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Delete this page from the form from the form given to the limited company contractor or the Hirer 
ADDITIONAL DOCUMENT B - ASSIGNMENT DETAILS FORM – LIMITED COMPANY CONTRACTORS

When to use this form:

This form is to be used when supplying limited company contractors who are not genuinely self-employed and who are therefore an Agency Worker within the scope of the Agency Workers Regulations 2010. Where the contractor has not opted out of the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (the “Conduct Regulations”) you must provide all of the information highlighted in bold to the contractor (the term “Agency Worker” is used in the contracts), and the Hirer, at the point the assignment is offered to the limited company (the term “Intermediary” is used in the contracts). If the contractor has opted out of the Conduct Regulations, there is no legal requirement to provide all of these details, but it is best practice to do so. 
Use this form to set out the assignment details at the start of every assignment. 
When the Agency Worker completes the Qualifying Period (i.e. completes 12 weeks on assignment in the same role with the same hirer) send out the form again including the details highlighted in Green using the information provided by the Hirer in Document G: Information Request Form. 
The first set of pages list the information that needs to be provided to the limited company contractor; while the second set of pages list the information that needs to be given to the Hirer. 

Use this form with the following contracts: 
Contract 5:
Terms of Business with a hirer for the supply of a limited company contractor, who has opted opt out of the Conduct Regulations (within IR35)

and 

Contract 6:
Agreement with a limited company contractor, who has opted out of the Conduct Regulations (within IR35)

and
Document C 
Conduct Regulations opt out notice – limited company contractors only  
and

Document G:

Information Request Form
OR
Contract 7:
Terms of Business with a hirer for the supply of a limited company contractor, who has not opted out of the Conduct Regulations (within IR35)

and 

Contract 8:
Agreement with a limited company contractor, who has not opted out of the Conduct Regulations (within IR35)
and

Document G:
Information Request Form
How to use this form:

Complete the information required in the grey highlighted square brackets.

Insert information highlighted in green, if the Agency Worker has completed the Qualifying Period.

Remove the highlighting from the final versions. 

When using with Contracts 5 and 6 you will need to amend the following:
Remove the boxes relating to periods of extended hire in both the limited company contractor and Hirer sections. 
ADDITIONAL DOCUMENT B - ASSIGNMENT DETAILS FORM – LIMITED COMPANY CONTRACTORS

These pages are for the limited company contractor

	Details of the limited company and the Hirer: 



	Name, address and registered company number of the limited company contractor:


	

	VAT registration number of the limited company Contractor:


	

	Name of Agency Worker supplied by the limited company:


	

	Name of the Hirer:


	

	Nature of the Hirer’s business:


	

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


	

	Assignment Details:



	Start date of Assignment:


	

	Likely duration of the Assignment:


	

	Calendar weeks already accrued towards the Qualifying Period for the purposes of Regulation 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 necessary or required by law or a professional body:


	

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


	

	Collective facilities:



	Hirer’s collective facilities available to the Agency Worker:

	[see Note 3] 

[insert list – only if obtained from the Hirer in Document G: Information Request Form]

	Pay: 



	Any expenses payable:


	

	Actual rate of remuneration i.e. rate which you will be paid in this Assignment:

	[see Note 4]


	Intervals of payment:


	

	The length of notice requested to terminate assignment, if any:


	

	Annual leave:



	Number of additional [paid/unpaid] annual leave days: 


	[see Note 5]

	Period of Extended Hire (to be completed only where the LCC has not opted out of the Conduct Regulations)

	· Notice period required where Client wishes to engage the limited company contractor for the Period of Extended Hire. 
	[insert period agreed with client]

	· Period of Extended Hire if the Client wishes to engage the limited company contractor and avoid paying a Transfer Fee:
	[insert the period set out in Schedule 1 of Contract 7]  

	Your recruitment consultant’s contact details:


	


These pages are for the Hirer
	Details of Hirer and Limited Company:



	Name of the Hirer:


	

	Nature of the Hirer’s business:


	

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


	

	Name, address and registered company number of limited company:


	

	Limited company VAT registration number:


	

	Name of Agency Worker supplied by the limited company:


	

	Assignment Details: 



	Start date of Assignment:


	

	Likely duration of the Assignment:


	

	Calendar weeks already accrued towards the Qualifying Period for the purposes of Regulation 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 necessary or required by law or a professional body:


	

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


	

	Collective facilities: 



	Collective facilities and amenities to which the Hirer will give the Agency Worker access: 


	[see Note 3]
[insert list – only if obtained form the Hirer in Document G: Information Request Form]

	Charges:



	Any expenses payable:


	

	Charge rate:


	[see Note 6]

	Intervals of invoice:


	

	The length of notice requested to terminate assignment, if any:


	

	Period of Extended Hire (to be completed only where the LCC has not opted out of the Conduct Regulations)

	· Notice period required where Client wishes to engage the limited company contractor for the Period of Extended Hire:  


	[insert period agreed with client]

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


	[this should be the period set out in Schedule 1 of Contract 7]  

	[insert name of the employment business] confirms that [insert name of individual worker] of [insert name of name of limited company contractor] is willing to work in the assignment offered. [Note: this is a requirement of Conduct Regulation 19]



	Your recruitment consultant’s contact details:


	


NOTES – delete these notes from the form given to the limited company contractor or the Hirer

	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 Agency Worker will qualify for equal treatment subject to any breaks s/he may take as set out in Regulation 7. 
Use information from Document G: Information Request Form and any information from the Agency Worker.

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 Agency Worker 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 G: Information Request Form.

For further information see REC Factsheets 3 and 4.


	3. 
	Collective facilities


	From day one of the assignment, the Agency Worker has the right to be treated no less favourably than a comparable employee or worker of the Hirer in relation the collective facilities and amenities (e.g. canteen, childcare facilities and transport services) provided by the Hirer (unless the Hirer can justify less favourable treatment on objective grounds). Insert details provided in Document G: Information Request Form. 
For further information see REC Factsheets 4 and 5. 


	4. 
	Actual Rate of Remuneration
	This is the rate the Agency Worker will receive from the Intermediary. 
Once the Agency Worker has completed the Qualifying Period use the information from Document G: Information Request Form to insert the rate of pay and any other payments including commission, bonuses etc. Also please see the BIS guidance. 

For further information see REC Factsheets 3 and 4.


	5. 
	Annual leave
	Insert details of working conditions relating to annual leave. Use information from Document G: Information Request Form. The Guidance produced on 27 May 2011 by the Department for Business, Innovation and Skills states that the additional entitlement above the statutory leave (but not the statutory entitlement) can be rolled up and paid in lieu of taking leave. Agencies and Intermediaries must ensure that if the additional amount is rolled up, it must be clearly set out in the Agency Worker’s payslip. 
However, under the Agency Workers Regulations the agency worker is entitled to take any such paid additional leave, and so there is a risk in rolling up the payment as part of the hourly/daily rate or giving it as a one off payment at the end of the Assignment. A risk-free approach would be to allow the Agency Worker to take the leave and pay the Agency Worker at that time.

Please note that you have to take into account the Agency Worker’s entitlement to the leave itself as well as the pay before you automatically roll up the additional amount. Therefore obtain the necessary details from the hirer of the leave entitlement policy and ensure the Intermediary applies the same to the Agency Worker.

For further information see REC Factsheets 3 and 4. 


	6. 
	Charge Rate
	This will increase where the Agency Worker is entitled to a higher rate of pay, additional holiday entitlements, commission payments etc. 
If the Agency Worker is entitled to a bonus insert the commission applicable to the amount. 
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