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CAREER GROUP COMPANIES (“CGC”) TEMPORARY & FREELANCE GUIDELINES 
 
 

1. Career Group, Inc., dba Career Group Companies, Syndicatebleu, Fourth Floor Fashion Talent, Lifestyle Talent 
Partners, and Career Group Search is your employer. 
 

2. By submitting this timecard, you certify that: 
a. You have entered the correct hours worked, including your meal periods. 
b. Expenses submitted have been approved, in advanced, by your client supervisor.  
c. All meal periods, rest periods and breaks were provided in accordance with the applicable section 

below. Should your client supervisor impede or discourage you from taking an on-time meal period or 
rest break, you must contact your CGC Account Manager immediately and before submitting your 
timecard. See below for state/city specific rules and guidelines surrounding meal periods and breaks. 

d. You have not worked or been requested to work any “off-the-clock” or unreported hours. Working any 
such unreported hours is strictly prohibited and if any client supervisor requests or requires you to work 
any unreported hours you must immediately report that to your CGC Account Manager.  You will not 
be subjected to any retaliation for making such a report. 

  
3. An authorized representative of the client must approve the timecard.  

 
4. You are absolutely prohibited on assignment, without the prior written consent of CGC, from: 1) operating any 

motorized vehicle; 2) operating any machinery (other than standard office equipment); 3) lifting or otherwise 
moving any heavy objects; 4) making financial decisions or handling any securities, cash or other valuables; 5) 
taking client-owned laptops or other property off client’s premises; and 56) traveling for work outside of your 
normal commute. You must contact your CGC Account Manager immediately if you are asked by your client 
supervisor to do any of the above. 
 

5. Either you or CGC may terminate the employment relationship at any time, for any lawful reason, with or 
without cause or advance notice. 
 

6. You are considered a non-exempt employee for purposes of federal and applicable state and local wage and 
hour laws, unless otherwise designated in writing.   
 

7. California Non-Exempt Employees 
a. Meal Periods 

i. If you work more than 5 hours in 1 day, you must take at least a 30-minute continuous and 
uninterrupted duty-free meal period. You must start your meal period no later than immediately 
following your completion of 5 hours of work (including break periods). Example: If you begin 
working at 8:30 a.m., you must start your meal period no later than 1:30 p.m. You may, with the 
mutual consent of CGC and the client, waive this meal period if your workday is limited to 6 hours. 
Your continuous and uninterrupted duty-free meal period must be recorded on your timecard 
each day. If you do not take an on-time, 30-minute meal period, you must answer the questions 
in the Meal Exceptions section when you submit your timecard as to whether it was voluntary or 
not. 
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ii. If you work more than 10 hours in 1 day, you are entitled to take a 2nd 30-minute meal period no 
later than immediately following your completion of 10 hours of work. You may, with the mutual 
consent of CGC and the client, waive this 2nd meal period, only if you did not waive the 1st meal 
period and your workday does not exceed 12 hours. If you do not take a 2nd, on-time, 30-minute 
meal period, you must answer the questions in the Meal Exceptions section when you submit 
your timecard as to whether it was voluntary or not. 

 
iii. If you work more than 3½ hours, you are entitled to paid rest periods at the rate of one 10-minute 

rest period per 4 hours worked or major fraction thereof. 
  

b. Overtime 
i. You are not to work any overtime unless approved in advance by your supervisor.  

ii. Overtime, at the rate of 1.5 times the regular rate, accrues after you work 8 hours in 1 day, 40 
hours in 1 week, and/or all hours up to 8 on the 7th consecutive day of work in a given workweek.  

iii. Overtime at the rate of 2 times the regular rate accrues for hours in excess of 12 hours in a day, 
or in excess of 8 hours on the 7th consecutive day of work in a given workweek. 

 
8. New York Non-Exempt Employees 

a. Meal Periods 
i. If you work for a period of more than 6 hours in 1 day you must take at least a 30-minute 

continuous and uninterrupted duty-free meal period between the hours of 11am and 2pm. Your 
continuous and uninterrupted duty-free meal period must be recorded on your timecard each day.  

  
b. Overtime 

i. You are not to work any overtime unless approved in advance by your supervisor. Overtime, at the 
rate of 1.5 times the regular rate, accrues after you work 40 hours in 1 week. 

 
9. Non-Exempt employees Outside California and New York. 

a. You must take all legally required meal, rest and break periods and will be paid overtime and reporting 
time pay at the legally required rate.  If you require more information on your state’s specific wage and 
hours laws please contact CGC’s Compliance department. 

  
10. Exempt Employees In All States 

a. You are presumed to be non-exempt unless your exempt status is designated in advance, in writing, by 
CGC.  

b. Generally, you will be paid your full salary for any week in which you perform any work.  
c. You will be compensated for all days as required by local, state and federal law (sick time, holidays, jury 

duty, partial day absences, etc.), provided that you performed work in the applicable workweek. 
d. CGC will make deductions for absences of a full day or more for personal reasons such as vacation, 

personal leave and religious holidays, and as otherwise permitted by applicable law. 
e. You will not be eligible for overtime as an exempt employee. 

 
11. Independent Contracts (1099s) In All States 

a. Your Independent Contractor status must be agreed to in advance, in writing, by CGC.  
b. You are not an employee of CGC.  
c. The terms of your engagement are outlined in the Independent Contractor Artist Agreement you have 

signed, as well as any additional contracts and documents agreed to for your project. 
 
 


