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HONEST PAYROLL CONTRACT FOR EMPLOYMENT

1. COMMENCEMENT OF EMPLOYMENT

11. Your employer is Honest Payroll Group Ltd. Your employment with the Company
commences on the first day you do work for the employer. This is also the date on which your
period of continuous employment with the Company begins as no employment with a
previous employer counts towards your period of continuous employment with the Company.
1.2. Your employment shall continue until you reach retirement age (see clause 4) or it is
brought to an end either by you or your Employer.

2. JOBTITLE

2.1. Your job title is as described in your enrolment details form. We undertake at all times
during the course of your employment to use all reasonable endeavours to allocate you to
suitable assignments. Where such suitable assignments are available you are obliged to
accept them when required to do so by the Company.

2.2. You may be required to undertake other duties from time to time as we may reasonably
require.

2.3. You warrant that you are entitled to work in the UK without any additional approvals and
will notify the Company immediately if you cease to be so entitled at any time during your
employment with the Company.

3. PLACE OF WORK

3.1. Your place of work will vary but will always be located within the UK. We will from time to
time inform you of the premises or site where you will be required to work.

3.2. The Company’s address is: Lower Chapel, White Cross Business Park, South Road,
Lancaster LA14XQ.

3.3. You will not be required to work outside the UK for more than one month during the term
of your employment.

4. HOURS OF WORK

4.1. Your hours of work will vary and may be agreed in writing or verbally from time to time.
4.2. You agree that regulation 4(1) of the Working Time Regulations 1998 under which the
average working time of a Worker, including overtime, must not exceed 48 hours does not
apply to this Contract of Employment. You may terminate this 48 hour opt-out agreement by
giving three months’ written notice at any time. Unless it is terminated in this way, this 48 hour
opt-out agreement shall remain in force until your employment with the Company ends.

4.3. Save as provided for in clause

4.4, the Company does not guarantee that there will always be suitable work to which you can
be allocated. You acknowledge that there may be periods when no work is available to you. In
such circumstances the Company has no obligation to pay you when you are not carrying out
work. You are obliged to work when required by the Company. If you do not work when
required to do so by the Company, without good cause, the Company shall be entitled to
terminate your employment with immediate effect.

4.4. The Company guarantees at all times during the currency of this Contract of Employment
(and subject to the terms of this Contract of Employment) that, as a minimum, you will be
offered and remunerated for at least 336 hours of work over the course of any full 12 month
period (commencing on the Commencement Date) paid at a rate at least equivalent to the
National Minimum Wage.

5. PAY
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5.1. Your rate of pay at all times will be no less than the National Minimum Wage per hour
worked. Additional pay may be paid depending on the work you are required to perform
(although there is no contractual obligation on the Company to do so). Where overtime rates
are applicable you will be notified of this prior to the commencement of the work.

5.2. Payment will be made weekly in arrears directly into your nominated bank or building
society account on Friday of each week in respect of the hours worked during the preceding
week, subject to statutory deductions for tax and National Insurance or any other deduction
authorised under this Contract of Employment.

5.3. At the discretion of the Company you will be paid any allowable expenses on the basis set
out in the Company’s Expenses Policy, a copy of which was provided to you with this Contract
of Employment. You must submit a completed expenses claim form and any supporting
evidence as required to the Company.

5.4. For the avoidance of doubt, the Company’s Expenses Policy is not contractual and the
Company at all times retains discretion as to the payment of expenses. Any payment of
expenses does not entitle you to future payment.

6. DEDUCTIONS

6.1. If, during or on the termination of your employment, you owe the Company money as a
result of any loan, overpayment, default on your part or any other reason whatsoever, the
Company shall be entitled as a result of your agreement to the terms of this Contract of
Employment to deduct the amount of your indebtedness to it from any payment which it may
be due to make to you, including but not limited to your final salary payment.

