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Aspire People Ltd

Child Protection Recruitment Policy
Aspire People is highly committed to safeguarding the welfare of children and young people.  Everyone who works for Aspire People has a position of trust and a responsibility to promote safe practices and protect children from harm, abuse and exploitation.

	Aspire People’s Safer Recruitment Practices




Our ‘safer recruitment’ practices are conducted to protect children from any possible threats, they also fit in line with the safeguarding children policies outlined by the government.

Aspire People’s application process is as follows:

· Submission of CV and covering letter
· Face to Face interview and induction
· Once your application process has been successfully completed you will receive a letter confirming your registration with Aspire People

· A photographic ID card will be issued for you to wear during assignments
· You must then take photographic ID, CRB and your Aspire People identity card to every assignment. 

These reasonable steps are taken to ensure that Aspire People do not place candidates in to schools that are unsuitable or disqualified from working with children. However, candidates should be assured that the application process is quick and efficient, designed to get suitable candidates in to work as quickly as possible. Especially, If you provide accurate information and all of the above on the day of your interview.

If you have any questions about this process please contact your recruitment consultant prior to your interview.
Aspire People Ltd

Required Documentation for Interview

As part of our vetting procedures, we need to see some original identification documentation. You must bring all of the following with you to interview:
	Application Pack
	· Please ensure every part is signed and dated

· Completed Safeguarding children questions
· Signed contract for services
	

	Right to work in the UK
	· Passport or full length birth certificate

· Visa/work permit
	

	Proof of ID
	· Passport or driving licence
	

	Driving licence
	· Full or provisional

· ID card and counterpart
	

	Proof of Address
	· 2 required

· Must have a date on within the last 3 months

· 2 different companies
	

	Proof of NI
	Any one of the below:

· NI card

· Tax form

· Wage slip
	

	Proof of any name changes
	· Marriage certificate

· Change of name deed poll

· Divorce certificate
	

	Proof of Education
	· Your highest qualification e.g degree

If you are a teacher we also need:

· QTS certificates

· Induction certificates

· GTC Card/Letter
	

	CRB
	· Within the last year

· With an organisation that grants portability

Or
· fill out a Aspire CRB 
· Pay £44 or £48 for a fast track CRB
	

	Proof of pay scale 
	· Wage slip or letter from permanent employment confirming your scale
	

	References
	· Cover the last 2 years

· Professional only
	

	Photograph
	· Passport photo for your ID lanyard
	


Without all of the above we can not process your application, in accordance with REC Guidance and our policy. If you are missing any documentation you must call your consultant before the interview date. 
Aspire People
Application for Employment

Confidential
	Personal Details - PLEASE FILL THIS OUT AND BRING IT TO YOUR INTERVIEW

	Title:
	
	Surname:
	

	First Names:
	
	Gender:
	

	Previous Names including maiden name:

	D.O.B:
	
	NI Number:
	

	Address:
	

	
	Post Code:
	

	Landline Number:
	
	Mobile Number:
	

	Email:
	
	Marital Status:
	

	Nationality:
	
	Are you required to hold a work permit? 
	Yes
	No

	Work Permit Valid Until:
	
	Date of Entry in to UK:
	

	What is your current pay scale?
	

	How did you hear about Aspire People? 
	

	Emergency Contact Details (next of kin)

	Name:
	Relationship:

	Address:

	Postcode:
	24 hr Contact Number:

	Payment Details  (Aspire People will make payments for work directly in to your account on a weekly basis)

	Name of bank
	
	Sort Code
	

	Account in the name of
	
	8 digit Account No.
	

