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1. Personal Details:

TITLE

SURNAME

ADDRESS

POSTCODE

MOBILE NO.

DATE OF BIRTH

CSCS CARD

CAR DRIVING LICENCE

NATIONAL INS. NO.

MR           MRS         MISS            MS

YES                                               NO

YES                                               NO

FORENAMES

PREVIOUS SURNAME

EMAIL

HOME TEL NO.

NATIONALITY

CSCS CARD NO.

OWN VEHICLE?

WORK TIME DIRECTIVE

YES                                               NO

 IN                          OPT             OUT

2. Work Permit: (please prvide a copy of your permit if you tick YES)

DO YOU NEED A WORK PERMIT TO WORK? YES                                               NO

4. Emergency Contact Details:

NEXT OF KIN NAME? NEXT OF KIN TEL NO.

3. Work Permit: (please prvide a copy of your permit if you tick YES)

DO YOU HAVE ANY CRIMINAL CONVICTIONS?

IF YES PLEASE GIVE DETAILS:

YES                                               NO

a) This is my �rst job since 6th April and I have not been receiving Job Seekers Allowance, Incapacity Bene�t or state pension

b) This is now my only job but I have had another job or received Job Seekers Allowance, Incapacity Bene�t or state pension

c) I have another job or receive state pension

Please read and tick one of the following statements:

5. Payment: (please select one of the following 3 payment methods)
  1 | PAYE

BANK

SORT CODE

ACCOUNT NAME

ACCOUNT NO.



Skin complaint, i.e. eczema, dermatitis

Allergies, i.e. hay fever

Asthma or other respiratory issues

Diabetes

Arthritis

Jaundice, hepatitis, blood disorders

Eye disorders

Living outside Europe in the past 12 months

Heart complaint

Repetitive strain injury

Blackouts, �ts, epilepsy, fainting,
dizzy spells, migraines

If you have answered yes to any of the above 
please give details:

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

Back or mobility issues

Prolonged sickness of 2 weeks or more

TB or other infectious diseases

Drug or alcohol related issues

Salmonella carrier

Are you currently on any medication

Are you currently registered disabled

Hearing dif�culties

Bowel issues, i.e. Typhoid, IBS, cholera

Depression, nervous breakdown or other 
mental health issues

Have you ever been dismissed or refused 
work on health grounds

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO

YES            NO
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2 | SELF EMPLOYED / UMBRELLA / CIS:

PAYMENT COMPANY

3 | OWN LIMITED COMPANY: (please also complete the previous bank details section)

COMPANY NAME

COMPANY UTR NO.

COMPANY REG. NO.

VATT NO.

6. Medical Questionnaire:
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Code of Conduct:
At Tradeline Recruitment Ltd all candidates are expected to adhere to the following code of conduct, which represents a condition of your 
employment with us.

Time Keeping  |  Candidates are expected to arrive on site at the agreed time, generally before 7.30am as directed by your consultant. You 
are also expected to work a full shift generally till 5.00pm unless agreed otherwise with the Site Manager. 

Dress Code  |  All candidates must arrive with Full PPE (Personal Protective Equipment), Hard hat, Safety boots & High-visibility vest (some 
sites may also require gloves & goggles). Candidates are expected to wear clothing appropriate to the role you are carrying out. 
All supervisory staff are expected to dress professionally with a collar and tie.

Arrival On Site  |  When arriving on site on your �rst day you should immediately report to the site of�ce. Here you will be given a site induction 
and taken through any speci�c safety instructions for working on the site, as well as signing in / out procedures, accident reporting etc.

Attendance  |  Once you have accepted an assignment it is expected that you will attend site every day as required by the Site Manager. 
If for any reason you are unable to attend then please contact your Tradeline consultant or our 24 hour number 07794 011009 to inform 
them of any problem prior to 7.00am.

Following Site Rules  |  All candidates should arrive on time each day and abide by the rules of the site. Tradeline Recruitment Limited 
candidates should familiarise themselves with site policies on discipline and equal opportunities. Serious disciplinary matters should be 
reported to the Site Manager or your Tradeline consultant immediately.

Health & Safety  |  You must take all reasonable steps to safeguard your own safety on site and the safety of any other persons who may 
be affected by your actions. You must comply with all site Health & Safety acts and regulations. You must ensure any power tools you 
supply are regularly checked and can safely complete the tasks they are designed to be used for.

Timesheets  |  It is your responsibility to ensure your timesheet has been returned to us on time for payroll. It must be signed by the client 
and the hours worked correctly completed. Timesheets need to be received in the Tradeline of�ce by 1.00pm every Tuesday in order for 
you to receive payment that Friday. If we do not receive a timesheet signed by the client then we are unable to pay you.

I certify that the above information is correct and that I have read and accept the Tradeline Terms of Engagement. 

Signature ..….......…………………………….............................................................................. Dated ………….... /………….... /………….... 
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1. Definitions  
1.1 In these Terms of Business the following de�nitions apply:  

 Assignment  |  means the period during which the Temporary Worker is supplied to render services to the Client;  

 Client  |  means the person, �rm or corporate body requiring the services of the Temporary Worker together with any subsidiary 
 or associated company as de�ned by the Companies Act 1985;  

 Employment Business  |   means Tradeline Recruitment Ltd, 21G Saturn Facilities, Bedford Heights, Manton Lane, Bedford MK41 7PH. 

 Temporary Worker  |  means ......................................................................................................................................................................

 Relevant Period  |  means the longer period of either 14 weeks from the 1�rst day on which the Temporary Worker worked for the
        Client, or 8 weeks from the day after the Temporary Worker was last supplied by the Employment Business to the Client.

1.2 Unless the context otherwise requires, references to the singular include the plural. 

1.3 The headings contained in these Terms are for convenience only and do not affect their interpretation. 

2. The Contract
2.1 These Terms constitute a contract for services between the Employment Business and the Temporary Worker and they govern all 
 Assignments undertaken by the Temporary Worker. However, no contract shall exist between the Employment Business and the 
 Temporary Worker between Assignments.

