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A fi nancial safety net 
for California workers 
when the need is there.
Paid Family Leave insurance program.

In California, it’s the law. 

Paid Family Leave
Insurance Program

The time to care. 1-877-238-4373

For more information, visit:
www.edd.ca.gov

1-877-238-4373  (English)

1-877-379-3819  (Español)

  1-866-692-5595  (Cantonese)

1-866-692-5596  (Vietnamese)

1-866-627-1567  (Armenian)

1-866-627-1568  (Punjabi)

1-866-627-1569  (Tagalog)

1-800-445-1312  (TTY)

EDD is an equal opportunity employer/program. 

Auxiliary aids and services are available upon request to 

individuals with disabilities. Requests for services, aids, 

and/or alternate formats need to be made  by calling 

1-877-238-4373 (voice), or TTY 1-800-445-1312.

This pamphlet is for general information only and does 

not have the force and effect of law, rule or regulation.

State of California

Fast facts about 
Paid Family Leave 

•  Provides benefi ts but does not provide job   

 protection or return rights.

•  Provides eligible workers partial wage   

 replacement when taking time off work to   

 care for a parent, child, spouse, and   

 registered domestic partner or to bond   

 with  a new child.

•   Covers all employees who are covered   

 by SDI (or a voluntary plan in lieu of SDI).

•   Offers up to 6 weeks of benefi ts in a   

 12-month period.

•   Provides benefi ts of approximately    

 55 percent of lost wages. 
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Paid Family Leave 
insurance benefi ts 
for California workers

There are times in the life of every working person when 

they need to care for a loved one. Maybe it’s a working 

parent who needs more time to bond with a newborn. 

Maybe it’s an employee who needs to care for a seriously 

ill parent, child, spouse, or registered domestic partner. 

California’s Paid Family Leave insurance benefi t was 

created for times like these. (Note: Registered domestic 

partners must meet requirements and register with the 

California Secretary of State to be eligible for benefi ts.) 

A program that benefi ts 
you and your family
California is leading the nation as the fi rst state to make 

it easier for employees to balance the demands of the 

workplace and family care needs at home. Paid Family 

Leave insurance benefi ts are based on the claimant’s 

(care provider’s) past quarterly earnings. For more 

information regarding maximum benefi t amounts paid, 

view the link to the Disability Insurance (DI) & Paid 

Family Leave (PFL) Weekly Benefi t Amounts in Dollar 

Increments form, DE 2589 at www.edd.ca.gov.

Paid Family Leave for 
California employees

Paid Family Leave insurance does not provide job 

protection or return rights. Your job may be protected if 

your employer is subject to the federal Family Medical 

Leave Act and the California Family Rights Act. You must 

notify your employer of your reason for taking leave in a 

manner consistent with your company’s leave policy.

To qualify for Paid Family Leave insurance benefi ts, you 

must meet the following requirements:

•  Be covered by State Disability Insurance (SDI)                  

 (or a voluntary plan in lieu of SDI) and have earned at  

 least $300 in your base period from which deductions  

 were withheld.

•  Complete your claim forms accurately, completely,   

 truthfully, and timely.

•  Submit your claim no earlier than 9 days, but no later than

 49 days after the fi rst day your family care leave began.

•  Supply medical information that supports your   

 claim that the care recipient has a serious health         

 condition and requires your care.

•  Provide documentation to support a claim for   

 bonding with a new biological, adopted, or foster child. 

•  Use up to two weeks of any earned but unused 

 vacation leave or paid time off (PTO) if required by   

 your employer prior to the initial receipt of benefi ts.

•  Serve a 7-day unpaid waiting period before benefi ts 

 begin for each different care recipient within the 

 12-month period.

You may not be eligible for benefi ts if:

•  You are receiving State Disability Insurance,        

  Unemployment Insurance, or Workers’ 

 Compensation benefi ts.

•  You are not working or looking for work at the   

 time you begin your family care leave.

•  You are not suffering a loss of wages.

•  The need for care is not supported by the certifi cate  

 of a treating physician or practitioner.

•  You are in custody due to conviction of a crime.

You are entitled to:

•  Know the reason and basis for any decision that  

 affects your benefi ts.

•  Appeal any decision about your eligibility for benefi ts.  

 (Appeals must be sent to Paid Family Leave in writing.) 

•  A hearing of your appeal before an Administrative  

 Law Judge (ALJ). You may further appeal the ALJ’s  

 decision to the California Unemployment Insurance  

 Appeals Board and the courts. 

•  Privacy — Information about your claim will be kept  

 confi dential except for the purposes allowed by law. 

Contact Paid Family Leave 
If you have any questions about these benefi ts or would 

like to request a claim form, contact us today. If you are a 

woman currently receiving SDI pregnancy-related benefi ts, 

it is not necessary to request a Claim for Paid Family Leave 

Benefi ts. You will automatically be sent a Claim for Paid 

Family Leave (PFL) Benefi ts – New Mother, DE 2501FP, 

when your pregnancy-related disability claim ends.

1-877-238-4373 (English) 1-877-379-3819 (Español)

1-866-692-5595 (Cantonese) 1-866-692-5596 (Vietnamese)

1-866-627-1567 (Armenian) 1-866-627-1568 (Punjabi)

1-866-627-1569 (Tagalog) 1-800-445-1312 (TTY)

For more information, visit: www.edd.ca.gov

Claim forms should be mailed to Paid Family Leave at:

P.O. Box 997017, Sacramento, CA 95799-7017
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How to Claim State Plan Benefi ts

1. Request a claim form:

• By telephone: 1-800-480-3287

• By Internet: www.edd.ca.gov

• By TTY (teletypewriter for deaf, hearing-
impaired and speech-impaired persons only): 
1-800-563-2441 for DI or 1-800-445-1312 
for PFL.

• By mail: EDD, Disability Insurance, 
P.O. Box 13140, Sacramento, CA 95813-3140

• In person by visiting any of the DI offi ces listed 
under “Disability Insurance Offi ce Locations.”

• California State government employees 
covered by SDI should telephone 
1-866-352-7675.

2. Fill out and sign the “Claimant’s Statement.” 
Print clearly, and be sure that your answers 
are complete and correct because errors may 
delay payments.

3. Have your doctor complete the “Physician/
Practitioner’s Certifi cate.” Usually a claim 
cannot begin more than seven days before 
you were examined by or under the care of a 
certifying physician/practitioner. Certifi cation 
may be made by a licensed medical or 
osteopathic physician and surgeon, nurse 
practitioner, chiropractor, dentist, podiatrist, 
optometrist, designated psychologist, or an 
authorized medical offi cer of a United States 
Government facility. Certifi cation may also be 
made by a licensed nurse-midwife or licensed 
midwife for disabilities related to normal 
pregnancy or childbirth.

