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Elevate Projects Ltd Terms of Engagement of Temporary Workers (Accrued Holiday Pay) HWP 
 
1. PARTIES 
1.1. In these terms of engagement (the "Terms") we, Elevate Projects Ltd of Hadwyn House, Field Road, Reading, Berkshire RG1 6AP, are referred to as "we", 

"us", "our" and "ours", and you, the person whose name and details appear above, are referred to as "you" and "your".  Together you and us are referred 
to as the "Parties". 

2. DEFINITIONS 
2.1. In these Terms the following definitions apply: 

"Assignment" means an assignment during which you are supplied to render services to the Client; 
"Client"  means the person requiring your services; 
“Data Protection Laws” means the Data Protection Act 2018, the general Data Protection Regulation (EU 2016/679) and any applicable statutory or 

regulatory provisions in force from time to time relating to the protection and transfer of any personal data. 
"Relevant Period" means the longer period of either 14 weeks from the first day on which you worked for the Client, or 8 weeks from the day after 

you were last supplied by us to the Client.  The ‘first day’ will be the first occasion on which you are supplied to work for the Client 
or the first day of an Assignment where there has been more than 42 days since the end of any previous Assignment; 

"Working Week" means an average of 48 hours each week calculated over a 17 week reference period as specified in Regulation 4(1) of the WTR; 
"the WTR"  the Working Time Regulations 1998 as amended. 

2.2. Unless the context otherwise requires, references to the singular include the plural and references to the masculine include the feminine and vice versa.  
References to a 'person' includes an individual, firm, company, corporation, corporate body joint venture, association or government agency. 

2.3. The headings contained in these Terms are for convenience only and do not affect their interpretation. 
 
3. THE CONTRACT 
3.1. These Terms govern all Assignments offered to and accepted by you.  These Terms constitute a contract for services between the Parties and they govern 

all Assignments undertaken by you.  However, no contract shall exist between the Parties between Assignments.  Neither we nor a Client is obliged to offer 
you any work, and you are not obliged to accept any work offered or to make your services available between Assignments.  The Parties accept that no 
mutuality of obligations exists or is implied by these Terms either in the course of an Assignment, between Assignments or otherwise. 

3.2. For the avoidance of doubt, these Terms shall not give rise to a contract of employment between the Parties.  You are engaged as a self-employed worker, 
although we are required to make statutory deductions from your remuneration in accordance with clause 5.1.  

3.3. We will operate as an employment business as defined in sections 13(1) and (3) of the Employment Agencies Act 1973 as amended from time to time. 
3.4. No variation or alteration of these Terms shall be valid unless the details of such variation are agreed between the Parties and set out in writing and a copy 

of the varied terms is given to you stating the date on or after which such varied terms shall apply. 
3.5. It is acknowledged that these Terms shall supersede all prior representations, arrangements, understandings, terms of engagements and agreements 

between the Parties. 
3.6. You irrevocably and unconditionally waive any right that you may have to claim damages for any misrepresentation arrangement understanding or 

agreement not contained in these Terms or for any breach of any representation not contained in these Terms (unless such misrepresentation or 
representation was made fraudulently). 

 
4. ASSIGNMENTS 
4.1. Unless you request otherwise, we will endeavour to obtain suitable Assignments for you to work as a construction worker. 
4.2. Prior to the start of each Assignment we shall send you confirmation of the details of the Assignment.  If it is not reasonably practicable to send you written 

confirmation prior to the start of an Assignment, confirmation shall be given orally, with written confirmation to follow.  The type of work we shall seek for 
you is stated above. 

4.3. You undertake to inform us as soon as possible whether you accept or reject an offer of an Assignment.  You shall be deemed to have accepted an Assignment 
if you commence work under it. 

4.4. You acknowledge that the nature of temporary work means that there may be periods when no suitable work is available and agree that the suitability of 
the work to be offered shall be determined solely by us.  You agree that we shall incur no liability to you should we fail to offer opportunities to work in the 
above category or in any other category. 

