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Key information document – Agency Workers
01.12.2020


This document specifies key information relating to your relationship with us, including details about pay, holiday entitlement and other benefits.[ Further related information may be found in [insert description of where further related information can be found].] The Employment Agency Standards (EAS) Inspectorate is the government authority responsible for the enforcement of certain agency worker rights. You can raise a concern with them directly on 020 7215 5000 or through the Acas helpline on 0300 123 1100, Monday to Friday, 8.00am to 6.00pm.
Dated: [insert date]
[Intermediary or umbrella company information]
You are being paid through an intermediary or ‘umbrella company’—a third-party organisation that will calculate your tax and other deductions and then pay you for the work undertaken for the hirer. We, as the employment business, will still be finding you assignments.
The money earned on your assignments will be transferred to the intermediary as part of their income. They will then pay you your wage. All the deductions made which affect your wage are listed below. If you have any queries about these please contact us.
Your payslip may show you as an employee of the intermediary listed below.
	Name of employment business:
	[insert name]

	[bookmark: HIT_34][bookmark: ORIGHIT_34]Name of intermediary:
	[insert name]

	[bookmark: HIT_35][bookmark: ORIGHIT_35][bookmark: HIT_36][bookmark: ORIGHIT_36]Name of agency worker:
	[insert name]

	[bookmark: HIT_37][bookmark: ORIGHIT_37][bookmark: HIT_38][bookmark: ORIGHIT_38]Name of agency worker’s employer:
	[insert name]

	[bookmark: HIT_39][bookmark: ORIGHIT_39][bookmark: HIT_40][bookmark: ORIGHIT_40]How the agency worker will be employed by their employer:
	[bookmark: HIT_41][bookmark: ORIGHIT_41][bookmark: HIT_42][bookmark: ORIGHIT_42]under [a contract of service (employment contract) OR a contract of apprenticeship OR a contract for services]

	[bookmark: HIT_43][bookmark: ORIGHIT_43][bookmark: HIT_44][bookmark: ORIGHIT_44]Who will normally pay the agency worker (if not their employer):
	[insert name]

	[bookmark: HIT_45][bookmark: ORIGHIT_45][bookmark: HIT_46][bookmark: ORIGHIT_46][bookmark: HIT_47][bookmark: ORIGHIT_47][bookmark: HIT_48][bookmark: ORIGHIT_48][bookmark: HIT_49][bookmark: ORIGHIT_49]The nature of any connection between any of us (the employment business), the intermediary, the agency worker’s employer and the person who will normally pay the agency worker
	[insert description]

	[bookmark: HIT_50][bookmark: ORIGHIT_50]The [rate of pay OR expected minimum rate of pay OR to be paid to the intermediary
	£[insert number] per [hour OR day OR annum OR

	[bookmark: HIT_51][bookmark: ORIGHIT_51][bookmark: HIT_52][bookmark: ORIGHIT_52]The rate of pay OR expected minimum rate of pay] to be paid to the agency worker
	£[insert number] per hour OR day OR annum]

	[bookmark: HIT_53][bookmark: ORIGHIT_53]How often the intermediary will be paid
	[weekly OR monthly OR

	[bookmark: HIT_54][bookmark: ORIGHIT_54][bookmark: HIT_55][bookmark: ORIGHIT_55]How often the agency worker will be paid
	weekly OR monthly]

	[bookmark: HIT_56][bookmark: ORIGHIT_56][bookmark: HIT_57][bookmark: ORIGHIT_57][bookmark: HIT_58][bookmark: ORIGHIT_58][bookmark: HIT_59][bookmark: ORIGHIT_59][bookmark: HIT_60][bookmark: ORIGHIT_60]Deductions affecting the agency worker’s pay required by law, and whether they will be deducted from payments to the intermediary or the agency worker
	[bookmark: HIT_61][bookmark: ORIGHIT_61][bookmark: HIT_62][bookmark: ORIGHIT_62][bookmark: HIT_63][bookmark: ORIGHIT_63][Income tax and National Insurance contributions] [Student loan repayments]
Deducted from payments [to the intermediary OR to the agency worker]

	[bookmark: HIT_64][bookmark: ORIGHIT_64][bookmark: HIT_65][bookmark: ORIGHIT_65][bookmark: HIT_66][bookmark: ORIGHIT_66][bookmark: HIT_67][bookmark: ORIGHIT_67][bookmark: HIT_68][bookmark: ORIGHIT_68]Other costs and deductions affecting the agency worker’s pay, including the amount or how they are calculated and whether they will be deducted from payments to the intermediary or the agency worker
	[bookmark: HIT_69][bookmark: ORIGHIT_69][bookmark: HIT_70][bookmark: ORIGHIT_70][bookmark: HIT_71][bookmark: ORIGHIT_71][insert description eg private healthcare]
Deducted from payments [to the intermediary OR to the agency worker]

