Y)HUNTERSIXILL

RECRUITMENT

Candidate Registration Checklist

This section is to be completed by Resource Manager

Candidate Full Name :

Date of Checking ;| Chose Date Choose Mon Choose Year

ID Documents Checked &Scanned :

Application Form completed :

Bank details confirmed :

NI Number checked or requested :

Reference details confirmed :

Print Name (Resource Manager) :




Y)HUNTERSKIILL

RECRUITMENT

Name And Surname

Full Address

Phone Number

Nationality

Next of Kin Phone Number ( Relative )

How did you find out about the Job? And the Person Name

Have you been asked to pay a fee for this job YES
If yes who asked for money?
Do you hold your ID and bank card? YES
If it is held with someone else,
Why and who is that person?
Do you have your own bank account ? YES
Did you apply for your own bank account? YES
Did you apply directly to the bank? * YES
Did someone else apply for you? YES
Did you apply for the account on your own free will? YES
| declare all information on this form is True YES

Interpreter full name

Date

Chose Da Choose N Choose Year

Signature

Any Notes *

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd




Y)HUNTERSIXILL

RECRUITMENT

REGISTRATION FORM - GUIDELINES

With the new online Hunterskill Registration Form, registering is now easier and quicker than ever.

Follow these important steps when registering online:

1 Upon downloading the Registration Form you must save the document onto your desktop or a
document file, we suggest you name the document in your full name. Do not start filling in the form
before saving it into a dedicated area as this will not save correctly. After saving to your desktop
you may print it off to complete by hand or you can complete it onscreen using the forms fields
within the document.

2 Take your time to read each section carefully answering the questions to the best of your
knowledge.

3 Please ensure your contact details are correct and re-read the answers you type to ensure you have
typed in the correct mobile, email, telephone number. If you wish to leave us your bank details at
this stage please ensure the bank account you wish to be paid into is in your name only. We cannot
pay wages into third party bank accounts.

4 We must verify your identification. We can accept passport, identification cards or a birth certificate

as identification. Please note we require at least one proof of picture ID to complete your
registration process.

5 Scan and email all Registration forms and your ldentification to enquires@hunterskill.com

Make sure you also download the Declaration Form, sign all relevant sections, scan it and email
it to the above email address.

If you have a full up to date CV please include this as part of your registration process.

Please contact our administration team on 01473 216611 for further instructions if needed.

We look forward to hearing from you!

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



&) HUNTERSIILL

COMPULSORY - WHAT MONTH AND YEAR DID YOU ENTER REFERENCES
LRV HelellINI N THE UK? (for EU and non-EU nationals only) REQUESTED?

DATE OF REGISTRATION Chos Choc Choose YePOSITION APPLIED FOR:

Title (tick appropriate): Passport / ID Number:

Mr Mrs Miss Ms | Birth Certificate Ref:
First Name: Surname:
Address: Town:
Street: Postcode:
Telephone Number: Date of Birth:

UK Email Address (MUST BE COMPLETED):

Nationality: National Insurance Number:

Next of Kin: Next of Kin Tel Number:

Do You Have a Driving Licence? | Do You Own Transport? | Do You Have Any Endorsements?

|:|Yes|:|No |:|Yes|:|No |:|Yes|:|No

Please Indicate Your Availability (tick all that apply): ARE YOU ABLE TO SPEAK AND READ ENGLISH?

|:| Days |:| Evenings |:| Nights |:| Weekends |:| Yes |:| No

PAY DETAILS:

Account Holders Name:

Name of Bank/Building Society:

SortCode: | | | | | | | Account Number: | | | | | | | | |

ALL WAGES ARE PAID VIA BACS SYSTEM INTO A BANK ACCOUNT. HUNTERSKILL ARE NOT
LIABLE FOR MONIES PAID INTO THE ACCOUNT DETAILS THAT YOU PROVIDE ON THIS
APPLICATION FORM. NO CASH PAYMENTS WILL BE MADE.

Please note accrued holiday pay must be claimed within our holiday period which commences April the 1st to March the 31st of the
following year. We cannot carry forward untaken holiday so it is crucial you claim your holiday entitlement between these dates.

Education / Qualifications

PERIOD SECONDARY SCHOOL| CERTIFICATES
FROM| TO QUALIFICATIONS COLLEGE , UNIVERSITY DIPLOMA




@ HM Revenue
& Customs

P46: Employee without a form P45

Section one To be completed by the employee

Your employer will need this information if you don't have a form P45 from your previous employer. Your employer may ask you
to complete this form or provide the same information in another format. If you later receive your P45, hand it to your present

employer. Use capital letters when completing this form.
Your details

National Insurance number
This is very important in getting your tax and benefits right

Title - enter MR, MRS, MISS, MS or other title

Surname

First name(s)

Gender. Enter X' in the appropriate box

Male Female

Your present circumstances
Read all the following statements carefully and enter 'X'
in the one box that applies to you.

A - This is my first job since last 6 April and
I have not been receiving taxable Jobseeker's
Allowance, Employment and Support Allowance
or taxable Incapacity Benefit or a state or
occupational pension.

OR

B - This is now my only job, but since last 6 April
I have had another job, or have received
taxable Jobseeker's Allowance,
Employment and Support Allowance or
taxable Incapacity Benefit. | do not receive
a state or occupational pension.

OR

C - | have another job or receive a state or
occupational pension.

Date of birth DD MM YYYY

Address

House or flat number

Rest of address including house name or flat name

Postcode

Student Loans (advanced in the UK)

If you left a course of UK Higher Education before last
6 April and received your first UK Student Loan
instalment on or after 1 September 1998 and you have
not fully repaid your Student Loan, enter X' in box D.
(Do not enter X" in box D if you are repaying your UK
Student Loan by agreement with the UK Student Loans
Company to make monthly payments through

your bank or building society account.)

Signature and date
| confirm that this information is correct

Signature

Date DD MM YYYY

Chos Choc Choose Ye

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd
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OPT-OUT OF PENSION

* Hunterskill Associates use Nest Pension for their auto enrolment responsibilities.

* You will receive communication from them via email during the first 30 days of joining. All the
needed information about pension and its associated contributions will be provided by Nest
Pension.

« After you will be auto enrolled you can choose to opt-out if you do not wish to be in the pension
scheme and you have 30 day window to do this. Any contribution taken in this time will be
refunded to you if you choose to opt-out.

What You Need to Know

+ If you change your mind, you may be able to opt back in — write to your employer if you want do
this.

+ If you stay opted out, your employer will normally put you back into the pension scheme in around
three years.

+ If you change your job, your new employer will normally put you back into the pension scheme
straight away.

Declaration

+ | wish to opt out of the pension scheme
+ |l understand that if | opt out | will lose the right to pension contributions from my employer.

* | understand that if | opt out | may have a lower income when | retire.

SIGNED BY: Print Name: Date:

Cho Choo: Choose

THE EMPLOYEE

Criminal Convictions (please tick as appropriate)
Do you have any unspent* criminal convictions? |:| Yes |:| No

If yes, state convictions and dates:

*Certain types of employment and professions are exempt from the Rehabilitation of Offenders Act 1974 and in
those cases particularly where the employment is sought in relation to positions involving working with children
or vulnerable adults, details for all criminal convictions must be given. The information given will be treated in
the strictest of confidence and only taken into account where, in the reasonable opinion of Hunterskill
recruitment, the offence is relevant to the post to which you are applying. Failure to declare a conviction may
require us to exclude you from our register or terminate an assignment if the offence is not declared but
later comes to light.

HEALTH & DISABILITY

The following questions on health and disability 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 job or position sought.

Do you have any health issues or a disability relevant tothe position or role you seek? (tick appropriate)

|:| Yes |:| No If yes, please specify:




HEALTH & SAFETY DECLARATION

Your answers to this questionnaire will be confidential to Hunterskill and will not be given to
anyone else without your written permission. The purpose of the questionnaire is to see whether
you have any health problems that could affect your ability to undertake the duties of the post
you have been offered or place you at any risk in the workplace. We may recommend
adjustments or assistance as a result of this assessment to enable you to do the job. Our aim is
to promote and maintain the health of our entire worker force.