4.5. If requested by us, you will provide to us details of your experience, training, qualifications, personal protective equipment (PPE) or authorisation which is 
required by the Client or by law or any professional body for a particular Assignment. 

4.6. For the purpose of calculating the average number of weekly hours worked by you on an Assignment, the start date for the relevant averaging period under 
the WTR shall be the date on which you commence the first Assignment. 

4.7. If, before the first Assignment, during the course of an Assignment or within the Relevant Period the Client wishes to employ you directly or through another 
employment business, you acknowledge that we will be entitled either to charge the Client a fee or to agree an extension of the hiring period with the Client 
at the end of which you may be engaged directly by the Client or through another employment business without further charge to the Client.  In addition 
we will be entitled to charge a fee to the Client if the Client introduces you to a third party who subsequently engages you within the Relevant Period. 

4.8. You agree to inform us immediately if you believe that (i) you are being unfairly treated or discriminated against, (ii) either we or the Client are in breach of 
or obligations under the Agency Worker Regulations 2010, or (iii) any payment made to you is incorrect. 

 
5. REMUNERATION 
5.1. We shall pay to you remuneration calculated at a minimum hourly rate equivalent to the then current National Minimum Wage / National Living Wage as 

adjusted from time to time, being the minimum rate of remuneration payable for all hours worked. The actual rate will be notified on a per Assignment 
basis, for each hour worked during an Assignment (to the nearest quarter hour) to be paid weekly in arrears, subject to deductions in respect of PAYE 
pursuant to Sections 44-47 of the Income Tax (Earnings and Pensions) Act 2003 and Class 1 National Insurance Contributions and any other deductions which 
we may be required by law to make. 

5.2. Subject to any statutory entitlement under the relevant legislation, you are not entitled to receive payment from us or Clients for time not spent on 
Assignment, whether in respect of holidays, illness or absence for any other reasons unless otherwise agreed. 

 
6. STATUTORY LEAVE 
6.1. For the purposes of calculating entitlement to paid annual leave pursuant to the WTR under this clause, the leave year commences on 01 April and ends on 

31 March. 
6.2. Under the WTR you are entitled to 5.6 weeks' paid leave per leave year.  All entitlement to leave must be taken during the course of the leave year in which 

it accrues and none may be carried forward to the next leave year. You are responsible to ensuring that you request and take all paid annual leave within 
the leave year. Bank and public holidays are counted as normal working days, though you may take them as part of your annual leave. 
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6.3. Entitlement to payment for leave accrues in proportion to the amount of time worked continuously by you on Assignment during the leave year.  You do 
not accrue annual leave when you are not on Assignment or between Assignments. The amount of payment which you will receive in respect of periods of 
annual leave taken during the course of an Assignment will be calculated in accordance with and paid in proportion to the number of hours which you have 
worked on Assignment.  Payments for annual leave will be calculated on the basis of rates paid during the Client’s normal hours i.e. those which do not 
attract overtime rates of pay. 

6.4. In the course of any Assignment during the first leave year you are entitled to request leave at the rate of one-twelfth of your total holiday entitlement for 
each month or part month that you have worked on the Assignment. 

6.5. If you wish to take paid annual leave during an Assignment you should notify us of the dates of your intended absence giving notice of at least twice the 
length of the period of annual leave that you wish to take. In certain circumstances we may require you to take paid annual leave at specific times or notify 
you of periods when paid annual leave cannot be taken. Where you have given notice of a request to take paid annual leave in accordance with this clause, 
we may give counter-notice to you to postpone or reduce the amount of leave that you wish to take. In such circumstances we will inform you in writing 
giving at least the same length of notice as the period of leave that we wish to postpone or reduce it by. 

6.6. Where this contract is terminated by either party and a P45 is requested, or on termination of an Assignment you shall be entitled to a payment in lieu of 
any accrued but untaken leave where the amount of leave taken is less than the amount accrued in accordance with clause 6.3 above.  If you have taken 
holiday in excess of its accrual, we may deduct an appropriate amount from any amount owed to you on termination. 