2.2 For the avoidance of doubt, these Terms shall not give rise to a contract of employment between the Employment Business and the 
 Temporary Worker. The Temporary Worker is engaged as a self-employed worker, although the Employment Business is required to 
 make statutory deductions from the Temporary Worker’s remuneration in accordance with clause 4.1.

2.3 No variation or alteration to these Terms shall be valid unless the details of such variation are agreed between the Employment 
 Business and the Temporary Worker and set out in writing and a copy of the varied terms is given to the Temporary Worker stating 
 the date on or after which such varied terms shall apply.

3. Assignments
3.1 The Employment Business will endeavour to obtain suitable Assignments for the Temporary Worker to work as a [specify position(s) 
 or type of work]. The Temporary Worker shall not be obliged to accept an Assignment offered by the Employment Business.

3.2 The Temporary Worker acknowledges that the nature of temporary work means that there may be periods when no suitable work is 
 available and agrees: that the suitability of the work to be offered shall be determined solely by the Employment Business; that the 
 Employment Business shall incur no liability to the Temporary Worker should it fail to offer opportunities to work in the above 
 category or in any other category; and that no contract shall exist between the Temporary Worker and the Employment Business 
 during periods when the Temporary Worker is not working on an Assignment.

3.3 At the same time as an Assignment is offered to the Temporary Worker the Employment Business shall inform the Temporary Worker  
 of the identity of the Client, and if applicable the nature of their business; the date the work is to commence and the duration or 
 likely duration of the work; the type of work, location and hours during which the Temporary Worker would be required to work; the 
 rate of remuneration that will be paid and any expenses payable by or to the Temporary Worker; and any risks to health and safety 
 known to the Client in relation to the Assignment and the steps the Client has taken to prevent or control such risks. In addition the 
 Employment Business shall inform the Temporary Worker what experience, training, quali�cations and any authorisation required by 
 law or a professional body the Client considers necessary or which are required by law to work in the Assignment.

3.4 Where such information is not given in paper form or by electronic means it shall be con�rmed by such means by the end of the 
 third business day (excluding Saturday, Sunday and any public or Bank holiday) following save where the Temporary Worker is being 
 offered an Assignment in the same position as one in which the Temporary Worker had previously been supplied within the previous 
 �ve business days and such information has already been given to the Temporary Worker.

3.5  For the purpose of calculating the average number of weekly hours worked by the Temporary Worker on an Assignment, the start 
 date for the relevant averaging period under the Working Time Regulations shall be the date on which the Temporary Worker 
 commences the �rst Assignment.

3.6  If, before the �rst Assignment, during the course of an Assignment or within the Relevant Period the Client wishes to employ the 
 Temporary Worker direct or through another employment business, the Temporary Worker acknowledges that the Employment 
 Business will be entitled either to charge the Client a fee or to agree an extension of the hiring period with the Client at the end of 
 which the Temporary Worker may be engaged directly by the Client or through another employment business without further charge 
 to the Client. In addition the Employment Business will be entitled to charge a fee to the Client if the Client introduces the Temporary 
 Worker to a third party who subsequently engages the Temporary Worker within the Relevant Period.

3.7 1 The ‘�rst day’ will be the �rst occasion on which a Temporary Worker is supplied to work for the Client or the �rst day of an 
 assignment where there has been more than 42 days since the end of any previous assignment

4. Remuneration
4.1 The Employment Business shall pay to the Temporary Worker remuneration calculated at a minimum hourly rate of £[specify] being 
 the minimum rate of remuneration that the Employment Business reasonably expects to achieve, for all hours worked. The actual 
 rate will be noti�ed on a per Assignment basis, for each hour worked during an Assignment (to the nearest quarter hour) to be paid 
 weekly in arrears, subject to deductions in respect of PAYE pursuant to Sections 44-47 of the Income Tax (Earnings and Pensions) 
 Act 2003 and Class 1 National Insurance Contributions and any other deductions which the Employment Business may be required 
 by law to make.

4.2 Subject to any statutory entitlement under the relevant legislation, the Temporary Worker is not entitled to receive payment from the 
 Employment Business or Clients for time not spent on Assignment, whether in respect of holidays, illness or absence for any other 
 reason unless otherwise agreed.

5. Statutory leave
5. For the purposes of calculating entitlement to paid annual leave pursuant to the Working Time Regulations 1998 under this clause, 
 the leave year commences on the date that the Temporary Worker starts an Assignment.

5.2 The annual leave granted under these terms will always be the statutory minimum as it is from time to time. Under the Working Time  
 Regulations 1998 (as amended), the Temporary Worker is entitled to annual leave as follows:

 For work carried out from 1 April 2009 onwards: 5.6 weeks.

 If the statutory minimum leave is subsequently decreased or increased then entitlement to leave under this clause will be decreased  
 or increased so as to be set at the statutory minimum as it applies to any period in which work is carried out.

5.3 All entitlement to leave must be taken during the course of the leave year in which it accrues and none may be carried forward to the  
 next year.

5.4 Where a Temporary Worker wishes to take paid leave during the course of an assignment s/he should notify the Employment 
 Business of the dates of his/her intended absence giving notice of at least twice the length of the period of leave that s/he wishes to 
 take. In certain circumstances the Employment Business may give counter-notice to the Temporary Worker to postpone or reduce 
 the amount of leave that the Temporary Worker wishes to take and in such circumstances the Employment Business will inform the 
 Temporary Worker in writing giving at least the same length of notice as the period of leave that it wishes to postpone or reduce it by.

5.5  Entitlement to payment for leave accrues in proportion to the amount of time worked continuously by the Temporary Worker on 
 Assignment during the leave year. The amount of payment which the Temporary Worker will receive in respect of periods of annual 
 leave taken during the course of an Assignment will be calculated in accordance with and paid in proportion to the number of hours 
 which the Temporary Worker has worked on Assignment. [*Payments for annual leave will be calculated on the basis of rates paid 
 during the Client’s normal working hours i.e. those which do not attract overtime rates of pay.]

