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ADDITIONAL DOCUMENT J - INFORMATION REQUEST FORM

When to use this form:

This form is to be used when supplying the services of an Agency Worker within the scope of the Agency Workers Regulations 2010 but who has been engaged by the employment business as an employee under REC model Contract 14. 
Use this form to obtain from the Hirer the terms and conditions they would have given to the Agency Worker if they had recruited the worker directly. The information must be supplied before the commencement of an Assignment or during an Assignment where the Agency Worker will complete the Qualifying Period (i.e. completes 12 weeks on assignment in the same role with the same hirer) (see REC Factsheets 3 and 4).

Use this form with the following: 
	Contract 13: 


	Terms of Business With a Hirer for the Supply of Agency Worker Engaged by the Employment Business Under Regulation 10 Compliant Contract of Employment (Also Known as "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 I:
	Assignment Details Form (Client)



	Document K:
	Working Time Regulations 48 hour opt out notice




How to use this form:

The Hirer should complete the information required in the boxes in Section A and provide answers to the questions in section B. The agency should provide the information in Section A to the Agency Worker in a new Assignment Details Form (Document H) when s/he completes the Qualifying Period.

This form can also be used where an Agency Worker has made a written request to the employment business because s/he considers they have not received equal treatment that they may be entitled to. You must respond to the request within 28 days of the request. 
These pages set out the information you should obtain from the Hirer

Section A (the agency should provide the information below to the agency worker)

Note to Hirer:

Regulation 5 of the Agency Workers Regulations 2010 provides that an Agency Worker who completes a 12 week Qualifying Period in the same role for you will be entitled to receive treatment equal to what they would have received had you recruited them directly. You can either provide the relevant terms and conditions the Agency Worker would have received had you recruited them directly, or point to a comparable employee you have identified in your organisation. A comparable employee is an existing employee doing the same or broadly similar work, working in the same location, or different location. 
We ask you to complete this form and provide any relevant information so that we know what terms and conditions either the Agency Worker or a comparable employee would receive and to which the Agency Worker will be entitled when s/he completes the Qualifying Period. Also please ensure that you inform the agency immediately if any of the following information changes, including if the comparable employee leaves. 
Please tick whichever of the following statements is correct:

I confirm that the details provided below relate to what the Agency Worker would have received, had they been recruited directly. 

□

OR
I confirm that the details provided below relate to a comparable employee. 
□
	Working hours:



	Night work:

(Where applicable) please provide details of any terms and conditions which would apply to the agency worker in relation to night work (where the agency worker carries out work the duration of which is not less than hours between the hours of midnight and 5 a.m)


	

	Rest periods:


	

	Rest breaks: 


	

	Duration of working time: 

(For example, where your employees are not required to work more than 48 hours per week, this should apply to the agency worker) 


	

	Annual leave:



	 (Delete whichever does not apply).

The annual leave entitlement is the statutory entitlement:

Where greater contractual leave is given, the annual leave entitlement is:

Please also provide details of any terms and conditions relating to annual leave entitlement. 

	[x] days

	Day One Rights:


	

	Details of collective facilities (these include canteen, childcare facilities and transport services, toilets and shower facilities, prayer rooms).

Note (to be deleted before sending the form to the Hirer):

From day one of the Assignment, the Agency Worker has the right to be treated by the Hirer no less favourably than a comparable employee or worker of the Hirer in relation to:  (1) 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) and (2) the right to be informed by the Hirer of any relevant vacant posts with the Hirer, to give the Agency Worker the same opportunity as a comparable employee or worker of the Hirer to find permanent employment with the Hirer. This does not mean however that the Agency Worker is entitled to be employed by the Hirer. The Hirer will be liable for any failure to comply with its Day One obligations. Please see REC Factsheets 4 and 5 and the BIS Guidance.

	


Section B

	1.
	Has the Agency Worker previously worked in your organisation?
	

	2.
	Has the Agency Worker previously worked for another hirer connected to your organisation?
	

	If the answers to questions 1& 2 are yes, please complete the remainder of this section

	3.
	What was the length of the assignment(s)? Please confirm the dates.
	

	4.
	Was the previous role the same or different role to the current role?
	

	5.
	If they are different roles, please explain the factors that make the roles different?
	


Signed by:  
--------------------------------------------------------

Print name:
--------------------------------------------------------

Position:            ----------------------------------------------------------

I confirm I am authorised to provide this information for and on behalf of the Hirer. 

Date: 

-------------------------------------------------------- 
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