



  [image: PDF Archive]
  
    

  

  
    	About
	
        Features 
        
          Personal and corporate archive
          Private social network
          Securely receive documents
          Easily share your files
          Online PDF Toolbox
          Permanent QR Codes
        

      
	Premium account
	Contact
	Help
	Sign up
	

  
 Sign in


  



    


  

    
      
        2016 > 
        April > 
        April 13, 2016
      

    


    





    
      STAR Reg Pack V1 23122015 (PDF)


    

    
      









        File information


  This  PDF 1.4 document has been generated by PDFMerge! (http://www.pdfmerge.com) / iTextÂ® 5.5.8 Â©2000-2015 iText Group NV (ONLINE PDF SERVICES; licensed version), and  has been sent on pdf-archive.com on 13/04/2016 at 18:48, from IP address 86.186.x.x.
  The current document download page has been viewed 581 times.

  File size: 283.87 KB (7 pages).

   Privacy: public file
  
 







        
        
          [image: ]

          

          [image: ]

          

          [image: ]

          

          [image: ]

          

          [image: ]

        
        


File preview

147



Star Corporate Services



Quality Premier Services



Name of Agency



Registration Form

Part 1 personal details



Part 2 - Bank/Building Society Details



Title

Forename

Surname

Previous Name (if applicable)

Preferred Name



Name of Bank

Branch Address



Address



Sort Code



Post Code



Postcode



Acc No



Home Phone

Mobile Phone

Email



Roll No

applies to building society accounts only



Date of Birth

Name as it appears on Bank/Building Society Account

Nationality

Occupation

I certify that the information I have given within this document is correct and agree for

I confirm that the details I have provided within this document are correct, and

Quality

to receive

and hold

allow Star

to receive

andpersonal

hold myinformation

personal infomation



Industry Sector

National Insurance Number

CompleteUse

if non

Consultant

Only:EU



National:



Right to Work Documents enclosed?

Have

you worked in UK Before



YES

NO

Yes/No

Please provide copy of visa or permission to work



confirmthat

that

signing

document

and by accepting

payment

for work

IIconfirm

byby

signing

thisthis

document

and accepting

payment for

work carried

out I accept

carried

out will

I accept

the service

will be

to our terms and conditions.

the

services

be subject

to our terms

andsubject

conditions

I confirm that I have the full authority to use the above Bank/Building Society to



I confirm that I have full authority to use the above Bank/Building Society to receive my

receive my wages.

wages



I further confirm that I wish to opt into this scheme and agree to receiving my



Ipayslips

further confirm

thattoI wish

to opt address

into the scheme

andinagree

to receive my payslips by email

by email

the email

provided

this document.

to the email adress provided within this document.



(If Applicable)



Signed:



Date:



These fields MUST be completed as they are required in order to send text messages/emails

to send updates and pay related information.
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Expenses Claim Form



Name:



Agency:



Home Postcode:

Location of temporary site (postcode):

Method of travel to workplace:

Shift Pattern



1



2



Days/Eves

Night



3



4



Miles Travelled

Date



Description of Journey



Amount Claimed



Number



5



Subsistence Expenses

Hrs away

Amount £

from home



Amount £



0



Dirty

Environment



0



0



Other travel

costs

£



0



0



Are you reqd to wear

protective clothing



Yes/No



6



7



Overnight

Accomodation £



Incidental

Expense

Allowance

£



0



Yes / No



8



9



10



Tools Safety

Equip

£



Childcare &amp;

Sundry Exes

£



Total expenses



0



0



£0-£50



£51-£100



£101-£150



0



OFFICE USE ONLY

Amount not authorised for payment



Amount Paid

I DECLARE THAT THE ABOVE EXPENSES WERE INCURRED WHOLLY, EXCLUSIVELY AND NECESSARILY IN THE PERFORMANCE OF

MY DUTIES AS AN EMPLOYEE OF QUALITY PREMIER AND THAT I HAVE READ AND UNDERSTOOD THE QUALITY EXPENSES POLICY

(SEE WWW.QUALITYPS.NET) I CONFIRM THAT THE EXPENSES I HAVE CLAIMED RELATE TO A TEMPORARY ASSIGNMENT THAT

WILL LAST LESS THAN 24 MONTHS AT THIS LOCATION AND I DO NOT INTEND THIS TO BE MY FINAL ASSIGNMENT AS AN

EMPLOYEE OF QUALITY. WHERE I HAVE CLAIMED SUBSISTENCE/MEAL ALLOWANCESAND ANY OTHER NON MILEAGE EXPENSE

AND NOT SUBMITTED RECEIPTS I CONFIRM I HAVE RETAINED ALL RECEIPTS MYSELF.



