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Policy Overview
Concept Packaging Group (hereinafter “CPG”) aims to recruit the best candidate for each position.  In order for the company to exemplify continuous improvement and innovation, the right person in each position is a necessity for CPG’s success.  Thus, CPG chose to implement a process to not only determine the best talent, but also to ensure the process is both legal and ethical.
The purpose of this policy is to provide all those involved in the partnering with a staffing agency with a general description of CPG’s requirements when filling vacant positions.  This policy applies to the placement of temporary, temporary to hire and other such external job placements used for external candidates.  

THIS DOCUMENT IS NOT INTENDED TO AND DOES NOT CONSTITUTE A CONTRACT OF EMPLOYMENT.  ALL EMPLOYEES ARE EMPLOYED ON AN AT WILL BASIS WHICH MEANS THAT EITHER THE EMPLOYEE OR THE EMPLOYER MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, WITH OR WITHOUT NOTICE OR CAUSE.

Staffing Agency Expectation Process

I. Development of the HR partnership
a) Staffing agencies are viewed as an extension of the HR department
b) Therefore, high expectations are set and expected to be met

c) CPG expects that Staffing agencies write their contracts to allow CPG to hire qualified individuals after 60 calendar days of assignment

i) Should situations arise where CPG wishes to roll the applicant over sooner, then CPG will pay the appropriate buyout fee to equate to the 60 calendar day minimum release
ii) Certain situations will call for the assigned worker to work beyond 60 days up to a maximum of 120 calendar days before they will be hired or released

iii) There may be times due to business conditions such as economic and special projects where the assignment length varies in nature. Those assignments will be clearly specified up front to the staffing agency by the appropriate CPG representative
II. Pre-Assignment to CPG Requirements
a) The selected Staffing agency shall agree to perform the following for all applicants placed at CPG
i) Applicant Pool
(1) Based upon the needs of the CPG facility they are staffing for, maintain an applicant pool of applicants ready at any given time for placement at CPG. For example in G-town that requirement is for 6-10 persons who have met all the screening requirements and are ready for assignment
ii) Screening requirements
(1) English Language Requirement – in an effort to prevent workplace communication, training, and safety issues, CPG requires that all temporary employees have the ability to speak, write, read, and understand fluent English.

(2) Reference Checks—thorough ones must be conducted

(3) Criminal background check—any felonies must be reviewed with CPG to move forward in the process

(a) Some disqualifiers are:

(i) Drug trafficking convictions

(ii) Felony drug convictions

(iii) Domestic violence convictions such as assault, battery etc. 

(4) CPG 10-panel drug test—test code 35639N SAP 10-50 W/OPI/NIT is the specific non-DOT name of the test. The agency can utilize CPG’s MRO if they wish as long as they set up the billing process
(5) CPG Light Industrial Assessment Test—anyone placed at CPG must score a 75% or higher score on the test. Calculators may be used

(a) In the Gtown location ONLY, Short-term temporary assignments applicants must score a 60% or higher for placement

(b) In the Gtown location ONLY, Temp-to-hire assignments applicants in the Converting department must score a combined 75% or higher score on the Math and Measurement sections for placement

(c) In the Spartanburg location ONLY, temp-to-hire assignments applicants must score an 85% or higher overall score to placement. 

iii) Touring requirements
(1) Staffing partner must conduct plant tours of the respective CPG location. These must be conducted during the hottest part of the day to demonstrate a realistic representation of the job
(2) The tour must consist of all the jobs that the agency may be trying to fill. They are responsible for showing all those positions during the tour. Once back at their office they then show the employees the CPG openings and try and match the employee’s background and interest up to our open position. 
iv) Training Requirements
(1) The staffing agency’s CPG account representative is required to complete the SafeStart Training Program, which is comprised of 5 modules.  This training is to be conducted by a CPG employee that has been certified as a SafeStart Trainer.
(2) Prior to assigning the applicant to CPG the agency shall cover the CPG Temporary Orientation packet with them.