6.7. None of the provisions of this clause regarding the statutory entitlement to paid leave shall affect your status as a self-employed worker. 
 
7. SICKNESS ABSENCE 
7.1. Subject to clause 7.2, you are not entitled to payment from us or our clients for time not spent on Assignment whether in respect of illness, or absence for 

any other reason. 
7.2. You may be eligible for Statutory Sick Pay provided that you meet the relevant statutory criteria. 
7.3. For the purposes of the Statutory Sick Pay scheme there is one qualifying day per week during the course of an Assignment and that qualifying day shall be 

the Wednesday in every week. 
 
8. TIME SHEETS 
8.1. At the end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less or is completed before the end of a 

week) you shall deliver to us your time sheet duly completed to indicate the number of hours worked during the preceding week (or such lesser period) and 
signed by an authorised representative of the Client. 

8.2. Subject to clause 8.3 we shall pay you for all hours worked regardless of whether we have received payment from the Client for those hours. 
8.3. You shall only be paid for verified hours worked.  Where you fail to submit a properly completed time sheet signed by an authorised representative of the 

Client, we shall, in a timely fashion, conduct further investigations into the hours claimed by you and the reasons that the Client has refused to sign a 
timesheet in respect of those hours.  This may delay any payment due to you.  We shall make no payment to you for hours not worked or for hours for which 
there is no credible evidence of them being worked. 

8.4. For the avoidance of doubt and for the purposes of the WTR, your working time shall only consist of those periods during which you are carrying out your 
activities or duties for the Client as part of the Assignment.  Time spent travelling to the Client's premises, lunch breaks and other rest breaks shall not count 
as part of your working time for these purposes. 

 
9. CONDUCT OF ASSIGNMENTS 
9.1. You are not obliged to accept any Assignment offered by us but if you do, during every Assignment and afterwards where appropriate, you will: 
9.1.1. undertake your work professionally and promptly and to the best of your ability at all times; 
9.1.2. co-operate with the Client’s reasonable instructions and accept the direction, supervision and control of any responsible person in the Client’s organisation; 
9.1.3. observe any relevant rules and regulations of the Client’s establishment (including normal hours of work) to which attention has been drawn or which you 

might reasonably be expected to ascertain; 
9.1.4. take all reasonable steps to safeguard your own health and safety and that of any other person who may be present or be affected by your actions on the 

Assignment and comply with the Health and Safety policies and procedures of the Client; 
9.1.5. ensure you have received a site induction and that works you undertake have had a method statement and risk assessment; 
9.1.6. not engage in any conduct detrimental to our interests or the interests of the Client; 
9.1.7. not at any time divulge to any person, nor use for your own or any other person’s benefit, any confidential information relating to the Client’s or our 

employees, business affairs, transactions or finances; and 
9.1.8. not at any time discuss with the Client your rates of pay or any other terms of your engagement with us. 
9.2. If you are unable for any reason to attend work during the course of an Assignment you should inform us and/or the Client as soon as possible and in any 

event within one hour of the commencement of the Assignment or shift. 
9.3. If, either before or during the course of an Assignment, you become aware of any reason why you may not be suitable for an Assignment, you shall notify 

us without delay. 
9.4. You undertake not to solicit or otherwise seek to induce any person engaged by us or a Client to (1) terminate their arrangement with us or the Client or (2) 

enter into an arrangement with you or any other person for the purposes of providing services to the Client. 
 
10. TERMINATION 
10.1. We or the Client may terminate an Assignment orally or in writing at any time without prior notice or liability for any reason.  If the Client terminates an 

Assignment then the contract between the Parties shall terminate concurrently. 
10.2. You may terminate an Assignment orally or in writing at any time without prior notice or liability for any reason. 
10.3. If you are absent during the course of an Assignment and do not inform us or the Client in accordance with clause 9.2, your absence will be treated as 

termination of the Assignment by you with immediate effect unless we agree otherwise. 
10.4. If you do not report to us to notify us of your availability for work for a period of three weeks, we will forward your P45 to your last known address. 
 
