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Worker Assignment Schedule
Introduction
When supplying a temporary worker to a hirer whether they are engaged under a contract for services or a contract of employment, it is a legal requirement to provide them with specific details of each assignment.

This Brief includes a template Worker Assignment Schedule (“Schedule”) to help members provide the required information to their temporary workers.  This Schedule is for use with the ALP’s template contracts.
This Schedule has been produced specifically for ALP, and is provided for the use of ALP’s members only.  Members are asked not to make these terms available for use by any third party.

At the time of publication this template contract has been drafted taking the Agency Workers Regulations 2010 (“AWR”) into account but prior to the Regulations coming into force, and therefore is based on the general principles of pure statutory construction. This template contract will be revisited and amended over time, as the provisions of the AWR become subject to judicial interpretation.

Legal Requirement

Labour providers have a legal requirement under Rule 15 of the Gangmasters (Licensing Conditions) Rules 2009 or Regulation 21 of the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (as amended) to provide temporary workers with specific details about assignments at the point of offering the work.

The information contained in the Schedule is that which is required to be supplied by law.

Non-provision of this information will lead to a non-compliance with Standard 7.3 of the GLA Licensing Standards 2009.

Operational Use of the Worker Assignment Schedule
At the time that the labour provider offers a temporary worker an assignment, it must provide that temporary worker, either orally or in written form, with the legally required information (see the attached Schedule) regarding that assignment.  

Where this information, or any part of it, is given orally at the point of offer, the labour provider must then confirm such information in written form (by paper or electronic means) to the temporary worker as soon as possible, and in any event within three business days of such offer.
There are circumstances under which the information may not be provided:

· where the temporary worker is offered an assignment in the same position as they have undertaken within the previous 5 working days, and the details haven’t changed (apart from the start date and end date/likely duration), and an assignment schedule was previously provided to the temporary worker; or

· where the assignment is intended to last for 5 consecutive working days or less, and the assignment schedule has been previously provided to the temporary worker before, and the details remain unchanged.  In this situation the labour provider may provide only written confirmation of the identity of the labour user, and the likely duration of the assignment.  Where the assignment subsequently extends beyond 5 working days, the labour provider must provide an assignment schedule to the temporary worker within 8 days of the start date of the assignment.

Labour providers may be required to show adherence to relevant legislation, and should, therefore, be able to demonstrate that the legally required information was provided to the temporary worker.  For example, such evidence may take the form of a signed confirmation from the temporary worker that they have received the information, or email records of information having been sent.

The labour provider should issue a new Schedule for each assignment a temporary worker is engaged to undertake.  To comply with the legal obligations, it is necessary to ensure that the Schedule is completed fully before being issued.  Please note, it is very important that the assignment details given are correct, and reflect reality.
The Schedule includes some default information, which may be used if appropriate – this is highlighted with brackets on the template document in [green].

Please be aware that the Schedule forms part of the Contract between the labour provider and the temporary worker.  Any changes made to the Schedule could affect the terms within the Contract, and we would recommend that you seek advice before making any changes.
If the labour provider agrees any variations or changes to the standard Contract these can be shown in the Schedule under “Agreed Variations to Terms and Conditions”, rather than changing and reissuing the original Contract.  
Agency Workers Regulations 2010

The Schedule includes information regarding any changes in basic terms (pay, working time, work pattern, and annual leave), which would apply after the agency worker’s 12 week qualifying period (as defined in Regulation 7 of the AWR) has been completed in the role - “Post Qualification Period”.  Providing this information to the agency worker in the Schedule at the beginning of the Assignment, means that it will not be necessary to reissue revised terms at the point the agency worker completes the qualifying period and is entitled to any enhanced terms.
However, if there are any variations to the “comparable employee’s” terms and conditions of employment Post Qualification Period (e.g. they receive a pay rise), an updated Assignment Schedule ought to be issued to the agency worker to reflect the consequent changes to their own terms and conditions of employment. 
Please note that Post Qualification Period the agency worker will be entitled to the same basic working and employment conditions as if h/she had been recruited for the same job had he/she been recruited by the hirer. This includes:-

(a) basic pay (including hour rate/annual salary; overtime; shift/unsocial hours and risk allowances; payment for annual leave; bonus or commission attributable to the amount of work or quality of work done; vouchers with monetary value) 

(b) the duration of working time, night work, rest periods and/or rest breaks 
(c) annual leave (including level of entitlement and also rights in relation to rate of accrual; carry over, when holiday can be taken, etc.)
(d) paid time off for antenatal appointments.
You must comply with these requirements and, wherever possible, include all of this information in the Assignment Schedule in the relevant Post Qualification Period sections. 

Disclaimer

The following contract is a legal document and should be tailored to meet the specific needs of your business – not all of the provisions may be relevant to your organisation.  Equally, additional clauses may be necessary to ensure that your business is properly protected and to comply with the law.

These documents and any supporting advice are generic and non-specific.  To the fullest extent permissible by law, ALP and its advisors hereby exclude all liability for any claim, loss, demands or damages of any kind whatsoever (whether such claim, loss, demands or damages were foreseeable, known or otherwise) arising out of or in connection with the use of any of these documents and/or the information, content and/or advice included within these documents.  ALP recommends that you consider taking legal advice if you require any specific guidance in connection with these documents.

Need expert assistance?
The ALP can recommend sector specific professionals that provide fixed fee arrangements and a discount for ALP members to:

· Draft, review and amend contract documents to fit your specific needs and commercial operation. 

· Develop model policies and procedures including: Agency/Client Service Level Agreements; Contract Operations manual; Staff Handbooks. 

Please contact the ALP to discuss further.
Worker Assignment Schedule 
	Assignment Details

	Hirer’s Name
	

	Nature of Hirer’s Business
	

	Location/s where work is to be performed
	

	Job title
	

	Type of Work
	

	Start Date of Assignment
	

	End Date or Likely Duration of Assignment
	

	Number of Weeks Already Accrued towards Qualifying Period (if any)
	

	Assignment Work Pattern (normal days of work, and hours to be worked)
	

	Necessary experience, training, qualifications and any other authorisation, which the Hirer considers necessary, or are required by law, or by any professional body.
	

	Any known health and safety risks and any steps the hirer has taken to reduce such risks.
	

	Notice period to terminate Assignment
	[default: Refer to Contract.]

	Payment Details

	Hourly Pay Rate
	

	Payment Frequency
	[default: Refer to Contract.]

	Expenses (if applicable)
	[default: Not applicable.]

	Other Benefits (if applicable)
	[default: Not applicable.]

	Agreed Deductions
	

	Post Qualification Period Adjustments to Terms

	Post Qualification Period Assignment Work Pattern (normal days of work, and hours to be worked)
	[default: No change post qualification period.]

	Post Qualification Period Hourly Pay Rate
	[default: No change post qualification period.]

	Post Qualification Period Additional Paid or Unpaid Annual Leave Entitlement (if any) 
	[default: No additional entitlement applicable.]

	General Information

	Terms and Conditions applicable
	

	Agreed variations to Terms and Conditions (including the date from which the variation(s) will take effect)
	[default: None applicable.]
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