Please help us to help you by completing the questionnaire as fully as possible

HAVE YOU SUFFERED FROM: YES/NO IF SO, PLEASE GIVE DETAILS
Epilepsy/Blackouts/Fainting I:l Yes |:| No
Angina |:| Yes |:| No
High Blood Pressure |:| Yes |:| No
Heart Disease |:| Yes |:| No
Chest Pains/Palpitations |:| Yes |:| No
Asthma |:| Yes |:| No
Diabetes |:| Yes |:| No
Back Pain |:| Yes |:| No
Hernias/Arthritis/Gout |:| Yes |:| No
Psychiatric Iliness [[] Yes [ ] No
Eye Disease/Poor Eye Sight |:| Yes |:| No
Ear Disease/Deafness |:| Yes |:| No
Eczema/Dermatitis |:| Yes |:| No
Migraines/Frequent Headaches |:| Yes |:| No
Joint Pain |:| Yes |:| No
Ulcers |:| Yes |:| No
Regular Medication |:| Yes |:| No
Serious Accident |:| Yes |:| No
Mental lliness/Depression |:| Yes |:| No
Any operations within 10 years |:| Yes |:| No
Other Long Term lliness I:l Yes |:| No

Declaration

| declare that any answers to the above questions are true and complete to the best of my knowledge and belief.
| give permission for a member of Hunterskills occupational health team to communicate with my own General
Practitioner, or any other Health Professional, if further information is required and for that GP or Healthcare
Professional to give details of my clinical condition or other relevant information to your Occupational Health
Advisor at Hunterskill.

Continued on next page...
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Declaration continued...

I understand that | shall be contacted to obtain my fully information consent before any report is requested and
that under the Access to Medical Reports Act 1988:

| have the right to see the report before it is sent
| am entitled to ask the doctor to amend or modify information which | consider is inaccurate

I have 21 days from notification to seek access

SIGNED BY:

Print Name: Date: Cho. Choc Choo

THE EMPLOYEE

Permission to work in the UK (please tick as appropriate)

Do you have immigration permission to work in the UK? |:| Yes |:| No

In line with Home Office guidance on the prevention of illegal working we will need to verify and take a
copy of your original ID documentation as evidence of your right to work in the UK if you are to be
engaged by Hunterskill for temporary work.

Please provide details of the last three places of your employment or temporary assignments:

- Date of Employment: Company Name:

Company Address (Full):

Company Contact Number: Position Held:

If this was via an agency, which one?

Referee Name/Phone Number :

n Date of Employment: Company Name:

Company Address (Full):

Company Contact Number: Position Held:

If this was via an agency, which one?

Referee Name/Phone Number :

n Date of Employment: Company Name:

Company Address (Full):

Company Contact Number: Position Held:

If this was via an agency, which one?

Referee Name/Phone Number :




SAFE MANUAL LIFTING AND CARRYING

IF YOU ARE REGISTERING FOR GENERAL INDUSTRIAL WORK, I.E. WAREHOUSE OR
UNLOADING WORK PLEASE TAKE NOTE OF THE FOLLOWING INFORMATION:

Safety Lifting and Handling Techniques

The following are the basic steps of safe lifting and handling:

1 Size up the load and check overall conditions. Do not attempt to lift by yourself if the load appears
to be too heavy or awkward. Check that there is enough space for movement and that the footing is
good.

2 Make sure that your balance is good. Feet should be shoulder width apart, with one foot beside and
the other foot behind the object that is to be lifted.

3 Bend the knees, do not lean over keeping the back straight but not vertical. Tuck your chin as this
helps straighten your back

4 Grip the load with the palms of your hands and your fingers. The palm grip is much more secure.
Tuck in the chin again to make certain your back is straight before starting to lift.

5 Use your body weight to start the load moving, then lift by pushing up with the legs. This makes full
use of the strongest set of muscles.

6 Keep the arms and elbows close to the body while lifting.

7 Carry the load close to the body. Do not twist your body while carrying the load. To change
direction, shift your foot position and turn your whole body.

8 Watch where you are walking when carrying loads!

9 To lower the object, bend the knees do not lean over / bend your back. To deposit the load on a
bench or shelf, place it on the edge and push it into position. Make sure your hands and feet are
clear when placing the load.

Make it your routine to follow the above steps when lifting anything, even a relatively light object.
Team Lifting

If the weight, shape or size of an object makes the job too much for one person, you MUST ask for
help. Team lifting must be coordinated. Ideally workers should be of approximately the same size for
team lifting.

One individual needs to be responsible for control of the action to ensure proper coordination.

If one worker lifts too soon, shifts the load, or lowers it improperly, either they or the person working
with them may be injured.

“Do’s” and “Dont’s” of Safe Lifting

Do tuck in the chin to keep the back as straight as possible while lifting.
Do lift with the strong leg muscles.

Do ask for help with the heavy, awkward items.

Do, when possible, use mechanical equipment to move heavy items.

Don’t use your back muscles to do lifting.
Don’t try to lift and item that is too heavy of awkward.
Don’t twist your body while carrying an object.

Don’t attempt team lifting without proper coordination.

See next page for illustrated Safe Manual Lifting and Carrying guidelines...

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



SAFE MANUAL LIFTING AND CARRYING - ILLUSTRATED

» Size up the load and check overall conditions
* Check route for clearances and obstacles

* Use a handcart or dolly, etc. when possible

* Break down large and heavy loads

* Know your limits

+ Seek help if necessary

- Take extra care with awkward tasks Use available lifting equipment whenever possible

Remember to use the “5” L’s of Back Safety:

* Load

* Lungs

* Lever

* Legs

* Lordosis — keep your back straight

]

Don’t bend over to lift/lower the load

- Hold the load close to your body
* Look where you are walking
- Take extra care carrying up and down stairs
- Don’t twist your body, move your feet to turn
Don’t twist your body

- Bend your knees to lower the load

« Don’t trap your fingers and toes

- Pull it down first, then slide it into place
« Don’t over-reach or stretch

A

Bend your knees to lift/lower the load

| confirm i have watched and fully understood the presentation of Introduction to
Health and Safty DVD

SIGNED BY: Print Name: Date:

Cho Choo: Choose

THE EMPLOYEE

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd




HEALTH & SAFEY INDUCTION TEST

This test consists of 10 questions that relate to general Health and Safety matters. Take your
time and read each question carefully. Some questions may require more than one answer. To
select your answer, tick the appropriate box:

el 30 [el /IR When on foot around the site what walking route should you follow?

A |:| Walk on the grass
B |:| Stay on the opposite side of the road

C |:| Keep to the designated pathways/walkways

D |:| The pavement

elUIS3 N[o]\B”A8 From the following, state TWO items of Personal Protective Equipment:

A |:| Hard Hat

B |:| Company Uniform
c [ ] Hi-vis Jacket

D |:| Woolly jumper

el SSF N [e] B |n the absence of a walking route, what rule should you keep to when on foot whilst on-site?

A |:| Walk in the middle of the road to be sure you are seen
B |:| Make eye contact with the vehicle operators
C |:| Don’t leave your designated work area

D |:| Always face oncoming traffic so you can see them, and they can see you

elVISap (o]l \When climbing steps, stairs or ladders, what method must be used to prevent falling?

A |:| Apply three points of contact at all times

B [ ] Always stand in the middle

C |:| Be sure to look where you are going

(elUI=SF N [o] /B Where is smoking permitted on site?

A |:| Only outside of the site
B |:| Inside buildings if safe to do so

C |:| Only in designated smoking areas

D |:| Anywhere on site

Continued on next page... ) ) ) ) i i
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HEALTH & SAFEY INDUCTION TEST (CONTINUED)

elVI3 ) [o] Ml \What can you do to minimise the risk of slipping/tripping in the workplace?