	Education       (Please state teaching, degree and college/school) 

	Qualification Subject
	Name and address of institute
	Dates

(From-to)
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Have you obtained English GCSE or equivalent?
	Yes
	No

	Have you obtained Maths GCSE or equivalent?
	Yes
	No


Aspire People
Application for Employment

Confidential
Please tick the skills that you have experience with
	Computer Skills 
	

	MS Office
	

	MS Excel
	

	MS Access
	

	Email / Outlook
	

	MS PowerPoint
	

	Ms Publisher
	

	Mail Merge 
	


	Other tasks you can do with CONFIDENCE

	Typing formal letters
	
	Liaise with Visitors 
	

	Typing formal memos
	
	Liaise with Parents
	

	Answering Telephone
	
	Liaise with pupils
	

	Passing Messages 
	
	Dinner Money
	

	Shorthand
	
	Trip Money
	

	Taking Minutes
	
	First Aid
	

	Copy Type
	
	Organisational
	

	Speed Typing
	
	Interpersonal
	

	Data Inputting
	
	Communication
	

	Diary Management
	
	
	


	Systems used with confidence

	CMIS
	
	FMS Finance Package
	
	Switchboards
	

	Sims.Net
	
	E Portal 
	
	Sage 50/100
	

	Voyager
	
	AddSum 4
	
	Door Entry Systems / Gates
	


	Roles you have SCHOOL experience in

	Administrator
	
	Cover Manager/Coordinator 
	

	Clerical Assistant
	
	HR or Personnel
	

	Receptionist
	
	Sports Technician
	

	Reprographics Assistant
	
	ICT Technician
	

	Secretary
	
	Science Technician
	

	Business Manager
	
	Food Techncian
	

	Bursar
	
	Art/D & T Technician
	

	Finance Assistant
	
	Caretaker /Site Manager
	

	Finance Officer
	
	Mini Bus Driver
	

	Finance Manager
	
	Librarian
	

	Examinations Officer
	
	
	


Aspire People Ltd

Application for Employment 
Confidential
	References & Employment History 

	References must 

· Cover all of the last two years (continue on a separate sheet if necessary)

· From the last 2 recent/current places of employment or academic study
· We DO NOT accept personal references or references from personal email addresses. 

	Name of Organisation / Place of Study:

	

	Name of Contact:
	
	Direct Email
	

	Dates of Employment / Academic Study
	From:                      To:
	Telephone Number
	

	Your Job Title / Course
	
	Fax Number
	

	Reason for leaving:
	
	Fax Number
	

	

	Name of Organisation / Place of Study:


	

	Name of Contact:
	
	Direct Email
	

	Dates of Employment / Academic Study
	From:                      To:
	Telephone Number
	

	Your Job Title / Course
	
	Fax Number
	

	Reason for leaving:

	


Have you ever been dismissed from any employment?

Yes

No

Failure to provide accurate information on your references will delay your application.  Completion of this form signifies your consent for Aspire People Ltd to verify all the information supplied and you understand that if offered a position the appointment will be subject to the information on this form being correct. I herby certify that the information I have given in this application is correct to the best of my knowledge.
	Name:
	
	Date:
	

	Signature:
	


Aspire People Ltd

Application for Employment

Confidential
	Medical Questionnaire and Declaration

	The following questions on health and safety are asked in order to find out your needs in terms of reasonable adjustments to access our recruitment service and to find out your needs in order to perform the positions sought
	YES
	No

	Do you have any health issues or a disability relevant which may make it difficult for you to carry out functions which are essential for the role you seek?
	
	

	If yes, please specify:

	
	

	If you have a disability, what are your needs in terms of reasonable adjustments in order to access this recruitment service and to attend interview, or to take aptitude tests etc?
	
	

	If yes, please specify:

	
	

	Do you have any drug or alcohol related condition or dependency that would affect your ability to work with, teach and/or supervise vulnerable adults/children?
	
	

	If yes, please specify:

	
	

	Do you suffer from any conditions that may prevent or limit you in carrying out your teaching, duty of care and other duties in respect of vulnerable adults/children?
	
	

	Is yes, please specify:

	
	

	Are you attending or waiting to attend any hospital for treatment or investigation of a condition which could impact on your position of responsibility and/or teaching vulnerable adults/ children? 
	
