
The following applies to the employee identified on this notice; (Check one box)
o 1. Accrues paid sick leave only pursuant to the minimum requirements stated in Labor Code §245 et seq. with no
other employer policy providing additional or different terms for accrual and use of paid sick leave.
O 2. Accrues paid sick leave pursuant to the employer’s policy which satlsfles or exceeds the accrual, carryover, and use
requirements of Labor Code §246.
O 3. Employer provides no less than 24 hours {or 3 days) of paid sick leave at the begmnmg of each 12-month period.
O 4. The employee is exempt from paid sick leave protection by Labor Code §245 5. (State exemptlon and speuflc
subsection for exemption):

CRRSTAANN_ W ddLPe/
(PRINT NAME of Employ: presentative)

s TNV A F T
(SIGNATURE of Emploker Representative)
S-22. 20\9
(Date) (Date) -

The employee’s signature on this notice merely constitutes acknowledgement of receipt,

Labor Code section 2810.5(b) requires that the employer notify you in writing of any changes to the information
set forth in this Notice within seven calendar days after the time of the changes, unless one of the following
applies: (a) All changes are reflected on a timely wage statement furnished in accordance with Labor Code
section 226; (b) Notice of all changes is provided in another writing required by law within seven days of the
changes,

DLSE-NTE (rev 9/2014)
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