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Umbrella Scheme

Who are Oriel Contractors

Oriel are experts in the field of payroll. We have a variety of payroll
solutions available to contractors operating in various industries. One
such service we offer is our Umbrella payroll. If you are a temporary
worker then you will be eligible to join our Umbrella company.

Working through an Umbrella company means that you are subject

to standard PAYE tax rules, however, the main benefit of operating
through an Umbrella company is that you can claim business expenses
on a weekly basis in order to off-set your tax burden. It is the tax
relief on expenses that makes working through an umbrella company
particularly attractive to a contractor. These expenses must be
legitimate and for the sole purpose of carrying out your job.

As you are taxed under the PAYE tax rules, this solution is available to
all temporary workers. Working under an umbrella contract means you
are treated as an employee of the umbrella company and therefore the
IR35 legislation that many contractors worry about does not apply.

Oriel will charge a fixed weekly admin fee for the weeks you work.
This fee will cover all processing costs and provide you with Public
Liability and Accident Insurance whilst at work.

There are no start up fee’s to join Oriel Umbrella, and there are no
termination fees either — the only charge to you as a contractor is the
weekly admin fee.

With a dedicated team of payroll experts, Oriel Contractors are
committed to delivering top level customer service, and will work
alongside your agency to ensure the most important thing to you —
delivering your money accurately, on time and with no hassle.

Are There Any Other Benefits?

The most obvious benefit from using a payroll company is that
you can receive regular tax efficient timely payments without any
administrative obligation. But also:

=[Mortgages—As’a contractororlaniindividualloperativeliticanlbe!
difficult to obtain a mortgage. Working through a payroll company
can demonstrate continuous employment with weekly wage slips,
helping for a mortgage application.

=[PersonalllnsurancesYouwill be covered forlboth Public’Liability!
and Accident Insurances under Oriel’s own insurance policy.

<[ Tax/Advice - canlbe given‘on’yourlownlparticularcircumstances.

How Do | join?
We enclose an application form with this brochure and a copy of the
terms and conditions of your employment.

Simply complete the application form and send it back to us using the
enclosed self addressed envelope together with your proof of identity

—we will then register you for payment through our Umbrella Company.

¢ Application Form - Complete, sign and return
= Termsland.Conditions — Read and Retain

= Proofioflidentifcation — Either a copy of your passport or National
Identity Card or Residence Permit or Application Registration Card
— If none of these are possible we can accept a National Insurance
Number Card or P45 and a UK birth certificate of registration stating
the holder is a British Citizen or Home Office letter indicating an
indefinite stay in the UK.

Please send forms back to Oriel Contractors Ltd, Cheltenham

House, Clarence Street, Cheltenham, GL50 3JR. Alternatively
forms can be faxed to Oriel Contractors Ltd on 0845 226 1824,

or emailed to info@orielgroup.co.uk.

How and when will | 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.

Umbrella 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) MedicallExpenseslarisingliniconnectioniwith!(5)..Upitol15%]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

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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Contract of Employment

PARTIES :

(1) Oriel Contractors Limited of Cheltenham House, Clarence Street, Cheltenham, Gloucestershire
GL50 3JR (“the Company”) and
(2) [name of employee] of [address]

(yov)

ITIS AGREED as follows :

1.JOB TITLE, DUTIES AND ASSIGNMENT

1.1 The Company will employ you from [date] in the capacity of [job title].

1.2 By agreement with the Company from time to time you will provide your services to clients of
the Company (“Assignment”).

1.3 The relevant terms of each Assignment (by way of example but without limitation: start date,
end date, remuneration, commission, place of work, duties) are subject to agreement between you
and the Company on a case by case basis and will be recorded in writing in the form appended to
this agreement and signed by both parties prior to the commencement of each Assignment.

1.4 The offer of Assignments is entirely within the discretion of the Company and there is no
guarantee that any or any minimum number of Assignments will be offered, or that any Assignment
offered will provide any minimum number of hours’ work. There is no obligation on you to accept
any Assignment offered. However, if in the opinion of the Company you have unreasonably
rejected on at least three occasions Assignments offered, your employment may be terminated in
accordance with clause 5 or clause 11 of this agreement.

1.5 The Company reserves the right to terminate any Assignment on one week’s notice and shall
not be liable to pay you any remuneration or compensation in respect of any period following such
termination and prior to the commencement of any further Assignment.

1.6 24 hours’ notice to the Company is required from you before leaving an assignment. Failure to
do so will be treated as a disciplinary matter and may result in the termination of your employment

without notice or payment in lieu of notice.

2. PLACE OF WORK
Your normal place of work will be at [your home] but you may be required to work at such place as

may be agreed with the Company in accordance with the terms of each Assignment.