Signed



Date



£151-£200



£201+



Star Corporate Services LIMITED

TERMS &amp; CONDITIONS OF EMPLOYMENT

(AWR EQUAL PAY)

__________________________________________________________________________________________________________________________



Name of employer: Star Corporate Services Limited Company Number: 09866066 of Kinetic Business Centre, Theobald Street, Borehamwood, WD6 4PJ ("we", "us" or the "Company")



(1)



1



Name of employee: ______________________________________("you")



3.6.3

3.6.4



GENERAL



1.1

1.2

1.3



2



3.7



This document sets out the terms and conditions of your employment (your "Employment") including the

particulars of employment that the Company is required to provide under the terms of the Employment Rights

Act 1996 (the "Contract" and "Terms and Conditions" shall be construed accordingly).



3.8



These Terms &amp; Conditions of Employment supersede any previous agreement whether oral or written given to

you at any time.

The first 3 months of the Employment will be a probationary period. The Company reserves its right to extend

the probationary period at its discretion should this be considered necessary.



3.9



DATE OF C OMMENCEMENT OF EMPLOYMENT



2.1

2.2

2.3



3



Your Employment with the Company will begin on __________________



3.10



Your employment with any previous employer does not count as part of your continuous period of

Employment with the Company.

The completion or termination of an Assignment does not affect the continuity of your Employment with the

Company.



4

4.1



JOB DESCRIPTION AND DUTIES



3.1

3.2



You are employed by the Company as a/an ____________________ assisting one or a range of the

Company's clients in such capacity and at such times as may be set out from time to time in any assignment

notification you receive in relation to services for the benefit of the Company's clients.

You are employed on the basis that:



3.2.1



3.2.2

3.2.3



3.2.4

3.2.5

3.2.6

3.2.7



3.3



3.3.2

3.3.3

3.3.4

3.3.5



3.5

3.6



5.2



you shall supply such services in such capacity and for such hours per week and on

such other basis as may be set out from time to time in your assignment notification in

relation to projects and other forms of work for the benefit of the clients or, where

required, the Company (the "assignments");



During any period when you are not on assignment, including during any notice period given in accordance with

clause 12, if requested by the Company, you agree not to contact such persons as the Company may

reasonably specify.

The Company shall use reasonable endeavours to support you in finding assignments but it is primarily your

responsibility as an employee of the Company to find assignments and you should note that the Company is

not in the business of providing work-finding services as an employment agency or employment business. You

acknowledge that there may be periods when there is no work on assignment available for you.

You shall not hold yourself out as authorised to and shall not pledge the Company's credit, sign any document,

enter into any agreement, make any promise or make any representation on behalf of the Company, save that

the Company will rely on your efforts in helping find reputable clients for whom you will perform assignments

and, in so doing you will act on behalf of the Company albeit without authority to enter on behalf of the Company

into any contractual or other obligation in relation to an assignment.

PLACE OF WORK

Your normal place of work is the place at which you from time to time notify us that you work. The tasks to be

carried out under an assignment will be allocated to you at this address. The Company may from time to time

require you to work at a client's premises on a temporary basis for the period specified in the relevant

assignment notification or at another location or locations on a permanent or temporary basis to perform your

duties of Employment.

REMUNERATION

Payments are made by Electronic Transfer to your bank account, details of which you have supplied and

confirmed to us.

Your pay is payable at weekly intervals (or such longer intervals as may from time to time be notified in relation

to particular assignments) in arrears on the basis from time to time agreed with you and will be calculated as

follows:



5.2.2



you will, when on assignment, be obliged to work on that assignment;

you acknowledge that there may be periods when there is no assignment work

available for you. During this time you are obliged to make yourself available to carry

out other assignments and fulfil the Company's expectation that you will be available

for a reasonable amount of work with regard to such assignments. This is because

your services are highly valued and likely to be frequently called upon;



5.2.3



you will be paid the national minimum wage (the "standard rate"). We undertake to pay

you at the standard rate in respect of work you have done, whether or not we receive

payment from the client(s) in respect of such work.

in addition to the standard rate you may be eligible from time to time to a discretionary

bonus (the "bonus"). Where you are on an assignment the value of the bonus will vary

and ordinarily the way in which it will be calculated will be notified to you prior to

commencement of each assignment but in any event shall not be payable unless and

until the Company has been paid in full for your work in relation to the relevant

assignment and you acknowledge that you have a responsibility to help the Company

receive payment for the assignment. Your entitlement to be paid at any assignment

rate greater than the national minimum wage is conditional on you performing your

duties which include ensuring that the end user pays the staffing company and the

staffing company pays the Company. This is because you are to a greater or lesser

extent in each assignment involved in selecting the end user and/or staffing company,

and we rely on your efforts in selecting such clients on our behalf, and such efforts are

rewarded in such assignment rates. Where you are not on an assignment the bonus

applicable will be discretionary and may be paid to you to award your loyalty to the