11. OPT-OUT OF 48 HOUR WORKING WEEK 
11.1. The WTR provide that you shall not work on an Assignment with the Client in excess of the Working Week unless you agree in writing that this limit should 

not apply. 
11.2. Unless you tick the box below, you hereby agree that the Working Week limit shall not apply to Assignments for you. 
11.3. You may opt back in so that the Working Week limit applies by giving us three months’ notice in writing. 
11.4. For the avoidance of doubt, any notice opting back in shall not be construed as termination by you of an Assignment with a Client. 
11.5. Upon the expiry of the notice period set out in clause 11.3 the Working Week limit shall apply with immediate effect. 
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12. AGENCY WORKER REGULATIONS 
12.1. Under the Agency Worker Regulations 2010 (the "AWR") agency workers are entitled to certain rights.  To enable us and the Client to comply with our 

obligations under the AWR, on or before your acceptance of any Assignment, you must provide us with details of any previous work you have done for the 
Client in any capacity.  If you do not provide us with this information we shall assume that you have not previously worked for that Client. 

12.2. Under the AWR, from the start of an Assignment agency workers have certain rights in respect of shared facilities and access to information about vacancies.  
You are advised to liaise directly with the Client on these. 
 

13. DATA PROTECTION 
13.1. You warrant that in relation to these Terms you shall strictly comply with all provisions applicable to you under the Data Protection Laws and shall not do or 

permit to be done anything which might cause us or the Client to breach any Data Protection Laws 
13.2. You acknowledge that we must process personal data about you in order to properly fulfil our obligations under these Terms and as otherwise required by 

law in relation to your engagement in accordance with the Data Protection Laws. Such processing will principally be for personnel, administrative and payroll 
purposes. 

 
14. GENERAL 
14.1. These Terms are governed by the law of England and Wales and are subject to the exclusive jurisdiction of the Courts of England and Wales. 
14.2. These Terms are the entire agreement between the Parties and supersede any previous or other agreement between the Parties relating to the subject 

matter herein, which are deemed terminated.  You agree that you have not relied on any representation made by us that is not set out in these Terms. 
 
15. ELIGIBILTY TO WORK IN THE UK 
15.1. In signing these Terms you confirm your entitlement to work in the United Kingdom.  You undertake to notify us immediately if you cease to be entitled to 

work in the UK. 
 
16. NATIONAL MINIMUM WAGE 
16.1. We comply with our obligations with respect National Minimum Wage.  In accordance with the legislation, the NMW is calculated based upon actual hours 

worked excluding all breaks.  Therefore, where you are paid for breaks, the hours on the payslip and the timesheet may differ from those used to calculate 
the NMW. 
 

17 PENSION 
17.1 The company operates a contributory pension scheme that meets the statutory requirements relating to auto enrolment pension schemes. Details relating 

to the pension scheme will be sent to you under separate cover. 
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Provided we have communicated this document to you beforehand, any subsequent request by you to seek work for you, or the provision 
by you of services to a Client, you shall be deemed to have accepted the above terms and conditions, whether or not signed by you. 

 
WORKING TIME DIRECTIVE 
If you wish to limit your working hours to 48 per week then tick the following box. If you do, then it may restrict the work we will be able to offer you.   

 

☐  Only tick this box if you want to restrict your working hours to 48 per week.  

 
Note:  If you have ticked any of the boxes above, are you sure you have understood correctly? Please check and call our office if you are not 
sure. 
 

STARTER CHECKLIST 
Employee Statement 
You need to select only one of the following statements A, B or C 
 

A  ☐ This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable 

Incapacity Benefit, State or Occupational Pension. 
 

B  ☐ This is now my only job but since last 6 April I have had another job, or received taxable Jobseeker’s Allowance, Employment and Support Allowance or 

taxable Incapacity Benefit. I do not receive a State or Occupational Pension. 
 

