
Employee Signature Date

I certify that the above hours are accurate and agree to the terms and
conditions of the reverse side.

Client Signature Date

Name 

SSN 

Company 

Week Ending / / 

Less Regular OT 
Date Start Lunch End Hours Hours Total 

Monday 

/ 
Tuesday 

/ 
Wednesday 

/ 
Thursday 

/ 
Friday 

/ 
Saturday 

/ 
Sunday 

/ 
TOTAL TOTAL TOTAL 

CER TIFICA TION AND INV OICE P A YMENTS 
The customer’s signature certifies that the hours worked as shown on the reverse side of this 
timecard are correct and that the work was performed in a satisfactory manner.  It is agreed that 
the person signing this timecard is an authorized representative of the customer and that FirstStaff 
may rely upon that signature as binding by the customer.  The customer hereby appoints FirstStaff 
as its agent for purposes of payment of wages and payroll-related expenses.  The customer 
understands that FirstStaff employees are paid on a weekly basis.  The customer will, therefore, 
receive a weekly invoice that is due upon receipt of the invoice.  Hours billed will be based on 
the total hours certified on the reverse side.  Any hours over 40 per week will be billed at the 
overtime rate of one-and-one-half times (1 ½) the regular time bill rate.  The customer may, 
however, specify overtime to be any hours over eight (8) per day.  Payment not received within 
30 days is past due, and the customer agrees to pay late charges which will accrue on unpaid 
balances at the lesser of one-and-one half percent (1 ½%) per month or the highest rate allowed 
by law.  The customer specifically agrees to pay the late charges. 
CHANGE OF ASSIGNMENT  DUTIES 
The customer is aware that the FirstStaff employee pay rate and the customer bill rate are based 
on the job description given at the time the order is placed.  At such time as the job description 
is changed to include additional duties, the customer agrees to contact FirstStaff so that fair 
compensation and billing may be arranged. 
LIQUIDA TED DAMAGES 
The customer acknowledges that FirstStaff has incurred substantial recruitment, screening, training, 
administrative, and marketing expenses with respect to temporary employees; and that the 
identity, telephone number, address, skills, qualifications, preferences and work history of the 
temporary employees constitute trade secrets of FirstStaff.  Accordingly, the customer agrees 
not to permit or cause any such temporary employee to provide services to the customer while 
on the payroll of any other firm without the express prior written consent of FirstStaff.  The 
customer also agrees not to directly or indirectly employ, offer to hire, hire, or engage as an 
independent contractor any temporary employee assigned to the customer by FirstStaff during 
any such assignment and for a period of four (4) months after completion of such assignment 
without satisfying one of the following conditions:  1) Obtain the express prior written consent 
of FirstStaff.  2) Maintain the employee on FirstStaff’s payroll for 480 hours and then transfer 
the employee to your payroll at the end of 480 hours at no additional charge, or 3) Transfer the 
employee to your payroll immediately and pay to FirstStaff as liquated damages and not as a 
penalty the sum of $1500 for each temporary employee or ten percent (10%) of each such tem- 
porary employee’s annualized compensation, whichever sum is greater. 
MACHINER Y  & MOT OR VECHICLE OPERA TIONS 
The customer agrees not to authorize any FirstStaff employee to operate any motor vehicle 
automotive or truck equipment, or machinery; nor allow a FirstStaff employee to do any work 
involving ladders, scaffolding, or similar equipment without prior written consent from FirstStaff. 
The customer agrees that training, supervision, and provision of related safety equipment and 
materials for such operation are the full responsibility of the customer.  Furthermore, it is agreed 
that the insurance furnished by FirstStaff does not cover physical loss or damage of machinery, 
equipment or materials of the customer while in the care, custody or control of a FirstStaff 
employee.  The customer agrees to accept full responsibility for any bodily injury, physical loss, 
property damage or public liability claims including fire, theft, or collision caused or incurred 
by a FirstStaff employee while said employee is operating any of the aforesaid 
vehicles or equipment or while operating any machinery. 
CASH V ALUE PROPER TY 
The customer agrees not to entrust FirstStaff employees with unattended premises or any part 
thereof, the handling of cash, negotiable instruments, office keys, or any other valuables without 
prior written consent from FirstStaff, and then only under the customer’s direct supervision. 
HEAL TH & SAFETY 
The customer agrees to supply a safe and suitable workplace for FirstStaff employees, and shall 
be solely responsible for complying with all applicable federal and state occupational safety and 
health laws and regulations; including training; supplying protective equipment and 
insuring its use by FirstStaff employees; and providing information, warnings, and safety 
instructions.  The customer agrees to indemnify and hold FirstStaff harmless for claims, 
damages, or penalties arising out of violations of all applicable federal and state occupational 
safety and health laws and regulations with respect to workplaces owned, leased or supervised 
by customer and to which FirstStaff employees are assigned. 
FIDELITY BOND 
The customer agrees to deliver a claim in writing within ten (10) days of such occurrence for 
any claim arising out of or under its fidelity bond.  It is further agreed that if such claims are 
not delivered within ten (10) days, that FirstStaff will be held harmless in such claims. 
GOVERNMENT COMPLIANCE 
The customer certifies that it is in compliance with all laws, rules and regulations of duly 
constituted governmental bodies concerning FirstStaff employees.  The customer agrees to 
indemnify and hold FirstStaff harmless from any and all damages, claims, demands, suits of 
or other causes of action which may arise or be asserted against FirstStaff by reason of the 
customer’s failure to comply with same.  The customer acknowledges that FirstStaff is an Equal 
Employment Opportunity employer, and agrees that it shall not harass, discriminate against or 
retaliate against any temporary employee because of his or her race, national origin, age, sex, 
disability, sexual orientation, marital status, or other category protected by law; nor shall the 
customer cause or request FirstStaff to engage in such discrimination. 
ENFORCEMENT 
The customer agrees to reimburse FirstStaff for all expenses and reasonable attorney’s fees it 
may incur to enforce any provision of this Agreement, and the customer waives the right to a 
jury trial in any proceeding between the customer and FirstStaff. 

FIRSTSTAFF CUSTOMER AGREEMENT 

I understand that it is my responsibility to contact FirstStaff within 48 
hours of the end of an assignment and every five (5) days between 
assignments to update my availability status. I understand that failure
to contact FirstStaff as stated in the Call-In Policy may result in
disqualification of my unemployment insurance benefits. The complete 
Call-In Policy is contained in the FirstStaff Employee Handbook. I 
acknowledge that I may receive an additional copy of FirstStaff’s 
Employee Handbook by contacting any FirstStaff office.
I certify that no accident or injury was sustained on this assignment. I 
also certify that the hours shown above are representative of my total 
hours worked during the week and that the hours were properly verified 
by the client’s authorized representative.