5.6 In the course of any Assignment during the �rst leave year the Temporary Worker is entitled to request leave at the rate of one-twelfth  
 of the Temporary Worker’s total holiday entitlement in each month of the leave year.

5.7 Where a Bank Holiday or other Public Holiday falls during an Assignment and the Temporary Worker does not work on that day, then  
 subject to the worker having accrued entitlement to payment for leave in accordance with clause 5.5 the Temporary Worker may, 
 upon giving one week’s notice, take a Bank Holiday or other Public Holiday as part of his/her paid annual leave entitlement.

5.8 Where this contract is terminated by either party and a P45 is requested, the Temporary Worker shall be entitled to a payment in lieu 
 of any untaken leave where the amount of leave taken is less than the amount accrued in accordance with clause 5.5.

5.9 None of the provisions of this clause regarding the statutory entitlement to paid leave shall affect the Temporary Worker’s status as 
 a self-employed worker.

6. Sickness absence
6.1 The Temporary Worker may be eligible for Statutory Sick Pay provided that s/he meets the relevant statutory criteria.

6.2  For the purposes of the Statutory Sick Pay scheme there is one qualifying day per week during the course of an assignment and 
 that qualifying day shall be the Wednesday in every week.

7. Time sheets
7.1 At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less or is completed  
 before the end of a week) the Temporary Worker shall deliver to the Employment Business a time sheet duly completed to indicate 
 the number of hours worked during the preceding week (or such lesser period) and signed by an authorised representative of the Client.

7.2 Subject to clause 7.3 The Employment Business shall pay the Temporary Worker for all hours worked regardless of whether the 
 Employment Business has received payment from the Client for those hours.

7.3 Where the Temporary Worker fails to submit a properly authenticated time sheet the Employment Business shall, in a timely fashion, 
 conduct further investigations into the hours claimed by the Temporary Worker and the reasons that the Client has refused to sign 
 a timesheet in respect of those hours. This may delay any payment due to the Temporary Worker. The Employment Business shall 
 make no payment to the Temporary Worker for hours not worked.

7.4 For the avoidance of doubt and for the purposes of the Working Time Regulations, the Temporary Worker’s working time shall only 
 consist of those periods during which s/he is carrying out activities or duties for the Client as part of the Assignment. Time spent 
 travelling to the Client’s premises; lunch breaks and other rest breaks shall not count as part of the Temporary Worker’s working time 
 for these purposes.

8. Conduct of assignments
8.1 The Temporary Worker is not obliged to accept any Assignment offered by the Employment Business but if s/he does so, during 
 every Assignment and afterwards where appropriate, s/he will: –

 a) Co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person 
 in the Client’s organisation;

 b) Observe any relevant rules and regulations of the Client’s establishment (including normal hours of work) to which attention has 
 been drawn or which the Temporary Worker might reasonably be expected to ascertain;

 c) Take all reasonable steps to safeguard his or her own health and safety and that of any other person who may be present or be 
 affected by his or her actions on the Assignment and comply with the Health and Safety policies and procedures of the Client;

 d) Not engage in any conduct detrimental to the interests of the Client;

 e) Not at any time divulge to any person, nor use for his or her own or any other person’s bene�t, any con�dential information 
 relating to the Client’s or the Employment Business’ employees, business affairs, transactions or �nances.

 8.2 If the Temporary Worker is unable for any reason to attend work during the course of an Assignment s/he should inform the 
 Client and/or the Employment Business within one hour of the commencement of the Assignment or shift.

 8.3 If, either before or during the course of an Assignment, the Temporary Worker becomes aware of any reason why he may not be 
 suitable for an Assignment, he shall notify the Employment Business without delay.

9. Termination
9.1 The Employment Business or the Client may terminate the Temporary Worker’s Assignment at any time without prior notice or liability.

9.2 The Temporary Worker may terminate an Assignment at any time without prior notice or liability.

9.3 If the Temporary Worker does not inform the Client or the Employment Business [in accordance with clause 8.2] should they be 
 unable to attend work during the course of an assignment this will be treated as termination of the assignment by the Temporary 
 Worker in accordance with clause 9.2 unless the Temporary Worker can show that exceptional circumstances prevented him or her 
 from complying with clause 8.2.

9.4 If the Temporary Worker is absent during the course of an assignment and the contract has not been otherwise terminated under 
 clauses 9.1, 9.2 or 9.3 above the employment business will be entitled to terminate the contract in accordance with clause 9.1 if the 
 work to which the absent worker was assigned is no longer available for the Temporary Worker.

9.5 If the Temporary Worker does not report to the Employment Business to notify his/her availability for work for a period of three 
 weeks, the Employment Business will forward his/her P45 to his/her last known address.

10. Law
10.1 These Terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the Courts of England 
 and Wales.

Temporary Worker:

Print name …………………………………….......................................................................................................................................................

Signature ..….......…………………………….............................................................................. Dated ………….... /………….... /………….... 
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3.7 1 The ‘�rst day’ will be the �rst occasion on which a Temporary Worker is supplied to work for the Client or the �rst day of an 
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4. Remuneration
4.1 The Employment Business shall pay to the Temporary Worker remuneration calculated at a minimum hourly rate of £[specify] being 
 the minimum rate of remuneration that the Employment Business reasonably expects to achieve, for all hours worked. The actual 
 rate will be noti�ed on a per Assignment basis, for each hour worked during an Assignment (to the nearest quarter hour) to be paid 
 weekly in arrears, subject to deductions in respect of PAYE pursuant to Sections 44-47 of the Income Tax (Earnings and Pensions) 
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4.2 Subject to any statutory entitlement under the relevant legislation, the Temporary Worker is not entitled to receive payment from the 
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5. Statutory leave
5. For the purposes of calculating entitlement to paid annual leave pursuant to the Working Time Regulations 1998 under this clause, 
 the leave year commences on the date that the Temporary Worker starts an Assignment.