4.  Mail your claim form within 49 days from 
the fi rst day you were disabled. If your 
claim is late, you may lose benefi ts unless 
your explanation of the delay is accepted as 
reasonable.

How Benefi ts Are Paid

• The SDI Program is designed to serve you by 
mail or online. You do not need to appear in 
person to apply for or receive benefi ts.

EDD is an equal opportunity employer/program.  
Auxiliary aids and services are available upon request
to individuals with disabilities. Requests for services, 
aids, and/or alternate formats need to be made 
by calling DI at 1-800-480-3287 (voice), or TTY 
1-800-563-2441, or PFL at 1-877-238-4373 or TTY 
1-800-445-1312.

This pamphlet is for general information only, 
and does not have the force and effect of the law, 

rule or regulation.

Disability is any illness or injury, either physical 
or mental, that prevents you from doing your 
regular or customary work. Disability also includes 
elective surgery, pregnancy, childbirth, or related 
medical conditions.

Disability Insurance (DI) is a component of the 
State Disability Insurance (SDI) Program and 
is designed to partially replace wages you lost 
because of a disability that was not caused by 
your work. (See “Other Programs” on reverse for 
job-related disabilities.)

SDI taxes are paid by those California workers
who are covered by the SDI program. Tax 
rates may vary from year to year. For current 
rates, contact the Employment Development 
Department (EDD) DI Customer Service at 
1-800-480-3287 or EDD Employment Tax 
Customer Service at 1-888-745-3886.

DI Plans

• State Plan. DI’s state plan is covered in this 
brochure.

• Voluntary Plan. This is a private plan, approved 
by the Director of EDD, which may be substituted 
for the State Plan. Employers and employee 
groups may establish voluntary plans if the 
majority of employees and the employer agree 
to do so. If you are covered by a voluntary plan, 
the provisions of this brochure may not apply to 
you. Obtain information about your coverage 
and fi le a voluntary plan claim through your 
employer.

• Elective Coverage. Employers and self-employed 
persons, including general partners, may elect 
coverage. However, the method of computing 
benefi ts for elective coverage participants is not 
the same as for mandatory rate payers. The cost 
of participating, which is set annually, can be 
obtained from your local EDD Employment Tax 
Customer Service Offi ce.

Elective Coverage claims are fi led in the 
same manner as State Plan claims; however, 
there are some differences in eligibility 
requirements from those listed in this pamphlet. 
For additional information or to apply for 
coverage, contact EDD DI Customer Service 
at 1-800-480-3287 or EDD Employment Tax 
Customer Service at 1-888-745-3886.

DISABILITY
INSURANCE 
PROVISIONS
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DI Claim Management Offi ces

Alameda .....1600 Harbor Bay Parkway, Ste. 120
(write to: PO Box 1857, Oakland, CA 94604-1857)

Chico ..................................... 645 Salem Street
(write to: PO Box 8190, Chico, CA 95927-8190)

Chino Hills .. 15315 Fairfi eld Ranch Road, Ste. 100
(write to: PO Box 60006, City of Industry, CA 91716-0006)

Fresno ........... 2550 Mariposa Mall, Rm. 1080A
(write to: PO Box 32, Fresno, CA 93707-0032)

Long Beach ... 4300 Long Beach Blvd., Ste. 600
(write to: PO Box 469, Long Beach, CA 90801-0469)

Los Angeles ......888 S. Figueroa Street, Ste. 200
(write to: PO Box 513096, Los Angeles, CA 90051-1096

N. Los Angeles... 15400 Sherman Way, Rm. 500
(write to: PO Box 10402, Van Nuys, CA 91410-0402)

San Bernardino ...................371 West 3rd Street
(write to: PO Box 781, San Bernardino, CA 92402-0781)

San Diego .. 9246 Lightwave Avenue, Bldg. A, Ste. 300
(write to: PO Box 120831, San Diego, CA 92112-0831)

San Francisco ....... 745 Franklin Street, Rm. 300
(write to: PO Box 193534, San Francisco, CA 94119-3534)

San Jose ..................... 297 West Hedding Street
(write to: PO Box 637, San Jose, CA 95106-0637)

Santa Ana .. 605 West Santa Ana Blvd., Bldg. 28, Rm. 735
(write to: PO Box 1466, Santa Ana, CA 92702-1466)

Santa Barbara ................. 128 East Ortega Street
(write to: PO Box 1529, Santa Barbara, CA 93102-1529)

Santa Rosa ................... 606 Healdsburg Avenue
(write to: PO Box 700, Santa Rosa, CA 95402-0700)

Stockton ................... 528 North Madison Street
(write to: PO Box 201006, Stockton, CA 95201-9006)



(Fold) (Fold) (Fold) (Fold)

• When your claim is received, you may 
be contacted by mail or by telephone for 
additional information if needed. Most claims 
are processed within 14 days.

• The fi rst seven days of your disability claim 
are a “non payable” waiting period.

Benefi ts are paid as quickly as possible after all 
information to determine eligibility is received. 
If you meet all eligibility requirements, benefi ts 
will be authorized. If you are eligible for further 
benefi ts, you will be sent additional benefi ts 
automatically or sent a “continued claim” 
certifi cation form for you to complete for the 
next benefi t period. Usually these benefi t periods 
will be in two week intervals. However, the DI 
program pays benefi ts based on daily eligibility 
within a seven-day calendar week. Partial weeks 
are paid at a daily rate. This rate is one-seventh 
of your weekly benefi t amount. Please allow ten 
days from the date you mail a certifi cation for 
receipt of your payment.

How Your Benefi t Rate is Determined 

Your benefi t amounts are based on wages paid 
to you during a specifi c 12-month base period, 
which is determined by the date your claim 
begins. Therefore, you should carefully consider 
when to start your claim since this may affect 
your weekly benefi t rate, your maximum benefi t 
amount, and the period of your benefi t eligibility.

Only the wages in your base period that were 
subject to the disability insurance tax can be 
used in computing your benefi ts. To qualify, you 
must have earned at least $300 during your base 
period. The month in which your claim begins 
determines which four consecutive quarters 
must be used.

If your claim begins in:

• January, February, or March, your base 
period is the 12 months ending last 
September 30. (Example: A claim beginning 
February 14, 2011, uses a base period of 
October 1, 2009, through September 30, 
2010.)

• April, May, or June, your base period is the 
12 months ending last December 31.
(Example: A claim beginning June 20, 2011, 
uses a base period of January 1, 2009, through 
December 31, 2010.)

• July, August, or September, your base period is 
the 12 months ending last March 31. 

 (Example: A claim beginning September 27, 2011, 
uses a base period of April 1, 2010, through 
March 31, 2011.)

• October, November, or December, your base 
period is the 12 months ending last June 30. 
(Example: A claim beginning November 2, 2011, 
uses a base period of July 1, 2010, through
June 30, 2011.)