A |:| Ask your manager or supervisor
B |:| Keep your work area tidy and put equipment away after use
C |:| Never work alone

D |:| Know who the cleaners are

elUISH N[o]'Irdl \When working with machinery, what must you remember about guards on machines?

A |:| Must not move them
B |:| Must not remove them
C |:| Must not climb over them

D |:| All of the above

elUSSF N[l What is the first thing you should do if you discover a fire?

A |:| Get a fire extinguisher
B |:| Run out of the building

C |:| Raise the alarm

D |:| Ask your manager what to do

el SS3 N [e] I \What are you not allowed to do in food production areas?

A |:| Eat and drink

B |:| Wear body piercings

C |:| Chew gum

D |:| All of the above

el Mol IRVE \What should you do if you witness a risk occurring that could endanger staff or hinder production?

A |:| Don’t get involved
B |:| Tell your workmates

C |:| Ensure that it is reported to your Manager or Supervisor

D |:| Investigate what happened

ONCE YOU HAVE COMPLETED, CHECKED, AND ARE HAPPY WITH YOUR ANSWERS, HAND
YOUR TEST PAPER BACK TO YOUR MANAGER/SUPERVISOR

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



ENGLISH LITERACY TEST

This test consists of 20 questions that relate to English Litercay. Take your time and read each
question carefully. In each question select the missing word from the sentence (the missing

word is indicated by

):

elUIN N[ IR Where

your mother born

Please be

A|:||s
B|:|have
C|:|are
D|:|was

quiet — |

A |:| work
B |:| am working

C |:| have worked

D |:| are working

Her job is

QUESTION 3

interesting. She a lot of people.

to Madrid.

Max likes

QUESTION 5

computer games.

A ] pray
B [ ] playing
c [ ] plays
D [ ] played

Continued on next page...
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ENGLISH LITERACY TEST (CONTINUED)

QUESTION 6 [ale) i milk have we got left?

A |:| any

B |:| many

C I:l more

D |:| much

QUESTION 7 BSIE] a strange bottle on the floor.

B |:| found

c [ ] find

D |:| founded

elVISy (o] M This building is definitely ____ than the next one.
A [ ] nigher

B [ ] high

C |:| highest

el 3 ) [e] /Il Could you tell me please?

A |:| where's bank
B |:| where the bank is
C |:| where bank

D |:| there the bank

(elUISCSa o] IRVM The suspect has not been seen the evening of the crime.

A |:| since

D |:| as soon as

Continued on next page... ) ) ) ) i i
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ENGLISH LITERACY TEST (CONTINUED)

(elBIXJR[e)'IREM The cinema is

at the moment so it is closed.

A |:| been painted
B |:| being painted
C |:| being painting
D |:| been painting

elUIXJule]\WPR |f you study hard, you

be successful.

c [ ] shal
D |:| will not

(elUISaNlo] RN | was extremely

during the recital.

able to meet up with you next week.

QUESTION 15 [

rung you if I had thought of it.

A |:| wouldn't

Continued on next page...
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ENGLISH LITERACY TEST (CONTINUED)

el N[e'IRCH He left by the time | arrived.

elVI= 3 [e]\ MWl \Why doyou with this nonsense!

QUESTION 20 mis _ dinner, if I'd known you were coming.

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



MATHEMATICS TEST

This test consists of 10 questions that relate to Mathematics. Take your time and read each
question carefully and then select the correct answer from the options provided.

What is 2 + 97

Al ] B[ |7 c[ |13

What is 25 + 227

Al ] a4 B[ ] 30 c[ |47

What is 30 - 227

Al ]1e B[ ]e c[ ]1o

What is 13 - 97

Al ] B[ |14 c[]s

What is 120 + 247

>
P
~

B|:I144 C|:|102

What is 50% of 2007

>
)
o

B [ ] 150 c[ ]12s

What is 25% of 4007

@E

B [ ] 100 c[ ]12s

(elUIZSa (o]l [l \What is 2.5 + 2.57

B[ |s25 c[]s

What is 7.5 + 2.5?

B[ ] 102 c[ ]os

What is 258 - 1527

@E @E

B[ ] 103 c[ ] 1oe
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TERMS OF ENGAGEMENT FOR AGENCY WORKERS (CONTRACT FOR SERVICES)

1. DEFINITIONS AND INTERPRETATION

1.1.
“Actual Rate of Pay”

“Actual QP Rate of Pay”

“Agency Worker”
“Agreed Deductions”

“Assignment”

“Assignment Details Form
“AWRH
“Calendar Week”

“Conduct Regulations”

“Confidential Information”

“Control”

“Data Protection Laws”

“Emoluments”

3

“Employment Business’

“Engagement”

In these Terms the following definitions apply:

means, unless and until the Agency Worker has completed the Qualifying Period,
the rate of pay which will be paid for each hour worked during an Assignment
weekly in arrears, subject to Deductions and any Agreed Deductions, as set out in
the relevant Assignment Details Form;

means the rate of pay which will be paid to the Agency Worker if and when s/he
completes the Qualifying Period. Such rate will be paid for each hour worked
during an Assignment weekly in arrears, subject to Deductions and any Agreed
Deductions, as set out in any variation to the relevant Assignment Details Form;

means (Print Name:
Business to provide services to the Hirer;

) supplied by the Employment

means any deductions the Agency Worker has agreed can be made from their pay;

means assignment services to be performed by the Agency Worker for the Hirer for
a period of time during which the Agency Worker is supplied by the Employment
Business to work temporarily for and under the supervision and direction of the

Hirer;
means written confirmation of the assignment details to be given to the Agency

Worker upon acceptance of the Assignment;
means the Agency Workers Regulations 2010

means any period of 7 days starting with the same day as the first day of the First
Assignment;
Means the Conduct of Employment Agencies and Employment BusinessesRegulations

2003
means any and all confidential commercial, financial, marketing, technical or other

information or data of whatever nature relating to the Hirer or Employment Business
or their business or affairs (including but not limited to these Terms, 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,
provided to the Agency Worker or any third party in relation to the Assignment by
the Hirer or the Employment Business or by a third party on behalf of the Hirer
whether before or after the date of these Terms together with any reproductions of
such information in any form or medium or any part(s) of such information;

means (a) the legal or beneficial ownership, directly or indirectly, of more than 50%
of the issued share capital or similar right of ownership; or (b) the power to direct or
cause the direction of the affairs and/or general management of the company,
partnership, statutory body or other entity in question, whether through the
ownership of voting capital, by contract or otherwise, and "Controls" and
"Controlled" shall be construed accordingly;

means the Data Protection Act 1998, any applicable statutory or regulatory
provisions and all European Directives and regulations in force from time to time
relating to the protection and transfer of personal data; “Deductions” means any
deductions which the Employment Business may be required by law to make and in
particular in respect of PAYE pursuant to Sections 44-47 of the Income Tax
(Earnings and Pensions) Act 2003 and Class 1 National Insurance Contributions;

means any pay in addition to the Actual QP Rate of Pay;

Hunterskill Recruitment Limited (registered company no. 05747715) of 245 Norwich
Road, Ipswich, IP1 4BU;

means the engagement (including the Agency Worker’s acceptance of the Hirer’s
offer), employment or use of the Agency Worker by the Hirer or any third party to
whom the Agency Worker has been introduced by the Hirer, on a permanent or
temporary basis, whether under a contract of service or for services, and/or through

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



“First Assignment”

“Hirer”

“Hirer's Group”

“Leave Year”

“Hourly Rate”

“Period of Extended Hire”

“Qualifying Period”

“Relevant Period”

“Temporary Work Agency”
“Terms”

“Transfer Fee”

a company of which the Agency Worker is an officer, employee or other
representative, an agency, license, franchise or partnership arrangement, or any
other engagement; and “Engage”, “Engages” and “Engaged” shall be construed
accordingly;

means:
(a) the relevant Assignment; or

(b) if, prior to the relevant Assignment:

(i) the Agency Worker has worked in any assignment in the same role with the
relevant Hirer as the role in which the Agency Worker works in the relevant
Assignment; and

(ii)the relevant Qualifying Period commenced in any such assignment,

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 Agency
Worker is supplied or introduced;

means (a) any individual, company, partnership, statutory body or other entity which
from time to time Controls the Hirer, including (but not limited to) as a holding
company as defined in section 1159 of the Companies Act 2006; and (b) any
company, partnership, statutory body or other entity which from time to time is
Controlled by or is under common Control with the Hirer, including (but not limited
to) as a subsidiary or holding company as defined in section 1159 of the Companies
Act 2006;

means the period during which the Agency Worker accrues and may take statutory
leave commencing on the date that the Agency Worker starts an Assignment or a
series of Assignments and runs until the anniversary of that date

means an hourly rate equal to the National Living Wage or National Minimum Wage,

as appropriate, being the minimum rate of pay that the Employment Business
reasonably expected to achieve, for all hours worked by the Temporary Worker.

means any additional period that the Hirer wishes the Agency Worker to be supplied

for beyond the duration of the original Assignment or series of assignments as an
alternative to paying a Transfer Fee;

means 12 continuous Calendar Weeks during the whole or part of which the Agency
Worker is supplied by one or more Temporary Work Agencies to the relevant Hirer to
work temporarily for and under the supervision and direction of the relevant Hirer in
the same role, and as further defined in the Schedule to these Terms;

means the later of (a) the period of 8 weeks commencing on the day after the last
day on which the Agency Worker worked for the Hirer having been supplied by the
Employment Business; or (b) the period of 14 weeks commencing on the first day
on which the Agency Worker worked for the Hirer 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;

means as defined in the Schedule to these Terms;

means these terms of engagement (including the attached schedule) together with
any applicable Assignment Details Form;

means the fee payable by the Hirer to the Employment Business in accordance
with clause 3.7, as permitted by Regulation 10 of the Conduct Regulations; “WTR”
means the Working Time Regulations 1998 [

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.

1.4. Any reference, express or implied, to an enactment includes a reference to
that enactment as from time to time amended, modified, extended, re-enacted,

replaced
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2. THE CONTRACT
2.1.

2.2

2.3.

2.4,

or applied by or under any other enactment (whether before or after the date of
these Terms) and all subordinate legislation made (before or after these Terms)
under it from time to time.

These Terms constitute the entire agreement between the Employment Business
and the Agency Worker for the supply of services to the Hirer and they shall govern
all Assignments undertaken by the Agency Worker. However, no contract shall exist
between the Employment Business and the Agency Worker between Assignments.
These Terms shall prevail over any other terms put forward by the Agency Worker.

During an Assignment the Agency Worker will be engaged on a contract for services
by the Employment Business on these Terms. For the avoidance of doubt, the
Agency Worker is not an employee of the Employment Business although the
Employment Business is required to make the Deductions from the Agency Worker’s
pay. These Terms shall not give rise to a contract of employment between the
Employment Business and the Agency Worker, or the Agency Worker and the Hirer.
The Agency 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 Agency Worker
rights in addition to those provided by statute except where expressly stated.

No variation or alteration to these Terms shall be valid unless the details of such
variation are agreed between the Employment Business and the Agency Worker and
set out in writing and a copy of the varied terms is given to the Agency Worker no
later than 5 business days following the day on which the variation was made
stating the date on or after which such varied terms shall apply.

The Employment Business shall act as an employment business (as defined in
Section 13(3) of the Employment Agencies Act 1973 (as amended) when introducing
or supplying the Agency Worker for Assignments with its Hirers.

3. ASSIGNMENTS AND INFORMATION TO BE PROVIDED

3.1.

3.2.

3.3.

The Employment Business will endeavour to obtain a Assignment for the Agency
Worker to perform the agreed work. | can confirm the type of work we will obtain for
you willbe a .......coocoeviiiinnn, The Agency Worker shall not be obliged to accept
any Assignment offered by the Employment Business.

The Agency 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 Agency Worker should
it fail to offer Assignments of the Type of Work or any other work to the Agency
Worker.

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

3.3.1. the identity of the Hirer, 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 Agency Worker would
be required to work;

3.3.4. the Hourly Rate that will be paid and any expenses payable by or to the
Agency Worker;

3.3.5. any risks to health and safety known to the Hirer in relation to the Assignment
and the steps the Hirer has taken to prevent or control such risks; and

3.3.6. what experience, training, qualifications and any authorisation required by
law or a professional body the Hirer considers necessary or which are required by
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3.4.

3.5.

3.6.

3.7.

3.8.

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

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

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

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

If, before or during an Assignment or during the Relevant Period, the Hirer wishes to
Engage the Agency Worker directly or through another employment business, the
Agency Worker acknowledges that the Employment Business will be entitled either
to charge the Hirer a Transfer Fee or to agree a Period of Extended Hire with the
Hirer at the end of which the Agency Worker may be Engaged directly by the Hirer
or through another employment business without further charge to the Hirer. In
addition the Employment Business will be entitled to charge a Transfer Fee to the
Hirer if the Hirer introduces the Agency Worker to a third party (other than another
employment business) who subsequently Engages the Agency Worker, directly or
indirectly, before or during an Assignment or within the Relevant Period.

If the Agency Worker has completed the Qualifying Period on the start date of the
relevant Assignment or following completion of the Qualifying Period during the
relevant Assignment, and if the Agency Worker is entitled to any terms and
conditions relating to the duration of working time, night work, rest periods and/or
rest breaks under the AWR which are different and preferential to rights and
entitlements relating to the same under the WTR, any such terms and conditions will
be as set out in the relevant Assignment Details Form or any variation to the
relevant Assignment Details Form (as appropriate).

4. AGENCY WORKER’S OBLIGATIONS

4.1.

The Agency Worker is not obliged to accept any Assignment offered by the
Employment Business but if the Agency Worker does accept an Assignment, during
every Assignment and afterwards where appropriate, s/he will:

4.1.1. co-operate with the Hirer’s reasonable instructions and accept the direction,
supervision and control of any responsible person in the Hirer’s organisation;

4.1.2. observe any relevant rules and regulations of the Hirer’s establishment
(including normal hours of work) to which attention has been drawn or which the
Agency 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 Hirer;

4.1.4. not engage in any conduct detrimental to the interests of the Employment
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4.2,

4.3.

4.4.

4.5.

5. TIMESHEETS
5.1.

Business and/ or Hirer which includes any conduct which could bring the
Employment Business and/or the Hirer into disrepute and/or which results in the
loss of custom or business by either the Employment Business or the Hirer;

4.1.5. not commit any act or omission constituting unlawful discrimination against or
harassment of any member of the Employment Business' or the Hirer's staff;

4.1.6. 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 Hirer’s or the
Employment Business’ employees, business affairs, transactions or finances;

4.1.7. on completion of the Assignment or at any time when requested by the Hirer
or the Employment Business, return to the Hirer or where appropriate, to the
Employment Business, any Hirer property or items provided to the Agency 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.

If the Agency Worker accepts any Assignment offered by the Employment Business,
as soon as possible prior to the commencement of each such Assignment and
during each Assignment (as appropriate) and at any time at the Employment
Business' request, the Agency Worker undertakes to:

4.2.1. inform the Employment Business of any Calendar Weeks prior to the date of
commencement of the relevant Assignment and/or during the relevant Assignment in
which the Agency Worker has worked in the same or a similar role with the relevant
Hirer via any third party and which the Agency Worker believes count or may count
toward the Qualifying Period;

4.2.2. provide the Employment Business with all the details of such work, including
(without limitation) details of where, when and the period(s) during which such work
was undertaken and any other details requested by the Employment Business; and

4.2.3. inform the Employment Business if, s/he has prior to the date of
commencement of the relevant Assignment and/or during the relevant Assignment
carried out work which could be deemed to count toward the Qualifying Period for
the relevant Assignment in accordance with Regulation 9 of the AWR because s/he
has:

4.2.3.1. completed two or more assignments with the Hirer;

4.2.3.2. completed at least one assignment with the Hirer and one or more earlier
assignments with any member of the Hirer's Group; and/or

4.2.3.3. worked in more than two roles during an assignment with the Hirer and on
at least two occasions worked in a role that was not the same role as the previous
role.