	[bookmark: HIT_72][bookmark: ORIGHIT_72][bookmark: HIT_73][bookmark: ORIGHIT_73]Any fees for services or goods (including the amount or how they are calculated) that may be provided by us (the employment business), the intermediary or any other person
	[insert description eg cost of DBS check, whether one-off or ongoing]

	[bookmark: HIT_74][bookmark: ORIGHIT_74][bookmark: HIT_75][bookmark: ORIGHIT_75][bookmark: HIT_76][bookmark: ORIGHIT_76]An explanation of the difference between (a) the rate of pay or expected minimum rate of pay to be achieved for the intermediary, and (b) the net rate of pay or net expected minimum rate of pay for the agency worker (if not already explained above)
	[insert explanation]

	[bookmark: HIT_77][bookmark: ORIGHIT_77][bookmark: HIT_78][bookmark: ORIGHIT_78]Details of agency worker’s holiday entitlement and pay
	[insert description]

	[bookmark: HIT_79][bookmark: ORIGHIT_79][bookmark: HIT_80][bookmark: ORIGHIT_80]Any other non-financial benefits for agency worker
	[insert description, eg gym membership]

	[bookmark: HIT_81][bookmark: ORIGHIT_81][bookmark: HIT_82][bookmark: ORIGHIT_82][bookmark: HIT_83][bookmark: ORIGHIT_83][Details of any opt-out agreement between the intermediary and the agency worker]
	[[insert details, or where they can be found]]



[bookmark: ORIGHIT_84][bookmark: HIT_84][bookmark: ORIGHIT_85][bookmark: HIT_85]This is a representative example pay statement, reasonably estimated where necessary for the [weekly OR monthly] interval for which the agency worker will be paid.
	 
	[bookmark: HIT_86][bookmark: ORIGHIT_86]Intermediary’s pay or deductions
	[bookmark: HIT_87][bookmark: ORIGHIT_87][bookmark: HIT_88][bookmark: ORIGHIT_88]Agency worker’s pay or deductions

	[bookmark: HIT_89][bookmark: ORIGHIT_89]Example gross rate of pay (or expected minimum rate of pay) to intermediary:
Less:
	£[insert number]
	 

	[bookmark: HIT_90][bookmark: ORIGHIT_90]Costs and deductions required by law applied to payment to intermediary:
	£[insert number]
	 

	[bookmark: HIT_91][bookmark: ORIGHIT_91]Other costs and deductions applied to payment to intermediary:
	£[insert number]
	 

	[bookmark: HIT_92][bookmark: ORIGHIT_92][bookmark: HIT_93][bookmark: ORIGHIT_93]Fees for services or goods applied to payment to intermediary:
	£[insert number]
	 

	[bookmark: HIT_94][bookmark: ORIGHIT_94][bookmark: HIT_95][bookmark: ORIGHIT_95]Costs and deductions required by law applied to payment to agency worker:
	 
	£[insert number]

	[bookmark: HIT_96][bookmark: ORIGHIT_96][bookmark: HIT_97][bookmark: ORIGHIT_97]Other costs and deductions applied to payment to agency worker:
	 
	£[insert number]

	[bookmark: HIT_98][bookmark: ORIGHIT_98][bookmark: HIT_99][bookmark: ORIGHIT_99][bookmark: HIT_100][bookmark: ORIGHIT_100]Fees for services or goods applied to payment to agency worker:
	 
	£[insert number]

	[bookmark: HIT_101][bookmark: ORIGHIT_101][bookmark: HIT_102][bookmark: ORIGHIT_102][bookmark: HIT_103][bookmark: ORIGHIT_103]Any other items explaining difference between gross pay to intermediary and net take-home pay for agency worker:
	 
	£[insert number]

	[bookmark: HIT_104][bookmark: ORIGHIT_104][bookmark: HIT_105][bookmark: ORIGHIT_105]Example net take-home pay for agency worker:
	 
	£[insert number]



Please acknowledge receipt of this statement by completing the tear-off slip below and returning it to [insert job title].
[Signature]
For and on behalf of [insert name of employment business]

[I, [insert name] OR We, [insert name of intermediary]] acknowledge that I have received this key information document as required by regulation 13A of the Conduct of Employment Agencies and Employment Businesses Regulations 2003.

Signed: [Insert signature]

Name: [Insert name]

Dated: [Insert date]
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