5.2 The annual leave granted under these terms will always be the statutory minimum as it is from time to time. Under the Working Time  
 Regulations 1998 (as amended), the Temporary Worker is entitled to annual leave as follows:

 For work carried out from 1 April 2009 onwards: 5.6 weeks.

 If the statutory minimum leave is subsequently decreased or increased then entitlement to leave under this clause will be decreased  
 or increased so as to be set at the statutory minimum as it applies to any period in which work is carried out.

5.3 All entitlement to leave must be taken during the course of the leave year in which it accrues and none may be carried forward to the  
 next year.

5.4 Where a Temporary Worker wishes to take paid leave during the course of an assignment s/he should notify the Employment 
 Business of the dates of his/her intended absence giving notice of at least twice the length of the period of leave that s/he wishes to 
 take. In certain circumstances the Employment Business may give counter-notice to the Temporary Worker to postpone or reduce 
 the amount of leave that the Temporary Worker wishes to take and in such circumstances the Employment Business will inform the 
 Temporary Worker in writing giving at least the same length of notice as the period of leave that it wishes to postpone or reduce it by.

5.5  Entitlement to payment for leave accrues in proportion to the amount of time worked continuously by the Temporary Worker on 
 Assignment during the leave year. The amount of payment which the Temporary Worker will receive in respect of periods of annual 
 leave taken during the course of an Assignment will be calculated in accordance with and paid in proportion to the number of hours 
 which the Temporary Worker has worked on Assignment. [*Payments for annual leave will be calculated on the basis of rates paid 
 during the Client’s normal working hours i.e. those which do not attract overtime rates of pay.]

5.6 In the course of any Assignment during the �rst leave year the Temporary Worker is entitled to request leave at the rate of one-twelfth  
 of the Temporary Worker’s total holiday entitlement in each month of the leave year.

5.7 Where a Bank Holiday or other Public Holiday falls during an Assignment and the Temporary Worker does not work on that day, then  
 subject to the worker having accrued entitlement to payment for leave in accordance with clause 5.5 the Temporary Worker may, 
 upon giving one week’s notice, take a Bank Holiday or other Public Holiday as part of his/her paid annual leave entitlement.

5.8 Where this contract is terminated by either party and a P45 is requested, the Temporary Worker shall be entitled to a payment in lieu 
 of any untaken leave where the amount of leave taken is less than the amount accrued in accordance with clause 5.5.

5.9 None of the provisions of this clause regarding the statutory entitlement to paid leave shall affect the Temporary Worker’s status as 
 a self-employed worker.

6. Sickness absence
6.1 The Temporary Worker may be eligible for Statutory Sick Pay provided that s/he meets the relevant statutory criteria.

6.2  For the purposes of the Statutory Sick Pay scheme there is one qualifying day per week during the course of an assignment and 
 that qualifying day shall be the Wednesday in every week.

7. Time sheets
7.1 At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less or is completed  
 before the end of a week) the Temporary Worker shall deliver to the Employment Business a time sheet duly completed to indicate 
 the number of hours worked during the preceding week (or such lesser period) and signed by an authorised representative of the Client.

7.2 Subject to clause 7.3 The Employment Business shall pay the Temporary Worker for all hours worked regardless of whether the 
 Employment Business has received payment from the Client for those hours.

7.3 Where the Temporary Worker fails to submit a properly authenticated time sheet the Employment Business shall, in a timely fashion, 
 conduct further investigations into the hours claimed by the Temporary Worker and the reasons that the Client has refused to sign 
 a timesheet in respect of those hours. This may delay any payment due to the Temporary Worker. The Employment Business shall 
 make no payment to the Temporary Worker for hours not worked.

7.4 For the avoidance of doubt and for the purposes of the Working Time Regulations, the Temporary Worker’s working time shall only 
 consist of those periods during which s/he is carrying out activities or duties for the Client as part of the Assignment. Time spent 
 travelling to the Client’s premises; lunch breaks and other rest breaks shall not count as part of the Temporary Worker’s working time 
 for these purposes.

8. Conduct of assignments
8.1 The Temporary Worker is not obliged to accept any Assignment offered by the Employment Business but if s/he does so, during 
 every Assignment and afterwards where appropriate, s/he will: –

 a) Co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person 
 in the Client’s organisation;

 b) Observe any relevant rules and regulations of the Client’s establishment (including normal hours of work) to which attention has 
 been drawn or which the Temporary Worker might reasonably be expected to ascertain;

 c) Take all reasonable steps to safeguard his or her own health and safety and that of any other person who may be present or be 
 affected by his or her actions on the Assignment and comply with the Health and Safety policies and procedures of the Client;

 d) Not engage in any conduct detrimental to the interests of the Client;

 e) Not at any time divulge to any person, nor use for his or her own or any other person’s bene�t, any con�dential information 
 relating to the Client’s or the Employment Business’ employees, business affairs, transactions or �nances.

 8.2 If the Temporary Worker is unable for any reason to attend work during the course of an Assignment s/he should inform the 
 Client and/or the Employment Business within one hour of the commencement of the Assignment or shift.

 8.3 If, either before or during the course of an Assignment, the Temporary Worker becomes aware of any reason why he may not be 
 suitable for an Assignment, he shall notify the Employment Business without delay.

9. Termination
9.1 The Employment Business or the Client may terminate the Temporary Worker’s Assignment at any time without prior notice or liability.

9.2 The Temporary Worker may terminate an Assignment at any time without prior notice or liability.

9.3 If the Temporary Worker does not inform the Client or the Employment Business [in accordance with clause 8.2] should they be 
 unable to attend work during the course of an assignment this will be treated as termination of the assignment by the Temporary 
 Worker in accordance with clause 9.2 unless the Temporary Worker can show that exceptional circumstances prevented him or her 
 from complying with clause 8.2.

9.4 If the Temporary Worker is absent during the course of an assignment and the contract has not been otherwise terminated under 
 clauses 9.1, 9.2 or 9.3 above the employment business will be entitled to terminate the contract in accordance with clause 9.1 if the 
 work to which the absent worker was assigned is no longer available for the Temporary Worker.

