FREQUENTLY ASKED QUESTIONS


Since it doesn’t make sense for many of our clients to enter into an elaborate contract to use our services, we issue these frequently asked questions to provide some guidelines for our relationship.

1. Who defines the scope of work and job categories for use of our employees?

It is the responsibility of the client to provide us with a job description so that we may create the best possible “fit” for our services. We’ll identify the individual(s) we believe best fit that job description.

2. Who is responsible for checking the background and references of the temporary employee?

As part of our service, we will recruit, interview and test the temporary employee. We will not engage in credit history, criminal background or driving record checks unless specifically requested by the client. An additional fee will be added for these services. We are not responsible for criminal, credit or driving histories unless specifically requested by the client. The same goes for any licensing, bonding or drug testing requirements.

3. Who is responsible for paying unemployment and workers’ compensation contributions?

We maintain responsibility for the payment of unemployment and workers’ compensation taxes. The temporary employee will not be treated as an employee of the client for purposes of holidays, vacations, disability insurance, pension or other employee benefits offered or provided by the client.

4. When may a temporary employee be assigned to duties outside the job description supplied by the company?

Financial and legal requirements mandate that the client not utilize a temporary employee outside their job description without first contacting us.

5. Can the client set the hours of work, equipment to be used, and other “control” factors relating to the temporary employee?

Absolutely. The only requirement is that the client be responsible for any overtime obligations and that any tools or equipment used be up to safety standards.

6. When may a client discipline an employee for inappropriate conduct?

We request that the client not discipline any of the temporary employees, whether for tardiness, absenteeism, or any other form of inappropriate conduct without first contacting us. As always, the client has a right to reject or terminate any temporary employee provided, so long as that rejection is not based on discriminatory or other illegal grounds.

7. Under what circumstances may a client convert a temporary employee on to their payroll?

We incur a great deal of time and expense in recruiting, screening, training and administrating our temporary employees. If a client wishes to engage the services of a temporary employee on its own payroll or on the payroll of another company, then the client may do so but will be required to pay a fee of [    ] or, at its option, [20%] of an employees annual salary with the client.

8. What is the clients’ responsibility regarding EEOC, harassment and discrimination concerns?

We and the client should have standard compliance practices in place. This includes policies and procedures for preventing sexual harassment, race discrimination and other legal mandates. If the client becomes aware of a concern either generated by the temporary employee, or by one of their own employees and involving the temporary employee, the client is required to immediately notify us of such so that a prompt and thorough investigation can occur. [Company] and the client will make every effort to cooperate with each other in the event of a legal compliance issue.

9. How can we work together to protect confidential and proprietary information?

Our temporary employees have access to proprietary, confidential and other trade secret information. We instruct our temps to hold such information in strict confidence and not disclose such information to third parties, or to use such information for any purposes whatsoever other than providing services to the client. If the client has specific concerns, We will have the employee sign an appropriate confidentiality type agreement drafted by the client.

10. Under what circumstances may we withdraw one of our temporary employees without client consent?

In the event either party declares or becomes bankrupt or insolvent, dissolves or discontinues operations, or fails to make timely payments as required, [Company] or the client may terminate any and all services upon written notice to the other. Of course, if the temp decides to leave the portion there is not much we can do about that. We do ask (but cannot require) that they provide us with two weeks notice so we can provide a replacement. 
These are some of the most frequently asked questions we encounter. If you desire any clarification about these questions, or have other areas of concern, please bring them to the attention of [Name], and we’ll do everything possible to answer them immediately. We thank you for your business.
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