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Who are Oriel Associates? 

Oriel Associates are experts in the field of CIS payroll services helping individuals and 

companies minimise income deductions and administrative overheads. Subcontracting 

through Oriel Associates gives you all the benefits, freedom and flexibility of being self 

employed without the administrative burden.

Are there any other benefits?

The most obvious benefits from using a payroll company are that you can receive 

regular tax efficient timely payments without administrative obligation. But also:

• Mortgages – as a contractor or an individual operative it can be difficult to obtain 

a mortgage. Working through a payroll company can demonstrate continuous 

employment with weekly wage slips, helping for a mortgage application.

• Personal insurances – we will provide you with a competitively priced package of 

insurances to cover you whilst working.

• Tax advice – can be given on your own particular circumstances.

Can I claim expenses?

As a self-employed contractor you are entitled to claim expenses incurred in connection 

with your work. These expenses must be legitimate, and are for the sole purpose of 

carrying out your job. Under CIS legislation business expenses can only be claimed back 

at the end of the tax year by completing a self assessment tax return. You must keep all 

your receipts and depending upon your overall tax status when you complete your year 

end tax return you will probably be due a tax refund.

What can I claim?

• Travel - If you use your own vehicle for work, you can claim mileage, however whilst 

doing so, other vehicle expenses e.g. fuel & maintenance cannot be claimed for. The 

mileage rate to use, in accordance with Inland Revenue guidelines, this currently is 

40p per mile for the first 10,000 miles and 25p per mile thereafter. If you use other 

methods of transport for work such as buses or trains, these can also be claimed.

• Accommodation - If you are lodging away from home, you can claim for this 

expense. You can also claim evening meals if you are staying in a B&B; again 

receipts are required.

• Work clothing & tools - Protective clothing, Boots and safety/protective wear and in 

most cases hand tools are allowed.

• Other costs - If you feel you have sustained other expenses that are legitimate 

business costs, you can also claim these, we can offer advice on what can or 

cannot be claimed. Receipts are always required for all claims.

What about my tax return?

You will have to complete a tax return at the year end. All the information you need 

will be on the documents we send to you (CIS statements and payslips). Just keep 

these documents together with your expenses receipts, this way you will have a 

complete record of your year’s work through Oriel Associates. If you need help or advice 

completing your tax return, we can arrange it for you – we offer a specially discounted 

rate for members of Oriel Associates.

How do I join? 

We enclose an application form with this brochure and a copy of the Terms and 

Conditions of your employment. One of the requirements of the CIS scheme is that 

workers must be self employed. To help check your employment status we have 

designed the Oriel Self Employment Test (OSET) which we would like to complete and 

return. Simply complete the application form and send it back to us together with a 

clear photocopy of your CIS card (if applicable) and the OSET (on the reserve of the 

application), and a proof of identity. It usually takes about 48 hours to complete the 

registration process.

• Application Form - Complete, sign and return 

• Oriel Self Employment Test (OSET)  - Complete, sign and return 

• Terms and Conditions - Read and retain

• CIS Card - Send a clear photo-copy (if available)

• Proof of Identification - Either a copy of your Passport or National Identity Card or 

Residence Permit or Application Registration Card or National Insurance Number 

Card or P45 and a UK Birth certificate or Certificate of registration stating the 

holder is British Citizen or Home Office letter indicating indefinite stay in UK. 

Please send forms to: Oriel Associates Limited, Cheltenham House, Clarence 

Street, Cheltenham, GL50 3JR. Alternatively the forms can be faxed to Oriel 

Associates on 0845 226 1824 or e-mailed to info@orielgroup.co.uk

How and when will I get paid?

Your agency completes the time sheets by the Tuesday following the working week; we 

process your pay and send payment directly to you by BACS. In most cases this is done 

so that you have cleared funds each Friday.

Contractor Insurances 

Oriel’s Insurance Policy Covers: 

Group Personal Accident: 

1) Death - £50,000

2) Permanent Loss of one limb or sight in one eye - £50,000

3) a) Loss of both eyes or two or more limbs, or loss of one eye & one limb - £50,000

(b) Loss of Speech - £50,000

(c) (i) Loss of hearing in both ears - £50,000

 (ii) Loss of hearing in one ear 25% of(3.c.i)

4) Permanent Total Disability - £50,000

5) Temporary Total Disability

(Subject to a maximum of gross weekly wage and/or 50% for unidentifiable back 

injuries.) Payable for a maximum of 52 weeks at £200 per week

6) Medical Expenses arising in connection with (5). Up to 15% of outgoings and not 	

exceeding £15,000

Conditions

1) 14 day deferment period on each and every claim

2) Occupational Accidents only (excluding commuting)

3) Excluding pre-existing defects

Employers Liability and Public Liability Insurance

• Limit of Indemnity: £2,000,000 any one occurrence/unlimited but in all for products 

- subject to excesses. 
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OAL:  Oriel Associates Limited (registered number: 5882461) whose registered office is 

at Cheltenham House, Clarence Street, Cheltenham Gloucestershire GL50 3JR.