	

	If yes, please specify:

	
	

	Are you taking any regular prescribed medication which could affect your ability to carry out a position of responsibility, teaching or care of vulnerable adults/children?

	
	

	Please provide additional information that you feel is relevant to this declaration:

	


The Teachers’ Qualifications and Health Standards Regulations 1999 Act, say that "a person shall not be appointed to relevant employment if, having regard to any duty of the employer under Part II of the Disability Discrimination Act 1995, does not have the health and mental and physical capacity for that employment." 
If you answered YES to any of the above we may need to ask you further questions or ask you to provide a letter from your GP confirming that you are fit to teach.  I hereby certify that all the information given by me is correct to the best of my knowledge. If I fail to provide any information relevant to the questions asked which later come to light during the course of employment i am aware that my contract for services may be terminated with immediate effect.
	Name:
	
	Date:
	

	Signature:


Aspire People Ltd

Application for Employment

Confidential
	Criminal Records Bureau (CRB) 


To work for Aspire People Ltd or with children aged 18 years and under, you must have an up-to-date enhanced CRB.  If you have a current CRB less than 1 year old, we may be able to port your CRB. If you do not have an enhanced CRB, have a standard CRB or your current CRB is over 1 year old, you will be required to complete another application (any information received will be kept in strict confidence). The post that you are applying for involves substantial access to children and is therefore exempt from the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 1986
	Is there any reason why you SHOULD NOT be given access to children?
	YES
	NO

	If yes please detail:
	


	Declaration
	
	

	

	If you have a portable CRB, have you had a three month gap in teaching since the issue date of your CRB?
	YES
	NO


	Rehabilitation of the Offenders Act Statement


Education roles are exempt from the Rehabilitation of Offenders Act 1974, because it involves substantial opportunity for access to children.  You are therefore required to declare details of any criminal record you may have, including details of any convictions, even if they would otherwise be regarded as ‘spent’ under this act, or any cautions, bind-overs and pending prosecutions.  The information you give will be regarded as confidential and will only be disclosed in relation to teaching appointments.  The Agency will arrange for a check to be made with the police for the existence and content of any criminal record in your name.  Any information received from the police will be kept in strict confidence, it will be shredded either when you leave or three years after you register. The disclosure of a criminal record, or other information, will not debar you from appointment unless the agency considers, or is advised, that it renders you unsuitable.  In making this decision the agency and the authority will consider the nature of the offence, how long ago and what age you were when it was committed and any other factors, which may be relevant. Failure to declare a conviction, caution or bind-over may well disqualify you from appointment, or result in your appointment being terminated when the discrepancy comes to light.

	Do you have any spent or unspent convictions to declare?
	Yes
	No

	If yes please detail:


	Name:
	
	Date:
	

	Signature:
	

	Equal Opportunities (circle appropriate box)

	White:
	British
	Irish
	Other White

	Asian
	Bangladeshi
	Indian
	Pakistani
	Other Asian

	Black
	African
	Caribbean
	Other Black

	Mixed
	White & Black
	White &Caribbean
	White & Black African
	White & Asian
	Other Mixed

	Other
	Chinese
	Other Ethnic Group

	Prefer not to say
	


Aspire People Ltd

Application for Employment

Confidential
	Overseas Declaration


1) Have you been outside of the UK in the past 5 years for a period of equal to or longer than 3 months, including a period of travelling? 
	
	Yes

	
	No


If yes, please go to question 2 and 3. If no, just sign below.
2) If yes, please read carefully and tick below what applies to you:

	
	Travelling and never stayed in any one country for equal to or longer than 3 months.

	
	Stayed and/or travelled to more than one country for equal to or longer than 3 months (please state in question 3)

	
	Stayed in one country only for equal to or longer than 3 months (please state in question 3)



3) Please provide detail of all countries, as stated in question 2:

	Country
	Date From
	Date To

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please be aware that Aspire People will use the information given in order to process your application and ensure that all checks needed are gained. Failure to provide correct information may result in the termination of your application.