9.5 If the Temporary Worker does not report to the Employment Business to notify his/her availability for work for a period of three 
 weeks, the Employment Business will forward his/her P45 to his/her last known address.

10. Law
10.1 These Terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the Courts of England 
 and Wales.

Temporary Worker:

Print name …………………………………….......................................................................................................................................................

Signature ..….......…………………………….............................................................................. Dated ………….... /………….... /………….... 
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1. Definitions  
1.1 In these Terms of Business the following de�nitions apply:  

 Assignment  |  means the period during which the Temporary Worker is supplied to render services to the Client;  

 Client  |  means the person, �rm or corporate body requiring the services of the Temporary Worker together with any subsidiary 
 or associated company as de�ned by the Companies Act 1985;  

 Employment Business  |   means Tradeline Recruitment Ltd, 21G Saturn Facilities, Bedford Heights, Manton Lane, Bedford MK41 7PH. 

 Temporary Worker  |  means ......................................................................................................................................................................

 Relevant Period  |  means the longer period of either 14 weeks from the 1�rst day on which the Temporary Worker worked for the
        Client, or 8 weeks from the day after the Temporary Worker was last supplied by the Employment Business to the Client.

1.2 Unless the context otherwise requires, references to the singular include the plural. 

1.3 The headings contained in these Terms are for convenience only and do not affect their interpretation. 

2. The Contract
2.1 These Terms constitute a contract for services between the Employment Business and the Temporary Worker and they govern all 
 Assignments undertaken by the Temporary Worker. However, no contract shall exist between the Employment Business and the 
 Temporary Worker between Assignments.

2.2 For the avoidance of doubt, these Terms shall not give rise to a contract of employment between the Employment Business and the 
 Temporary Worker. The Temporary Worker is engaged as a self-employed worker, although the Employment Business is required to 
 make statutory deductions from the Temporary Worker’s remuneration in accordance with clause 4.1.

2.3 No variation or alteration to these Terms shall be valid unless the details of such variation are agreed between the Employment 
 Business and the Temporary Worker and set out in writing and a copy of the varied terms is given to the Temporary Worker stating 
 the date on or after which such varied terms shall apply.

3. Assignments
3.1 The Employment Business will endeavour to obtain suitable Assignments for the Temporary Worker to work as a [specify position(s) 
 or type of work]. The Temporary Worker shall not be obliged to accept an Assignment offered by the Employment Business.

3.2 The Temporary Worker acknowledges that the nature of temporary work means that there may be periods when no suitable work is 
 available and agrees: that the suitability of the work to be offered shall be determined solely by the Employment Business; that the 
 Employment Business shall incur no liability to the Temporary Worker should it fail to offer opportunities to work in the above 
 category or in any other category; and that no contract shall exist between the Temporary Worker and the Employment Business 
 during periods when the Temporary Worker is not working on an Assignment.

3.3 At the same time as an Assignment is offered to the Temporary Worker the Employment Business shall inform the Temporary Worker  
 of the identity of the Client, and if applicable the nature of their business; the date the work is to commence and the duration or 
 likely duration of the work; the type of work, location and hours during which the Temporary Worker would be required to work; the 
 rate of remuneration that will be paid and any expenses payable by or to the Temporary Worker; and any risks to health and safety 
 known to the Client in relation to the Assignment and the steps the Client has taken to prevent or control such risks. In addition the 
 Employment Business shall inform the Temporary Worker what experience, training, quali�cations and any authorisation required by 
 law or a professional body the Client considers necessary or which are required by law to work in the Assignment.

3.4 Where such information is not given in paper form or by electronic means it shall be con�rmed by such means by the end of the 
 third business day (excluding Saturday, Sunday and any public or Bank holiday) following save where the Temporary Worker is being 
 offered an Assignment in the same position as one in which the Temporary Worker had previously been supplied within the previous 
 �ve business days and such information has already been given to the Temporary Worker.

3.5  For the purpose of calculating the average number of weekly hours worked by the Temporary Worker on an Assignment, the start 
 date for the relevant averaging period under the Working Time Regulations shall be the date on which the Temporary Worker 
 commences the �rst Assignment.

3.6  If, before the �rst Assignment, during the course of an Assignment or within the Relevant Period the Client wishes to employ the 
 Temporary Worker direct or through another employment business, the Temporary Worker acknowledges that the Employment 
 Business will be entitled either to charge the Client a fee or to agree an extension of the hiring period with the Client at the end of 
 which the Temporary Worker may be engaged directly by the Client or through another employment business without further charge 
 to the Client. In addition the Employment Business will be entitled to charge a fee to the Client if the Client introduces the Temporary 
 Worker to a third party who subsequently engages the Temporary Worker within the Relevant Period.

3.7 1 The ‘�rst day’ will be the �rst occasion on which a Temporary Worker is supplied to work for the Client or the �rst day of an 
 assignment where there has been more than 42 days since the end of any previous assignment

4. Remuneration
4.1 The Employment Business shall pay to the Temporary Worker remuneration calculated at a minimum hourly rate of £[specify] being 
 the minimum rate of remuneration that the Employment Business reasonably expects to achieve, for all hours worked. The actual 
 rate will be noti�ed on a per Assignment basis, for each hour worked during an Assignment (to the nearest quarter hour) to be paid 
 weekly in arrears, subject to deductions in respect of PAYE pursuant to Sections 44-47 of the Income Tax (Earnings and Pensions) 
 Act 2003 and Class 1 National Insurance Contributions and any other deductions which the Employment Business may be required 
 by law to make.

4.2 Subject to any statutory entitlement under the relevant legislation, the Temporary Worker is not entitled to receive payment from the 
 Employment Business or Clients for time not spent on Assignment, whether in respect of holidays, illness or absence for any other 
 reason unless otherwise agreed.

5. Statutory leave
5. For the purposes of calculating entitlement to paid annual leave pursuant to the Working Time Regulations 1998 under this clause, 
 the leave year commences on the date that the Temporary Worker starts an Assignment.