Company where you have demonstrated that you have maintained good levels of skill

relevant to your job role and/or to reflect your ability to find assignments;



the Company guarantees that you will be offered at least 350 hours of assignment work over



the 12 month period commencing on the date of the commencement of your employment and

over each successive working year commencing on each anniversary of your commencement

of employment ("Minimum Hours Guarantee"). The assignment rate for those guaranteed

hours will be not less than an hourly rate equivalent to the national minimum wage from time to

time. The Apportionment Act 1870 shall not apply to this agreement. This Minimum Hours

Guarantee shall not affect any guaranteed assignment hours you may qualify for pursuant to

clause 7.1;



you will perform client-related services on such assignments for and under the effective

day to day control and supervision of the end user who is using your day to day services

in connection with that assignment provided that that control and supervision is subject

always to the overall control supervision and direction given by the Company to you

including any such given to you at site meetings we may from time to time conduct.

You are obliged to attend such meetings;

during periods when you have no assignment work but are available to work you will

notify the Company by email or by telephone by 10 am each day, Monday to Friday of

your continued availability for work ("Availability Confirmation"). Once you have

confirmed your availability you will be expected to spend a minimum of an hour each

day, Monday to Friday, seeking new assignment work. Please note that failure to

comply with this Availability Confirmation procedure will entitle the Company to

assume that you are not available for work. The requirement to submit an Availability

Confirmation shall not apply during any period when you are on annual leave but we

do require you to comply with clauses 5.4 and 8.2 when booking and taking annual

leave.



5.3

5.4



Prior to your notification that a current Assignment has ended (unless

terminated by us);



5.5



During which you are working on an Assignment or have carried out the

minimum hours as detailed in clause 5.2.3 or are employed or engaged by a

third party on an assignment;



6

6.1



During which you are on any form of statutory leave, including but not limited

to, sick leave maternity, paternity or adoption leave, on annual leave due to you

in accordance with the WTR or on jury service;

In which you have failed to maintain regular contact with our office or failed to

respond to any contact from us or any agency or have indicated that you no

longer wish to work through us, whether via a request for a P45 or otherwise;



6.2



Following a refusal by you to accept an offer of suitable work from us suitable

work being work similar in terms of the hours, rates, roles and locations as to

work under a previous assignment.



The total pay is subject to PAYE and National Insurance contributions.

Total pay is calculated by reference to a timesheet to be completed by you and, in the case of time spent on

assignments, also authorised by an authorised representative of the end user who is using your services in

connection with that assignment. You shall provide the relevant staffing Company with the completed

timesheets on such basis and within such timeframes as are agreed from time to time and set out in your

assignment notification; you are also required to keep a copy of our records. You must submit a timesheet for

each relevant period (specified in your assignment notification from time to time in force) you are employed by

the Company including during periods when you are not working on an assignment and periods when you are

absent on annual leave or otherwise unable to provide the services.

Subject to having completed the Qualifying Period in respect of an assignment at a particular end user, you will

be entitled to pay at such rate as may comply with the AWR in accordance with clause 9.

EXPENSES

The Company shall apply the provisions of clause 6.2 or, at its option, clause 6.3 in respect of expenses

incurred by you. For the avoidance of doubt, all travel and related expenses in connection with

assignments will be subject to PAYE and NICs unless and until the Company considers, in its

reasonable opinion, that it is able (pursuant to section 339 of ITEPA 2003 or otherwise) to pay them

gross.

Subject to the Company being prepared to pay an amount on a scale rate basis in accordance from

time to time with its understanding of HMRC policy and requirements in relation to scale rate expenses

part of your

pay will be paid to you on a scale rate basis in accordance with such policy and

requirements. You must submit any supporting evidence reasonably required by the Company to the payroll

manager (the form will be provided to you) but it is acknowledged by you that each such payment



is not in respect of any specific expense incurred by you and is instead an application of the scale rate

arrangements referred to above.



You will comply with all the Company's rules, regulations and policies and with the Company's lawful

instructions. In addition, you will observe and comply with any rules, regulations, procedures and policies of the

Company's clients to the extent that such rules, regulations, procedures and policies apply to you whilst working

at their premises. Such rules will apply, without limitation, to any client security requirements, quality

requirements and health and safety procedures.

You will use reasonable care and skill in carrying out your duties under this Contract of Employment, and will

take all reasonable steps to preserve and protect Company and client property, goodwill and reputation.



if during your Employment you are arrested, charged with, summonsed for, or

convicted of a criminal offence of any nature.