7. HOLIDAYS

7.1. You are entitled to the statutory minimum number of days holiday during each holiday
year, currently 28 days for full time employees. This includes the usual public holidays or a day
in lieu where we require you to work on a public holiday. The Company's holiday year runs
between 1 April and 31 March. If your employment starts or finishes part way through the
holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis.
7.2. Unless you elect to receive holiday pay in accordance with clause 7.8, you will accrue
holiday pay at a rate of 12.07% as an addition to the rate of pay as set out in clause 5. The
accrued holiday pay will be retained by the Company in a holiday fund until such time as you
take your holiday entitlement. The accrual of holiday pay ensures you receive your statutory
right to paid annual leave and for the avoidance of doubt you have no corresponding
contractual right to accrued holiday pay. This is known as “accrued” holiday pay.

7.3. You shall give at least one weeks' notice of any proposed holiday dates and these must be
agreed by the Company and/or the client you are working for. We may require you to take
holiday on specific days as notified to you.

7.4. You cannot carry untaken holiday entitlement forward from one holiday year to the
following holiday year.

7.5. We shall not pay you in lieu of untaken holiday except on termination of employment. The
amount of such payment in lieu shall be 1/260th of your full-time equivalent salary for each
untaken day of your entitlement under clause 7.1 for the holiday year in which termination
takes place and any untaken days permitted to be carried forward from the preceding holiday
year. However, if we have dismissed you or would be entitled to dismiss you under clause 9.3
or you have resigned without giving the required notice, such payment in lieu shall be limited
to your statutory entitlement under the Working Time Regulations 1998, and any paid holidays
(including paid public holidays) taken shall be deemed first to have been taken in satisfaction
of that statutory entitlement.
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7.6. If you have taken more holiday than your accrued entitlement at the date your
employment terminates, we shall be entitled to deduct from any payments due to you one
day's pay calculated at 1/260th of your full-time equivalent salary for each excess day.

7.7. During any continuous period of absence due to incapacity of one month or more you
shall not accrue holiday under this contract. Your entitlement under clause 7.1 for the holiday
year in which such absence takes place shall be reduced pro rata but shall not fall below your
entitlement under the Working Time Regulations 1998.

7.8. Alternatively, you can elect to receive holiday pay at the rate of 12.07% as an addition to
the rate of pay as set out in clause 5 per hour worked. This holiday pay will be paid in addition
to your hourly rate and will be paid to you weekly with your pay. This means that you will
receive payment in advance each week for the time you eventually take off as holiday and you
will not receive any additional payment when you are on holiday. This is known as “rolled-up”
holiday pay.

7.9. The parties agree that where the Employee elects to receive rolled-up holiday pay in
accordance with clause 7.8, then the accrued holiday pay provision as set out in clause 7.2 to
7.7 shall not apply.

8.INCAPACITY

8.1. If you are absent from work due to incapacity, you must notify the Company and/or the
client you are working for of the reason for your absence as soon as possible but in any event
before you are due to start work on the first day of absence.

8.2.In all cases of absence a self-certification form, which is available from the Customer
Service Manager, must be completed on your return to work and supplied to the Customer
Service Manager. For any period of incapacity which lasts for seven consecutive days or more,
a doctor's certificate (a ‘statement of fitness for work’) stating the reason for absence must
be obtained at your own cost and supplied to the Customer Service Manager. Further
certificates must be obtained if the absence continues for longer than the period of the
original certificate.

8.3. You agree to consent to a medical examination (at our expense) by a doctor nominated
by the Company should the Company so require. You agree that any report produced in
connection with any such examination may be

disclosed to the Company and the Company may discuss the contents of the report with the
relevant doctor.

8.4.If you are absent from work due to incapacity we shall pay you Statutory Sick Pay (SSP)
provided that you satisfy the relevant requirements. Your qualifying days for SSP purposes are
Monday to Friday.

8.5. If a period of absence is or appears to have been caused by negligence or other action by
a third party in respect of which you may be able to recover compensation, you must
immediately notify the Customer Service Manager and provide such further information and
cooperation in relation to any legal proceedings as we may reasonably require.

9. TERMINATION AND NOTICE PERIOD

9.1. You must give the Company at least one week’s written notice in order to terminate your
employment with the Company.