5.2 The annual leave granted under these terms will always be the statutory minimum as it is from time to time. Under the Working Time  
 Regulations 1998 (as amended), the Temporary Worker is entitled to annual leave as follows:

 For work carried out from 1 April 2009 onwards: 5.6 weeks.

 If the statutory minimum leave is subsequently decreased or increased then entitlement to leave under this clause will be decreased  
 or increased so as to be set at the statutory minimum as it applies to any period in which work is carried out.

5.3 All entitlement to leave must be taken during the course of the leave year in which it accrues and none may be carried forward to the  
 next year.

5.4 Where a Temporary Worker wishes to take paid leave during the course of an assignment s/he should notify the Employment 
 Business of the dates of his/her intended absence giving notice of at least twice the length of the period of leave that s/he wishes to 
 take. In certain circumstances the Employment Business may give counter-notice to the Temporary Worker to postpone or reduce 
 the amount of leave that the Temporary Worker wishes to take and in such circumstances the Employment Business will inform the 
 Temporary Worker in writing giving at least the same length of notice as the period of leave that it wishes to postpone or reduce it by.

5.5  Entitlement to payment for leave accrues in proportion to the amount of time worked continuously by the Temporary Worker on 
 Assignment during the leave year. The amount of payment which the Temporary Worker will receive in respect of periods of annual 
 leave taken during the course of an Assignment will be calculated in accordance with and paid in proportion to the number of hours 
 which the Temporary Worker has worked on Assignment. [*Payments for annual leave will be calculated on the basis of rates paid 
 during the Client’s normal working hours i.e. those which do not attract overtime rates of pay.]

5.6 In the course of any Assignment during the �rst leave year the Temporary Worker is entitled to request leave at the rate of one-twelfth  
 of the Temporary Worker’s total holiday entitlement in each month of the leave year.

5.7 Where a Bank Holiday or other Public Holiday falls during an Assignment and the Temporary Worker does not work on that day, then  
 subject to the worker having accrued entitlement to payment for leave in accordance with clause 5.5 the Temporary Worker may, 
 upon giving one week’s notice, take a Bank Holiday or other Public Holiday as part of his/her paid annual leave entitlement.

5.8 Where this contract is terminated by either party and a P45 is requested, the Temporary Worker shall be entitled to a payment in lieu 
 of any untaken leave where the amount of leave taken is less than the amount accrued in accordance with clause 5.5.

5.9 None of the provisions of this clause regarding the statutory entitlement to paid leave shall affect the Temporary Worker’s status as 
 a self-employed worker.

6. Sickness absence
6.1 The Temporary Worker may be eligible for Statutory Sick Pay provided that s/he meets the relevant statutory criteria.

6.2  For the purposes of the Statutory Sick Pay scheme there is one qualifying day per week during the course of an assignment and 
 that qualifying day shall be the Wednesday in every week.

7. Time sheets
7.1 At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less or is completed  
 before the end of a week) the Temporary Worker shall deliver to the Employment Business a time sheet duly completed to indicate 
 the number of hours worked during the preceding week (or such lesser period) and signed by an authorised representative of the Client.

7.2 Subject to clause 7.3 The Employment Business shall pay the Temporary Worker for all hours worked regardless of whether the 
 Employment Business has received payment from the Client for those hours.

7.3 Where the Temporary Worker fails to submit a properly authenticated time sheet the Employment Business shall, in a timely fashion, 
 conduct further investigations into the hours claimed by the Temporary Worker and the reasons that the Client has refused to sign 
 a timesheet in respect of those hours. This may delay any payment due to the Temporary Worker. The Employment Business shall 
 make no payment to the Temporary Worker for hours not worked.

7.4 For the avoidance of doubt and for the purposes of the Working Time Regulations, the Temporary Worker’s working time shall only 
 consist of those periods during which s/he is carrying out activities or duties for the Client as part of the Assignment. Time spent 
 travelling to the Client’s premises; lunch breaks and other rest breaks shall not count as part of the Temporary Worker’s working time 
 for these purposes.

8. Conduct of assignments
8.1 The Temporary Worker is not obliged to accept any Assignment offered by the Employment Business but if s/he does so, during 
 every Assignment and afterwards where appropriate, s/he will: –

 a) Co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person 
 in the Client’s organisation;

 b) Observe any relevant rules and regulations of the Client’s establishment (including normal hours of work) to which attention has 
 been drawn or which the Temporary Worker might reasonably be expected to ascertain;

 c) Take all reasonable steps to safeguard his or her own health and safety and that of any other person who may be present or be 
 affected by his or her actions on the Assignment and comply with the Health and Safety policies and procedures of the Client;

 d) Not engage in any conduct detrimental to the interests of the Client;

 e) Not at any time divulge to any person, nor use for his or her own or any other person’s bene�t, any con�dential information 
 relating to the Client’s or the Employment Business’ employees, business affairs, transactions or �nances.

 8.2 If the Temporary Worker is unable for any reason to attend work during the course of an Assignment s/he should inform the 
 Client and/or the Employment Business within one hour of the commencement of the Assignment or shift.

 8.3 If, either before or during the course of an Assignment, the Temporary Worker becomes aware of any reason why he may not be 
 suitable for an Assignment, he shall notify the Employment Business without delay.

9. Termination
9.1 The Employment Business or the Client may terminate the Temporary Worker’s Assignment at any time without prior notice or liability.

9.2 The Temporary Worker may terminate an Assignment at any time without prior notice or liability.

9.3 If the Temporary Worker does not inform the Client or the Employment Business [in accordance with clause 8.2] should they be 
 unable to attend work during the course of an assignment this will be treated as termination of the assignment by the Temporary 
 Worker in accordance with clause 9.2 unless the Temporary Worker can show that exceptional circumstances prevented him or her 
 from complying with clause 8.2.

9.4 If the Temporary Worker is absent during the course of an assignment and the contract has not been otherwise terminated under 
 clauses 9.1, 9.2 or 9.3 above the employment business will be entitled to terminate the contract in accordance with clause 9.1 if the 
 work to which the absent worker was assigned is no longer available for the Temporary Worker.

