Temp Recruitment Ltd

PREVIOUS EMPLOYMENT HISTORY

Commercial Application

JOB TITLE / REASON
FR%AQE% o COMPANY NAME & ADDRESS FOR LEAVING AND Rgfgéggi
i CONTACT NAME
PERSONAL BANK DETAILS
ACCOUNT
NAME SORT CODE
BANK NAME ACCOUNT NUMBER
BANK REF NO.
ADDRESS (BUILDING SOCIETY)
PERSONAL DETAILS
NAME: oo DATE OF BIRTH: ... ........ AGE: MARITAL STATUS: ........
ADDRESS: .« . oo POSTCODE: ..............
TELEPHONE NO.(S): ..ot eeeeee e e NATIONAL INSURANCE NO.: ... oo
DRIVING LICENCE: Y/N  TRANSPORT: Y/N  SMOKER: Y/N  CONTACT IN EMERGENCY: .........ooueineenii..
EDUCATION
SCHOOL / COLLEGE / UNIVERSITY ADDRESS FROM TO
PLEASE TICK SKILLS AND EXPERIENCE GAINED
SECRETARIAL SHORTHAND AUDIO TYPING MEDICAL FINANCIAL
Y/ N Y / N Y/ N Y/ N Y/ N Y/ N
LEGAL SWITCHBOARD SPREADSHEETS DATA ENTRY FAX wp
Y /N Y /N Y /N Y /N Y /N Y /N
TELESALES ACCOUNTS PAYROLL WORD EXEL ACCESS
Y / N Y / N Y / N Y / N Y / N Y / N

I hereby authorize Temp Recruitment Ltd and past and present employers to give any information that may be relevant concerning this application and further agree to treat as confidential any information I receive
concerning the business of Temp Recruitment Ltd for its clients and not disclose any information in any other way than directed by Temp recruitment Ltd. I confirm all the information above is correct and that I do not have
a criminal record. I confirm that I have read the company's Health & Safety Policy.

SIGNED: . . DATE:



MEDICAL QUESTIONNAIRE

Please answer ALL of the following questions, in order that we may identify those assignments which are most suitable for you.

PLEASE TICK RELEVANT BOX No | YES | YES | p| EASE TICK RELEVANT BOX No | YES | YES
Presently | In the past Presently | In the past
1. Impaired hearing 20. Diabetes
2. Ear infection causing discharge 21. Nervous or mental disorder or depression
breakdown
3. Impaired vision not corrected by wearing 22. Raised blood pressure
glasses
4. Eye infection including styes 23. Persistent pain in the joints or arthritis
5. Colour blindness 24. Severe back or neck pain
6. Migraine or persistent headaches 25. Varicose veins
7. Sinusitis 26. Rupture or hernia
8. Recurring sore throat 27. Glandular trouble e.g. thyroid disorder
9. Persistent cough producing sputum 28. Stomach or duodenal ulcers
10. Bronchitis 29. Frequent indigestion or bowel disorder
11. Hay fever 30. Vomiting
12. Asthma 31. Digrrhf)ea, dysentery, gastro-enteritis, food
poisoning
13. Dermatitis, eczema, psoriasis 32. Kidney or bladder infections
14. Boils or ulcers 33. Jaundice
15. Persistent chest pain 34. Pneumonia or pleurisy
16. Heart disease, heart attack, angina 35. Tuberculosis
17. Unusual shortness of breath on exertion 36. Typhoid, para typhoid, hepatitis
18. Faints, dizzy spells, blackouts 37. Scarlet or rheumatic fever
19. Epilepsy 38. Hand-arm vibration and / or carpal tunnel
syndrome
PLEASE TICK RELEVANT BOX YES NO PLEASE TICK RELEVANT BOX YES NO
DO YOU SMOKE? DO YOU DRINK ALCOHOL?
DO YOU WEAR GLASSES? HAVE YOU HAD A RECENT CHEST X-RAY?
HAVE YOU BEEN ADMITTED TO HOSPITAL IN THE ARE YOU CURRENTLY TAKING PRESCRIBED
LAST 3 YEARS? MEDICATION?
ARE YOU TAKING UNPRESCRIBED DRUGS OR
I
MEDICATION? ARE YOU REGISTERED DISABLED?
HAVE YOU TRAVELLED ABROAD IN THE LAST 3 ARE YOU IN GOOD HEALTH?
YEARS?
OFFICE USE ONLY
PLEASE TICK RELEVANT BOX YES NO PLEASE TICK RELEVANT BOX YES NO

FOOD HYGIENE PASSED?

PHOTO TAKEN?

