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ADDITIONAL DOCUMENT I: ASSIGNMENT DETAILS FORM (TO GIVE TO THE CLIENT) 

When to use this form:

This form MUST to be issued to a client for the supply of an agency worker who has been engaged by the Employment Business as an employee under REC model Contract 14 (the Agreement). 
The Assignment Details Form together with the Agreement makes up the Terms of Business between the Employment Business and the Client.  
The Conduct of Employment Agencies and Employment Businesses Regulations 2003 (the “Conduct Regulations”) require employment businesses to send out in paper or electronic format information to the Employee, and to the Client, at the point the assignment is offered to the Employee. This form contains information required under the Conduct Regulations and information the REC considers best practice. 
You must give this form to the Client when the Employee is put forward to the Client. 
When the Employee completes the Qualifying Period (i.e. completes 12 weeks on Assignment in the same role with the same Client) if the Employee is entitled to any additional terms send out the Assignment Details Form again including the details highlighted in Green using the information provided by the Client in Document J: Information Request Form. 
Use this form with the following contracts: 
	Contract 13
	Terms of Business with a Hirer for the supply of Agency Workers engaged by the Employment Business under a Regulation 10 Compliant Contract of Employment (also known as a "Swedish Derogation" Compliant Contract)



	Contract 14:
	Terms and Conditions of Employment (Regulation 10 (also known as “Swedish Derogation”) Compliant Contract) for Employees



	Document H :
	Assignment Details Form (Employee)



	Document J:
	Information Request Form



	Document K :
	Working Time Regulations 48 hour opt out notice




How to use this form:

Complete the information required in the grey highlighted square brackets.

Insert information highlighted in green, if the Employee has completed the Qualifying Period. (See REC Factsheets 3, 4 and 7). 

Remove the highlighting from the Assignment Details Form given to the Employee and Client 

The clause references refer to the clauses in contract 14

These pages are for the Client

	Details of Client and Employee:



	Name of the Client:


	

	Name of Client’s contact to report to on arrival: 


	

	Name of Employee: 


	

	The Employee is engaged under a contract of service with [insert name of Employment Business] 



	Assignment Details:



	Start date of assignment:


	

	End date of the assignment OR likely duration of Assignment.
	

	Calendar weeks already accrued towards the Qualifying Period for the purposes of Regulations 7 and 8 of the Agency Workers Regulations 2010: 


	[see Note 1]


	The type of work:


	

	Location of work:


	

	Hours of work:

	[see Note 2]

	The experience, training, qualifications and any authorisation that the client considers necessary for the Assignment or required by law or a professional body:


	

	Any known health and safety risks and the steps the Client has taken to reduce the risks: 


	

	Collective facilities:



	Collective facilities and amenities to which the Client will give the Employee access:


	[see Note 3]
[insert list – only if obtained from the Client in Document I: Information Request Form]


	Charges:



	Any expenses payable to the Employee:


	

	Charge rate:


	

	Intervals of invoice:


	

	Period of Extended Hire:



	· Notice period required where Client wishes to engage the Employee for the Period of Extended Hire in accordance with clause 8.2 of Contract 13. 


	[insert notice period – see clause 8.2 of Contract 13]

	· Period of Extended Hire if the Client wishes to engage the Employee and avoid paying a Transfer Fee:


	[this should be the period set out in Schedule 2 of Contract 13]

	[Insert name of the employment business] confirms that [insert name of the Employee] is willing to work in the assignment offered. [Note: this is a requirement of Conduct Regulation 19]



	Client's recruitment consultant’s contact details:


	


NOTES – delete these notes from the form given to the Client 
	Note


	Description
	Comment



	1. 
	Qualifying Period
	Insert the number of qualifying weeks. Only work completed on or after 1 October 2011 counts.

This section is not required for the Conduct Regulations but will flag up when the Employee will qualify for equal treatment subject to any breaks s/he may take as set out in Regulation 7. 
Use information from Document J: Information Request Form and any information from the Employee.

Once the Qualifying Period has been reached insert details highlighted in green. 
(For further information see REC Factsheets 3 and 4).


	2. 
	Hours of Work
	When the Employee has completed the Qualifying Period s/he will be entitled to equal treatment in respect of working conditions including duration of working time, rest breaks, rest periods and night work. All relevant information should be included here. 
Use information from Document J: Information Request Form.

(For further information see REC Factsheets 3 and 4).



	3. 
	Collective facilities


	From day one of the assignment, the Employee has the right to be treated no less favourably than a comparable employee or worker of the Client in relation to the collective facilities and amenities (e.g. canteen, childcare facilities and transport services) provided by the Client (unless the Client can justify less favourable treatment on objective grounds). Insert details provided in Document J: Information Request Form. 

(For further information see REC Factsheets 4 and 5).



	4. 
	Annual leave
	After completing the 12 week Qualifying Period the employee will be entitled to equal treatment in respect of the terms and conditions relating to annual leave. See sub clauses 10.3, 10.4, 10.5, 10.6, 10.7 and 10.8 of the Agreement. If the employee is entitled to more favourable terms after completing the Qualifying Period any additional entitlement should be set out here.  
(For further information see REC Factsheets 3, 4 and 7).
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