Exceptions: If your claim is determined to be invalid, 
but you were unemployed and seeking work for 60 days 
or more in any quarter of your base period, you may 
be able to substitute wages paid in prior quarters.

In addition, you may be entitled to substitute wages 
paid in prior quarters either to make your claim valid 
or to increase your benefi t amount, if during your 
base period you:

• were in the military service.

• received Workers’ Compensation benefi ts.

• did not work because of a labor dispute.

If your situation fi ts any of the above, include a note 
with your claim form.

Wage Continuation. If your employer continues 
to pay you wages while you are disabled, your DI 
benefi ts may be affected. DI benefi ts plus wages 
cannot exceed your regular weekly wage. Your DI 
benefi ts will not be affected by any vacation pay you 
may receive.

Maximum Benefi ts. The maximum benefi t amount 
is 52 times the weekly rate, but not more than your 
total base period wages. Exception: For employers 
and self-employed individuals who elect SDI 
coverage, the maximum benefi t amount is 39 times 
the weekly rate.

In addition, benefi ts are payable only for a limited 
period to a resident in an alcoholic recovery home 
or drug-free residential facility that is both licensed 
and certifi ed by the state in which the facility is 

located. However, disabilities related to or caused 
by acute or chronic alcoholism or drug abuse, 
being medically treated, do not have this limitation.

Pregnancy. As with any medical condition, your 
disability period begins the fi rst day you are unable 
to do your regular or customary work. DI benefi ts 
are based on the period of time your physician/
practitioner certifi es you are unable to do your regular 
or customary work. Do NOT send in your claim for 
pregnancy-related disability benefi ts until the date 
your physician/practitioner certifi es you are disabled.

NOTE: For information on Paid Family Leave 
bonding benefi ts, see the “Other Programs” section 
of this brochure.

You May Not be Eligible for Benefi ts

• If you are receiving Unemployment
Insurance or Paid Family Leave benefi ts.

• If you are not working or looking for work at the 
time you become disabled.

• If you are in custody due to conviction of a 
crime.

• If your full wages are paid.

• If you are receiving Workers’ Compensation at a 
weekly rate equal to or greater than the DI rate. 
If Workers’ Compensation benefi ts are paid at a 
lower rate than your DI rate, you may be paid 
the difference.

• For the amount of time a claim is late (without 
good cause).

• If you make a false statement or fail to report 
a material fact. (A 30 percent penalty may be 
assessed if benefi ts are overpaid because you 
willfully withheld a material fact or made a false 
statement.)

• If you fail to attend an independent medical 
examination when requested. (Fees for such 
examinations are paid by EDD.)

The California Unemployment Insurance 
Code provides for penalties consisting of fi nes, 
imprisonment, and loss of benefi t rights for fraud 
against the DI system.

Your Rights. You are entitled to:

• Know the reason and basis for any decision that 
affects your benefi ts.

• Appeal any decision about your eligibility for 
benefi ts. (Appeals must be sent to the DI offi ce 
in writing.)

• A hearing of your appeal before an Administrative 
Law Judge (ALJ). You may further appeal the 
ALJ’s decision to the California Unemployment 
Insurance Appeals Board and the courts.

• Privacy. Information about your claim will be 
kept confi dential except for the purposes allowed 
by law.

Your Obligations. You are responsible to: 

• Complete your claim and other forms correctly, 
completely, and truthfully.

• Mail your claim and other forms in the time 
limits shown on the forms. If you are late and you 
believe you have a good reason for being late, 
you should include a written explanation of the 
reason(s) with the form.

• Contact DI if you do not understand a question 
or how to answer it.

• Include your name and Social Security number 
on all letters to DI.

Contact DI

• By telephone: 1-800-480-3287 (English) or
1-866-658-8846 (Spanish).

• By U.S. mail: addressed to the offi ce handling 
your claim and on the Internet at http://
www.edd.ca.gov/Disability/Contact_SDI.
htm#bylocation. If you do not have a current 
claim, you may write to any DI Claim 
Management Offi ce.

• By TTY (teletypewriter for deaf, hearing-impaired, 
and speech-impaired persons only): 
1-800-563-2441.

• By Internet: 
 http://www.edd.ca.gov/About_EDD/Contact_EDD.htm

• In person by visiting any of the DI offi ces listed 
under “Disability Insurance Offi ce Locations.”

Other Programs

IF YOU ARE INJURED ON THE JOB or become 
ill as a result of your occupation, notify your 
employer.

IF YOU ARE ABLE AND AVAILABLE TO WORK 
but unemployed, contact the Unemployment 
Insurance Program of EDD at 1-800-300-5616
(TTY 1-800-815-9387).

IF YOU NEED HELP IN FINDING WORK, JOB 
TRAINING, RETRAINING, or other services in 
order to return to work, visit your local one-
stop career center listed in the white pages of 
your telephone directory and on the Internet at: 
www.servicelocator.org

IF YOUR DISABILITY IS PERMANENT or is 
expected to continue for a year or more, contact 
the U.S. Social Security Administration at 
1-800-772-1213 (TTY 1-800-325-0778) or on 
the Internet at: www.ssa.gov

IF A FAMILY MEMBER TAKES TIME OFF FROM 
WORK TO CARE FOR YOU, contact EDD’s Paid 
Family Leave program at 1-877-238-4373.

IF YOU TAKE TIME OFF FROM WORK TO 
BOND WITH A NEW CHILD, including newly 
adopted or newly placed foster children or those 
of your registered domestic partner, contact 
EDD’s Paid Family Leave program at 
1-877-238-4373 or TTY 1-800-445-1312.

NOTE: A Paid Family Leave bonding claim form 
will be sent automatically with the fi nal benefi t 
payment to new mothers receiving DI benefi ts.

IF YOU ARE A VICTIM OF A CRIME, call the 
California Victims Compensation Program at
1-800-777-9229. TTY users may contact the 
Program via TTY at 1-800-735-2929 (English) or
TTY at 1-800-855-3000 (Spanish). You may also 
contact your county Victim/Witness Assistance 
Center.

QUESTIONS ABOUT SPOUSAL OR PARENTAL 
SUPPORT obligations should be directed to 
the District Attorney’s Offi ce for the county that 
issued the court order.

QUESTIONS ABOUT CHILD SUPPORT 
obligations should be directed to the 
Department of Child Support Services at 
1-866-249-0773.
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Introductory Statement 
 

Welcome! As an employee of PRG Insurance Recruiters (the “Company”), you are an important 

member of a team effort. We hope that you will find your position with the Company rewarding, 

challenging, and productive. 

Because our success depends upon the dedication of our employees, we are highly selective in 

choosing new members of our team. We look to you and the other employees to contribute to the 

success of the Company. 

