Contract Agency Policy





Purpose of Policy


To guide the acquisition of Contract Agency Employees in an expeditious and cost effective manner.





Definitions


Contract Agency Employee - An individual whose services are provided by an approved Contract Agency for a temporary, specific (i.e., vacation replacement), or non-specific period of time, or a specific job assignment or project. A Contract Agency Employee is not an employee of the company, but rather an employee of the contracting agency. 


Payrolled Contract Agency Employee - An individual recruited by the company, but paid through a payrolling service. Payrolled Contract Agency Employees are not employees of the company, but are considered employees of the agency through which they are payrolled.


Contract Agency Business Agreement (Agreement) - An agreement between the company and the Contract Agency, delineating specific terms and conditions utilizing the services of the employees of the Contract Agency.  





Policy


The use of Contract Agency Employees shall be limited to performing one-time tasks or tasks for a temporary period of time (typically not to exceed three months) in which there are no regular employees to perform the task due to their lack of available time or lack of specific skills. 





As a general rule, Contract Agency Employees are to be released prior to a Reduction in Headcount of regular employees in comparable job classifications.





Although Contract Agency Employees are employees of the Contract Agency, it is intended that they be subject to the same company rules, regulations, and work standards as company employees. 





Approved agencies will provide all required liability insurance and Workers Compensation coverage. 





Human Resources represents the company in all dealings with Contract Agencies (including the negotiation of pay rates and agency fees) and their employees. 





Prior to conducting business with any agency, an approved Agency Agreement must be on file with Human Resources.  





The company reserves the right to convert any Contract Agency Employee to a payrolling agency/service or to regular employment after the initial obligation to the Contract Agency has been fulfilled.