Subject to clause 12 you will remain employed by the Company during any period you are not working on an

assignment. Likewise, termination or cancellation of any assignment will not automatically terminate your

Contract of Employment, nor will it affect your continuity of employment with the Company.



5.2.1



the description in clause 3.2.1 above does not limit your duties, and the Company may

require you from time to time to work on assignment for the Company to meet the

reasonable needs of the business. You hereby agree that any such requirement shall

be consistent with the basis upon which you are employed to work for the Company

and that such work shall be suitable assignment work albeit that the intention is that

assignments for the Company will be limited to periods when there is no client -related

assignment work to assign you to. Whilst on assignment for the Company you will,

subject to clause 7.1, be guaranteed at least one hour's paid work for the Company

per week or such longer period as we may require your efforts to help source new

business for us in the form of your next Client Assignment;



For the avoidance of doubt we shall not consider you to be available for further or new work in any period:



3.3.1



3.4



5

5.1



the Company shall from time to time assign you to perform services for the benefit of

third parties ("end users"). The Company will be under a contractual obligation to

provide such end-user-related services either through a contract the Company has

entered into directly with the end-user or via a contract it has entered into with one or

more staffing companies or similar intermediaries ("staffing companies") (such end

users and staffing companies with whom the Company has its contract being referred

to in this Agreement as the "clients").



of any error in payment received under clause 5 including under and over payments;



6.3

6.4



You may incur expenses in the course of your Employment and you may be entitled to claim that some

of those (such as allowable travel and related expenses on the basis set out in the Company's expenses

guidelines from time to time) should be paid to you tax free. You may be able to reclaim the tax and

NICs element of such expenses back from HMRC.

Unless expressly required otherwise by you the Company will from time to time to liaise with HMRC on your

behalf in relation to expenses you may wish to claim to be tax free.



You will immediately notify the Company:



3.6.1

3.6.2



of any complaints raised by the Company's client regarding the services you perform,

or any difficulties or problems you are aware of during your Employment;

of any other work you undertake outside this Contract of Employment;



7

7.1

Page 1 of 4



V1:15122015



HOURS OF WORK

Your precise hours of work in any day or week or longer period will vary from assignment to assignment and

will be notified to you at the commencement of each assignment, and it may therefore be necessary to adjust



7.2



7.3

8

8.1

8.2



or exceed the minimum hours in order to ensure that your duties in accordance with your terms of

Employment are properly performed. When performing assignments you will be expected to work such lawful

hours as the Company agrees with the client. Once you have reached the Qualifying Period and with effect

from the first day immediately following the last day of the Qualifying Period you will be guaranteed a minimum

of 7 hours paid work per week whilst working on assignment. This guarantee will apply to both client-related

assignments and Company assignments. For the avoidance of doubt this guarantee applies only to periods

when you are working on assignment.



11

11.1



During any period when you are available to work but have no assignment work the Company will appoint as

its agent a staffing company. Unless you specify otherwise in writing (nominating an alternative staffing

company reasonably acceptable to us) you shall be deemed to approve the appointment of the staffing

company with whom you last dealt to seek suitable further assignments for you (and you agree to this). If the

staffing company notifies us that suitable work is available we will request that the staffing company proposes

your services to the hirer who is offering such work. For the purpose of seeking suitable work, we will also

offer you access to the Company's job notice board and/or certain online internet pages which may advertise

suitable available work for you.



11.2

11.3

12

12.1



If you refuse an offer of a suitable assignment the Company shall be entitled to treat you as not being

available for work and therefore not entitled to receive payment of a minimum amount in respect of that non working period. Your refusal to accept an offer of suitable assignment work may also constitute gross

misconduct entitling the Company to terminate your employment with immediate effect.



12.2



st



9

9.1



10.2

10.3

10.4

10.5



10.6



TERMINATION OF EMPLOYMENT

After 1 month's continuous Employment you are entitled to receive not less than 1 week's notice to terminate

your Employment.

After 2 years’ continuous Employment the period of notice required to be given by the Company becomes 2

weeks and thereafter will increase by one week for each subsequent year of continuous Employment up to a

maximum of 12 weeks.

During your first 2 years' continuous Employment the period of notice you are required to give the Company is

1 week and thereafter will increase to 4 weeks.

In accordance with the Company's rules and dismissal and disciplinary procedures the Company is entitled to

dismiss you without notice in the event of serious misconduct and/or serious negligence. For the avoidance of

doubt, acts or behaviour which constitute serious misconduct shall be taken to include (but not restricted to) the

following:



12.4.5

12.4.6

12.4.7

12.4.8

12.4.9

12.4.10

12.4.11



The Company understands that many employees from time to time would prefer to be paid holiday pay in

advance of taking their holiday, such as where they wish to pay for a holiday in advance. Therefore you may

ask by notice to the Company to be paid your holiday pay on an advance basis such that you receive payment

in respect of holiday pay as the entitlement to holiday pay accrues rather than when the holiday is taken. It will

be a matter for the Company's discretion whether to allow this. If you are paid on this basis you will receive no

additional payment whilst on annual leave because you will already have been paid the relevant holiday pay in

advance.