This employee handbook is intended to explain the terms and conditions of employment of all 

temporary full- and part-time employees.  

This handbook summarizes the policies and practices in effect at the time of publication. This 

handbook supersedes all previously issued handbooks and any policy or benefit statements or 

memoranda that are inconsistent with the policies described here. Your Company representative will be 

happy to answer any questions you may have. 

 

 

Right to Revise 
 

This employee handbook contains the employment policies and practices of PRG Insurance Recruiters 

in effect at the time of publication. All previously issued handbooks and any inconsistent policy 

statements or memoranda are superseded. 

PRG Insurance Recruiters reserves the right to revise, modify, delete, or add to any and all policies, 

procedures, work rules, or benefits stated in this handbook or in any other document, except for the 

policy of at-will employment. However, any such changes must be in writing and must be signed by 

the president of PRG Insurance Recruiters. 

Any written changes to this handbook will be distributed to all employees so that employees will be 

aware of the new policies or procedures. No oral statements or representations can in any way alter the 

provisions of this handbook. 

This handbook sets forth the entire agreement between you and PRG Insurance Recruiters as to the 

duration of employment and the circumstances under which employment may be terminated. Nothing 

in this employee handbook or in any other personnel document creates or is intended to create a 

promise or representation of continued employment for any employee. 

 

 

At-Will Employment Status 
 
PRG Insurance Recruiters personnel are employed on an at-will basis. Employment at-will means that 

the employment relationship may be terminated, with or without cause and with or without advance 
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notice at any time by the employee or the Company. Nothing in this handbook shall limit the right to 

terminate at-will employment. No manager, supervisor, or employee of the Company has any authority 

to enter into an agreement for employment for any specified period of time or to make an agreement 

for employment on other than at-will terms. Only the President/CEO of PRG Insurance Recruiters has 

the authority to make any such agreement, which is binding only if it is in writing. 

 

 

Equal Employment Opportunity (5 or More Employees) 
 

PRG Insurance Recruiters is an equal opportunity employer and makes employment decisions on the 

basis of merit. We want to have the best available persons in every job. Company policy prohibits 

unlawful discrimination based on race, color, creed, gender (including gender identity and gender 

expression), religion, marital status, registered domestic partner status, age, national origin or ancestry, 

physical or mental disability, medical condition (including cancer and genetic characteristics), genetic 

information, sexual orientation, or any other consideration made unlawful by federal, state, or local 

laws. It also prohibits unlawful discrimination based on the perception that anyone has any of those 

characteristics, or is associated with a person who has or is perceived as having any of those 

characteristics. All such discrimination is unlawful. 

The Company is committed to compliance with all applicable laws providing equal employment 

opportunities. This commitment applies to all persons involved in Company operations and prohibits 

unlawful discrimination by any employee of the Company, including supervisors and coworkers. 

If you believe you have been subjected to any form of unlawful discrimination, submit a written 

complaint to your Company representative. Your complaint should be specific and should include the 

names of the individuals involved and the names of any witnesses. If you need assistance with your 

complaint, or if you prefer to make a complaint in person, contact your Company representative. The 

Company will immediately undertake an effective, thorough, and objective investigation and attempt to 

resolve the situation. Appropriate action will be taken to deter any future discrimination. The Company 

will not retaliate against you for filing a complaint and will not knowingly permit retaliation by 

management employees or your coworkers. 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with 

a disability, the Company will make reasonable accommodations for the known physical or mental 

limitations of an otherwise qualified individual with a disability who is an applicant or an employee 

unless undue hardship would result. 

Any applicant or employee who requires an accommodation in order to perform the essential functions 

of the job should contact your Company representative and discuss the need for an accommodation.   

If the accommodation is reasonable and will not impose an undue hardship, the Company will make 

the accommodation. 
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Anti-Harassment 
 

PRG Insurance Recruiters is committed to providing a work environment free of harassment, 

disrespectful or other unprofessional conduct. Company policy prohibits conduct that is disrespectful, 

unprofessional as well as harassment based on  pregnancy, childbirth or related medical conditions, 

race, religious creed, color, gender (including gender identity and gender expression), national origin or 

ancestry, physical or mental disability, medical condition, genetic information, marital status, 

registered domestic partner status, age, sexual orientation or any other basis protected by federal, state 

or local law or ordinance or regulation. All such conduct violates company policy. The Company’s 

anti-harassment policy applies to all persons involved in the operation of the Company and prohibits 

harassment, disrespectful or unprofessional conduct by any employee of the Company, including 

supervisors and managers, as well as vendors, customers, independent contractors and any other 

persons. It also prohibits harassment, disrespectful or unprofessional conduct based on the perception 

that anyone has any of those characteristics, or is associated with a person who has or is perceived as 

having any of those characteristics.  

Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, the 

following behavior: 

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 

advances, invitations or comments; 

• Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, 

drawings or gestures; 

• Physical conduct including assault, unwanted touching, intentionally blocking normal 

movement or interfering with work because of sex, race or any other protected basis; 

• Threats and demands to submit to sexual requests as a condition of continued employment, or 

to avoid some other loss and offers of employment benefits in return for sexual favors;  

• Retaliation for reporting or threatening to report harassment; and 

• Communication via electronic media of any type that includes any conduct that is prohibited 

by state and/or federal law, or by company policy. 

If you believe that you have been the subject of harassment or other prohibited conduct, bring your 

complaint to your PRG Insurance Recruiters representative or Vice President of Operations at PRG 

Insurance Recruiters as soon as possible after the incident. You will be asked to provide details of the 

incident or incidents, names of individuals involved and names of any witnesses. It would be best to 

communicate your complaint in writing, but this is not mandatory. Supervisors will refer all complaints 

involving harassment or other prohibited conduct to the personnel administrator, investigative officer 

or the president of the Company. The Company will immediately undertake an effective, thorough and 

objective investigation of the allegations. The Company will not retaliate against you for filing a 

complaint and will not tolerate or permit retaliation by management, employees, or co-workers.  

The Company encourages all employees to report any incidents of harassment or other prohibited 

conduct forbidden by this policy immediately so that complaints can be quickly and fairly resolved. 

You also should be aware that the Federal Equal Employment Opportunity Commission and the 
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California Department of Fair Employment and Housing investigate and prosecute complaints of 

prohibited harassment in employment. If you think you have been harassed or that you have been 

retaliated against for resisting or complaining, you may file a complaint with the appropriate agency. 

The nearest office is listed in the telephone book. 

 

 

Temporary Employees 
 

Temporary employees are those employed for assignments through PRG Insurance Recruiters. 

Temporary employees may work full-time or part-time. Temporary employees are not eligible for 

employee benefits except those mandated by applicable law. 