C  ☐ As well as my new job, I have another job or receive a State or Occupational Pension. 

 
 

Student Loan 
1  Do you have a Student Loan which is not fully repaid 
 

Yes ☐ If yes, go to question 2 

 

No ☐ If no, go to question 4 
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2 Are you repaying your Student Loan direct to the Student Loans Company by agreed monthly payments? 
 

Yes  ☐ If yes, go to question 4 

 

No  ☐ If no, go to question 3 

 
Student Loan Plans 
You will have a Plan 1 Student Loan if; 
You lived in Scotland or Northern Ireland when you started your course, or 
You lived in England or Wales and started your course before September 2012 
You will have a Plan 2 Student Load if you lived in England or Wales and started your course on or after 1 September 2012. 
 
3 What type of Student Loan do you have? 
 

Plan 1  ☐ 

 

Plan 2  ☐ 

 
4 Did you finish your studies before the last 6 April 
 

Yes  ☐ 

 

No  ☐ 

 
For further guidance about repaying Student Loans go to www.gov.uk/new-employee/student-loans 

 
 
Provided we have communicated this document to you beforehand, any subsequent request by you to seek work for you, or the provision by 
you of services to a Client, you shall be deemed to have accepted the above terms and conditions, whether or not signed by you. 
 
If when you offer me an Assignment I have previously worked for that Client, I undertake to inform you immediately of that fact and details of 
the previous work I did for that Client. 
 
I have read and confirm my agreement to Elevate Projects Ltd Terms of Engagement of Temporary Workers (Accrued Holiday Pay) HWP and 
understand that by signing below I have agreed to these Terms. 
 
To view our candidate privacy policy, please visit www.elevateprojects.co.uk/candidate-privacy-policy 

 

 
Signed by the Temporary Worker: 

 
 
       
 
 
Date:       
 

 

http://www.elevateprojects.co.uk/candidate-privacy-policy
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Your right to work in the UK -Asylum & Immigration Act 2006  
 
You need to provide us with original documents from either List A or List B of acceptable documents. 
 
If documents are provided from List A the right to work will have been established for the full duration of your employment and 
no further right to work checks will normally be required. 
 
If documents are provided from List B Group 1, follow up checks will need to be undertaken when the document evidencing your 
permission to work expires. 
 
If documents are provided from List B Group 2, a follow up check will be required 6 months from the date specified in your 
Positive Verification Notice. 
 

List A 

1. A passport (current or expired) showing the holder, or a person named in the passport as the child of the holder, is a British citizen 
or a citizen of the UK and Colonies having the right of abode in the UK. 

 
2. A passport or national identity card showing the holder, or a person named in the passport as the child of the holder, is a national 

of the Republic of Ireland. 
 

3. A current document issued by the home office to a family member of an EEA or Swiss Citizen, and which indicates that the holder 
is permitted to stay in the United Kingdom indefinitely.  

 
4. A document issues by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by the 

Home Office Employer Checking Service, showing that the holder has been granted unlimited leave to enter or remain under 
Appendix EU to the Jersey Immigrations rules, appendix EU to the Immigration (Bailiwick of Guernsey) rules 2008 or appendix EU 
to the Isle of Man Immigration Rules. 

 
5. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that 

the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK. 
 

6. A current passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, 
has the right of abode in the UK, or has no time limit on their stay in the UK. 

 
7. A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named 

person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document 
giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 

 
8. A full birth or adoption certificate issued in the UK which includes the name(s) of at least one of the holder’s parents or adoptive 

parents, together with an official document giving the person’s permanent National Insurance number and their name issued by 
a Government agency or a previous employer. 

 
9. A birth or adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, together with an official document giving 

the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer. 
 