RECITALS

A. The Sub-Contractor is engaged in business offering services of the type specified in 

the Schedule hereto and has considerable skill, knowledge and experience in that field.

B. In reliance upon that skill, knowledge and experience OAL wishes to engage the 

Sub-Contractor to provide services on its behalf to its client and the Sub-Contractor has 

agreed to accept the engagement on the following terms.

OPERATIVE PROVISIONS

1. DEFINITIONS

1.1 In this Agreement

“Agreement”•	  - Means this instrument and any and all Schedules hereto as the 

same may be amended, modified or supplemented from time to time in accordance 

with the provisions hereof.

“Client”•	  - Means the client of OAL specified in the Schedule hereto.

“Commencement Date”•	  - Means the date so specified in the Schedule hereto. 

“Man Day”•	  - Means provision of the Services to OAL or the Client by the Sub-

Contractor on any day subject to a minimum number of hours per Man Day as 

specified in the Schedule hereto.

“the Services” •	 - Means the services more particularly set out in the Schedule 

hereto.

“the Site” •	 - Means the site specified in the Schedule hereto.

“the Regulations” •	 - Means the Working Time Regulations 1998.

“the Sub-Contractor”•	  - Means the Sub-Contractor or the Sub-Contractor’s 

nominated substitute.

2. DURATION

2.1 The Sub-Contractor shall commence the provision of the Services on the 

Commencement Date and shall continue to provide the Services until the date specified 

in the Schedule hereto or termination of this Agreement as provided in Clause 7.

2.2 For the avoidance of doubt OAL is not at any time obliged to provide work to the 

Sub-Contractor  and the Sub-Contractor is in no way obliged to undertake this work or 

to provide these Services personally should the Sub-Contractor agree to undertake the 

work provided by OAL. 

3. POSITIVE OBLIGATIONS OF THE SUB-CONTRACTOR

3.1 The Sub-Contractor shall be entitled to provide services to other companies, firms 

or persons during the life of this Agreement provided that such engagements do not 

impinge upon the Sub-Contractor’s ability to provide the Services at such times and in 

such manner as OAL may reasonably require under the terms of this Agreement

3.2 The Sub-Contractor shall provide as many Man Days of effort as shall from time to 

time be required by OAL including the provision of as many Man Days of effort as may 

be required on any one day. The Sub-Contractor shall have flexibility as to the hours 

which the Services are provided subject to the minimum number of hours per Man Day 

as stated in the Schedule hereto.

3.3 The Sub-Contractor shall provide the Services at the Site provided that it may 

provide the Services elsewhere as necessary for the due performance of them. The 

Sub-Contractor shall keep detailed records of all things done by it in relation to the 

provision of the Services and at OAL’s request shall make them available for inspection 

and/or provide copies to OAL.

3.4 The Sub-Contractor shall at all times during the period of this Agreement

3.4.1 Faithfully and diligently perform those duties and exercise such powers consistent 

with them which are from time to time necessary in connection with the provision of 

the Services;

3.4.2 Obey all lawful and reasonable directions of OAL and the Client;

3.4.3 Use its best endeavours to promote the interests of OAL. OAL recognises that 

the Sub-Contractor offers specialist services at a high level of expertise and that, as 

such, neither OAL nor the Client shall control, nor have any right of control as to how the    

Sub-Contractor is to perform the Services.

3.5 If the Sub-Contractor shall be prevented by illness or injury from performing the 

Services the Sub-Contractor shall report that fact forthwith to OAL and, in the case 

of an absence of uncertain duration, shall keep OAL informed of the reason for his 

continued absence and of its expected duration. If the absence though illness or injury 

continues for more than 7 consecutive calendar days the Sub-Contractor shall provide 

OAL with a Doctor’s Certificate for each week of absence.

3.6 Intellectual property rights/confidentiality

3.61 All intellectual property conceived or made by the Sub-Contractor in the course of 

providing the Services shall belong to OAL (or the Client if OAL so determines) and the 

Sub-Contractor hereby assigns and agrees to assign all its interest therein to OAL or 

its nominee. Whenever requested to do so by OAL, the Sub-Contractor shall, at OAL’s 

expense, execute any and all assignments or other instruments which OAL shall deem

necessary to give effect thereto. The Sub-Contractor is not entitled to use, reproduce 

or sell or otherwise deal or exploit in any way anything which belong to OAL or the 

Client under this clause without the prior written consent of OAL. The Sub-Contractor 

must not do nor permit to be done anything which might imperil, jeopardise or prejudice 

any of the rights referred to in this Clause which might invalidate or prejudice any 

application made by OAL or the Client for a patent, registered design, copyright, design 

right or similar right in any part of the world.