 

 

Nondisclosure or Use of Trade Secrets 
 

During the term of employment with PRG Insurance Recruiters, employees may have access to and 

become familiar with information of a confidential, proprietary, or secret nature, which is or may be 

either applicable or related to the present or future business of the Company or the Company's Clients, 

its research and development, or the business of its customers. For example, trade secret information 

includes, but is not limited to, devices, inventions, processes and compilations of information, records, 

specifications, and information concerning customers or vendors. Employees shall not disclose any of 

the above-mentioned trade secrets, directly or indirectly, or use them in any way, either during the term 

of their employment or at any time thereafter, except for the benefit of the Company and as required in 

the course of employment with the Company. Employee agrees that he or she will not remove or 

otherwise transmit confidential, proprietary or secret information without express prior written consent 

of an authorized company representative.  The above agreement should not be construed as 

constituting a promise of continued employment for at-will employment purposes.   

 

 

Names and Addresses 
 

PRG Insurance Recruiters is required by law to keep current all employees’ names and addresses. 

Employees are responsible for notifying the Company in the event of a name or address change. 

 

 

Personnel Records 
 

Review of Personnel Records 

You may request a review of your personnel file. The review must take place during regular business 

hours and must be requested two weeks in advance.  The review must take place in the presence of a 

Company representative at a mutually convenient time.  You are entitled to a copy of any document 

that you signed.  You will not be able to copy any other documents in your personnel file, but you may 



Employee Handbook - PRG Insurance Recruiters 
_______________________________________________________________________________________________ 

 

_______________________________________________________________________________________________ 
Page 8 of 30 

take notes.  Access to personnel files is limited—you may review only your file, and you may not 

have others present, whether employees or non-employees.  You may add comments to any disputed 

item in the file, but nothing can be removed from personnel files. 

Disclosure of Personnel Information 

PRG Insurance Recruiters will restrict disclosure of your personnel file to authorized individuals within 

the Company. Disclosure of personnel information to outside sources will be limited. However, PRG 

Insurance Recruiters will cooperate with requests from authorized law enforcement or local, state, or 

federal agencies conducting official investigations and as otherwise legally required. 
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Pregnancy Disability Leave (5 or More Employees) 
 

Any female employee planning to take pregnancy disability leave should advise the Company 

representative as early as possible. The individual should make an appointment to discuss the following 

conditions: 

• Employees who need to take pregnancy disability must inform PRG Insurance Recruiters when 

a leave is expected to begin and how long it will likely last. If the need for a leave or transfer is 

foreseeable, employees must provide notification at least 30 days before the pregnancy 

disability leave or transfer is to begin. Employees must consult with the Company 

representative regarding the scheduling of any planned medical treatment or supervision in 

order to minimize disruption to the operations of the Company. Any such scheduling is subject 

to the approval of the employee’s health care provider; 

• If 30 days’ advance notice is not possible, notice must be given as soon as practical; 

• Upon the request of an employee and recommendation of the employee’s physician, the 

employee’s work assignment may be changed if necessary to protect the health and safety of 

the employee and her child; 

• Temporary transfers due to health considerations maybe granted when possible. However, the 

transferred employee will receive the pay that accompanies the job, as is the case with any 

other temporary transfer due to temporary health reasons; 

• Pregnancy leave usually begins when ordered by the employee’s physician. The employee 

must provide PRG Insurance Recruiters with a certification from a health care provider. The 

certification indicating disability should contain: 

• The date on which the employee became disabled due to pregnancy; 

• The probable duration of the period or periods of disability; and 

• A statement that, due to the disability, the employee is unable to perform one or more 

of the essential functions of her position without undue risk to herself, the successful 

completion of her pregnancy, or to other persons. 

• Leave returns will be allowed only when the employee’s physician sends a release; 

• Duration of the leave will be determined by the advice of the employee’s physician, but 

employees disabled by pregnancy may take up to four months. Part-time employees are 

entitled to leave on a pro rata basis. The four months of leave includes any period of time for 

actual disability caused by the employee’s pregnancy, childbirth, or related medical condition. 

This includes leave for severe morning sickness and for prenatal care. 

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as 

needed. Leave may be taken in increments of eight hours. 

Under most circumstances, upon submission of a medical certification that an employee is able to 

return to work from a pregnancy disability leave, an employee will be reinstated to active status for 

further assignments. An employee returning from a pregnancy disability leave has no greater right to 

reinstatement than if the employee had been continuously employed. 
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Workers' Compensation 
 

PRG Insurance Recruiters, in accordance with state law, provides insurance coverage for employees in 

case of work-related injury. The workers’ compensation benefits provided to injured employees may 

include: 

• Medical care; 

• Cash benefits, tax free, to replace lost wages; and 

• Assistance to help qualified injured employees return to suitable employment. 

To ensure that you receive any workers’ compensation benefits to which you may be entitled, you will 

need to: 

• Immediately report any work-related injury to your Company representative; 

• Seek medical treatment and follow-up care if required; 

• Complete a written Employee’s Claim for Workers Compensation Benefits (DWC Form 1) and 

return it to your Company representative; and 

• Provide the Company with a certification from your health care provider regarding the need for 

workers’ compensation disability leave, as well as your eventual ability to return to work from 

the leave. 

Upon submission of a medical certification that an employee is able to return to work after a workers’ 

compensation leave, the employee under most circumstances will be reinstated to his or her same 

position held at the time the leave began, or to an equivalent position, if available. An employee 

returning from a workers’ compensation leave has no greater right to reinstatement than if the 

employee had been continuously employed rather than on leave. For example, if the employee on 

workers’ compensation leave would have been laid off had he or she not gone on leave, or if the 

employee’s position has been eliminated or filled in order to avoid undermining the Company’s ability 

to operate safely and efficiently during the leave, and no equivalent or comparable positions are 

available, then the employee would not be entitled to reinstatement. 

An employee’s return depends on his or her qualifications for any existing openings. If, after returning 

from a workers’ compensation disability leave, an employee is unable to perform the essential 

functions of his or her job because of a physical or mental disability, the Company’s obligations to the 

employee may include reasonable accommodation, as governed by the Americans with Disabilities 

Act. 

The law requires PRG Insurance Recruiters to notify the workers’ compensation insurance company of 

any concerns of false or fraudulent claims. 

Post Injury will require a drug test.  
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Insurance Benefits 
 

Disability Insurance 

Each employee contributes through payroll tax to California’s state disability insurance programs. 

Disability insurance is mandated by the California Unemployment Insurance Code and administered by 

the Employment Development Department. Disability insurance is payable when you cannot work 

because of illness or injury not caused by employment at the Company. An additional tax funds the 

state’s Paid Family Leave program, and provides partial wage replacement for absences related to care 

of a family member, or bonding with a new child.  

Unemployment Compensation 

PRG Insurance Recruiters contributes to the California Unemployment Insurance Fund on behalf of its 

employees. Once completing an assignment, you have the right to file for unemployment insurance 

benefits. Contact your PRG Insurance Recruiters representative to inquire about new assignments.  