10. A certificate of registration or naturalisation as a British citizen, together with an official document giving the person’s permanent 
National Insurance number and their name issued by a Government agency or a previous employer. 
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List B – Group 1 

1. A current passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work 
in question.  

 
2. A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder which 

indicates that the named person can currently stay in the UK and is allowed to do the work in question. 
  
3. A current document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the 

holder is permitted to stay in the United Kingdom for a time limited period and to do the type of work in question. 
  
4. A document issued by the Bailiwick of Jersey, the Bailiwick of Guernsey or the Isle of Man, which has been verified as valid by 

the Home Office Employer Checking Service, showing that the holder has been granted limited leave to enter or remain under 
Appendix EU to the Jersey Immigration Rules, Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008 or Appendix 
EU to the Isle of Man Immigration Rules.  

 
5. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey, which has been verified as valid by the Home Office 

Employer Checking Service, showing that the holder has made an application for leave to enter or remain under Appendix EU to 
the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of Guernsey) Rules 2008, on or before 30 June 2021.  

 
6. A frontier worker permit issued under regulation 8 of the Citizens' Rights (Frontier Workers) (EU Exit) Regulations 2020.  

 

7. A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid 
endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together 
with an official document giving the person’s permanent National Insurance number and their name issued by a government 
agency or a previous employer 

 
  

 

List B – Group 2 

1. A document issued by the Home Office showing that the holder has made an application for leave to enter or remain under 
Appendix EU to the immigration rules on or before 30 June 2021 together with a Positive Verification Notice from the Home 
Office Employer Checking Service.  

 
2. A document issued by the Bailiwick of Jersey or the Bailiwick of Guernsey showing that the holder has made an application for 

leave to enter or remain under Appendix EU to the Jersey Immigration Rules or Appendix EU to the Immigration (Bailiwick of 
Guernsey) Rules 2008 on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer 
Checking Service. 38  

 
3. An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in 

question, together with a Positive Verification Notice from the Home Office Employer Checking Service.  
 
4. A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, 

which indicates that the named person may stay in the UK and is permitted to do the work in question. 
 

 
The countries within the European Economic Area (EEA) currently consists of Austria, Belgium, Bulgaria, Croatia, Republic of Cyprus, 

Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, 

Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Romania, Slovakia, Slovenia, Spain, and Sweden. 

 

Switzerland is not part of the EEA, but Swiss nationals have the same rights to live and work in the UK as EEA nationals. 
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ull Register of Insura nces Elevate Proje cts Ltd (Buildi ng Trade s) Ltd 0 4 September 2009 New Busine ss Report for 
 

 
 
 

IMPORTANT PLEASE READ CAREFULLY AND RETAIN FOR FUTURE REFERENCE 
 

Dear Sir/Madam 
 
You have recently started working through Elevate Projects Ltd under a contract for services, below is some information that will 
help you understand how we operate and assist us to try and offer you a continuation of work. 
 
(1) When contacting our office use the telephone numbers, listed at the end of this letter, we are open from 8.00am to 
5.30pm Monday to Friday and are closed at the weekend. 
 
(2) If at any time whilst you are working for us you are unable to attend site, please telephone our office as soon as possible - 
we open at 8.00 am.  There should be an answerphone before then - of course we hope this will not be necessary as reliability is 
very important. 
 
(3) Please let us know as soon as you have a confirmation of the date you are finishing. This will allow us time to try and 
organise another booking for you.   
 
(4) Remember when you are on site you are under the supervision of the Contractor/Client and you have a responsibility to 
comply with all written or verbal safety, health and welfare instructions issued by the Contractor. 
 
(5) You must read the Health & Safety information printed on the next page.  There is also Health & Safety information printed 
on the reverse of our pay slips and a Health and Safety Booklet. 
 
(6) If you have any queries with your wages it would help our staff if you could telephone between 10.00am and 2.00pm. 
 
We hope that you will enjoy working through Elevate Projects Ltd.  Should you have any queries please contact our office on 0117 
9200 083. 
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SAFETY, HEALTH & WELFARE AT WORK 

 
 

Remember that when you are on site you are under the supervision of the Contractor and you have a responsibility to comply with all written or verbal safety, 
health and welfare instructions issued by the Contractor. 
 