For the avoidance of doubt the paying of holiday pay on an advance basis does not mean that you lose the

right to take holiday: you will instead have been paid your holiday pay in advance. The Company considers it

important that you take such rest and holiday as may be necessary in order to protect the health of safety of

all at your workplace and reserves the right to require you to take holiday in accordance with the rest and

holiday periods from time to time applicable under the Working Time Regulations 1998, and do not work

during such breaks for anyone else and reserves the right to require you to supply accurate information to the

Company about holiday you have taken during and before your assignment.]



12.4.12

12.4.13

12.4.14

12.4.15



AGENCY WORKERS REGULATIONS



12.5

Unless and until the Company notifies the Employee otherwise, the first and each subsequent

Assignment under this Agreement will operate on the basis that the Employee has full rights as an

agency worker under the Agency Workers Regulations 2010 ("AWR"). This means that, amongst

other things, the Employee will be entitled to be paid at the same rate as a comparable employee of

the relevant end user doing the same or similar role at the same level, taking into account qualification

and skills, once the Employee has worked on an Assignment for the same end user for the Qualifying

Period ("equal pay rights"). If, however, the Company receives notification from the staffing company

and/or the client that, with effect from a given date, continuation of an Assignment will be conditional

upon the Employee agreeing to work under a derogation contract the Company reserves the right to

request the Employee's agreement to vary this Contract of Employment. The terms of any such

variation will be as provided at Appendix 1 to this Contract of Employment.



12.6

12.7



13

13.1



theft or attempted theft from the Company, its clients or their employees. For the

avoidance of doubt this shall include, without limitation, falsifying timesheets or

otherwise claiming that you worked on assignment during hours in which you did not

in fact work;

fraud;

rude offensive and threatening behaviour to the Company, its clients or their

employees;

malicious damage to property, including the introduction of viruses and other damage

to computer systems;

breaches of the Company or client internet use policy, including downloading

pornographic or other prohibited or illegal material;

breach of confidentiality;

negligence resulting in serious loss, damage or injury to the Company, its clients or

their employees;

serious breaches of Health and Safety regulations;

attempting to perform any duties while under the influence of alcohol and/or drugs;

failure to notify



us promptly of any period in which you anticipate not being on



assignment;

failure to notify



us promptly that you have been employed by another

company or other person;



umbrella



refusal to accept an offer of suitable work under an assignment;

conviction for any serious criminal offence;

failure to provide satisfactory evidence (in such form as the Company may from time to time

reasonably require) of expenses incurred by you; and

failure to submit timesheets in respect of work done by you.



The Company reserves the right to dismiss you if you provide your services via any other umbrella company or other entity

(because the tax status of expenses payments may be affected).



The Company reserves the right to dismiss you if you are between assignments and you fail to comply with clause 3.2.7.



The Company reserves the right at any time in its absolute discretion to make a payment of basic salary in lieu of all or any

part of your entitlement to notice.



DISCIPLINARY RULES

The disciplinary rules applicable to your Employment are set out in the Company’s Dismissal and Disciplinary

Procedure, details of which are contained in the Employee Handbook. The Dismissal and Disciplinary

Procedure is not contractual and the Company may change the terms of the dismissal and disciplinary

procedure at any time at its absolute discretion. The Company reserves the right to discipline the Employee in

relation to any client complaint regardless of whether the assignment to which the complaint relates is

continuing at the date of such complaint or disciplinary action.



Derogation contract arrangements are permitted under the AWR provided they meet the requirements

of Regulations 10 and 11 of the AWR. The Employee will be free to accept or reject any such request

for variation but the Company must inform the Employee that if he/she decides not to accept the

variation and the staffing company and/or the client confirms to the Company that there is no

reasonable expectation of continuing the Assignment at a new pay rate sufficient to allow equalisation

of the employee's pay then the Company's client may decide to terminate the assignment with the

Company for the Employee's services which in turn will require the Company to terminate the relevant

assignment with the Employee. This will not affect the continuity of the Employee's employment with

the Company and the Company will be happy to continue to honour the Employee's equal pay rights

provided any new Assignment is one that allows for that.



13.2

13.3



A "derogation contract" is an employment contract which meets with the requirements of

Regulations 10 and 11 of the AWR and in which the Employee agrees to forgo equal pay rights in

return for a right to be paid at a minimum level during any period of Employment when the Employee

is not working on an Assignment. More information on Employee rights is provided in Appendix 1 to

these terms. The Company would also refer the Employee to the Government's guidance on the AWR

which can be found at

http://www.bis.gov.uk/assets/biscore/employment-matters/docs/a/11-949-agency-workersregulations-guidance

or the current replacement website at the UK Department of Business Innovation and Skills or its successor.



