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Human Directional Manual 

Welcome to Temeka 

The Handbook is intended to give you a general overview of the Company and information regarding the Company’s 
commitment to you and its expectations from you in return. 

Because we operate in a dynamic environment, some policies and benefit programs currently in effect may be revised, 
suspended, or eliminated in response to business needs or changing legal requirements. You will be informed if there are any 
policy changes or additions.  We are constantly reviewing and evaluating our policies, to see which ones are working well 
and which ones should be changed.  We ask for your input if you have any suggestions as to how our policies could be 
improved.  

Ask your supervisor if you have any questions about any of the policies presented in this handbook. 

Company Mission Statement 

• To provide the highest possible quality of products and services in our field.

• To do everything possible to meet our customers’ needs in a timely, courteous, and helpful manner. To always
remember that our customers are our reason for existence.  Serving them is not an imposition on our time; it is the
reason we are here.

• To make a fair and reasonable profit so that the Company can continue to exist.

• To provide a work environment that enables every employee to reach the highest possible level of professional and
personal fulfillment.

• We are dedicated to a process of constant improvement, continuously seeking ways to improve our operation and
better serve our customers.

• Management and employees will work together and will constantly seek new ideas and suggestions from each other
and from our clients.

Human Directional Objective 

The purpose of a Human Directional is to actively direct prospective homebuyers to a specific housing development.  The 
tools used by a Human Directional to obtain this directive are as follows:  

• A good attitude and a high level of positive energy
• A clean and neat appearance



 

• A Directional Arrow and lots of sign movement. This is accompanied by rotating, flipping, or twirling the arrow.  
As well as hopping, turning, dancing, and waving. 

 
DOCUMENTS NEEDED 
All Human Directionals must have the following documents for employment: 
 

• Documentation establishing your right to work in the United States (for example: Social Security Card, Passport, US 
Birth Certificate, etc.) 

• Photo I.D. (for example: Driver License, Military I.D., or School I.D., etc.) 
--See Form I-9 attached to application for acceptable documents. 

• Work Permit must be obtained by your Work Experience Department or Career Center at your school if you are 
under the age of 18 and still in school.  Once issued, it is your responsibility to bring the work permit application to 
your supervisor on first day of work.  Your supervisor will fill out the application and you must return the completed 
application to the Work Experience Department, then you will be issued your official work permit.  -------Must be 
completed within two weeks of your hired date or you will be terminated.   

 
DRESS CODE 

1. A plain white polo shirt tucked-in 
--You may be required to wear a Company shirt for the house builder to which you are assigned. 

2. Tan khaki pants or shorts with a belt.  No baggy clothes and shorts have to be above the knee. 
3. Mostly white tennis shoes. 
4. Hats are optional.  If you do wear a hat it has to be a solid color tan or white with NO symbols or writing. 

 
The uniform must be clean and wrinkle free.  Occasionally, you may be required to wear a costume. 
NO EXCEPTIONS.  If dress code is not followed it can result in termination. 
 
Polo T-Shirts: 
**Temeka only supplies polo shirts if the Builder specifically request the human directional wear a shirt with their logo or 
specific copy on it. Other wise the human directional is required to provide their own polo shirt.  
If Temeka Incorporated issues you a polo shirt, a $10.00 deposit will deducted from your first paycheck.  After termination of 
employment with Temeka Incorporated, the polo shirt needs to be turned in clean and wrinkle free within two weeks and you 
will receive your reimbursement of $10.00.  Failure to do so within two weeks will result in your deposit being forfeited.  
 
Note: Temeka only provides a polo shirt if a builder is requiring you to wear a shirt with a certain logo or color. Otherwise 
standard dress code does apply and Temeka does not provide apparel.  
 