9.5 If the Temporary Worker does not report to the Employment Business to notify his/her availability for work for a period of three 
 weeks, the Employment Business will forward his/her P45 to his/her last known address.

10. Law
10.1 These Terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the Courts of England 
 and Wales.

Temporary Worker:

Print name …………………………………….......................................................................................................................................................

Signature ..….......…………………………….............................................................................. Dated ………….... /………….... /………….... 
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 Temporary Worker  |  means ......................................................................................................................................................................

 Relevant Period  |  means the longer period of either 14 weeks from the 1�rst day on which the Temporary Worker worked for the
        Client, or 8 weeks from the day after the Temporary Worker was last supplied by the Employment Business to the Client.

1.2 Unless the context otherwise requires, references to the singular include the plural. 

1.3 The headings contained in these Terms are for convenience only and do not affect their interpretation. 

2. The Contract
2.1 These Terms constitute a contract for services between the Employment Business and the Temporary Worker and they govern all 
 Assignments undertaken by the Temporary Worker. However, no contract shall exist between the Employment Business and the 
 Temporary Worker between Assignments.

2.2 For the avoidance of doubt, these Terms shall not give rise to a contract of employment between the Employment Business and the 
 Temporary Worker. The Temporary Worker is engaged as a self-employed worker, although the Employment Business is required to 
 make statutory deductions from the Temporary Worker’s remuneration in accordance with clause 4.1.

2.3 No variation or alteration to these Terms shall be valid unless the details of such variation are agreed between the Employment 
 Business and the Temporary Worker and set out in writing and a copy of the varied terms is given to the Temporary Worker stating 
 the date on or after which such varied terms shall apply.

3. Assignments
3.1 The Employment Business will endeavour to obtain suitable Assignments for the Temporary Worker to work as a [specify position(s) 
 or type of work]. The Temporary Worker shall not be obliged to accept an Assignment offered by the Employment Business.

3.2 The Temporary Worker acknowledges that the nature of temporary work means that there may be periods when no suitable work is 
 available and agrees: that the suitability of the work to be offered shall be determined solely by the Employment Business; that the 
 Employment Business shall incur no liability to the Temporary Worker should it fail to offer opportunities to work in the above 
 category or in any other category; and that no contract shall exist between the Temporary Worker and the Employment Business 
 during periods when the Temporary Worker is not working on an Assignment.

3.3 At the same time as an Assignment is offered to the Temporary Worker the Employment Business shall inform the Temporary Worker  
 of the identity of the Client, and if applicable the nature of their business; the date the work is to commence and the duration or 
 likely duration of the work; the type of work, location and hours during which the Temporary Worker would be required to work; the 
 rate of remuneration that will be paid and any expenses payable by or to the Temporary Worker; and any risks to health and safety 
 known to the Client in relation to the Assignment and the steps the Client has taken to prevent or control such risks. In addition the 
 Employment Business shall inform the Temporary Worker what experience, training, quali�cations and any authorisation required by 
 law or a professional body the Client considers necessary or which are required by law to work in the Assignment.

3.4 Where such information is not given in paper form or by electronic means it shall be con�rmed by such means by the end of the 
 third business day (excluding Saturday, Sunday and any public or Bank holiday) following save where the Temporary Worker is being 
 offered an Assignment in the same position as one in which the Temporary Worker had previously been supplied within the previous 
 �ve business days and such information has already been given to the Temporary Worker.

3.5  For the purpose of calculating the average number of weekly hours worked by the Temporary Worker on an Assignment, the start 
 date for the relevant averaging period under the Working Time Regulations shall be the date on which the Temporary Worker 
 commences the �rst Assignment.

3.6  If, before the �rst Assignment, during the course of an Assignment or within the Relevant Period the Client wishes to employ the 
 Temporary Worker direct or through another employment business, the Temporary Worker acknowledges that the Employment 
 Business will be entitled either to charge the Client a fee or to agree an extension of the hiring period with the Client at the end of 
 which the Temporary Worker may be engaged directly by the Client or through another employment business without further charge 
 to the Client. In addition the Employment Business will be entitled to charge a fee to the Client if the Client introduces the Temporary 
 Worker to a third party who subsequently engages the Temporary Worker within the Relevant Period.

3.7 1 The ‘�rst day’ will be the �rst occasion on which a Temporary Worker is supplied to work for the Client or the �rst day of an 
 assignment where there has been more than 42 days since the end of any previous assignment

4. Remuneration
4.1 The Employment Business shall pay to the Temporary Worker remuneration calculated at a minimum hourly rate of £[specify] being 
 the minimum rate of remuneration that the Employment Business reasonably expects to achieve, for all hours worked. The actual 
 rate will be noti�ed on a per Assignment basis, for each hour worked during an Assignment (to the nearest quarter hour) to be paid 
 weekly in arrears, subject to deductions in respect of PAYE pursuant to Sections 44-47 of the Income Tax (Earnings and Pensions) 
 Act 2003 and Class 1 National Insurance Contributions and any other deductions which the Employment Business may be required 
 by law to make.

4.2 Subject to any statutory entitlement under the relevant legislation, the Temporary Worker is not entitled to receive payment from the 
 Employment Business or Clients for time not spent on Assignment, whether in respect of holidays, illness or absence for any other 
 reason unless otherwise agreed.

5. Statutory leave
5. For the purposes of calculating entitlement to paid annual leave pursuant to the Working Time Regulations 1998 under this clause, 
 the leave year commences on the date that the Temporary Worker starts an Assignment.

5.2 The annual leave granted under these terms will always be the statutory minimum as it is from time to time. Under the Working Time  
 Regulations 1998 (as amended), the Temporary Worker is entitled to annual leave as follows:

 For work carried out from 1 April 2009 onwards: 5.6 weeks.

 If the statutory minimum leave is subsequently decreased or increased then entitlement to leave under this clause will be decreased  
 or increased so as to be set at the statutory minimum as it applies to any period in which work is carried out.