	Name:
	
	Date:
	

	Signature:
	


Aspire People Ltd

Application for Employment

Confidential
	Data Protection




Aspire People Ltd is committed to supporting the Data Protection Act 1998. You are required to sign this form to enable us to process your application and carry out the required legal checks on:

· Obtaining Portability on a CRB
	CRB No:
	

	Issue Date:
	


· Qualification Verification

· Medical Evidence

· References
· Pay Scale
I authorise Aspire People Ltd to seek and obtain any information that may be relevant to my application.

	Name:
	
	Date:
	

	Signature:
	


Code of Conduct and 

Practice for Candidates
Aspire People are highly committed to safeguarding the welfare of children and young people.  Everyone who works for Aspire People has a position of trust and a responsibility to promote safe practices and protect children from harm, abuse and exploitation. We expect all of our candidates to:

	1
	Put the safety of children first


	· Take responsible steps to ensure all pupils under your supervision are safe

· Follow the school’s child protection policies and procedures

· Ensure that relationships with pupils remain professional 

·  Always ask for support or help if you think your own actions could put pupils at risk

· Ensure that you take appropriate action if you observe another member of staff having a negative impact on pupils. 

· Communicate clear expectations of pupil behaviour.



	2
	Take Responsibility for maintaining the quality of your profession
	· It is your responsibility to meet professional standards that are relevant to your career level and role. 

· Learn from any feedback that colleagues provide

· Actively seek out opportunities to develop your knowledge and skills 
· 

	3
	Respect diversity and promote equality


	· Act appropriately to all pupils, parent and colleagues no matter their socio-economic background, age, gender, sexual orientation, disability, race and religion

· Understand school equal opportunity policies and report unlawful discrimination and bullying through the necessary channels. 

	4
	Maintain professional relationships 


	· Develop supportive relationships with school colleagues

· Responsibly uphold school policies

· Participate in whole school activities

· Take responsibility for upholding the reputation of your school and Aspire People out of working hours.

· Take care of school property


By signing this form I agree to adhere to Aspire People’s code of conduct and practice

	Name:
	
	Date:
	

	Signature:
	


Safeguarding Children Training
(Training and support is available during and after your interview, 
for candidates that have limited knowledge on safeguarding children)

	What does ECM stand for?
	

	What are the 5 ECM Outcomes?
	

	Who has a position of trust?
	

	What are the 4 Types of abuse?
	

	Give examples of a pupil showing signs of emotional abuse? 
	

	During a break you witness a child being bullied by another pupil what should you do?
	

	A pupil asks if you can keep a secret, they want to confide in you. What should you do?
	

	What should you do if you suspect a colleague is abusing a child?
	

	A pupil asks for your personal email address so they can send you something over the weekend? What do you do?
	

	While your back is turned you notice that your mobile phone, which you left on your desk has been switched on. That evening you receive an anonymous text message which reads, "Hi Gorgeous x". You do not recognise the number of the sender. What do you do? 
	

	In reception a pupil becomes disruptive,  you ask them  to improve their behaviour but they refuse to. What do you do? 
	

	A fight arises between two pupils in the corridor at break time. One of them falls to the ground and the other pupil continues to kick them.  The pupil on the ground is crying for him to stop. What should you do?
	

	Consultant Signature:
	Candidate Signature:


You will be given the answers to this questionnaire after completion. If you want a copy of "What to do if you're worried a child is being abused" you can download it from www.teachernet.gov.uk/publications using the ref: 04319-2006BKT-EN
 TERMS OF ENGAGEMENT FOR PAYE TEMPORARY 

WORKERS (CONTRACT FOR SERVICES) (4 Pages, please ensure you have each page)
1. DEFINITIONS
1.1. In these Terms of Engagement the following definitions apply: 
“Actual Rate of Pay”
means the rate of pay which will be paid for each hour worked during an Assignment (to the nearest quarter hour) 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, any other deductions which the Employment Business may be required by law to make and, any Agreed Deductions;
“Agreed Deductions” 
means any deductions the Temporary Worker has agreed can be made from their pay; 
“Assignment”
means the period during which the Temporary Worker is supplied by the Employment Business to provide services to the Client;