You must also remember that as an employee or self-employed person you have a duty in law under the Health & Safety at Work etc. Act 1974 to take reasonable 
care of the safety and health not only of yourself but also of any other persons who may be affected by your work.  If you were to be in wilful and knowing serious 
breach of this lawful requirement it could lead to your being prosecuted by the Health & Safety Executive, (HSE).  You must therefore read and duly heed the 
following instructions:- 
 
 
 

1. SAFETY HELMETS 
 You have a duty in law to wear a safety helmet on site and  
 you must always obey any written or verbal instruction to 
 do so. 
 
2. PROTECTIVE EQUIPMENT 
 You must use or wear protective equipment or clothing,  
 (e.g. safety goggles, ear defenders, gloves, face masks 
 etc.), whenever safety regulations stipulate or whenever 
 you are directed to do so by site management. 
 
3. FOOTWEAR 
 You must wear strong safety boots/shoes when working  
 on site.  Trainers, (soft sole footwear), must not be worn 

 unless, because of the nature of the work you are engaged 
on, you are directed to do so by site management. 

 
4. MANUAL HANDLING REGULATIONS 1992 
 You must not seek to lift, push or pull on site any 
 excessive weights that could result in your suffering 
 unnecessary strain or injury. 
 
5. WORKING AREAS 
 Work areas must be kept clean and rubbish must not be 
 allowed to accumulate.  The working area should always 
 be left in a tidy and safe condition. 
 
6. PORTABLE ELECTRIC TOOLS 
 Only low voltage, (110v), portable electric tools must be  
 used on site, and all tools and extension leads must be  
 fitted with proper plugs and sockets. 
 
 
7. PLANT AND TOOL CARE 
 All plant, tools and equipment provided by the Contractor 
 for your work on site must be used in accordance with the 
 manufacturer’s instructions and treated with care.  You 
 must report to site management immediately if there is any 

fault or defect in the equipment you are using, and remember 
you could be held responsible for any loss or damage if it is 
caused by your negligence. 

 
 
 
 
 

If you are unable to comply with any of these conditions 
or would like further information, please contact our 
office 0117 9200 083. 

8. OPERATING PLANT 
 You must not operate any item of plant, tool or equipment 
 on site unless you are in possession of an appropriate 
 certificate to do so or have received relevant formal 
 training and instruction as required by the Health & Safety 
 at Work etc. Act 1974. 
 
9. CONTROL OF SUBSTANCES HAZARDOUS TO  
 HEALTH REGULATIONS 1994 (COSHH) 
 You must not use any substance/material on site that is 
 classified as being hazardous to health unless you have 
 been instructed on how to use it safely and have been 
 provided, where necessary, with any appropriate 

protective clothing/equipment. If in doubt, ask. 
 
10. ACCIDENT/INJURY ON SITE 
 You must report to site management any injury, however 
 slight, that you suffer whilst at work in order that it can be 
 entered in the site Accident Book. 
 
11. ALCOHOL/DRUGS ON SITE 
 The possession, consumption or use of alcohol/drugs on  
 site is strictly prohibited, and working on site when under 
 the influence of alcohol/drugs will not be permitted. 
 
12. CONDUCT ON SITE 
 You are employed on site to work.  Do not involve 
 yourself in dangerous horseplay or practical jokes or at 
 any time misuse or interfere with equipment, (e.g. fire 
 extinguishers), that could affect your own or another 
 person’s safety on site. 
 
13. WELFARE ON SITE 
 Welfare facilities, (e.g. canteen, toilets, changing room 
 etc.), are provided on site for your own benefit.  Please use 

these facilities correctly and help to keep them in a clean and 
tidy state. 