ATTENDANCE AND PUNCTUALITY 
As an employee of Temeka, you are expected to be punctual and maintain regular attendance.  Any tardiness and absenteeism 
places an additional burden on your fellow employees and your Supervisor.  Time away for one employee usually means 
work for another or important work left undone.  Good attendance is an essential element in determining satisfactory job 
performance.  An unsatisfactory attendance record of tardiness and absences can result in disciplinary action, up to and 
including termination. 
 
Scheduling Work:  
All employees are to call the weekend service coordinator on Mondays to leave availability for the weekend. Once weekend 
service coordinator is completed with the schedule (typically completed by Wednesday) all phone calls will be returned 
regardless if one was scheduled or not. As spots can be limited scheduling is based on performance, punctuality, following 
proper dress code, a positive attitude, and in some cases referred by sales agents or supervisors. Work is not guaranteed every 
weekend but Temeka will do their best to give all employees the opportunity to work.  
 
Approved Time Off: 
Employees who know in advance that they will be absent or late are required to make the necessary arrangements with their 
Supervisor.  If you require time off from work, please schedule and obtain prior approval for any intended absence by 
submitting a request in writing to your Supervisor in accordance with the applicable procedures in this Handbook.  Planned 
time off includes any situation that you know might prevent you from reporting to work on time for any scheduled workday 
or needs to be scheduled (example: personal time off, doctor’s appointments, illnesses, personal obligations, leaves of 
absence, etc.)  If prior arrangements have not been made, employees must discuss an absence or inability to be at work on 
time directly with their Supervisor. 
 



 

Absenteeism & Tardiness: 
The company expects that you be present and ready for work on time on a regular basis.  If you are ill or an emergency arises 
that prevents you from coming to work as scheduled, you are to notify your supervisor of your absence as soon as possible, 
but no later than one hour before your scheduled work shift begins.  No call or no show will be considered that you have 
abandoned your position, and a termination of employment will be processed accordingly. 
If you are going to be late for work, you are to immediately notify your Supervisor no later than the start of the shift, so that 
the work schedule can be arranged accordingly.  
 
For any absence or tardiness, employees who leave messages or notify anyone other than their Supervisor or Weekend 
Service Manager, do not meet the company’s reporting requirements. 
 
Weekend Service Contact: 
Weekend Service Manager (951) 538-2501 
 
BREAKS & LUNCH 
Your supervisor will give you your break times.  You must follow the schedule exactly.  You are being evaluated on this as 
much as your performance.  Two poor ratings on your break schedules warrant immediate dismissal.  Breaks are for you to 
go to the restroom, get water and take lunch.  Please use your breaks wisely.  Also, remember that if there is not a nearby 
restroom, please inform your supervisor when you need to go to the restroom.  You can do so by waving them down or by 
calling him or her. 
Breaks and lunch should be taken as scheduled and away form your designated work spot.  Remember, when you’re a 
Human Directional, make sure you park your car, bike, moped, etc., away from your performance site or around the corner, if 
possible.  You must take your arrow with you wherever you go.  There are many incidences of HDs leaving the arrows at the 
corner.   It’s very important that you keep an eye on your arrow at all times through out your work day. 
 
SAFETY GUIDELINES 

• Water consumption is very important in the heat.  Make sure you drink plenty of water before or during their shift.  
Avoid sodas and caffeine as they dehydrate the body. 

 
• Try to locate a shaded area to sit under during your breaks. 

 
• If possible, wear sun block during every shift.  UV Rays are harmful to the skin and sun block helps deflect the sun, 

therefore deflecting some heat. 
 
Recognizing Heat Illness: 

• HEAT STROKE:  Hot dry skin that may be red, blotchy, or bluish (no sweat is a bad sign and requires immediate 
attention!)  
--Treatment:  Prompt first aid 

• HEAT EXHAUSTION: Extreme weakness or fatigue, giddiness, nausea or headache. --Treatment: Rest in a cool 
place and drink an electrolyte solution (i.e. Gatorade)  

• HEAT CRAMPS: Painful spasms of the muscles caused by body’s loss of salt.  
• --Treatment: Rest in a cool place and drink an electrolyte solution (i.e. Gatorade)  
• FAINTING: Can occur when a worker is not acclimatized to a hot environment. 