If the Agency 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 Agency Worker should
alternatively inform the Hirer and then the Employment Business as soon as
possible.

If, either before or during the course of an Assignment, the Agency 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.

The Agency 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 Agency
Worker.

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
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5.2.

5.3.

5.4.

6. PAY AND DEDUCTIONS
6.1.

6.3.

6.4.

6.5.

Agency 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 Hirer.

Subject to clause 5.3 the Employment Business shall pay the Agency Worker for all
hours worked regardless of whether the Employment Business has received
payment from the Hirer for those hours.

Where the Agency 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 Agency Worker and the reasons that the Hirer has refused
to sign a timesheet in respect of those hours. This may delay any payment due to
the Agency Worker. The Employment Business shall make no payment to the
Agency Worker for hours not worked.

For the avoidance of doubt and for the purposes of the WTR, the Agency Worker’s
working time shall only consist of those periods during which s/he is carrying out
activities or duties for the Hirer as part of the Assignment. Time spent travelling to
the Hirer’s premises (apart from time spent travelling between two or more premises
of the Hirer), lunch breaks and other rest breaks shall not count as part of the
Agency Worker’s working time for these purposes. This clause 5.4 is subject to any
variation set out in the relevant Assignment Details Form or any variation to the
relevant Assignment Details Form which the Employment Business may make for
the purpose of compliance with the AWR.

The Employment Business shall pay to the Agency Worker the Actual Rate of Pay
unless and until the Agency Worker completes the Qualifying Period. The Actual
Rate of Pay will be notified on a per Assignment basis and as set out in the relevant
Assignment Details Form. 6.2. If the Agency Worker has completed the Qualifying
Period on the start date of the relevant Assignment or following completion of the
Qualifying Period during the relevant Assignment, the Employment Business shall
pay to the Agency Worker:

6.2.1. the Actual QP Rate of Pay; and
6.2.2. the Emoluments (if any),

which will be notified on a per Assignment basis and as set out in the relevant
Assignment Details Form or any variation to the relevant Assignment Details Form.

Subject to any statutory entitlement under the relevant legislation referred to in
clauses 7 (Annual leave) and 8 (Sickness absence) below and any other statutory
entitlement, the Agency Worker is not entitled to receive payment from the
Employment Business or the Hirer for time not spent on Assignment, whether in
respect of holidays, illness or absence for any other reason unless otherwise
agreed.

Subject to compliance with Regulation 12 of the Conduct Regulations the
Employment Business reserves the right in its absolute discretion to deduct from the
Agency Worker’s pay any sums which s/he may owe the Employment Business
including, without limitation, any overpayments or loans made to the Agency Worker
by the Employment Business or any losses suffered by the Employment Business as
a result of his/her negligence or breach of either the Employment Business’s or the
Hirer’s rules.

If the Employment Business provides any equipment or clothing to the Agency
Worker to be used in the course of an Assignment with the Hirer, the Agency Worker
must take reasonable care of the equipment or clothing. Furthermore the Agency
Worker must return any equipment or clothing to the Employment Business upon
termination of the Terms or within 5 days of a request from the Employment
Business. In the event that the Agency Worker does not comply with the obligations
set out in this clause, the Employment Business reserves the right to deduct the
cost of replacement equipment or clothing from any sums owed to the Agency
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7. ANNUAL LEAVE
7.1.

7.2.

7.3.

7.4.

7.5.

7.6.

7.7.

7.8.

8. SICKNESS ABSENCE
8.1.

Worker. The question of whether the Agency Worker has taken reasonable care of
the equipment or clothing will be solely assessed by the Employment Business’s
reasonable judgement.

The Agency Worker is entitled to paid annual leave according to the statutory
minimum as provided by the WTR from time to time. The current statutory
entitlement to paid annual leave under the WTR is 5.6 weeks.

Entitlement to payment for leave under clause 7.1 accrues in proportion to the
amount of time worked by the Agency Worker on Assignment during the Leave Year
which will commence on the start date of your assignment and run through to the
anniversary of the start date of your assignment.

Under the AWR, on completion of the Qualifying Period the Agency Worker may be
entitled to paid and/or unpaid annual leave in addition to the Agency Worker's
entitlement to paid annual leave under the WTR and in accordance with clauses 7.1
and 7.2. If this is the case, any such entitlement(s), the date from which any such
entitlement(s) will commence and how payment for such entitlement(s) accrues will
be as set out in the relevant Assignment Details Form or any variation to the
relevant Assignment Details Form.

All entitlement to leave must be taken during the course of the Leave Year in which
it accrues and, save as may be set out in the relevant Assignment Details Form or
any variation to the relevant Assignment Details Form, none may be carried forward
to the next year. The Agency Worker is responsible for ensuring that all paid annual
leave is requested and taken within the Leave Year.

If the Agency 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
Agency Worker to take paid annual leave at specific times or notify the Agency
Worker of periods when paid annual leave cannot be taken. Where the Agency
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 Agency
Worker to postpone or reduce the amount of leave that the Agency Worker wishes
to take. In such circumstances the Employment Business will inform the Agency
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.

Subject to clause 7.3, the amount of payment which the Agency 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 Agency Worker has worked on Assignment.

Subject to clause 7.3, in the course of any Assignment during the first Leave Year,
the Agency Worker is entitled to request leave at the rate of one-twelfth of the
Agency Worker’s total holiday entitlement in each month of the leave year.

A: Save where this clause is amended by the Assignment Details Form, where a
bank holiday or other public holiday falls during an Assignment and the Agency
Worker does not work on that day, then subject to the Agency Worker having
accrued entitlement to payment for leave in accordance with clause 7.2 or clause
7.3 (if applicable), that day shall count as part of the Agency Worker’s paid annual
leave entitlement.

Where these Terms is terminated by either party, the Agency Worker shall repay to
the Employment Business an amount in respect of any holiday periods taken in
excess of the holiday entitlement for that year and the Agency Worker hereby
authorises the Employment Business to take repayment of such monies by way of
deduction from any final payment owed to the Agency Worker.

The Agency Worker may be eligible for Statutory Sick Pay provided that s/he meets
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8.2.

8.3.

8.4.

8.5.

9. TERMINATION
9.1.

9.2.

9.3.

9.4.

9.5.

The Agency 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.

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.

In the event that the Agency Worker submits a Statement of Fitness for Work (“the
Statement”) or similar medical evidence, which indicates that the Agency Worker
may, subject to certain conditions, be fit to work/return to work, the Employment
Business will in its absolute discretion determine whether the Agency Worker will be
(a)placed in a new Assignment or (b) permitted to continue in an
ongoingAssignment. In making such determination the Employment Business may
consult with the Hirer and the Agency Worker as appropriate to assess whether the
conditions identified in the Statement or similar documentation can be satisfied for
the duration of the Assignment.

Where clause 8.4 applies, the Agency Worker’s placement in a new Assignment or
continuation in an ongoing Assignment may be subject to the Agency 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.

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

The Agency 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 Hirer. In the event that the contract between the
Employment Business and the Hirer is terminated for any reason the Assignment
shall cease with immediate effect without liability to the Agency Worker (save for
payment for hours worked by the Agency Worker up to the date of termination of the
Assignment).