A contracting out certificate is not in force in respect of the Employment.

The Company has no fixed retirement age.



12.4.2

12.4.3

12.4.4



12.07% of basic hourly rate represents payment in respect of your holiday entitlement. The Company

will retain this portion of your pay to be paid to you when you take authorised annual leave. You will be

paid for each day of holiday authorised by the Company and the relevant client at an hourly rate

calculated on the basis of your average income over the 12 weeks preceding the holiday.



9.3



The Company will comply with the employer pension duties in accordance with part 1 of the Pensions

Act 2008. Any employee contributions payable in accordance with auto enrolment requirements will be

made by way of deduction from employee pay. You are entitled to participate in the Group Pension

Plan and we shall provide you with details upon request. Full details of the pension scheme are

available from the Operations Manager.



12.4.1



You are encouraged to make use of any annual leave entitlement that you have accrued and you

agree to take your holiday at such times as the Company shall reasonably require, it being agreed that

any time between client-related assignments shall be taken as holiday unless otherwise agreed by the

Company. Holiday accrued but unused may not be carried over from one holiday year to another.

Further details regarding your Company's holiday pay arrangements may be set out in the Employee

Handbook from time to time in place.



9.2



10

10.1



12.4



You are entitled to 5.6 weeks annual leave in the full working year (260 working days). This means

that if you work 5 days per week for a full working year you will be entitled to 28 days annual leave per

year. The Company's holiday year runs from such date as shall be notified to you at the start of your

employment, and should you join the Company after the start of such holiday year (so that you work

less than 260 days in a full holiday year) your entitlement for your first holiday year of employment will

be pro-rated accordingly e.g. if you work 130 days in one holiday year and you work five days per

week you will be entitled to 14 days' annual leave. During your first year of employment with the

Company, you will only be entitled to take holiday as it accrues.



8.4



8.6



st



For administration purposes the holiday year runs from January 1 to December 31 annually.



8.3



8.5



12.3



HOLIDAYS AND HOLIDAY PAY



PENSION



14

14.1

15



The Company expressly reserves the right to suspend you from Employment or an assignment pending

investigation of any disciplinary or related matters. During any such period of suspension you will continue to

be paid your full basic wage.

The Company also reserves the right to suspend you with or without pay as a form of sanction for disciplinary offences. If you

are suspended without pay, suspension will be for a period not exceeding 7 days.



DISCIPLINARY APPEALS



If you are dissatisfied with any disciplinary decision affecting you or any decision to dismiss you, you should raise this in

writing with the Operations Manager or Operations Director in the case of dismissal, giving the grounds for your appeal. The

appeal must be lodged within 5 working days of the disciplinary decision or decision to dismiss you being confirmed to you in

writing. In respect of any appeal you should always follow the



Appeals Procedure set out in the Company’s Dismissal and Disciplinary Procedure.

GRIEVANCE PROCEDURE



SICKNESS ABSENCE AND SICK PAY

If you are unable to attend work due to sickness or injury you must notify the Operations Manager as early as

possible on the first day of absence preferably before 10 am. You should state why you are unable to attend

work and how long you expect to be away. You should keep the Operations Manager regularly informed of

your condition and the likely date of your return to work.

Furthermore, you will be required to complete a self-certification form on your return to work from any absence

of up to 7 days (including non working days).



15.1

16

16.1



If your absence exceeds 7 consecutive days you must provide the Company with a doctor's certificate as soon

as possible after the seventh day of absence. You must provide further doctor's certificates to the Company

as necessary to cover the full period of your continued absence. Certificates should be sent promptly to the

Payroll Manager.

Any failure to comply with the notification requirements set out in this statement may affect your entitlement to

statutory sick pay ("SSP") and may lead to disciplinary action being taken against you.

In the event of frequent or long term sickness absence you may be subject to the Company's frequent

sickness absence procedure. Application of the procedure is discretionary. A copy of the procedure is

contained in the Employee Handbook. Furthermore, you may be required to undergo a medical examination

by a doctor of the Company's choice during or after any period of absence from work due to sickness or injury

or at any time deemed necessary by the Company during the Employment.

If you are absent from work due to sickness, injury or other incapacity you may be entitled to receive SSP

from the Company provided that you are eligible for payment and have complied with all the statutory rules

(including the statutory requirements for notification of absence). For the purposes of SSP your qualifying

days are Monday to Friday inclusive. You will not be entitled to receive any remuneration other than SSP

during periods of absence due to illness.