3.REMUNERATION

3.1 During each Assignment the Company will pay you such sum as may be agreed in the terms
of that Assignment, subject to deductions in respect of PAYE and Class 1 National Insurance
Contributions. You will be paid weekly in arrears by credit transfer, on Friday each week. During
any periods between Assignments when no work is being performed, you have no entitlement to
remuneration.

3.2 The Company will automatically deduct an Administration fee for every payment made.

3.3 The Company reserves the right to deduct from your salary or other sums due to you any other

sums you owe the Company at any time.

4. DATE EMPLOYMENT COMMENCED

Your period of continuous employment with the Company commenced

on [date].

5. PROBATIONARY PERIOD

5.1 The first two weeks of employment will be probationary and the probationary period may be
extended at the Company’s discretion.

5.2 The employment may be terminated on one week’s notice given in writing by the Company at
any time during or at the end of this probationary period.

5.3 Your performance and suitability for continued employment will be reviewed throughout the
probationary period. During the probationary period the Company reserves the right not to apply

its standard disciplinary procedures.

6. HOURS OF WORK
There are no fixed or guaranteed minimum hours for this employment and you will work such hours

as may be agreed between you and the Company in accordance with each Assignment.

7. HOLIDAYS

7.1 You are entitled to 28 working days (including bank and statutory holidays) (BERR Guidelines
April 2009) as paid holiday during the Company’s holiday year period which runs from the date you
start work. Holiday entitlement will remain in the written BERR Guidelines;

7.2 Holiday pay accrues per hour worked at the rate of 12.07% of your hourly rate (or rate applicable
to subsequent BERR Guidelines). The accumulation of holiday pay will be shown separately on your
pay slip and the relevant amount will be paid to each week you work. If you wish us to accrue your
holiday and receive it when you take your holiday please let us know;

7.3 All holidays must be taken at times convenient to the Company, and you must give sufficient
notice to the Company or its appointed agent of your intention to take holidays;

7.4 Holidays will be limited to a period of no longer than 10 consecutive working days except by
prior agreement with the Company or its appointed agent;

7.5 If upon termination of employment you have taken less than your accrued entitlement to paid
holiday, you will be entitled to be paid in lieu of any remaining paid holiday entitlement. If you have
taken more than your accrued entitlement there will be no balancing deduction from your final
salary, since at the time you took the holiday you will only have been paid in respect of that amount
of holiday entitlement which you have accrued, and therefore any additional holiday you have taken

will have been unpaid leave anyway;

9. SICKNESS AND ABSENCE

9.1 If you will at any time be absent on account of sickness or injury from performing your normal
duties you should inform the Company or its appointed agent of the reason for absence as soon as
possible but no later than 8.30am on the working day on which absence first occurs and on each
day thereafter so as to enable alternative arrangements to be made;

9.2 In respect of absence lasting less than five working days you need not produce a medical
certificate unless specifically requested to do so. You must complete the Company’s self
certification form immediately on return to work after such absence;

9.4 The Company reserves the right to ask you at any stage of absence to produce a medical
certificate and/or to undergo a medical examination by an independent doctor. Your refusal or
failure to submit to a medical examination may be to your detriment as the Company will have

no alternative but to make a decision about your continued employment without the benefit of
professional medical advice;

9.5 The Company operates the Statutory Sick Pay Scheme and you are required to co-operate in
the maintenance of necessary records. For the purpose of calculating your entitlement to statutory
sick’pay qualifyingdays’arelMonday’tolFriday. Entitlementitolpaymentlis’subjecttoinotifcationiof!
absence and production of medical certificates as required above;

9.6 Where the Company pays statutory sick pay to you during absences this will not prejudice the

Company’s right to terminate your employment on grounds of ill-health.

10. PENSIONS
The Company will at all times comply with the obligations placed upon it for the provision of
pensions to employees and will notify you in writing of the details of any scheme from time to time

inforce.
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11. CONTRACTING OUT

11.1 No Contracting Out Certificate is in force for this employment.

12. NOTICE

12.1 If your employment continues after the end of the probationary period and without prejudice to
the right to summarily dismiss the employment may be terminated :

12.1.1 By you giving the Company not less than one week’s written notice of resignation of
employment;

12.1.2 By the Company giving you not less than one week’s written notice of termination of
employment for each completed year of continuous service, with a minimum of one week and a
maximum of twelve weeks.

12.2 The Company reserves the right to make payment in lieu of part or all of your notice
entitlement.

12.3 The Company may at its entire discretion for all or part of your notice period require you to
perform whatever duties it may allocate to you, not to perform any duties, not to have contact
with any clients, prospective clients or other employees or exclude you from the Company’s or any
client’s premises. In such circumstances you will be required to remain readily contactable and

available for work.