If the Agency Worker does not inform the Hirer or the Employment Business that
they are unable to attend work during the course of an Assignment (as required in
clause 4.3) this will be treated as termination of the Assignment by the Agency
Worker in accordance with clause 9.1, unless the Agency Worker can show that
exceptional circumstances prevented him or her from complying with clause 4.3.

If the Agency 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 Agency Worker was assigned is no longer
available.

If the Agency Worker does not report to the Employment Business to notify his/her
availability for work for a period of 2 weeks, the Employment Business will forward
his/her P45 to his/her last known address.

10. INTELLECTUAL PROPERTY RIGHTS

11. CONFIDENTIALITY
11.1.

The Agency Worker acknowledges that all copyright, trademarks, patents and
otherintellectual property rights deriving from services carried out by him/her for the
Hirer duringthe Assignment shall belong to the Hirer. Accordingly the Agency Worker
shall execute allsuch documents and do all such acts as the Employment Business
shall from time to timerequire in order to give effect to its rights pursuant to this
clause.

In order to protect the confidentiality and trade secrets of any Hirer and the
Employment Business and without prejudice to every other duty to keep secret all
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12. DATA PROTECTION
12.1.

12.2.

13. SEVERABILITY

14. NOTICES

information given to it or gained in confidence the Agency Worker agrees as follows:

11.1.1. not at any time, whether during or after an Assignment (unless expressly so
authorised by the Hirer 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 Hirer or the Employment
Business with the exception of information already in the public domain;

11.1.2. to deliver up to the Hirer or the Employment Business (as directed) at the
end of each Assignment all documents and other materials belonging to the Hirer
(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 Hirer 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 Hirer or the Employment Business as appropriate.

The Agency Worker warrants that in relation to these Terms, s/he shall comply
strictly with all provisions applicable to him/her under the Data Protection Laws and
shall not do or permit to be done anything which might cause the Employment
Business or the Hirer to breach any Data Protection Laws.

The Agency Worker consents to the Employment Business, any other intermediary
involved in supplying the services of the Agency Worker to the Hirer (now or in the
future), and the Hirer:

12.2.1. processing his/her personal data for purposes connected with the
performance of the Assignment and pursuant to these Terms; and

12.2.2. exporting and/or processing his/her personal data in jurisdictions outside the
European Economic Area for purposes connected with the performance of these
Terms.

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

All notices which are required to be given in accordance with these Terms 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, including 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.

15. GOVERNING LAW AND JURISDICTION

SIGNED BY:

These Terms are governed by the law of [England & Wales/Scotland/ Northern
Ireland] andare subject to the exclusive jurisdiction of the Courts of [England
& Wales/ Northern Ireland]

Print Name: Date:

Cho Choo: Choose

THE EMPLOYEE
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Equal Opportunities and Diversity Policy
Our Policy

Hunterskill Recruitment embrace diversity and aims to promote the benefits of diversity in all of our
business activities. We seek to develop a business culture that reflects that belief. We will expand the
media in which we recruit to in order to ensure that we have a diverse employee and candidate base.
We will also strive to ensure that our clients meet their own diversity targets.

Hunterskill Recruitment is committed to diversity and will promote diversity for all employees, workers
and applicants. We will continuously review all aspects of recruitment to avoid unlawful discrimination.
Hunterskill Recruitment will treat everyone equally and will not discriminate on the grounds of an
individual’s “protected characteristic” under the Equality Act 2010 (the Act) which are age, disability,
gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief,
sex and sexual orientation. We will not discriminate on the grounds of an individual’s membership or
non-membership of a Trade Union. All staff have an obligation to respect and comply with this policy.
Hunterskill Recruitment is committed to providing training for its entire staff in equal opportunities and
diversity. Hunterskill Recruitment will avoid stipulating unnecessary requirements which will exclude a
higher proportion of a particular group of people and will not prescribe discriminatory requirements for
a role.

Hunterskill Recruitment will not discriminate unlawfully when deciding which candidate/temporary
worker is submitted for a vacancy or assignment, or in any terms of employment or terms of
engagement for temporary workers. Hunterskill Recruitment will ensure that each candidate is
assessed in accordance with the candidate’s merits, qualifications and ability to perform the relevant
duties for the role.

Hunterskill Recruitment has signed the Diversity Pledge created by the Jobcentre Plus and
Recruitment and Employment Confederation (REC) to promote diversity.

Discrimination

Under the Act unlawful discrimination occurs in the following circumstances:

Direct discrimination

Direct discrimination occurs when an individual is treated less favourably because of a protected
characteristic. Treating someone less favourably means treating them badly in comparison to others
that do not have that protected characteristic.

It is unlawful for a recruitment consultancy to discriminate against a person on the grounds of a
protected characteristic:

. in the terms on which the recruitment consultancy offers to provide any of its services;
. by refusing or deliberately omitting to provide any of its services;
. in the way it provides any of its services.

Direct discrimination can take place even if the individual does not have the protected characteristic
but is treated less favourably because it is assumed he or she has the protected characteristic or is
associated with someone that has the protected characteristic.

Direct discrimination would also occur if a recruitment consultancy accepted and acted upon
instructions from an employer which states that certain persons are unacceptable due to a protected
characteristic, unless an exception applies. The Act contains provisions that permit specifying a
requirement that an individual must have a particular protected characteristic in order to undertake a
job. These provisions are referred to as occupational requirements.

Where there is an occupational requirement then the client must show that applying the requirement is
a proportionate means of achieving a legitimate aim, i.e. the employer must be able to objectively justify
applying the requirement. An occupational requirement does not allow an employer to employ someone
on less favourable terms or to subject a person to any other detriment. Neither does an occupational
requirement provide an excuse against harassment or victimisation of someone who does not have the
occupational requirement.

Indirect discrimination

Indirect discrimination occurs when a provision, criterion or practice (PCP) is applied but this results
in people who share a protected characteristic being placed at a disadvantage in comparison to those
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who do not have the protected characteristic. If the PCP can be objectively justified it will not amount to
discrimination.

Indirect discrimination would also occur if a recruitment consultant accepted and acted upon an
indirectly discriminatory instruction from an employer.

If the vacancy requires characteristics which amount to an occupational requirement or the instruction
is discriminatory but there is an objective justification, Hunterskill Recruitment will not proceed with the
vacancy unless the client provides written confirmation of the occupational requirement, exception or
justification.

Hunterskill Recruitment will use best endeavours to comply with the Act and will not accept instructions
from clients that will result in unlawful discrimination.

Harassment

Under the Act, harassment is defined as unwanted conduct that relates to a protected characteristic
which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for that individual. This includes unwanted conduct of a
sexual nature.

Hunterskill Recruitment is committed to providing a work environment free from unlawful harassment.
Hunterskill Recruitment will ensure that the consultants do not harass any individual.

Examples of prohibited harassment are:

verbal or written conduct containing derogatory jokes or comments;

slurs or unwanted sexual advances;

visual conduct such as derogatory or sexually orientated posters;

photographs, cartoons, drawings or gestures which some may find offensive;

physical conduct such as assault, unwanted touching, or any interference because of sex, race or
any other protected characteristic basis;

threats and demands to submit to sexual requests as a condition of continued employment or to
avoid some other loss, and offers of employment benefits in return for sexual favours;

7.  retaliation for having reported or threatened to report harassment.

A

@

If an individual believes that they have been unlawfully harassed, they should make an immediate
report to Hunterskill followed by a written complaint as soon as possible after the incident. The details
of the complaint should include:

. Details of the incident
. Name(s) of the individual(s) involved
. Name(s) of any withess(es)

Hunterskill Recruitment will undertake a thorough investigation of the allegations. If it is concluded that
harassment has occurred, remedial action will be taken.

All employees and workers will be expected to comply with Hunterskill Recruitment’s policy on
harassment in the workplace. Any breach of such a policy will lead to the appropriate disciplinary
action.

Any individual who Hunterskill Recruitment finds to be responsible for harassment will be subject to the
disciplinary procedure and the sanction may include termination.