9.2.The prior written notice the Company is required to give in order to terminate your
employment is: (a) within the first month of continuous employment: immediate notice; (b)
after the first month but before the end of the first two completed years of continuous
employment: one week; (c) after more than two years continuous service: one week's notice
for each completed year of continuous employment, up to a maximum of twelve weeks’
notice.
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9.3. We shall be entitled to dismiss you at any time without notice or payment in lieu of notice
if you commit a serious breach of your obligations as an employee, or if you cease to be
entitled to work in the United Kingdom.

10. DISCIPLINARY AND GRIEVANCE PROCEDURES

10.1. Your attention is drawn to the disciplinary and grievance procedures applicable to your
employment, which are contained in the separate documents provided to you along with this
Contract of Employment. These procedures do not form part of your Contract of Employment.
10.2.If you wish to appeal against a disciplinary decision you may apply in writing to the
Customer Service Manager in accordance with our disciplinary procedure.

10.3. We reserve the right to suspend you with pay for the purposes of investigating any
allegation of misconduct or neglect against you.

10.4. If you wish to raise a grievance you may apply in writing to the Customer Service
Manager in accordance with our grievance procedure. Details of the Company’s grievance
procedures are contained in the separate document provided to you along with this Contract
of Employment. These procedures do not form part of your Contract of Employment.

11. PENSIONS

1.1. We will fully comply with our statutory obligations with regard to pension provision. For the
avoidance of doubt the Company’s obligation to comply with any statutory requirements with
regard to pension provision will not at any time create any contractual obligation with regard
to such provision.

11.2.A contracting-out certificate is not in force in respect of your employment.

12. COLLECTIVE AGREEMENT There is no collective agreement which directly affects your
employment.

13. CHANGES TO YOUR TERMS OF EMPLOYMENT We reserve the right to make reasonable
changes to any of the terms of your Contract of Employment. You will be notified in writing of
any change as soon as possible and in any event within one month of the change.

14. CONFIDENTIAL INFORMATION

14.1. You shall not use or disclose to any person either during or at any time after your
employment with the Company any Confidential Information about the business or affairs of
the Company or any of its business contacts, or about any other matters which may come to
your knowledge in the course of your employment. For the purposes of this clause,
Confidential InNformation means any information or matter which is not in the public domain
(except as a result of your breach of this Contract of Employment) and which relates to the
affairs of the Company or any of its business contacts.

14.2.The restriction in clause 14.1 does not apply to: (a) prevent you from making a protected
disclosure within the meaning of section 43A of the Employment Rights Act 1996; or (b) use or
disclosure information that has been authorised by the Company, is required by law or by
your employment

15. DATA PROTECTION

15.1. We will collect and process information relating to you in accordance with the Company’s
Privacy Notice, a copy of which was provided to you with this Contract of Employment.

15.2 You shall comply with the Company’s Data Protection Policy, available on request from
the Company, when handling personal data in the course of employment including personal
data relating to any employee, worker, contractor, customer, client, supplier or agent of the
Company.

15.3.Failure to comply with the Company’s Data Protection Policy may be dealt with under the
Company’s disciplinary procedure and, in serious cases, may be treated as gross misconduct
leading to summary dismissal.
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16. RESTRICTIVE COVENANTS

16.1. You will not during your employment or for a period of 6 months after the termination of
your employment for any reason attempt to interfere with the existing business relations
between any client with whom within the period of 12 months before the termination of your
employment you have had personal dealings in the course of your employment.

16.2. You will not during your employment or for a period of 6 months after the termination of
your employment for any reason approach any other employee of the Employer with a view to
him or her ceasing to be employed by the Employer or for the purpose of enticing away or
employing him or her.

16.3. You agree that the restrictions set out above are fair and reasonable and necessary to
protect the legitimate business interests of the Employer. In the event that any part of this
clause shall be found by a court to be unreasonable or unenforceable or void that part shall be
severed and the remainder of this clause shall be enforceable with such deletion or
modification as may be necessary to make it effective and for such period as is found to be
reasonable and valid in substitution for the period or periods contained in this clause.

