TO:

Project Officer for Task Order

SUBJECT:
Guidelines Regarding Contract Placements

Attached for your information and use are guidelines regarding contract employees placed under the FedSource contract.  Please pay particular attention to the paragraphs regarding “Contractor responsibilities” and “Supervision”.  You may deal directly with the contractor’s local office regarding these issues.  However, if you have continuing problems that are not resolved, if you have frequent turnover, if the quality/experience of the placements is poor, or if you have problems with the contractor’s staff, please call the Administrative Resource Team at (410) 962-2283 immediately.

Please sign on page 3 of the Guidelines to acknowledge receipt and attach a copy of that page to the task order when submitting to FedSource.  Thank you for your cooperation.

PROJECT OFFICER GUIDELINES

Absences (other than vacation):  The contract employee calls the contractor as their employer; the contractor in turn calls to inform you, the customer, and asks if a replacement is needed.  The employee may call the customer as a courtesy call, but they are still required to call the contractor.
Administrative Functions: Contract employees are not allowed administrative leave for such functions as picnics, blood drives, luncheons, dedications, town hall meetings, etc.  They are hired to perform a function.  If they are not performing that function, they are not entitled to pay and the Government is not billed.

Awards: Contract employees are not eligible to receive monetary awards, such as On The Spots, performance awards, etc.  You can issue a letter of appreciation.

Background Screening:  The contract does not cover basic screening used in the federal government. A police check can be requested but is reimbursable under the task order.        

Contract Employees:  May be brought into the government workplace to perform a specific task(s), not to fill a position.

Contractor Responsibilities:  Included, but not limited to, are salaries; benefits (insurance, vacation); training (unless task related specialized training is not available from contractor's sources); EEO guidance; counseling, behavior/performance problems; other training/guidance/assistance required by the employee.

Discretionary Leave: Contract employees should contact their employer regarding discretionary leave benefits. The contract employee informs the contractor of the time period he/she wishes to take discretionary leave. The contractor calls the customer to inform that discretionary leave is being used.

Government Furnished Equipment:  If the government furnishes equipment specifically for use by a contract employee, that contract employee should sign for the equipment and it should be added to the task order so the contractor is aware of their liability for loss or damage.  Failure to notify the COTR in writing may relieve the Contractor of liability.

Government-Owned Vehicles (GOV): Contract employees are not normally authorized to operate a GOV due to liability.  Exceptions can be granted but should be clearly indicated on the task order.

Government Representation: Contract employees cannot perform tasks that require them to represent the Government in policy or decision making or in government functions such as EEO Committees, Savings Bonds or CFC Campaigns, Boards, etc.

Holidays: Non-exempt contract employees are entitled to the same holidays as Government employees.  Full-time employees get 8 hours holiday pay.  Part-time employees' holiday pay is prorated based on the hours worked during the week preceding the holiday.  Exempt contract employees fall under the contractor’s own internal holiday policy. Holidays are not billed under the task order unless the contract employee works the holiday.  Do not include holidays in the total verified on the timesheet unless the employee worked that day.  If so, please annotate “Actually worked holiday” on the timesheet.  If you do include the unworked holiday in the total, you will be billed. 

Interviews:  Hiring is the sole responsibility of the contractor.  The government may review resumes for technical and professional categories where specific expertise is required.  At no time will the government interview contractor employees.  A government representative may observe during an interview conducted by the contractor to answer questions concerning the task order requirements.

ID Cards/Card Keys:  It is up to the customer agency whether the contract employee will be issued an ID or keys.    

Overtime: Contract employees may work overtime, but the requirement must be stated in or added to the task order so that the customer can certify funds availability and obligated by the Contracting Officer Technical Representative to the contractor.

Quality Assurance Surveillance Plan:  A QASP is required for every task order.  This plan is used by both the government and the contractor to measure the contract deliverables for completeness, correctness and compliance with the requirements in the task order statement of work.

Performance Based Task Order:  Method of contracting where the Government defines the results it’s seeking, rather than the process by which those results are attained.  Also included are the standards against which contractor performance will be measured and positive and/or negative incentives.

Personal Services:  Specifically excluded from this contract and are performed through an employer-employee relationship created between the Government and contract personnel.  Such a relationship is usually typified through virtually continuous supervision and control of contract personnel by a Government employee.
Privately Owned Vehicles (POV):  A contract employee may use his/her own vehicle for travel, if specified in the task order, and be reimbursed in accordance with the JTR.  Requesting agency should verify the expense report before the contract employee submits to the contractor.

Safety Limitations: The contractor provides their light industrial employees (laborers, janitors, etc.) safety guidelines such as not lifting over 25 pounds, not working on ladders, not working at harbors.  If you have a question about your working conditions, FedSource can provide more details.  Although there are limitations, the contractor is flexible.  If the task order specifies what the contract employee is expected to do, FedSource can negotiate with the contractor to approve exceptions.  Any changes in working conditions should also be coordinated through FedSource.

Supervision:  To be provided by the contractor.  This includes monitoring employee performance, effecting necessary employee disciplinary actions, dealing with conduct issues, and awards.  Any problems with performance, attendance, personal problems, etc. should be referred to the contractor, who will deal with their employee.   

Task Order:  Submitted to FedSource after approval by agency approving official.  If the task(s) or scope of the task(s) is altered, the task order must be modified, approved and submitted to FedSource before any new work is assigned.  Assignment of tasks and related activities should be channeled through the Agency Project Officer designated on the task order.

Timesheets: The Project Officer, or his appointed designee, is responsible for verifying contract employee hours worked by signing the contractor’s weekly timesheet.  The correct total hours and minutes needs to be entered in three different places.  If you add and enter the wrong total, you may be billed for the incorrect hours.  The PO can pull the Customer Copy for their records.  These timesheets will be treated as receiving reports.  When signed, they are certifying/accepting the deliverables under the task order.  Acceptance includes: services performed have met the quality requirements specified in the task order; the quantity of work meets the minimum requirements established in the task order; the contract employee has met all deadlines identified in the task order.

Training:  The Government cannot fund any training that is not specific to the task order under which the contract employee is performing.  Contractors provide their employees with information on such matters as EEO, sexual harassment, safety, and drugs/violence in the workplace, as these are personnel issues.

Travel:  If required for a contract employee, authorization must be contained in the original task order or added by amendment.  Be specific as to mode of transportation, reporting and completion dates and times, rental car or POV.  Limitations on food and lodging and POV will be determined in accordance with the JTR.  Requesting agency must verify the contract employee's expense report before submission to the contractor.  Keep travel time outside normal work hours to a minimum.  

Unforeseen Facility Closure: Contract employees are not entitled to administrative leave.  If an agency decision to close is made before working hours, the contract employee should be contacted by the project officer (customer) or have been given a phone number to call for pre-recorded reporting instructions.  The Contractor is not required to perform any services on the day of the closure and shall receive no payment unless the services are designated as essential on the task order during facility closures.  In the event of a partial day unforeseen Government facility closure, the project officer will notify the Contractor within one hour after notification of the facility closure is received.  Payment of a partial day closure will be made for the actual time worked.  Exceptions are made for states with laws requiring payment for show-up time.

Vacation: Contract employees should contact their employer regarding vacation benefits. The contract employee informs the contractor of the time period he/she wishes to take.  The contractor calls the customer to see if this is agreeable and also asks if a replacement is needed for the vacation period.  

I have read the above information and agree to abide by the terms and conditions specified.

Project Officer’s Name:  _________________________________________

Agency:
_______________________________________________________

Date:
____________________

RETURN THIS SIGNATURE PAGE TO THE FEDSOURCE OFFICE