Social Security 

Social Security is an important part of every employee’s retirement benefit. PRG Insurance Recruiters 

pays a matching contribution to each employee’s Social Security taxes.  

Workers’ Compensation 

You are protected by the Company’s workers’ compensation insurance policy while employed by PRG 

Insurance Recruiters, at no cost to you. The policy covers you in case of occupational injury or illness. 
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Punctuality and Attendance 
 

As an employee of PRG Insurance Recruiters, you are expected to be punctual and regular in 

attendance. Any tardiness or absence causes problems for your fellow employees and your supervisor. 

When you are absent, your assigned work must be performed by others.  

Employees are expected to report to work as scheduled, on time, and prepared to start work. 

Employees also are expected to remain at work for their entire work schedule, except for meal periods 

or when required to leave on authorized Company business. Late arrival, early departure, or other 

unanticipated and unapproved absences from scheduled hours are disruptive and must be avoided.  

If you are unable to report for work on any particular day, you call your Company representative and 

the supervisor at your assignment at least one hour before the time you are scheduled to begin working 

for that day. When calling PRG Insurance Recruiters it is ok to leave a message on the main voicemail, 

make sure to include your name, position, company, and supervisor of your assignment. When calling 

the supervisor at the assignment make every effort to talk to someone instead of leaving a message on a 

voicemail. Employees also must inform the Company representative and supervisor of the expected 

duration of any absence. Excessive absenteeism or tardiness, whether excused or not, will not be 

tolerated.  

If you are unable to complete your assignment you must contact your Company representative 

immediately. A two to three days notice to refill your assignment would be appreciated and may reflect 

on further assignments. If the supervisor informs you of either an early completion or extended 

assignment, contact your Company representative.  

If you need to take time off or make adjustments to your schedule you should contact your Company 

representative and the supervisor at the assignment.  

If you fail to report for work without any notification to your supervisor and your absence continues for 

a period of three days, PRG Insurance Recruiters will consider that you have voluntarily abandoned or 

quit your employment. 

 

 

Prohibited Conduct 
 

Employees are expected to conduct themselves in a manner to further the Company’s objectives. 

The following conduct is prohibited and will not be tolerated by PRG Insurance Recruiters. This list of 

prohibited conduct is illustrative only; other types of conduct that threaten security, personal safety, 

employee welfare and Company operations also may be prohibited and will result in disciplinary action 

up to and including termination.  

• Falsifying employment records, employment information, or other Company records (note that 

employment information includes Social Security Numbers and any other documents used to 

verify identity and ability to work in the United States); 
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• Recording the work time of another employee or allowing any other employee to record your 

work time, or falsifying any time card, either your own or another employee’s; 

• Inefficient or careless performance of job responsibilities or inability to perform job duties 

satisfactorily; 

• Theft and deliberate or careless damage or destruction of any Company property, or the 

property of any employee or customer;  

• Removing or borrowing Company property without prior authorization; 

• Unauthorized use or misuse of Company equipment, time, materials, or facilities; 

• Provoking a fight or fighting during working hours or on Company property; 

• Participating in horseplay or practical jokes on Company time or on Company premises; 

• Carrying firearms or any other dangerous weapons on Company premises at any time; 

• Engaging in criminal conduct whether or not related to job performance; 

• Causing, creating, or participating in a disruption of any kind during working hours on 

Company property; 

• Insubordination, including but not limited to failure or refusal to obey the orders or instructions 

of a supervisor or member of management, or the use of abusive or threatening language 

toward a supervisor or member of management; 

• Using abusive, threatening or intimidating language at any time on Company's time or on 

premises; 

• Failing to notify a supervisor when unable to report to work;  

• Unreported absence of three consecutive days; 

• Failing to obtain permission to leave work for any reason during normal working hours; 

• Failing to observe working schedules, including rest and lunch periods; 

• Failing to provide a physician’s certificate when requested or required to do so; 

• Sleeping or malingering on the job; 

• Working overtime without authorization or refusing to work assigned overtime; 

• Violation of dress standards; 

• Violating any safety, health, security or Company policy, rule, procedure or violation of the 

Company’s drug and alcohol policy; 

• Committing a fraudulent act or a breach of trust under any circumstances; 

• Committing of or involvement in any act of unlawful harassment of another individual; and 

• Failing to promptly report work-related injury or illness. 

 

This statement of prohibited conduct does not alter the Company’s policy of at-will employment. 

Either you or PRG Insurance Recruiters remain free to terminate the employment relationship at any 

time, with or without reason or advance notice. 
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Drug and Alcohol Abuse 
 

PRG Insurance Recruiters is concerned about the use of alcohol, illegal drugs, or controlled substances 

as it affects the workplace. Use of these substances, whether on or off the job can detract from an 

employee’s work performance, efficiency, safety, and health, and therefore seriously impair the 

employee’s value to the Company. In addition, the use or possession of these substances on the job 

constitutes a potential danger to the welfare and safety of other employees and exposes the Company to 

the risks of property loss or damage, or injury to other persons. 

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 

job performance and may seriously impair the employee’s value to the Company.  

The following rules and standards of conduct apply to all employees either on Company property or 

during the workday (including meals and rest periods). Behavior that violates Company policy 

includes: 

• Possession or use of an illegal or controlled substance, or being under the influence of an 

illegal or controlled substance while on the job; 

• Driving a Company vehicle while under the influence of alcohol; and 

• Distribution, sale, or purchase of an illegal or controlled substance while on the job. 

Violation of these rules and standards of conduct will not be tolerated. PRG Insurance Recruiters also 

may bring the matter to the attention of appropriate law enforcement authorities.  

In order to enforce this policy, PRG Insurance Recruiters reserves the right to conduct searches of 

Company property or employees and/or their personal property, and to implement other measures 

necessary to deter and detect abuse of this policy.  

Any employee who is using prescription or over-the-counter drugs that may impair the employee’s 

ability to safely perform the job, or affect the safety or well-being of others, must notify your Company 

representative of such use immediately before starting or resuming work.  

 

 

Payment of Wages 
 

Weekly Payments 

All employees of PRG Insurance Recruiters are paid on Friday for work performed during the previous 

one-week pay period.  Paychecks are available Friday mornings by 9:00 am. If you need to pick up 

your paycheck, call your Company representative by Tuesday morning. Paychecks are normally mailed 

by Wednesday. 

If you observe an error on your check, please report it immediately to your Company representative. 
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Direct Deposit 

PRG Insurance Recruiters offers automatic payroll deposit for employees. You may begin and stop 

automatic payroll deposit at any time. To begin automatic payroll deposit, you must complete a form 

and return it to your Company representative at least 10 days before the pay period for which you 

would like the service to begin. You should carefully monitor your payroll deposit statements for the 

first two pay periods after the service begins. 