“Assignment Details Form” 
means written confirmation of the assignment details to be given to the Temporary Worker upon acceptance of the Assignment;

“Client”
means the person, firm or corporate body together with any subsidiary or associated person, firm or corporate body (as the case may be) to whom the Temporary Worker is supplied or introduced;

“Conduct Regulations”
means the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (as amended) or the Conduct of Employment Agencies and Employment Businesses Regulations (Northern Ireland) 2005 (as amended);

“Confidential Information” 
shall mean any and all confidential commercial, financial, marketing, technical or other information or data of whatever nature relating to the Client or Employment Business or their business or affairs (including but not limited to this Agreement, data, records, reports, agreements, software, programs, specifications, know-how, trade secrets and other information concerning the Assignment) in any form or medium whether disclosed or granted access to whether in writing, orally or by any other means, the Temporary Worker or any third party in relation to the Assignment by the Client or the Employment Business or by a third party on behalf of the Client whether before or after the date of this Agreement together with any reproductions of such information in any form or medium or any part(s) of such information;

“Employment Business”
Aspire People Limited (registered company no) .5276396 of 2 Wrens Court, Lower Queen Street, Sutton Coldfield, B72 1RT (“the Employment Business”). 
“Engagement”
means the engagement, employment or use of the Temporary Worker by the Client or by any third party to whom the Temporary Worker has been introduced by the Client on a permanent or temporary basis, whether under a contract of service or for services; an agency, license, franchise or partnership arrangement; or any other engagement; or through any other employment business; or through a limited company of which the Temporary Worker is an officer, employee or other representative; and “Engage”, “Engages” and “Engaged” shall be construed accordingly;

“Hourly Rate” 
means £__________ per day being the minimum rate of pay that the Employment Business reasonably expects to achieve, for all hours worked by the Temporary Worker; 
“Leave Year”
means the period during which the Temporary Worker accrues and may take statutory leave commencing on the date that the Temporary Worker starts an Assignment or a series of Assignments 
“Period of Extended Hire”
means any additional period that the Client wishes the Temporary Worker to be supplied for beyond the duration of the original Assignment or series of assignments as an alternative to paying a Transfer Fee;  

“Relevant Period”
means (a) the period of 8 weeks commencing on the day after the last day on which the Temporary Worker worked for the Client having been supplied by the Employment Business; or (b) the period of 14 weeks commencing on the first day on which the Temporary Worker worked for the Client having been supplied by Employment Business or 14 weeks from the first day of the most recent Assignment where there has been a break of more than 6 weeks (42 days) since any previous assignment;

“Temporary Worker”
means __________________________________________________________________________


supplied by the Employment Business to provide services to the Client;
“Transfer Fee”
means the fee payable by the Client to the Employment Business if the Client wishes to Engage the Temporary Worker, as permitted by Regulation 10 of the Conduct Regulations; 

“Type of Work”
means___________________________________________________________________________
“Working Time Regulations”
means the Working Time Regulations 1998 (as amended).

1.2. Unless the context otherwise requires, references to the singular include the plural and references to the 
masculine include the feminine and vice versa.
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 together with any applicable Assignment Details Form (“Terms”) constitute the entire agreement between the Employment Business and the Temporary Worker for the supply of services to the Client and they shall govern all Assignments undertaken by the Temporary Worker. However, no contract shall exist between the Employment Business and the Temporary Worker between Assignments. These Terms shall prevail over any other terms put forward by the Temporary Worker. 
2.2. During an Assignment the Temporary Worker will be engaged on a contract for services by the Employment Business on these Terms. For the avoidance of doubt, the Temporary Worker is not an employee of the Employment Business although the Employment Business is required to make statutory deductions from the Temporary Worker’s pay. These Terms shall not give rise to a contract of employment between the Employment Business and the Temporary Worker, or the Temporary Worker and the Client. The Temporary Worker is supplied as a worker, and is entitled to certain statutory rights as such, but nothing in these Terms shall be construed as giving the Temporary Worker rights in addition to those provided by statute except where expressly stated.