(3) The Staffing agency shall cover all CPG Orientation Training Requirements with the applicant prior to sending them to CPG. They are responsible for ensuring that the applicant reports to work with their training record in hand.
(4) HR-11 Safe Start for Temporaries Procedure (click here)
v) PPE and Tool Requirements
(1) The Staffing agency is responsible for ensuring that all assigned persons are issued the proper CPG PPE and tools and report to work with them

(2) This includes any regional or site specific Temporary Badges

vi) Notifications
(1) Physical Notification

(a) The Staffing agency will send out a reminder at 45 days that their employee is approaching the 60 day hiring option

(2) Weekly Staffing Roster

(a) The Staffing agency will send out a weekly list of employees they have in the building consisting of:

(i) Name

(ii) Shift

(iii) Pay rate/Bill rate

(iv) Start date
III. Upon Assignment
a) Staffing agency is responsible for maintaining temporary attendance record while at CPG

i) 1-60 days – 2.00 occurrence points allowed (2.25 ends assignment)

ii) 61-120 days – 1.00 additional point granted (3.25 ends assignment)

b) Staffing agency will handle all disciplinary actions with their employees.

c) Staffing agency will handle any drug and alcohol testing issues of their employees while assigned with CPG. 
d) Staffing agency will comply with CPG’s preference regarding post-accident pain medication.  Whenever possible, over-the-counter medications shall be used in lieu of prescription medications for pain and other minor injuries.

By signing below, both parties agree that the expectations above have been clearly communicated and understood. Neither party is allowed to change these expectations unless agreed upon and signed in writing and approved by the VP of Human Resources and/or the Chief Financial Officer. 

________________________________________

_____________________
CPG Authorized Representative





Date

________________________________________

_____________________
Staffing Agency Authorized Representative



Date

TEMPORARY STAFFING INDEMNIFICATION AGREEMENT

This STAFFING INDEMNIFICATION AGREEMENT is entered into this _____ day of _____, 20___, by and between Concept Packaging Group, (hereinafter "Concept") and __________________________________________, (hereinafter referred to as "Agency").  

1) Scope of Services: Agency shall use reasonable efforts pursuant to a separate written agreement between the parties to supply Concept the services of temporary employees on a contract basis.

2) Payroll/Compensation/Time Records/Invoices: Agency assumes full responsibility for paying temporary employees, withholding and transmitting payroll taxes, making unemployment contributions, and responding to claims for unemployment and workers compensation proceedings involving their temporary employees.  Temporary employees shall not be treated as employees of Concept for any reason, including for purposes of holidays, vacations, disability, insurance, pensions or other employee benefits offered or provided by the Concept. 
3) Employment Status: All temporary employees are deemed employees of the Agency.

4) Insurance: Agency shall maintain the following policies of insurance covering all temporary employees furnished by Agency to Concept:

i) Workers compensation insurance as required by law;

ii) Comprehensive general liability (bodily injury and property damage) insurance in an amount not less than $1,000,000 per occurrence; and

iii) The agency must attach an Alternate Employer Endorsement naming CPG to their workers compensation policy and provide a copy of the endorsement to CPG on an annual basis

iv) The agency must provide a certificate of insurance to CPG showing the liability limits on an annual basis. 

v) CPG must be notified in the event of workers compensation coverage cancellation. 

5) Entirety of Agreement: This Agreement constitutes the entire agreement between the parties with respect to the matters contained herein and supersedes any and all prior and contemporaneous agreements, negotiations, correspondence, undertakings and communications of the parties, oral or written, with respect to the subject matter of this Agreement.  

6) No Partnership or Joint Venture Relationship: Nothing in this Agreement shall be construed as creating a partnership, joint venture or other relationship other than an independent contractor relationship between the Concept and Agency.

7) No Waiver: No waiver of any breach of any provision or condition of this Agreement shall be deemed a waiver of any similar or dissimilar provision or condition at the same time or any prior or subsequent time.

8) Jurisdiction and Venue: This Agreement shall be governed by, and construed under, the laws of the State of South Carolina.  Jurisdiction and venue for all purposes shall be in the County of Spartanburg, State of South Carolina.   

9) Execution in Counterparts: This Agreement may be executed in counterparts, each of which shall be deemed to be an original, but which together shall constitute one in the same instrument.  The section headings contained in this Agreement are inserted for convenience of reference only and shall effect the meaning or interpretation of this Agreement. 


Executed this       day of ___________, 20      at ________________.

Concept Packaging Group:

By: 






AGENCY:

By: 
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