13. CONFIDENTIALITY

You must not either during or after your employment with the Company disclose to any
unauthorised person any confidential information relating to the business affairs, dealings,
transactions, finances or trade secrets of the Company or its appointed agent or any of its/their
clients, or any other information concerning the Company, its appointed agent or any of its/their
clients which is treated as confidential. This includes details of clients, customers, whether
actual potential or past, employees, price information, rates charged for services offered and all
information on the Company’s, its appointed agent’s, or its/their client’s database. You must also
use your best endeavours to prevent the publication or disclosure of such information. You must
not at any time use or attempt to use any such information in any manner which may or may be
likely to injure or cause loss directly or indirectly to the Company, its appointed agent or any of its/

their clients. Breach of this obligation during the employment may result in instant dismissal.

14. RESTRICTIONS

14.1 The following restrictions apply for six months after your employment with the Company has
ended. During that period you will not without the prior written consent of the Company either on
your own behalf or on behalf of any person firm or company, and whether directly or indirectly:
14.1.1 Procure or seek to procure orders or accept orders from, or do business with, any person who
was a client of the Company or its appointed agent during the 12 months prior to the end of your
employment with the Company and for whom you performed an Assignment during that period, in
respect of services which are the same as or similar to those which you provided to that client in
the course of that Assignment; or

14.1.2 Accept employment or engagement by, or provide personal services to, any client of the
Company or its appointed agent for whom you have performed an Assignment during the twelve
months prior to the end of your employment with the Company, the duties of which employment

or engagement are the same as or similar to those services which you provided to that client in the
course of that Assignment.

14.2 Nothing in this clause will prohibit the seeking or procuring of orders or the doing of business
not relating or similar to the services described above.

14.3 If any of the above restrictions or provisions will be judged to be void it will to that extent be
severed and the remaining provisions will continue to have full force and effect.

14.4 The above restrictions are considered reasonable by the parties but in the event that any such
restriction will be found to be void but would be valid if some part thereof were deleted it will apply
with such modification as may be necessary to make it valid and effective.

14.5 If you are required to serve garden leave in accordance with clause 12 of this agreement, the
period of applicability of the restrictions contained in clause 14.1 shall be reduced by the period of

garden leave which you have served.

15. PROPERTY

You must deliver upon termination of employment, or at any other time at the request of the
Company, all property belonging to the Company, its appointed agent or any of its/their clients,
including all papers, documents, keys, credit cards, vehicles, computers, information stored on

a computer or any other data or information of any kind including copies of all of the above in
whatever format. You may be required to sign an undertaking that all such property has been duly

returned.

16. GRIEVANCE AND DISCIPLINARY PROCEDURE

16.1 Copies of the disciplinary and grievance procedures applicable to you can be obtained from the
Company Secretary, but do not form part of your terms and conditions of employment.

16.2 If you are dissatisfied with any disciplinary decision relating to you (including a decision

to dismiss you), you may appeal in writing to the Company Secretary in accordance with the
disciplinary procedure.

16.3 If you have any grievance relating to your employment you should in the first instance refer the
grievance, either orally or in writing, to the Company Secretary, and the matter will be discussed
informally. If you still remain dissatisfied you should continue to follow the grievance procedure

which can be obtained from the Company Secretary.

17. DISMISSAL PROCEDURE
A copy of the dismissal procedure applicable to you can be obtained from the Company Secretary,

but it does not form part of your terms and conditions of employment.

18. SUSPENSION
Where you are accused of an act of serious or gross misconduct you may be suspended from work
on full pay pending the outcome of the disciplinary procedure. Such suspension is not a form of

disciplinary action.

19. COLLECTIVE AGREEMENTS

19.1 There are no collective agreements affecting your employment.

20. WORKING OUTSIDE THE UK

20.1 You will not be required to work outside the UK for periods exceeding one month.
21. RETIREMENT - The normal retirement age for all employees is 65 years.

22. PERSONAL DETAILS

For the purposes of the Data Protection Act 1998 you consent to the Company or its appointed
agent holding and processing personal data including sensitive personal data of which you are the
subject, for the purposes of administering its personnel and payroll. Such information may also be
disclosed to clients to whom it is proposed to assign you, for the purposes of agreeing the terms of

such Assignment.

25. CHANGES TO TERMS OF EMPLOYMENT

25.1 The Company reserves the right to make reasonable changes to any of your terms and
conditions of employment and will notify you in writing of such changes prior to their taking effect.
25.2 Such changes will be deemed to have been accepted unless you notify the Company of any
objection in writing within one month of being notified of the changes.

26. ENTIRE AGREEMENT

This Agreement, together with any terms subsequently recorded in the form appended to this
Agreement, constitutes the entire agreement between the parties in relation to its subject matter
and supersedes any prior written or oral agreement between them relating to such subject

matter and the parties confirm that they have not entered into this Agreement on the basis of any

representations that are not expressly incorporated in this Agreement.
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