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4.2. Typical staffing requirements may include but are not limited to (1) General Office 
Worker (office/clerical/administrative/retail such as secretary, sales associate, 
general office assistant, social service aide, receptionists/clerk positions, etc.) and 
(2) General Laborer (laborer, groundskeeper, janitor, etc.) and (3) Humanitarian
Worker (assisting with disaster services including food, clothing and basic needs,
etc.), (4) Case Manager or Supervisor.

4.3. Contractor shall acknowledge that any individual employed under the above 
circumstances is an employee of the Contractor and shall expressly inform all 
individuals of their status prior to commencement of their work assignment. 

4.4. In providing Employer of Record services, the Contractor shall be an Equal 
Opportunity Employer and adhere to all federal, state and local laws in relation to its 
hiring process. 

4.5. Contractor shall pay individuals based on current market standards. Such rate of 
pay information will be provided to the Contractor by CSGC or CSGC Career 
Centers. 

4.6. Individual employees may also be limited by program grant requirements to 
maximum work hours and wages and/or maximum length of time with one 
worksite employer. These limits will be conveyed in writing by CSGC or CSGC 
Career Centers to the Contractor when applicable. Payments for hours beyond 
40 hours weekly (overtime), vacation, mandatory lunch breaks, and paid 
holidays where the employee is not working are not allowed. 

4.6.1. The Contractor will be responsible for tracking the hours and wages and 
ensuring that the employee does not exceed the maximum level 
parameters and other prohibited payments detailed above. 

4.6.2. The Contractor is required to provide an advance notice to CSGC of when a 
grant program participant is within a "14-day period" of exhausting either their 
time participation or total wages limit. 

4.6.3. The Contractor shall be responsible for payment to the employee of any 
exceeded wage and hour limits however these costs are not a 
reimbursable expense payable by CSGC. 

4.7. In some cases, under certain grant programs, the work site employer has the 
option of offering the employee permanent employment. In the event this occurs, 
there will be no Contractor placement fee charged to the individual, the work site 
employer or CSGC. In the event no offer of employment is made and the 
employee has not reached the maximums set forth in the grant requirements, the 
employee may either be placed with another employer or terminated by the 
Contractor as directed by CSGC. 

4.8. Contractor will be required to conduct an orientation prior to an individual's 
assignment to a work site employer to include a review of the Contractor's 
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policies and work site assignment requirements, including Contractor/ employee 
relationship; work standards and expectations; dress and business etiquette; and 
Contractor policies and procedures related to drug use and sexual harassment. 
Grant specific requirements will also be incorporated in the orientation as 
directed by CSGC. Upon mutual agreement of both parties to this contract CSGC 
staff may be trained to present such policies and work site assignment 
requirements to the individual hired. 

4.8.1. Contractor shall ensure that the employee reports and is ready to work at 
the time and place specified by the worksite employer, with the worksite 
employer reserving the right to stop time on any employee who fails to: 
4.8.1.1. Perform assigned duties satisfactorily; 
4.8.1.2. Dress appropriately for an assignment; 
4.8.1.3. Comply with any federal, state or local regulations; 
4. 8.1.4. Perform without disruption the activities of the worksite

employerto which the temporary employee is assigned;and 
4.8.1.5. Perform in an acceptable manner in the judgment of the 

worksite employer. 

4.9. At the termination of an assignment, the Contractor will be responsible for 
notifying the employee in a timely manner of assignment conclusion and 
completing all necessary termination documentation. Documentation includes, 
but is not limited to, an employee-signed statement acknowledging the actual 
date of termination. The Contractor is required to notify CSGC within 24 hours 
of participant termination. 

4.10. The Contractor is responsible for completion of all federal and state required 
employment and tax forms. The Contractor will be solely responsible for the 
timely payment of all compensation for all individuals hired by the Contractor for 
temporary employment under the contract and be responsible for filing and 
payment of applicable state and federal taxes, workers compensation, 
unemployment insurance, payroll processing and COBRA deadlines. 

4.10.1. This Internship/Work Experience grant requires that Workers' 
Compensation is covered by the State of FL in accordance with FL 
Statute 445.009(11 ). Employees shall be deemed an employee of 
the state for purposes of workers' compensation coverage and are 
subject to the requirements of the drug- free workplace program. 

4.10.1 .1. Contractor will ensure that all work-related injuries or 
illnesses in which medical attention will be sought, or work 
time will be lost, are to be immediately reported by the 
employee/intern to AmeriSys at the toll-free number: 1-800-
455-2079. The employee will be asked to provide a code.
The code is 2306. If possible, the employee is to be present
for the call so the employee's injuries may be triaged, and the
appropriate medical care is provided. NOTE: If it is an
emergency, the company worksite supervisor should call
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