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.

2.4. The Employment Business shall act as an employment business (as defined in Section 13(3) of the Employment Agencies Act 1973) when introducing or supplying the Temporary Worker for Assignments with its Clients. 
3. ASSIGNMENTS AND INFORMATION TO BE PROVIDED

3.1. The Employment Business will endeavour to obtain suitable Assignments for the Temporary Worker performing the agreed Type of Work. The Temporary Worker shall not be obliged to accept any 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: 

3.2.1. the suitability of the work to be offered shall be determined solely by the Employment Business; and

3.2.2. the Employment Business shall incur no liability to the Temporary Worker should it fail to offer Assignments of the Type of Work or any other work.  

3.3. At the same time as an Assignment is offered to the Temporary Worker the Employment Business shall provide the Temporary Worker with an Assignment Details Form setting out the following:

3.3.1. the identity of the Client, and if applicable the nature of their business; 

3.3.2. the date the Assignment is to commence and the duration or likely duration of Assignment; 

3.3.3. the Type of Work, location and hours during which the Temporary Worker would be required to work; 

3.3.4. the Actual Rate of Pay that will be paid and any expenses payable by or to the Temporary Worker; 

3.3.5. 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; 

3.3.6. what experience, training, qualifications 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; and

3.3.7. the intervals of payment.

3.4. Where such information is not given in paper form or by electronic means it shall be confirmed by such means by the end of the third business day (excluding Saturday, Sunday and any Public or Bank Holiday) following save where:

3.4.1. the Temporary Worker is being offered an Assignment in the same position as one in which the Temporary Worker has previously been supplied within the previous 5 business days and such information has already been given to the Temporary Worker; or

3.4.2. subject to clause 3.5, the Assignment is intended to last for 5 consecutive working days or less and such information has previously been given to the Temporary Worker before and remains unchanged, the Employment Business needs only to provide written confirmation of the identity of the Client and the likely duration of the Assignment.

3.5. Where the provisions of clause 3.4.2 are met but the Assignment extends beyond the intended 5 consecutive working day period, the Employment Business shall provide such information set out in clause 3.3 to the Temporary Worker in paper or electronic form within 8 days of the start of the Assignment.

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

3.7. If, before or during an Assignment or during the Relevant Period, the Client wishes to Engage the Temporary Worker directly or through another employment business, the Temporary Worker acknowledges that the Employment Business will be entitled either to charge the Client a Transfer Fee or to agree a Period of Extended Hire 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 Transfer 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. 

4. TEMPORARY WORKER’S OBLIGATIONS

4.1. 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: 
4.1.1. co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person in the Client’s organisation;
4.1.2. 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;
4.1.3. 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;
4.1.4. not engage in any conduct detrimental to the interests of the Client;
4.1.5. not at any time divulge to any person, nor use for his or her own or any other person’s benefit, any Confidential Information relating to the Client’s or the Employment Business’ employees, business affairs, transactions or finances;
4.1.6. on completion of the Assignment or at any time when requested by the Client or the Employment Business, return to the Client or where appropriate, to the Employment Business, any Client property or items provided to the Temporary Worker in connection with or for the purpose of the Assignment, including, but not limited to any equipment, materials, documents, swipe cards or ID cards, uniforms, personal protective equipment or clothing. 
4.2. If the Temporary Worker is unable for any reason to attend work during the course of an Assignment s/he should inform the Employment Business within 1 hour of the commencement of the Assignment or shift. In the event that it is not possible to inform the Employment Business within these timescales, the Temporary Worker should alternatively inform the Client and then the Employment Business as soon as possible.
4.3. If, either before or during the course of an Assignment, the Temporary Worker becomes aware of any reason why s/he may not be suitable for an Assignment, s/he shall notify the Employment Business without delay.
4.4. The Temporary Worker acknowledges that any breach of his/her obligations set out in this clause may cause the Employment Business to suffer loss and that the Employment Business reserves the right to recover such losses from the Temporary Worker. 
5. TIMESHEETS