3.6.2 The Sub-Contractor shall not disclose or use or cause to be disclosed or used, at 

any time during or subsequent to this Agreement, any secret or confidential information 

of OAL or the Client, or any other information relating to the business, financial or other 

affairs of OAL or the Client except as required by law.

3.6.3 The Sub-Contractor shall deliver up to the Client or OAL (as directed) at the end 

of the provision of the Services or earlier termination of this Agreement, all documents 

or other materials belonging to the Client or OAL (and all copies) which are in it 

possession including documents and other materials created by it during the course of 

the Assignment.

4. NEGATIVE OBLIGATIONS OF THE SUB-CONTRACTOR

4.1 Neither the Sub-Contractor nor its agents or servants shall at any time during the 

life of this Agreement or for a period of six months from the date of termination of this 

Agreement (whether by effluxion of time or other sooner determination) either directly 

or Indirectly through their agents, assigns or servants contract to provide services to or 

accept employment from the Client.

4.2 The Sub-Contractor shall not hold himself out to any third party as an employee of 

OAL or the Client.

5. TIME SHEETS AND PAYMENT

5.1 At the end of each week the Sub-Contractor shall deliver to OAL a timesheet in the 

form proscribed by OAL duly completed to indicate the number of hours worked by the 

Sub-Contractor during such week and signed by an authorized representative of the 

Client. Such timesheets must be forwarded by the Sub-Contractor to OAL [at a mutually

agreed time]. Each timesheet must be accompanied by an invoice from the 

Sub-Contractor for the amount due from OAL to the Sub-Contractor for the hours 

worked in that week. Such invoice should bear the Contractor’s name, VAT number and 

should state any VAT due on the invoice.

51.1 The company will automatically deduct an Administration Fee for every payment 

made.

5.2 OAL shall not be obliged to pay any fees to the Sub-Contractor unless a signed 

timesheet and invoice have been properly submitted by the Sub-Contractor in 

accordance with Clause 5.1 and payment of the invoice has been received in full.
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5.3 In consideration of the provision of the Services, OAL shall pay to the Sub-

Contractor the amounts specified in the Schedule.

5.4 All payments shall be made by OAL within 14 days following the receipt by OAL of 

the Sub-Contractor’s invoice. All payments shall be made by OAL by a cheque or bank 

transfer to the account of the Sub-Contractor at a UK clearing bank to be nominated in 

writing by the Sub-Contractor.

5.5 Financial Risk

5.5.1 Defective work by the Sub-Contractor, its personnel or substitutes will be 

corrected by the Sub-Contractor at its own cost or in its own time.

5.5.2 The Sub-Contractor, its personnel or substitutes will not be entitled to receive 

holiday pay or Bank Holiday pay or special absence pay in any circumstances.

5.5.3 Save for the contract for the provision of Services to the Client under this 

Agreement, OAL is not obliged to offer ongoing contracts to the Sub-Contractor nor 

is the Sub-Contractor obliged to make its services available. Specifically both parties 

declare that, save for the contract for the provision of Services to the Client under 

this Agreement, they do not wish to create or imply any mutuality of obligations 

whatsoever, either during the course of this Agreement or during any period when 

projects are not available.

5.5.4 The company will automatically deduct Personal Accident Insurance £3.00 per 

week, unless the Sub-Contractor ensures the provision of adequate Employers Liability 

Insurance, Public Liability Insurance and any other suitable policies of during the term of 

this Agreement and shall make a copy of the policy available to OAL upon request.

5.5.5 The Sub-Contractor is not entitled to receive any company benefits or partake in 

any pension run by OAL or the Client.

5.6 The Sub-Contractor shall be liable for any loss, damage or injury to any party 

resulting from the acts or omissions (whether negligent or otherwise) of itself or its 

personnel during the provision of the Services. The Sub-Contractor shall indemnify 

OAL against, and in respect of, all claims, liabilities, loss, damage, costs and expenses 

(including legal costs on a full indemnity basis) arising from the performance of the 

Services by or on behalf of the Sub-Contractor and/or resulting from the acts or 

omissions of itself or its personnel during the provision of the Services.