17. COMPANY PROPERTY

17.1. All documents, manuals, hardware and software provided for your use by the Company,
and any data or documents (including copies) produced, maintained or stored on the
Company's computer systems or other electronic equipment (including mobile phones),
remain the property of the Company.

17.2. Any Company property in your possession and any original or copy documents obtained
by you in the course of your employment shall be returned to the Company at any time on
request and in any event prior to the termination of your employment with the Company.

18. MISCELLANEOUS

18.1. This Contract of Employment is governed by and constructed in accordance with English
law and any dispute regarding this Contract of Employment or your employment will be heard
in the English courts.

18.2. References in this Contract of Employment to ‘us’ or ‘we’ refer to the Company as
defined in this Contract of Employment. References to ‘you’ or ‘your’ refer to the Employee as
defined.

18.3. The headings in this Contract of Employment are for convenience only and shall not
affect its interpretation.

18.4. References to the singular include the plural.

18.5. References to the masculine include the feminine.

18.6. Should the Company fail to enforce or apply any of the rights that it has under this
Contract of Employment, it shall not be construed that the Company approves or agrees to
any breach of contract or that it loses its rights to enforce the terms of this Contract of
Employment in full at any time, now or in the future.

18.7. If any provision of this Contract of Employment (or part of a provision) is found by any
court or administrative body of competent jurisdiction to be invalid, unenforceable or
unlawful, the other provisions shall remain in force.

18.8. If any invalid, unenforceable or unlawful provision would be valid, enforceable or lawful if
some part of it were deleted, the provision shall apply with whatever modification is necessary
to give effect to the commercial intent of the parties.

19. THIRD PARTY RIGHTS No person other than you and the Company may enforce any terms
of this Contract of Employment.

20. MARKETING COMMUNICATIONS

20.1. You agree that Honest Payroll Group Ltd may contact you from time to time via
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WhatsApp for the purposes of providing information about services, updates, and marketing
communications relevant to your employment or potential assignments.

20.2. You may withdraw your consent to receive such communications at any time by
notifying the Company in writing or by replying “STOP” to any WhatsApp message received.
20.3. The Company will process your personal data for this purpose in accordance with its
Privacy Notice and Data Protection Policy.

Agree to terms*

By ticking this box, | have read and understand this contract and hereby agree to employment
with Honest Payroll Group Ltd on the Terms and Conditions set out above, | understand that
these terms supersede any agreement with the employer or any other company with regards
to the work to be undertaken and all other contractual matters. To ensure compliance and in
the interests of promoting good health and safety at work, | will bring to the attention of the
Employer any accidents, incidents or H&S issues that may arise.

Holiday Pay; As your employer we choose to accrue your holiday pay (keep it for you) and
then pay it to you when you take a holiday. However as your work is often on temporary
assignments we are able to agree to vary our contract with you to allow you to receive your
holiday pay “rolled up”. This means you will receive it each week with your wages or salary. If
you wish to receive your holiday pay this way please tick the box on the following statement:
O | wish to receive ‘rolled up’ holiday pay; | verify that by ticking this box, | wish to receive my
holiday pay each week with my wages or salary. | understand that it is my responsibility to
retain my holiday pay for when | take holidays as | will not receive payment at that time.
Conduct of Employment Agencies and Businesses Regulations; As you are working on an
assignment organised via an agency you are protected by the Conduct of Employment
Agencies and Businesses Regulations 2003.

O By ticking this box, | wish to opt-out of the Conduct of Employment Agencies and
Businesses Regulations 2003.

O By ticking this box | confirm that | am the individual as named above.

Marketing Communications Consent

O By ticking this box, | consent to Honest Payroll Group Ltd contacting me via WhatsApp for
marketing, updates, and service information. | understand | can withdraw my consent at any
time by notifying the Company in writing or by replying “STOP” to a WhatsApp message.
Privacy Note: Your details will only be used for the purposes outlined in this contract and in
line with Honest Payroll Group Ltd’s Privacy Notice. We will never share your personal data
with third parties for marketing purposes without your explicit consent.