5.1. At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of 1 week or less or is completed before the end of a week) the Temporary Worker shall deliver to the Employment Business a timesheet 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.
5.2. Subject to clause 5.3 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. 
5.3. Where the Temporary Worker fails to submit a properly authenticated timesheet 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.
5.4. 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. 
6. REMUNERATION

6.1. The Employment Business shall pay to the Temporary Worker the Actual Rate of Pay which will be notified on a per Assignment basis. 
6.2. Subject to any statutory entitlement under the relevant legislation referred to in clauses 7 and 8 below and any other statutory entitlement, the Temporary Worker is not entitled to receive payment from the Employment Business or the Client for time not spent on Assignment, whether in respect of holidays, illness or absence for any other reason unless otherwise agreed.

6.3. Where the Temporary Worker holds a valid A1, E101 or E102 Certificate confirming coverage by a social security scheme in a Member State other than the UK, the Temporary Worker must declare this to the Employment Business and produce the Certificate. In such cases the Employment Business shall not deduct Class 1 National Insurance Contributions from the Actual Rate of Pay but it shall be the responsibility of the Temporary Worker to pay such social fee contributions as may be applicable in the Member State concerned. In the event that the Temporary Worker fails to pay such contributions and the Employment Business is required to pay contributions either in the UK or the Member State concerned, the Temporary Worker undertakes to indemnify the Employment Business and the Employment Business shall be entitled to deduct the amount paid in contributions from any sums owed to the Temporary Worker.

7. STATUTORY PAID ANNUAL LEAVE 

7.1. The Temporary Worker is entitled to paid annual leave according to the statutory minimum as provided by the Working Time Regulations from time to time. The current statutory entitlement to paid annual leave is 5.6 weeks.
7.2. If the statutory minimum entitlement is subsequently decreased or increased then the Temporary Worker’s entitlement to paid annual leave under this clause will be automatically decreased or increased to the statutory minimum as it applies to any period in which work is carried out.
7.3. Entitlement to payment for leave accrues in proportion to the amount of time worked by the Temporary Worker on Assignment during the Leave Year. 
7.4. 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. The Temporary Worker is responsible for ensuring that all paid annual leave is requested and taken within the Leave Year. 
7.5. 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 require the Temporary Worker to take paid annual leave at specific times or notify the Temporary Worker of periods when paid annual leave cannot be taken. Where the Temporary Worker has given notice of a request to take paid annual leave in accordance with this clause, 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. 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. 

7.6. 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. 

7.7. In the course of any Assignment during the first 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. 

7.8. 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 7.3 the Temporary Worker may, upon giving the notice in clause 7.5, take a Bank Holiday or other Public Holiday as part of his/her paid annual leave entitlement.

7.9. Where this contract is terminated by either party, 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 7.3 at the date of termination.
8. SICKNESS ABSENCE

8.1. The Temporary Worker may be eligible for Statutory Sick Pay provided that s/he meets the relevant statutory criteria.
8.2. The Temporary Worker is required to provide the Employment Business with evidence of incapacity to work which may be by way of a self-certificate for the first 7 days of incapacity and a doctor’s certificate thereafter. 
8.3. 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.
8.4. In the event that the Temporary Worker submits a Statement of Fitness for Work (“the Statement”) or similar medical evidence, which indicates that the Temporary Worker may, subject to certain conditions, be fit to work/return to work, the Employment Business will in its absolute discretion determine whether the Temporary Worker will be (a) placed in a new Assignment or (b) permitted to continue in an ongoing Assignment. In making such determination the Employment Business may consult with the Client and the Temporary Worker as appropriate to assess whether the conditions identified in the Statement or similar documentation can be satisfied for the duration of the Assignment. 
8.5. Where clause 8.4 applies, the Temporary Worker’s placement in a new Assignment or continuation in an ongoing Assignment may be subject to the Temporary Worker agreeing to a variation of the Terms or the assignment details set out in the Assignment Details Form to accommodate any conditions identified in the Statement or other similar medical evidence as is appropriate. 