To stop automatic payroll deposit, complete the form and return it to your Company representative at 

least 10 days before the pay period for which you would like the service to end. You will receive a 

regular payroll check on the first pay period after the receipt of the form, provided it is received no 

later than 10 days before the end of the pay period. 

 

 

Dress Code and Other Personal Standards 
 

Because each employee is a representative of PRG Insurance Recruiters in the eyes of the public, each 

employee must report to work properly groomed and wearing appropriate clothing. Employees are 

expected to dress neatly and in a manner consistent with the nature of the work performed. Employees 

who report to work inappropriately dressed may be asked to clock out and return in acceptable attire. 

Your Company representative will inform you whether the dress code for each assignment is 

professional, business casual or casual attire before you begin an assignment.  
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Timekeeping Requirements 
 

All nonexempt employees are required to use a timesheet to record time worked for payroll purposes. 

All time worked must be accurately reported on your timesheet.  

Employees must record their own time at the start and at the end of each work period. Employees must 

record the start and end of the meal period. The supervisor at the assignment must sign your timesheet 

prior to faxing it to the office.  

Employees are not allowed to work “off the clock.” Working off the clock violates company policy.   

Your timesheet is due weekly. At the weekly completion of your assignment fax your timesheet to the 

office. The deadline to turn in your timesheet and get paid the following week is Monday at 12:00 

noon. If Monday is a holiday, fax your timesheet by Friday. If you are unable to fax your timesheet by 

the deadline, call your Company representative to make other arrangement.  

Any handwritten marks or changes on the timecard must be initialed by a supervisor. Recording time 

on another employee’s timecard, allowing another employee to record time on your timecard, or 

altering a timecard is not permissible and is subject to disciplinary action.  

Employees will be required to certify that their time record is accurate. Any errors on your timecard 

should be reported immediately to your Company representative. 

Please also refer to PRG Insurance Recruiter’s Meal and Rest Break Policy. 

 

 

Meal and Rest Periods 
 

Rest Breaks 

All nonexempt employees are entitled to rest break periods during their workday. If you are a 

nonexempt employee, you will be paid for all such break periods, and you will not clock out. You are 

required to remain on the work premises during your rest break(s). You are expected to return to work 

promptly at the end of any rest break. 

Number of Rest Breaks 

You will be authorized and permitted one (1) 10-minute net rest break for every four (4) hours you 

work (or major fraction thereof, which is defined as any amount of time over two [2] hours). A rest 

break need not be authorized for employees whose total daily work time is less than three and one half 

(3.5) hours.   

If you work a shift from three and one-half (3.5) to six (6) hours in length you will be entitled to one 

(1) ten-minute rest break. If you work more than six (6) hours and up to 10 hours, you will be entitled 

to two (2) ten-minute rest breaks. If you work more than 10 hours and up to 14 hours, you will be 
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entitled to three (3) ten-minute rest breaks.   

Timing of Rest Breaks 

You are authorized and permitted to take a rest break in the middle of each four hour work period.  

From time to time there may be practical considerations that make this general timing infeasible and 

require to deviate from this general rule.  

 

Meal Period 
 

All nonexempt employees will be provided an uninterrupted unpaid meal period of at least 30 minutes 

if you work more than five (5) hours in a workday. You must clock out for your meal period. You will 

be permitted a reasonable opportunity to take this meal period, and you will be relieved of all duty.  

During your meal period, you are free to come and go as you please and are free to leave the premises. 

You are expected to return to work promptly at the end of any meal period.  

 

If your total work period for the day is more than five hours per day but no more than six hours, you 

may waive the meal period. This cannot be done without the mutual consent of you and your 

supervisor.  

 

Timing of Meal Period 

Your meal period will be provided no later than the end of your fifth hour of work. For example, if you 

begin work at 8:00 a.m., you must start your meal period by 12:59 p.m. (which is before the end of 

your fifth hour of work). 

 

Second Meal Period 

If you work more than 10 hours in a day, you will be provided a second, unpaid meal period of at least 

30 minutes. Again, you must clock out for your meal period. You will be permitted a reasonable 

opportunity to take this meal period, and you will be relieved of all duty. There will be no control over 

your activities during your meal period. During your meal period, you are free to leave the premises 

and are free to come and go as you please. You are expected to return to work promptly at the end of 

any meal period.  

 

Depending on the circumstances, you may be able to waive your second meal period if you took the 

first meal period and if your total hours worked for the day is no more than twelve hours. This cannot 

be done without the mutual consent of you and your supervisor. 

 

Timing of Second Meal Period 

This second meal period will be provided no later than the end of your 10th
 hour of work. For example, 

if you begin work at 8:00 a.m., you must start your second meal period by 5:59 p.m. (which is before 

the end of your tenth hour of work).  

 

Recording Meal Periods  

You must clock out for any meal period and record the start and end of the meal period.   

Employees are not allowed to work “off the clock.” All work time must be accurately reported on your 

time record. 

 

If for any reason you are not provided a meal period in accordance with our policy, or if you are in any 

way discouraged or impeded from taking your meal period or from taking the full amount of time 

allotted to you, please immediately notify your Company representative. 
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Anytime you miss a meal period that was provided to you (or you work any portion of a provided meal 

period), you will be required to report to your Company representative and document the reason for the 

missed meal period or time worked. 

 

Please also refer to PRG Insurance Recruiters' Timekeeping Policy. 
 

 

Work Schedules 
 

Your Company representative will assign your initial start date and time for the assignment. Your 

supervisor will assign your individual work schedule. All employees are expected to be at their desks 

or workstations at the start of their scheduled shifts, ready to work. 

If you need to modify your schedule, notify your supervisor and your Company representative, who 

may authorize if possible. Modification to work schedule will not be approved for the mere 

convenience of an employee or if the exchange interferes with normal operations or results in excessive 

overtime. 

The workweek begins on Monday and ends on Sunday.  

 

 

Overtime for Non-Exempt Employees 
 

Employees may be required to work overtime as necessary. Only actual hours worked in a given 

workday or workweek can apply in calculating overtime. All overtime work must be previously 

authorized by your supervisor and your Company representative. PRG Insurance Recruiters provides 

compensation for all overtime hours worked by non-exempt employees in accordance with state and 

federal law as follows: 

• All hours worked in excess of eight hours in one workday or 40 hours in one workweek will be 

treated as overtime. A workday begins at 12:01 a.m. and ends at midnight 24 hours later. 