Victimisation
Under the Act victimisation occurs when an individual is treated unfavourably because the he/she has

either done has done, a ‘protected act’ which is bringing a claim for unlawful discrimination or raising a
grievance about discrimination or giving evidence in respect of a complaint about discrimination.

Hunterskill Recruitment will ensure that the consultants do not victimise any individual.

Disabled Persons
Discrimination occurs when a person is treated unfavourably as a result of their disability.

In direct discrimination occurs where a provision, criterion or practice is applied by or on behalf of an
employer, or any physical feature of the employer’s premises, places a disabled person at a substantial
disadvantage in comparison with persons who are not disabled.

In recruitment and selection there may be a requirement to make reasonable adjustments. For example,
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it might be necessary to have different application procedures for partially sighted or blind applicants
that enable them to use Braille. With testing and assessment methods and procedures, tests can only
be justified if they are directly related to the skills and competencies required for the job. Even then,

it might be appropriate to have different levels of acceptable test results, depending on the disability.
For example, an applicant with a learning disability might need more time to complete a test, or not be
expected to reach the same standard as other non-disabled applicants.

Reasonable adjustments in recruiting could include:

. modifying testing and assessment procedures;

. meeting the candidate at alternative premises which are more easily accessible;
. having flexibility in the timing of interviews;

. modifying application procedures and application forms;

. providing a reader or interpreter.

Wherever possible Hunterskill Recruitment will make reasonable adjustments to hallways, passages
and doors in order to provide and improve means of access for disabled employees and workers.
However, this may not always be feasible, due to circumstances creating such difficulties as to render
such adjustments as being beyond what is reasonable in all the circumstances.

Hunterskill Recruitment will not discriminate against a disabled person:

. in the arrangements i.e. application form, interview or arrangements for selection for determining
whom a job should be offered; or

. in the terms on which employment or engagement of temporary workers is offered; or

. by refusing to offer, or deliberately not offering the disabled person a job for reasons connected
with their disability; or

. in the opportunities afforded to the person for receiving any benefit, or by
refusing to afford, or deliberately not affording him or her any such opportunity; o

. by subjecting the individual to any other detriment (detriment will include

refusal of training or transfer, demotion, reduction of wage, or harassment).
Hunterskill Recruitment will make career opportunities available to all people with disabilities and every
practical effort will be made to provide for the needs of staff, candidates and clients.

Age Discrimination

Under the Act, it is unlawful to directly or indirectly discriminate against or to harass or victimise a
person because of age. Age discrimination does not just provide protection for people who are older or
younger. People of all ages are protected.

A reference to age is a reference to a person’s age group. People who share the protected characteristic
of age are people who are in the same age group.

Age group can have various references:

. Under 21s
. People in their 40s
. Adults

Hunterskill Recruitment will not discriminate directly or indirectly, harass or victimise any person on the
grounds of their age. We will encourage clients not to include any age criteria in job specifications and every
attempt will be made to encourage clients to recruit on the basis of competence and skills and not age.

Hunterskill Recruitment is committed to recruiting and retaining employees whose skills, experience,
and attitude are suitable for the requirements of the various positions regardless of age. No age
requirements will be stated in any job advertisements on behalf of the company.

If Hunterskill Recruitment requests age as part of its recruitment process such information will not be
used as selection, training or promotion criteria or in any detrimental way and is only for compilation
of personal data, which the company holds on all employees and workers and as part of its equal
opportunities monitoring process. In addition if under age 22 to adhere to Conduct of Employment
Agencies and Employment Business Regulations 2003 and other relevant legislation applicable to
children or young candidates.

Where a client requests age or date of birth, this will have to be under an occupational requirement or
with an objective justification which should be confirmed in writing.
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Part-Time Workers

This policy also covers the treatment of those employees and workers who work on a part-time basis,
Hunterskill Recruitment recognises that it is an essential part of this policy that part time employees
are treated on the same terms, with no detriment, as full time employees (albeit on a pro rata basis) in
matters such as rates of pay, holiday entitlement, maternity leave, parental and domestic incident
leave and access to our pension scheme. Hunterskill Recruitment also recognises that part time
employees must be treated the same as full time employees in relation to training and redundancy
situations.

Gender Reassignment Policy

Hunterskill Recruitment recognises that any employee or worker may wish to change their gender
during the course of their employment with the Company.

Hunterskill Recruitment will support any employee or worker through the reassignment.

Hunterskill Recruitment will make every effort to try to protect an employee or worker who has
undergone, is undergoing or intends to undergo gender reassignment, from discrimination or
harassment within the workplace.

Where an employee is engaged in work where the gender change imposes genuine problems
Hunterskill Recruitment will make every effort to reassign the employee or worker to an alternative role
in the Company, if so desired by the employee.

Any employee or worker suffering discrimination on the grounds of gender reassignment should have
recourse to the Company’s grievance procedure.

Recruitment of Ex-Offenders

Where Hunterskill Recruitment has registered with the Disclosure and Barring Service (DBS) and has
the authority to apply for criminal records checks on individual because they are working with children
or vulnerable adults or both, we will comply with the DBS’s Code of Practice which includes having a

policy on the recruitment of ex-offenders.

Complaints and Monitoring Procedures

Hunterskill Recruitment has in place procedures for monitoring compliance with this policy and for

dealing with complaints of discrimination. These are available from Hunterskill and will be made
available immediately upon request. Any discrimination compliant will be investigated fully

DECLARATION

Please confirm you have read and understood the terms of engagement and agree to abide by these terms.
Please also confirm you have read and understood the Equal Opportunities Statement.

| certify the information contained on this form is correct to the best of my knowledge. | realise my
misrepresentation of the facts contained on this form may be cause for rejection of this application.

SIGNED BY: Print Name: Date:

Cho Choo: Choose

THE EMPLOYEE




OPT-OUT OF 48 HOURS WORKING WEEK 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 engaged the services of the Worker;

‘Employment Business’ — means Hunterskill Associates of Unit 3 Chalfont Square, 17 Great Colman Street,
Ipswich, Suffolk, [P4 2AJ;

‘Temporary WOrker’ — MeEanS. ..........ceueeueneenenneeanineaeaeaiaaeanannns

‘Working week’ — means an average of 48 hours each week calculated over a 17 week reference period.

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 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(s)

4. WITHDRAWAL OF CONSENT

4.1. The Temporary Worker may end this Agreement by giving the Employment Business one week notice in
writing.

4.2. For 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

4.3. There is no restriction on the number of times you can request to ‘Opt-out’/’Opt-in’

4.4. After the expiration 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 Wales and are subject to the exclusive jurisdiction of
the Court of England and Wales.

WORKING TIME REGULATIONS

Working Hours Under the Working Time Regulations, no individual is required to work more than
48 hours each week, averaged over a 17week reference period, unless you agree to
do so in writing.

Due to the flexible nature of temporary work Hunterskill Associates may ask,
from time to time, if you wish to work for longer hours, however, you are under
no obligation to accept.

Night Work If you are asked to work on night shifts (for a period including any 3 hours
between 11 pm and 6 am) you should not work more than 8 hours in every 24,
averaged over 17 weeks.

Workers under the age of 18 | The Opt-out of the 48 hour working week is not applicable to workers under 18
years old. You can find all the details about this matter in Hunterskill Associates

Handbook.

Daily Rest You are entitled to 11 hours rest from work in each 24 hours

Weekly Rest You are entitled to a minimum of 1 day’s rest from work each week or 2 days
every 2 weeks.

Rest Breaks The Client to which you are assigned should allow you a break from work of 20

minutes if your assignment lasts for more than 6 hours a day. You can find all the
information needed in each “Worker Assignment Sheet’ received.

If you wish to end your *48 hours Opt-out Agreement’ at any time, please give Hunterskill Associates one week’s
written notice to our payroll department: Unit 3 Chalfont Square, 17 Great Colman Street, Ipswich, Suffolk, IP4 2AJ
or email to: enquiries@hunterskill.com.