9. TERMINATION 

9.1. Any of the Employment Business, the Temporary Worker or the Client may terminate the Temporary Worker’s Assignment at any time without prior notice or liability. 

9.2. The Temporary Worker acknowledges that the continuation of an Assignment is subject to and conditioned by the continuation of the contract entered into between the Employment Business and the Client. In the event that the contract between the Employment Business and the Client is terminated for any reason the Assignment shall cease with immediate effect without liability to the Temporary Worker (save for payment for hours worked by the Temporary Worker up to the date of termination of the Assignment).

9.3. If the Temporary Worker does not inform the Client or the Employment Business that they are unable to attend work during the course of an Assignment (as required in clause 4.2) this will be treated as termination of the Assignment by the Temporary Worker in accordance with clause 9.1, unless the Temporary Worker can show that exceptional circumstances prevented him or her from complying with clause 4.2. 

9.4. If the Temporary Worker is absent during the course of an Assignment and the Assignment has not been otherwise terminated under clauses 9.1 or 9.3 above the Employment Business will be entitled to terminate the Assignment in accordance with clause 9.1 if the work to which the Temporary Worker was assigned is no longer available.

9.5. If the Temporary Worker does not report to the Employment Business to notify his/her availability for work for a period of 3 weeks, the Employment Business will forward his/her P45 to his/her last known address.

10. INTELLECTUAL PROPERTY RIGHTS

The Temporary Worker acknowledges that all copyright, trademarks, patents and other intellectual property rights deriving from services carried out by him/her for the Client during the Assignment shall belong to the Client. Accordingly the Temporary Worker shall execute all such documents and do all such acts as the Employment Business shall from time to time require in order to give effect to its rights pursuant to this clause.

11. CONFIDENTIALITY

11.1. In order to protect the confidentiality and trade secrets of any Client and the Employment Business and without prejudice to every other duty to keep secret all information given to it or gained in confidence the Temporary Worker agrees as follows:

11.1.1. not at any time, whether during or after an Assignment (unless expressly so authorised by the Client or the Employment Business as a necessary part of the performance of its duties) to disclose to any person or to make use of any of the trade secrets or the Confidential Information of the Client or the Employment Business with the exception of information already in the public domain;

11.1.2. to deliver up to the Client or the Employment Business (as directed) at the end of each Assignment all documents and other materials belonging to the Client (and all copies) which are in its possession including documents and other materials created by him/her during the course of the Assignment; and

11.1.3. not at any time to make any copy, abstract, summary or précis of the whole or any part of any document or other material belonging to the Client except when required to do so in the course of its duties under an Assignment in which event any such item shall belong to the Client or the Employment Business as appropriate.

12. Severability

If any of the provisions of these Terms shall be determined by any competent authority to be unenforceable to any extent, such provision shall, to that extent, be severed from the remaining Terms, which shall continue to be valid to the fullest extent permitted by applicable laws. 

13. NOTICES

All notices which are required to be given in accordance with this Agreement shall be in writing and may be delivered personally or by first class prepaid post to the registered office of the party upon whom the notice is to be served or any other address that the party has notified the other party in writing, by email or facsimile transmission. Any such notice shall be deemed to have been served: if by hand when delivered; if by first class post 48 hours following posting; and if by email or facsimile transmission, when that email or facsimile is sent.

14. GOVERNING LAW AND JURISDICTION
These Terms are governed by the law of England & Wales and are subject to the exclusive jurisdiction of the Courts of England & Wales.
Name ________________________________                      Signed by the Temporary Worker  __________________________________________  
Date: ________________________________________
Tick if we Cannot contact this referee





Tick if we Cannot contact this referee
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