--Treatment: Lie victim down on back; when consciousness is regained, victim should walk around slowly to 
recover. 

• HEAT RASH: Known as prickly heat; can be so uncomfortable sleep is disrupted. 
--TREATMENT: Rest in a cool place and allow the skin to dry. 

 
IMPORTANT:   

If you are unsure in any given situation immediately contact your supervisor, weekend service manager, or call 911! 
 

DRUGS AND ALCOHOL POLICY 
Employees are Temeka’s most valuable resource.  For that reason, assuring the safety, health and well being of its employees 
is a critical interest of the Company.  The possession, use or sale of controlled substances in the workplace, or individuals 
that are under the influence of these substances, create unnecessary risks and affect healthy and efficient operations.   
 



 

The possession, use, purchase, transfer, or sale of alcohol and/or illegal drugs or alcohol while on Company property or while 
performing Company business is strictly prohibited.  Illegal drugs are defined as any drugs that are not legally obtainable or 
have not been legally obtained (such as prescription drugs not being used for prescription purposes).  
 
Coming to work while under the influence of illegal drugs or alcohol while on company property or while performing 
company business is strictly prohibited.  Impairment from the use of alcohol or drugs may affect the safety of co-workers, 
clients or members of the public, your job performance or the safe and efficient operation of the company facility. 
 
Any employee who violates policies concerning alcohol or illegal drugs will be subject to disciplinary action. Up to and 
including the possibility of termination, with or without further warnings.  
 
If the Company has a reason to suspect that any employee has violated any of the above policies, that employee will be asked 
to submit a urinalysis, breathalyzer or other test.  Such test and/or examinations will be conducted on Company time and are 
considered a condition of continued employment. Cooperation with such testing, if requested by the Company, is a condition 
of employment and refusal to submit such testing will be considered a voluntary quit without good work-related cause.  
 
The Company also retains the right to search all Company owned property includes but is not limited to, equipment, 
machinery, lockers, buildings and vehicles.  The Company may question or inspect personal belongings or packages on 
arrival or departure of business property.  Every employee, as a term of continued employment is expected to cooperate with 
any search for the presence of drugs or alcohol on Company property.  
 
WEATHER POLICY 
You may be asked to work on rainy days, during light snow, high wind, or high heat.  Please advise your supervisor if this is 
a problem for you.  Our inclement weather policy is as follows: 
 
If the rain starts to come down really hard, you can seek shelter and contact your supervisor, then wait for their direction as to 
what to do next. When the rain lets up go back to your corner and continue to work.  Your supervisor will let you know if we 
decide to call it off for the day.  --DO NOT LEAVE WITHOUT PERMISSION.   
 
If it is snowing and is extremely cold, please wait for the word from your supervisor as to whether or not you will be sent 
home for the day --DO NOT LEAVE WITHOUT PERMISSION. 
   
If it is extremely hot and/or humid, please be sure to bring plenty of water with you, and drink plenty of water the night 
before to help hydrate your body.  Your supervisor will be around to inform you if we are calling off work for the rest of the 
day.  --DO NOT LEAVE WITHOUT PERMISSION.  In desert areas, the maximum temperature we will let you work is 110 
degrees Fahrenheit, and everywhere else is 105 degrees Fahrenheit.  Exceptions will be made if you are feeling ill before 
those temperatures are reached.  Your safety is our number one priority.  It’s very important that you contact your supervisor 
immediately if you feel ill while you are working.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
 
 

Human Directional Acknowledgement 
 
 
 

I, _____________________________________________ have received a copy of the Human 
Directional manual.  I have read and understand the manual, including the safety guidelines. 
 
 
 
Employee Signature:  ___________________________________________ 
 
 
Parent/Guardian Signature:   
(If under 18)                            _____________________________________ 
 
 
Date (mm/dd/yy):  _______________________ 