16.2

16.3



17

17.1
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If you have any grievance relating to your Employment, you should first raise this orally/in writing with

Operations Manager. If the matter is not resolved at that level you should follow the Company's Grievance

Procedure, details of which are contained in the Employee Handbook. There is a right of appeal as set out in

the Grievance Procedure. The Grievance Procedure is not contractual.

DEDUCTIONS



The Company is authorised, without further agreement, to deduct from pay any sums due to the Company

including, by way of example, any overpayment or any outstanding loans or advances, or any sum in respect

of breach of clause 23. If the final payment is insufficient to allow for the whole of any such deduction, you will

be required to repay the outstanding amount due to the Company within 1 month of the termination of your

Employment.



Where any losses are sustained in relation to the property or money of the Company or any client of the

Company during the course of the Employment caused through your carelessness, negligence, recklessness

or through a breach of the Company's rules or dishonesty on your part, the Company reserves the right to

require you to repay any of the said losses (including the value of replacement or repair of any property),

either by deduction from pay or other method acceptable to the Company.



The Company also reserves the right to withhold payment in accordance with clause 5, or deduct from pay a

days' pay for each day of unauthorised absence, and deduct from any monies due to you on termination any

pay received for holiday taken in excess of your accrued entitlement.

HEALTH &amp; S AFETY



You are contractually required to carry out instructions and observe rules (including safety rules) as are from time to time

circulated by the Company. The Company has a detailed Health &amp; Safety policy a copy of which is



available from the personnel director. You are required to familiarise yourself with the policy and take all

necessary steps to ensure that it is properly observed. You may, in addition, be required to observe and

comply with relevant parts of client health and safety policies and procedures. Failure to comply may result in

disciplinary action and, in serious cases, dismissal.



17.2



18

18.1

19

19.1



22

22.1



You are contractually required to comply with the health and safety rules that are in place at any premises you may be

required to attend while on assignments.



COLLECTIVE AGREEMENTS

There are no collective agreements relevant to your Employment.



22.2



REGULATORY ISSUES



20.2



20.3



20.4



23

23.1

24

24.1



By signing these Terms and Conditions you also consent to the transfer or export of your personal data outside the EEA for

any purpose set out in the Rules and Procedures contained in the Employee Handbook.



You shall not do or permit anything to be done which might cause the Company, a client, or any other

intermediary involved in supplying your services to clients, to breach the Data Protection Act 1998 and/or any

European Directives and regulations in relation to the protection and transfer of personal data.



You must not, during or after your Employment, disclose any information belonging to or in respect of the



24.2

24.3



Company or its clients, and their customers, suppliers and contractors. All information in respect of the

Company or its clients, and their businesses, and in respect of their customers, suppliers and contractors and

their businesses, is confidential whatever its content. You have a personal responsibility to pr otect and

maintain confidentiality of that information. You must not, except as authorised or required by law or your

Employment duties, reveal any confidential information relating to the Company or its clients or any of their

customers, suppliers or contractors or any third party. This obligation will continue after the termination of your

Employment. You may be required as a condition of your Employment to sign an express confidentiality

undertaking in respect of these matters.



21.3



24.4

24.5



All rights in the nature of intellectual property rights (including but not limited to copyright) arising in any work

created during this Employment which relate or are capable of being used by the Company or its clients with

which you are or have been concerned to a material degree must be promptly disclosed to the Company and

shall vest in the Company. Should the Company be required by any contract with the Company's clients or

other third party to pass on any intellectual property rights, you will cooperate in any formal st eps required by

the Company to put that obligation into effect, including, but not limited to, signing any document required by

the Company, its clients, or other third party in order to assign to the person for whose ultimate benefit your

services are performed in the Employment all intellectual property rights in the work you do.



these Terms and Conditions as if original parties to it) and the operation of the Contracts (Rights of Third Parties) Act 1999 is

exclude



24.6

24.7



as at .[insert date] . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



Date:



(on behalf of the Company)



Signed: . . . . . . . . . . . . . . . . . . . . . . . . . . .



Date:



(on behalf of _________________________)
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enter into (or approach with a view to entering into) a contract to provide services (in any



If the Conduct Regulations apply to this engagement the provisions of this clause 0 shall apply only to

assignments in respect of which you have Opted-Out pursuant to the Conduct Regulations.

COMPANY PROPERTY

On termination of your Employment for whatever reason you must return all Company and client property

including, but not confined to, documents (in hard copy or machine readable form), vehicles, motor car and

office keys, security pass, credit cards, phones, computers, tools and other office equipment.

GENERAL

The Company reserves the right to vary these Terms and Conditions of Employment which will be notified to

you in writing within one month of such variation. Such changes will be deemed to be accepted by you unless

you notify the Company of any objections within 2 weeks of receipt of the notice of variation.