There is no restriction on the number of times you can request to ‘Opt-out’/’Opt-in’.

SIGNED BY:
Print Name: Date:

Cho. Choo: Choose

THE EMPLOYEE



Driver Consent — applicable to driving candidates only:

In the event of you the driver having an accident while working for Hunterskill Recruitment, you will be liable for
paying the £500 excess of our insurance policy if the accident in question is proven to be down to the driver’s
negligence.

SIGNED BY: Print Name: Date:
Cho Choo: Choose

THE EMPLOYEE

Data Protection Statement

The information that you provide on this form and on any CV given will be used by Hunterskill Recruitment to
provide you work finding services. In providing this service to you, you consent to your personal data being
included on a computerised database and consent to us transferring your personal details to our clients. We may
check the information collected, with third parties or with other information held by us. We may also use or pass
to certain third parties information to prevent or detect crime, to protect public funds, or in other way permitted or
required by law.

SIGNED BY: Print Name: Date:

Cho Choo: Choose

THE EMPLOYEE

(ol [ol HUE o] \IRAN CONSULTANT NOTES

Hunterskill Recruitment is the trading name of Hunterskill Associates Ltd



	Agency Declaration
	HUNTERSKILL ASSOCIATES REGISTRATION FORM 1.1
	Untitled Extract Pages
	HUNTERSKILL ASSOCIATES REGISTRATION FORM
	HUNTERSKILL ASSOCIATES REGISTRATION FORM
	1
	RF - Copy (2)
	Complete Registration Pack WITHOUT Contract

	Untitled Extract Pages



	Blank Page
	Blank Page
	Blank Page

	Month/Year Entered UK: 
	References: 
	Position Applied For: 
	Passport/ID Number: 
	Birth Certificate Ref: 
	Next of Kin: 
	Do You Have a Driving Licence: Off
	Do You Own Transport: Off
	Do You Have Any Endorsements: Off
	Days: Off
	Evenings: Off
	Nights: Off
	Weekends: Off
	ARE YOU ABLE TO SPEAK AND READ ENGLISH: Off
	Account Holders Name: 
	Name of Bank/Building Society: 
	Sort Code: 
	Account Number: 
	Criminal Convictions: Off
	Title: []
	Date Of Birth: 
	National Insurance Number: 
	House or flat number: 
	Surname 01: 
	Surname 02: 
	Surname 03: 
	First Name 01: 
	First Name 02: 
	First Name 03: 
	Male 01: Off
	Female 01: Off
	Rest Of The Adress 02: 
	Rest Of The Adress 01: 
	Rest Of The Adress 03: 
	Rest Of The Adress 04: 
	Rest Of The Adress 05: 
	Postcode 01: 
	Postcode 02: 
	Your Present Circumstances: Off
	Date 01: [Chose Date]
	Month 02: [Choose Month]
	Year 03: [Choose Year]
	UK Email Address MUST BE COMPLETED: 
	Address Town Name: 
	Address Street Name: 
	Date of Birth: 
	MR: Off
	MRS: Off
	MISS: Off
	MS: Off
	Epilepsy/Blackouts/Fainting: Off
	Details Epilepsy/Blackouts/Fainting: 
	Angina: Off
	Details Angina: 
	High Blood Pressure: Off
	Details High Blood Pressure: 
	Heart Disease: Off
	Details Heart Disease: 
	Chest Pains/Palpitations: Off
	Details Chest Pains/Palpitations: 
	Asthma: Off
	Details Asthma: 
	Diabetes: Off
	Details Diabetes: 
	Back Pain: Off
	Details Back Pain: 
	Hernias/Arthritis/Gout: Off
	Details Hernias/Arthritis/Gout: 
	Psychiatric Illness: Off
	Details Psychiatric Illness: 
	Eye Disease/Poor Eye Sight: Off
	Details Eyes: 
	Ear Disease/Deafness: Off
	Details Ears: 
	Eczema/Dermatitis: Off
	Details Eczma: 
	Migraines/Frequent Headaches: Off
	Details Migraines: 
	Joint Pain: Off
	Details Joints: 
	Ulcers: Off
	Details Ulcers: 
	Regular Medication: Off
	Details Regular Medication: 
	Serious Accident: Off
	Details Serious Accident: 
	Mental Illness/Depression: Off
	Details Mental Illness/Depression: 
	Any Operations witin 10 Years: Off
	Details Operations: 
	Other Long Term Illness: Off
	Details Long Term Illness: 
	Premission to work in the UK please tick as appropriate: Off
	1 Date of Employment: 
	1 Company Name: 
	1 Company Address Full: 
	1 Company Contact Number: 
	1 Position Held: 
	2 Date of Employment: 
	2 Company Name: 
	2 Company Address Full: 
	2 Company Contact Number: 
	2 Position Held: 
	2 Via Agency?: 
	3 Date of Employment: 
	3 Company Name: 
	3 Company Address Full: 
	3 Company Contact Number: 
	3 Position Held: 
	3 Via Agency?: 
	Do you have any health issues or a disability relevant to the position or role you seek tick appropriate: Off
	Your Full Name: 
	First Name: 
	Surname: 
	Address: 
	Type Name: 
	Type if is held: 
	YES 1: Off
	YES 1-1: Off
	YES 1-2: Off
	YES 1-3: Off
	YES 1-4: Off
	YES 1-5: Off
	YES 1-6: Off
	NO 1: Off
	NO 1-1: Off
	NO 1-3: Off
	NO 1-4: Off
	NO 1-5: Off
	NO 1-6: Off
	Telephone Number: 
	Nationality: 
	Next of Kin Telephone Number: 
	If Yes: 
	YES 1-7: Off
	NO 1-7: Off
	NO 1-8: Off
	Convictions and Dates: 
	Health Issues/Disability: 
	1 Via Agency?: 
	2 Referee name /Phone number?: 
	1 Referee name /Phone number?: 
	3 Referee name /Phone number?: 
	H&S Q1: Off
	H&S Q2A: Off
	H&S Q2B: Off
	H&S Q2C: Off
	H&S Q2D: Off
	H&S Q3: Off
	H&S Q4: Off
	H&S Q5: Off
	H&S Q6: Off
	H&S Q7: Off
	H&S Q8: Off
	H&S Q9: Off
	H&S Q10: Off
	ENG Q1: Off
	ENG Q2: Off
	ENG Q3: Off
	ENG Q4: Off
	ENG Q5: Off
	ENG Q6: Off
	ENG Q7: Off
	ENG Q8: Off
	ENG Q9: Off
	ENG Q10: Off
	ENG Q11: Off
	ENG Q12: Off
	ENG Q13: Off
	ENG Q14: Off
	ENG Q15: Off
	ENG Q16: Off
	ENG Q17: Off
	ENG Q18: Off
	ENG Q19: Off
	ENG Q20: Off
	MATH Q1: Off
	MATH Q2: Off
	MATH Q3: Off
	MATH Q4: Off
	MATH Q5: Off
	MATH Q6: Off
	MATH Q7: Off
	MATH Q8: Off
	MATH Q9: Off
	MATH Q10: Off
	Print Name Resource Manager: 
	ID Documents Check & Scan: Off
	Aplication Form Completed: Off
	Bank Details Confirmed: Off
	NI Checked Or Requested: Off
	Reference Details Confirmed: Off
	Any Notes: 
	1-FROM: 
	2-FROM: 
	3-FROM: 
	4-FROM: 
	5-FROM: 
	3-TO: 
	4-TO: 
	2-TO: 
	5-TO: 
	1-TO: 
	2-QUALIFICATIONS: 
	3-QUALIFICATIONS: 
	4-QUALIFICATIONS: 
	5-QUALIFICATIONS: 
	1-QUALIFICATIONS: 
	1-SCHOOL , COLLEGE , UNIVERSITY: 
	1-CERTIFICATES , DIPLOMA: 
	Consultant Note: 