 
14. SITE DISCIPLINE 
 Remember, wilful and knowing breach of site safety, 
 health and welfare policies or instructions could result in 
 your summary dismissal. 
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IMPORTANT – PLEASE READ CAREFULLY AND RETAIN FOR FUTURE REFERENCE 
 

A BRIEF GUIDE TO THE WORKING TIME REGULATIONS            
 
On October 1st 1998 important new Regulations came into force that will affect most people working in the UK.  As a temporary worker you are not required, 
under the terms of your contract, to work any given hours.  This guide sets out the law on working hours where you are working on assignments through 
Elevate Projects Ltd. 
 
WORKING HOURS 
 
The Regulations say that on average you should not be required to work more than 48 hours each week, unless you agree to do so in writing.  Temporary work 
is all about flexibility and from time to time, sites may want you to work for longer hours, though of course you are under no obligation to do so, this is why we 
recommend you sign the opt-out.  If you do not sign the opt out you may not be able to work over 48 hours even if you want to. 
 
DAILY REST 
 
You are entitled to (but do not have to take if you choose not to) 11 hours unpaid rest from work in each 24 hours.  If you are under the age of 18 you are 
entitled to 12 hours unpaid rest from work. 
 
REST BREAKS 
 
The company to which you are assigned should allow you an unpaid break from work of 20 minutes if your assignment lasts for more than 6 hours a day.  If it is 
practicable, you may take this away from your work station.  If you are under 18 you are entitled to a rest break of 30 minutes if your assignment lasts more 
than 6 hours a day. 
 
NIGHT WORK 
 
If you are asked to work at night (between 11pm and 6am) you should not work more than 8 hours in every 24, averaged over 17 weeks (or however many 
weeks you have worked if it is less than 17 weeks).  In some cases where the work is hazardous or strenuous 8 hours night work in 24 is the absolute maximum 
you should work. 
Similarly, if you are going to work at night you will need to undergo a health assessment to make sure that nightwork will not impair your health.  We will ask 
you to complete a simple questionnaire to help assess this.  You may then also be required to have a medical examination and the decision as to whether you 
are suitable for night work will be at our absolute discretion.  It is vital that, if the client asks you to perform night work, you let us know so that we can comply 
with the law.  
 
WEEKLY REST 
 
You are entitled to (but do not have to take if you choose not to) a minimum of 1 days unpaid rest from work each week or 2 days unpaid every 2 weeks.  If 
you are under 18 you are entitled to 2 days unpaid rest from work each week. 
 
PAID ANNUAL LEAVE 
 
You will begin to accrue paid holiday at approximately 2 days per month.  You will be entitled to a maximum of 28 days paid annual leave.  Bank Holidays will 
not be paid unless you choose to take them as annual leave. 
 
You accrue holiday at 2.33 days* per month.  You will only be entitled to take the paid leave which you have accrued up to the time you wish to take leave.  In 
other words, if you have worked continuously for 3 months in the leave year your entitlement will be 
3 x 2.33 = 7 days* holiday.  Therefore you cannot take your full years paid leave at the commencement of a leave year, you can however take as 'paid leave' 
however many days have accrued at the time. 
 
If you wish to take your paid leave we would appreciate as much notice as possible.  You must let us know prior to taking the leave.   
 
Under the regulations, you may not carry holiday entitlement forward from one leave year to the next nor can we pay you in lieu of holidays unless you finish 
working with us.  Any holiday entitlement not taken in the holiday year will be lost - it is your responsibility to acquaint yourself with your holiday year (the 
holiday year will normally commence the week you start an assignment or series of assignments) and to use your holiday entitlement.  If you finish working via 
our company during the holiday year payment in lieu of holidays cannot be made within 14 days of your last day worked.  
 
*  A days holiday pay is based upon one fifth of the average weekly payment over the last 13 weeks excluding overtime and to a maximum of 9 hours at your 
average basic pay rate. 

 
The information above regarding the working time regulations is provided in good faith and without liability the accuracy cannot be guaranteed.  Please 
contact the BEIS for further information on 020 72155000 or visit their website on WWW.GOV.UK/BEIS 