5.3 All entitlement to leave must be taken during the course of the leave year in which it accrues and none may be carried forward to the  
 next year.

5.4 Where a Temporary Worker wishes to take paid leave during the course of an assignment s/he should notify the Employment 
 Business of the dates of his/her intended absence giving notice of at least twice the length of the period of leave that s/he wishes to 
 take. In certain circumstances the Employment Business may give counter-notice to the Temporary Worker to postpone or reduce 
 the amount of leave that the Temporary Worker wishes to take and in such circumstances the Employment Business will inform the 
 Temporary Worker in writing giving at least the same length of notice as the period of leave that it wishes to postpone or reduce it by.

5.5  Entitlement to payment for leave accrues in proportion to the amount of time worked continuously by the Temporary Worker on 
 Assignment during the leave year. The amount of payment which the Temporary Worker will receive in respect of periods of annual 
 leave taken during the course of an Assignment will be calculated in accordance with and paid in proportion to the number of hours 
 which the Temporary Worker has worked on Assignment. [*Payments for annual leave will be calculated on the basis of rates paid 
 during the Client’s normal working hours i.e. those which do not attract overtime rates of pay.]

5.6 In the course of any Assignment during the �rst leave year the Temporary Worker is entitled to request leave at the rate of one-twelfth  
 of the Temporary Worker’s total holiday entitlement in each month of the leave year.

5.7 Where a Bank Holiday or other Public Holiday falls during an Assignment and the Temporary Worker does not work on that day, then  
 subject to the worker having accrued entitlement to payment for leave in accordance with clause 5.5 the Temporary Worker may, 
 upon giving one week’s notice, take a Bank Holiday or other Public Holiday as part of his/her paid annual leave entitlement.

5.8 Where this contract is terminated by either party and a P45 is requested, the Temporary Worker shall be entitled to a payment in lieu 
 of any untaken leave where the amount of leave taken is less than the amount accrued in accordance with clause 5.5.

5.9 None of the provisions of this clause regarding the statutory entitlement to paid leave shall affect the Temporary Worker’s status as 
 a self-employed worker.

6. Sickness absence
6.1 The Temporary Worker may be eligible for Statutory Sick Pay provided that s/he meets the relevant statutory criteria.

6.2  For the purposes of the Statutory Sick Pay scheme there is one qualifying day per week during the course of an assignment and 
 that qualifying day shall be the Wednesday in every week.

7. Time sheets
7.1 At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less or is completed  
 before the end of a week) the Temporary Worker shall deliver to the Employment Business a time sheet duly completed to indicate 
 the number of hours worked during the preceding week (or such lesser period) and signed by an authorised representative of the Client.

7.2 Subject to clause 7.3 The Employment Business shall pay the Temporary Worker for all hours worked regardless of whether the 
 Employment Business has received payment from the Client for those hours.

7.3 Where the Temporary Worker fails to submit a properly authenticated time sheet the Employment Business shall, in a timely fashion, 
 conduct further investigations into the hours claimed by the Temporary Worker and the reasons that the Client has refused to sign 
 a timesheet in respect of those hours. This may delay any payment due to the Temporary Worker. The Employment Business shall 
 make no payment to the Temporary Worker for hours not worked.

7.4 For the avoidance of doubt and for the purposes of the Working Time Regulations, the Temporary Worker’s working time shall only 
 consist of those periods during which s/he is carrying out activities or duties for the Client as part of the Assignment. Time spent 
 travelling to the Client’s premises; lunch breaks and other rest breaks shall not count as part of the Temporary Worker’s working time 
 for these purposes.

8. Conduct of assignments
8.1 The Temporary Worker is not obliged to accept any Assignment offered by the Employment Business but if s/he does so, during 
 every Assignment and afterwards where appropriate, s/he will: –

 a) Co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person 
 in the Client’s organisation;

 b) Observe any relevant rules and regulations of the Client’s establishment (including normal hours of work) to which attention has 
 been drawn or which the Temporary Worker might reasonably be expected to ascertain;

 c) Take all reasonable steps to safeguard his or her own health and safety and that of any other person who may be present or be 
 affected by his or her actions on the Assignment and comply with the Health and Safety policies and procedures of the Client;

 d) Not engage in any conduct detrimental to the interests of the Client;

 e) Not at any time divulge to any person, nor use for his or her own or any other person’s bene�t, any con�dential information 
 relating to the Client’s or the Employment Business’ employees, business affairs, transactions or �nances.

 8.2 If the Temporary Worker is unable for any reason to attend work during the course of an Assignment s/he should inform the 
 Client and/or the Employment Business within one hour of the commencement of the Assignment or shift.

 8.3 If, either before or during the course of an Assignment, the Temporary Worker becomes aware of any reason why he may not be 
 suitable for an Assignment, he shall notify the Employment Business without delay.

9. Termination
9.1 The Employment Business or the Client may terminate the Temporary Worker’s Assignment at any time without prior notice or liability.

9.2 The Temporary Worker may terminate an Assignment at any time without prior notice or liability.

9.3 If the Temporary Worker does not inform the Client or the Employment Business [in accordance with clause 8.2] should they be 
 unable to attend work during the course of an assignment this will be treated as termination of the assignment by the Temporary 
 Worker in accordance with clause 9.2 unless the Temporary Worker can show that exceptional circumstances prevented him or her 
 from complying with clause 8.2.

9.4 If the Temporary Worker is absent during the course of an assignment and the contract has not been otherwise terminated under 
 clauses 9.1, 9.2 or 9.3 above the employment business will be entitled to terminate the contract in accordance with clause 9.1 if the 
 work to which the absent worker was assigned is no longer available for the Temporary Worker.

9.5 If the Temporary Worker does not report to the Employment Business to notify his/her availability for work for a period of three 
 weeks, the Employment Business will forward his/her P45 to his/her last known address.

10. Law
10.1 These Terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the Courts of England 
 and Wales.

Temporary Worker:

Print name …………………………………….......................................................................................................................................................

Signature ..….......…………………………….............................................................................. Dated ………….... /………….... /………….... 