These Terms and Conditions of Employment (including any and all Assignment Schedules issued pursuant to

these Terms and Condition of Employment; and any variation notified by the Company to you in accordance

with clause 24.1. above) set out the entire agreement and understanding of the parties and are in substitution

of any previous written or oral agreements between the parties.

You acknowledge that, in entering this Agreement, you have not relied on any representations by the Company

made before the execution of these Terms and Conditions of Employment other than those expressly set out in

these Terms and Conditions of Employment.

If any provision of these Terms and Conditions of Employment is held invalid, illegal or unenforceable, the

validity, legality or enforceability of the remaining provisions will not in any way be affected or impaired thereby.

Any failure by the Company to enforce its rights under these Terms and Conditions of Employment does not

constitute acceptance of any breach, or waiver of its rights in relation to such a breach. For the avoidance of

doubt, the Company reserves the right to take enforcement action at any time following a breach of these Terms

and Conditions by you.

Any waiver by the Company of a breach by you of any part of these Terms and Conditions of Employment shall

not be construed as a waiver of any subsequent breach of the same or any other provision hereof.



These Terms and Conditions of Employment shall be construed in accordance with the laws of England and

shall be subject to the exclusive jurisdiction of the English courts.

NONE OF THE PROVISIONS OF THESE TERMS AND CONDITIONS ARE INTENDED TO BE FOR THE BENEFIT OF , OR ENFORCEABLE BY, THIRD PARTIES

(OTHER THAN PERMITTED ASSIGNEES OF THE C OMPANY WHO SHALL BE ENTITLED TO ENFORCE THE PROVISIONS OF



The foregoing particulars are agreed as accurately representing terms

of the Contract of Employment



Signed: . . . . . . . . . . . . . . . . . . . . . . . . . . .



attempt to solicit, canvas, approach, entice away, engage or employ any person employed by



capacity), or be in any way concerned with, an end user for whom you have performed similar

services during the last 6 months of your Employment,

provided that nothing in this clause 0 shall prohibit you from seeking or procuring orders for or doing business

or providing services not related to, or similar to, the services with which you were concerned during this

Employment.



22.3

By signing these Terms and Conditions you consent to the Company and/or relevant clients "processing"

"personal data" and "processing" "sensitive personal data" as defined within the Data Protection Act 1998 as

amended and/or any other data protection legislation relevant to this clause 20 ("Data Processing"), during,

and after your Employment for the purposes set out in Rules and Procedures section of the Employee

Handbook. In particular, by signing these Terms and Conditions you confirm that you are aware of and

consent to the retention, use, disclosure or ("Data Processing") as detailed in the Rules and Procedures

contained in the Employee Handbook.



21.1



21.2



22.2.2



Details of the Company's Data Protection policy are set out in the Employee Handbook.



CONFIDENTIAL INFORMATION AND INTELLECTUAL PROPERTY



Save to the extent stated otherwise in any notification to you from us about your assignment, you agree that for

a period of 6 months following the termination of your Employment, you will not, without the prior written consent

of the Company, directly or indirectly, on your own behalf or in conjunction with or on behalf of others:



the Company or any end user, and with whom you had material contact during the last 6 months

of your Employment; or



COMPUTER EQUIPMENT &amp; DATA PROTECTION



21



You acknowledge and accept that the services of the Company involve you being introduced to end users and

that, accordingly, the Company and the staffing companies through which your services are supplied have a

legitimate business interest to protect by ensuring that you do not provide services to end users within a

reasonable period after you cease providing services through the Company.



22.2.1



From time to time the Company's clients may fall within the definition of an Employment Agency or an Employment Business

as defined in The Conduct of Employment Agencies and Employment Business Regulations 2003 (“Regulations”). The

Regulations contain a provision allowing you to opt-out of some parts of the Regulations. You hereby confirm that you wish to

opt-out of the Regulations and hereby give the Company authority to sign any opt-out clauses on your behalf. Without

limitation to your right to withdraw your agreement to opt out of the Regulations, you agree that an opt-out notice may be

given in accordance with Regulation 32 of the Regulations on each occasion that you or a client of the Company inform the

Company of a new project.



20

20.1



POST TERMINATION RESTRICTIONS



SCHEDULE 1



Working Time Regulations 1998



I understand that the effect of the terms of the Working Time Regulations 1998 is that I will not be permitted

to work in excess of 48 hours per week when averaged over a 17 week period unless I agree to “opt-out” of

this limit.



By signing below I agree to opt out of this limit. I understand that I can opt back into the 48 hour weekly working

limit by giving three months’ written notice to the Operations Manager.



Name:



_______________________________________



Signature:



_______________________________________



Date:



_______________________________________
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