Workweeks begin each Sunday at 12:01 am; 

• Compensation for hours in excess of 40 for the workweek, or in excess of eight and not more 

than 12 for the workday, and for the first eight hours on the seventh consecutive day of work in 

one workweek, shall be paid at a rate one and one-half times the employee's regular rate of 

pay; 

• Compensation for hours in excess of 12 in one workday and in excess of eight on the seventh 

consecutive workday in a workweek shall be paid at double the regular rate of pay; and 

• Exempt employees may have to work hours beyond their normal schedules as work demands 

require. No overtime compensation will be paid to exempt employees. 
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Makeup Time 
 

PRG Insurance Recruiters allows the use of makeup time when non-exempt employees need time off to 

tend to personal obligations. Makeup time worked will not be paid at an overtime rate. 

Employees may take time off and then make up the time later in the same workweek, or may work 

extra hours earlier in the workweek to make up for time that will be taken off later in the workweek.  

Makeup time requests must be submitted in writing to your supervisor, with your signature and faxed 

in with your weekly timesheets. Requests will be considered for approval based on the legitimate 

business needs of the Company at the time the request is submitted. A separate written request is 

required for each occasion the employee requests makeup time. 

All makeup time must be worked in the same workweek as the time taken off. The Company’s 

seven-day workweek is Monday through Sunday. Employees may not work more than 11 hours in a 

day or 40 hours in a workweek as a result of making up time that was or would be lost due to a 

personal obligation. 

If you take time off and are unable to work the scheduled makeup time for any reason, the hours 

missed will normally be unpaid. If you work makeup time in advance of time you plan to take off, you 

must take that time off, even if you no longer need the time off for any reason. 

An employee’s use of makeup time is completely voluntary. PRG Insurance Recruiters does not 

encourage, discourage, or solicit the use of makeup time. 
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Workplace Violence 
 

PRG Insurance Recruiters has adopted the following workplace violence policy to ensure a safe 

working environment for all employees. 

The Company has zero tolerance for acts of violence and threats of violence. Without exception, acts 

and threats of violence are not permitted. All such acts and threats, even those made in apparent jest, 

will be taken seriously, and will lead to discipline up to and including termination.  

Possession of non-work related weapons on Company premises and at Company-sponsored events 

shall constitute a threat of violence. 

It is every employee’s responsibility to assist in establishing and maintaining a violence-free work 

environment. Therefore, each employee is expected and encouraged to report any incident which may 

be threatening to you or your co-workers or any event which you reasonably believe is threatening or 

violent. You may report an incident to any supervisor and your Company representative. 

A threat includes, but is not limited to, any indication of intent to harm a person or damage Company 

property. Threats may be direct or indirect, and they may be communicated verbally or nonverbally. 

The following are examples of threats and acts that shall be considered violent – this list is in no way 

all-inclusive: 

 

Example Type of Threat 

Saying, “Do you want to see your next birthday?” Indirect 

Writing, “Employees who kill their supervisors have the right idea.” Indirect 

Saying, “I’m going to punch your lights out.” Direct 

Making a hitting motion or obscene gesture Nonverbal 

Displaying weapons Extreme 

Stalking or otherwise forcing undue attention on someone, whether romantic 

or hostile 

Extreme 

Taking actions likely to cause bodily harm or property damage Acts of violence 

 

 

 

Recreational Activities and Programs 
 

PRG Insurance Recruiters or its insurer will not be liable for payment of workers’ compensation 

benefits for any injury that arises out of an employee’s voluntary participation in any off-duty 
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recreational, social, or athletic activity that is not part of the employee’s work-related duties. 

 

 

Health and Safety 
 

All employees are responsible for their own safety, as well as that of others in the workplace. To help 

us maintain a safe workplace, everyone must be safety-conscious at all times. Report all work-related 

injuries or illnesses immediately to your supervisor and to your Company Representative. In 

compliance with California law, and to promote the concept of a safe workplace, PRG Insurance 

Recruiters maintains an Injury and Illness Prevention Program. The Injury and Illness Prevention 

Program is available for review by employees and/or employee representatives in the Vice President of 

Operation's office. 

In compliance with Proposition 65, PRG Insurance Recruiters will inform employees of any known 

exposure to a chemical known to cause cancer or reproductive toxicity. 

 

 

Ergonomics 
 

PRG Insurance Recruiters is subject to Cal/OSHA ergonomics standards for minimizing workplace 

repetitive motion injuries.  The Company encourages safe and proper work procedures and requires all 

employees to follow safety instructions and guidelines. 

PRG Insurance Recruiters believes that reduction of ergonomic risk is instrumental in maintaining an 

environment of personal safety and well-being, and is essential to our business. If you have any 

questions about ergonomics, please contact your Company's Representative. 
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Voluntary Resignation 
 

Voluntary resignation results when an employee voluntarily quits his or her employment at PRG 

Insurance Recruiters, or fails to report to work for three consecutively scheduled workdays without 

notice to, or approval by, his or her supervisor. All Company-owned property, including vehicles, keys, 

uniforms, identification badges, and credit cards, must be returned immediately upon termination of 

employment. 

 

 

Involuntary Termination and Discipline 
 

Violation of PRG Insurance Recruiters policies and rules may warrant disciplinary action. The system 

is not formal and PRG Insurance Recruiters may, in its sole discretion, utilize whatever form of 

discipline is deemed appropriate under the circumstances, up to, and including, termination of 

employment. The Company’s policy of discipline in no way limits or alters the at-will employment 

relationship. 

 

 

Employee References 
 

All requests for references must be directed to the Vice President of Operations in writing. By 

policy, PRG Insurance Recruiters discloses the dates of employment, the title of the last position held, 

and amount of salary last earned. 



 

 

Acknowledgement of Employee Handbook 

I have received my copy of the Company’s employee handbook. I understand and agree that it is my 

responsibility to read and familiarize myself with the policies and procedures contained in the handbook. 

I understand that except for employment at-will status, any and all policies or practices can be changed at 

any time by the Company. PRG Insurance Recruiters reserves the right to change my hours, wages, and 

working conditions at any time. I understand and agree that other than the President/CEO of PRG 

Insurance Recruiters, no manager, supervisor, or representative of the Company has authority to enter into 

any agreement, express or implied, for employment for any specific period of time, or to make any 

agreement for employment other than at-will; only the President/CEO has the authority to make any such 

agreement and then only in writing, signed by the President/CEO. 

I understand and agree that nothing in the employee handbook creates or is intended to create a promise 

or representation of continued employment and that employment at PRG Insurance Recruiters is 

employment at-will; employment may be terminated at the will of either the Company or myself. My 

signature certifies that I understand that the foregoing agreement on at-will status is the sole and entire 

agreement between PRG Insurance Recruiters and myself concerning the duration of my employment and 

the circumstances under which my employment may be terminated. It supersedes all prior agreements, 

understandings, and representations concerning my employment with PRG Insurance Recruiters. 

  

Employee’s Signature______________________________________________ 

Employee’s Printed Name __________________________________________________ 

Date ____________________________ 