PROOF OF ELIGIBILITY TO WORK IN THE UK TAKEN?

P46 SIGNED?

Comments:




8.2

8.3

e) 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.

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.

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

9.2

9.3

9.4

9.5

10 LAW

10.1

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

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

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.

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.

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.

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

Signed by the Temporary Worker*

Date

48 HOUR OPT OUT AGREEMENT

1 DEFINITIONS

1.1 In this Agreement the following definitions apply:-
“Assignment” means the period during which the
Worker is engaged to render services
to the Client;
“Client” means the person, firm or corporate

body engaging the services of the
Worker;

“Employment Business” means Temp Recruitment Ltd,

129 Norton Road, Stockton on Tees,
TS18 2BG.

“Temporary Worker” MEANS ..eeeiiiirieee e e

“Working Week”

1.2

1.3

means an average of 48 hours each
week calculated over a 17-week
reference period.

References to the singular include the plural and
references to the masculine include the feminine and
vice versa.

The headings contained in this Agreement are for
convenience only and do not affect their interpretation.

2 RESTRICTION

2.1 The Working Time Regulations 1998 provide that the
Temporary Worker shall not work on an Assignment
with the Client in excess of the Working Week unless
s/he agrees in writing that this limit should not apply.

3 CONSENT
3.1 The Temporary Worker hereby agrees that the

Working Week limit shall not apply to the Assignment.

4 WITHDRAWAL OF CONSENT

41

4.2

4.3

The Temporary Worker may end this Agreement by
giving the Employment Business 2 weeks notice in
writing.

For the avoidance of doubt, any notice bringing this
Agreement to an end shall not be construed as
termination by the Temporary Worker of an
Assignment with a Client.

Upon the expiry of the notice period set out in clause
4.1 the Working Week limit shall apply with immediate
effect.

5 THE LAW

5.1

These Terms are governed by the law of England and
are subject to the exclusive jurisdiction of the Court of
England.

Signed by the Temporary Worker*

Date

Temp Recruitment Ltd

Terms of Engagement
/ Contract for Services

129 Norton Road, Stockton-on-Tees TS18 2BG
Telephone 01642 357005  Fax: 01642 357006  Mobile: 07931 157947
E-mail: enquiries@temp-recruitment.co.uk ~ Web-site: www.temp-recruitment.co.uk
VAT Reg No. 721 8996 03 ~ Company Reg. No. 3798766
GLA Approved Member



CONTRACT WITH THE TEMPORARY WORKERS
(TERMS OF ENGAGEMENT/CONTRACT FOR
SERVICES)

1

DEFINITIONS

1.1.

In these Terms of Engagement the following definitions
apply: —

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

“Client” means the person, firm or corporate

“Employment Business” means

“Temporary Worker”

“Relevant Period”

2

1.2

1.3

body requiring the services of the
Temporary Worker together with any
subsidiary or associated company as
defined by the Companies Act 1985;

Temp Recruitment Ltd,
129 Norton Road, Stockton on Tees,
TS18 2BG

MEANS ...

means the longer period of either 14
weeks from the first 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.

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

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

THE CONTRACT

2.1

2.2

2.3

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.

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.

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.

ASSIGNMENTS

3.1

3.2

The Employment Business will endeavour to obtain
suitable Assignments for the Temporary Worker to work
as aTemp Operative. The Temporary Worker shall not
be obliged to accept an Assignment offered by the
Employment Business.

The Temporary Worker acknowledges that the nature of
temporary work means that there may be periods when

3.3

3.4

3.5

3.6

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.

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,
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.

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 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 five business days and
such information has already been given to the
Temporary Worker.

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
first Assignment.

If, before the first 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.

4 REMUNERATION

41

The Employment Business shall pay to the
Temporary Worker remuneration calculated at a
minimum hourly rate of £........ being the minimum
rate of remuneration that the Employment Business
reasonably expects to achieve, for all hours worked.
The actual rate will be notified on a per Assignment
basis, for each hour worked during an Assignment
(to the nearest quarter hour) to be paid weekly in

4.2

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.

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.

STATUTORY LEAVE

5.1

5.2

5.3

5.4

5.5

5.6

5.7

For the purposes of calculating entitlement to paid
annual leave pursuant to Working Time Regulations
1998 under this clause, the leave year commences
April to March as per the tax year.

Under the Working Time Regulations 1998, the
Temporary Worker is entitled to upto 4.8 weeks paid
leave per leave year. 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.

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 has been requested.

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.]

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.

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 5.4 above

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

6.2

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

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

71

7.2

7.3

7.4

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.

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.

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.

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;
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