6. OBLIGATIONS OF OAL

6.1 Throughout the period of this Agreement OAL shall use its reasonable endeavours 

to procure that the Client affords the Sub-Contractor such access to the Site as the 

Sub-Contractor may reasonably require to provide the Services during the Client’s 

normal business hours. Further OAL shall request the Client to:

6.1.1 Advise the Sub-Contractor of the rules and regulations which are then in force 

for the conduct of personnel at the Site. The Sub-Contractor shall ensure that he and 

his personnel comply with any such rules and regulations. For the avoidance of doubt 

the Sub-Contractor’s personnel will not have the benefit of any of OAL’s or the Client’s 

disciplinary or grievance procedures.

6.1.2 Make available such working space and facilities at the Site as the Sub-Contractor 

may reasonably require. Such working space and facilities shall be comparable to but 

not better than those given by the Client to its own personnel or similar status.

6.1.3 Make available appropriate personnel to liaise with the Sub-Contractor.

6.1.4 Secure and otherwise keep safe all and any property of the Sub-Contractor.

6.2 OAL shall us its reasonable endeavours to procure that the Client shall supply the 

Sub-Contractor free of charge with such materials, instruments or equipment which the 

Sub-Contractor may need to carry out the Services.

7. TERMINATION

7.1 This Agreement shall terminate automatically on completion by the Sub-Contractor 

to the satisfaction of OAL and the Client, of the project to which the Services relate.

7.2 OAL may by written notice terminate this Agreement if the Sub-Contractor:

7.2.1 shall be in breach of any term of this Agreement which, in the case of a breach 

capable of remedy, shall not have been remedied by the Sub- Contractor within 21 days 

of receipt by the Sub-Contractor of a written notice from OAL specifying the breach and 

requiring its remedy;

7.2.2 Shall have refused or failed within a reasonable time to provide any one or more of 

the Services after being instructed in writing by OAL to do so; or

7.2.3 The Sub-Contractor or any member of the Sub-Contractor’s personnel shall have 

conducted himself or herself in any manner which, in the reasonable opinion of OAL, 

has brought or is likely to bring either himself, herself, the Sub-Contractor, the Client 

or OAL into disrepute or has or is likely to impair the Sub-Contractor’s ability to provide 

any of the Services to OAL or to do so in any manner or at any time which OAL shall

reasonably have required of him/her.

7.2.4 The Sub-Contractor becomes bankrupt or makes or seeks an arrangement with 

his creditors or any distress or execution is levied on or affects any of his property or 

assets. The Sub-Contractor shall not be required to fulfil his duties and obligations 

under this Agreement if at any time the Sub-Contractor is prevented from fulfilling 

his duties and obligations by any acts or omissions of OAL, the Client, or OAL’s or the 

Client’s personnel provided always that in order to avail itself of this provision the Sub-

Contractor must give written notice to OAL of any such act or omission within 72 hours 

of the occurrence of such act or omission.

8. GENERAL

8.1 Assignment

8.1.1 Neither party shall assign, transfer, sub-contract or in any other manner make over 

to any third party the benefit and/or burden of this Agreement without the prior written 

consent of the other.

8.1.2 This Agreement shall be binding upon the successors and assigns of the parties 

hereto and the name of a party appearing herein shall be deemed to include the names 

of its successors and assigns provided always that nothing shall permit any assignment 

by either party except as expressly provided in Clause 8.1.1.

8.2 Governing Law and Jurisdiction

8.2.1 The validity construction and performance of this Agreement shall be governed by 

English Law.

8.2.2 All disputes, claims or proceedings between the parties relating to the validity 

construction or performance of this Agreement shall be subject to the non-exclusive 

jurisdiction of the High Court of Justice in England and Wales to which the parties 

hereto irrevocably submit.

8.3 Entire Agreement/Amendment

8.3.1 This Agreement embodies and sets forth the entire agreement and understanding 

of the parties and supersedes all prior oral or written agreements understandings or 

arrangements relating to the subject matter of this Agreement. Neither party shall be 

entitled to rely on any agreement, understanding or arrangement which is not expressly 

set forth in this Agreement.

8.3.2 This Agreement shall not be amended, modified, varied or supplemented except in 

writing signed by duly authorised representatives of the parties.

8.4 Interpretation The headings in this Agreement are inserted only for convenience 

and shall not affect its construction.

8.4.1 Where appropriate words denoting a singular number only shall include the plural 

and vice versa.

8.4.2 Nothing in this Agreement shall act as or be construed as a contract of 

employment between OAL and the Sub-Contractor or any member of the

Sub-Contractor’s personnel or any agent of the Sub-Contractor.

8.4.3 The Sub-Contractor acknowledges the parties understanding that the Regulations 

do not apply to the Sub-Contractors engagement under this Agreement. The parties 

knowledge that this is as a result of the Sub-Contractor’s unfettered abilities under 

clause 3.1 (above) and the lack of an obligation for the Sub-Contractor to undertake 

personally work any such work that may be provided from time to time by OAL. 


