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Thank

me to your guide to working for Pier Recr

e take tme to read this brief guide; we h
to make your temporary assignment run as

e note that the informaton included in th
er, when in booking with certain companie
ase, your consultant will inform you.

u have any further questons then please d

sk to speak to your consultant or payroll

Recruitment i s open from 8.00 am to 6.00
cetphHinsy i s only to be used for emergencies.

you for choosing to work through Pier Re
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We are commited to ensuring our temporary worKk
excellent service from all of our staf.

We aim to give you:

T Expert advice and guidance

T Assignments that match your skills and exper.i
T An exceptonal range of benefts

L 2dzNJ / 2y GNY O
Your terms of employment are given to you at r
these at any t me.

!EIS)/@é 22NJ[SNJ w S 3 dzt Fe2ya 06! 2w

From the day you start work, you have the same
facilites and services provided by your empl oy
TA canteen or food and drink machines

T A workplace créche or mother and baby room

T Car parking or tr ansupporstersveircvei,c etsr,a nes.pgo.r tl obceat|v

You are also enttled to be informed of any sui
intranet .

Afer 12 weeks in the same job, you qualify for
knowgausal tQd®at ment

2dzNJ NAIKGa AyOf dzRSY

T BquaQt pbaysame pay as a permanent coll eague do
T Aut omatc pension enrol ment (with Pier, this w
T Paid annual | eave equal to a permanent coll ea
informaton on holiday pay)

We will keep track of the duraton of your assi
contract. We start countng your 12 week qualif

2dzNJ mu 6SS1&a gAft LI dzaS ATFY
e a

T You t ak break of 6 weeks or | ess

T Youe on | eave due to sickness or injury for wu
T You take anmeaénti elaee you

T The workplace closes, e.g. for Christmas or i
T Youe on jury service for up to 28 weeks
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T Get a new job at a diferent workplace
T Have a break of more than 6 weeks between job
T Stay at your wor kpl &@&eu bbsuta nttavk€ed ya dn efve rreanlte t h
T A substantvely diQf ecroemmptl ertoelley inse w,neditfheartent w«

,2dzNJ mH 6SS1 ljdzZrt AFTeAYy3a LISNA2R gAff O2yaydzS (K
T Pregnaanndcyup to 26 weeks afer childbirth

T Adopton | eave

T Paternity | eave

aAyAYdzy 21t 3S

You must be at | ¢éa@asbesplhod| theaWangnadge Mi ni mum
Nat onal L4t vhiengni Wagmmam wage stll applies for wor
Wage increases every October and Natonal Livin
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T Arrive on tme each day and afer any set break

T Wear appropriate clothing —gondrpresesnt tyaoar sve ll
the dress code before your assignment begins

M9 Do not discuss your pay with any other tempor
company

T Treat all managers and coll eagues with respec
|l f you desire a permanent positon, or are ofer.
Pl ease |l et us know i mmediately if you have any
and make sure that you are happy in your role.
Al | informaton that you come across during you!
| StfdK FyYR {FTSae

Every organisaton you work in wild/@ have i1its ow
familiarise yourself with this policy and com]
as in the interest of your fellow workers.

| f you have an accident at work, you must info
consul tant as soon as possible I f you have an:
assignment, you should notfy your consultant a
|l f your work is predominantly computer based,
avoid injury.

I f you re heavy |lifing in any way, you must i
during the duraton of the assignment then pl ea:
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The deadline for tmesheets is Friday at 6pm, o
scan or email these to:

i nfo@pierrecruitment.co.uk OR fax to 01273 311
I f your |l ine manager is not there to sign your
member of staf available to do so, as back up.
L YL NE“eriyy week, please lfoSurleethel t meshgeandta

being signed and sent to us:
f Start t me

T Finish t me

M Duraton of break

T Tot al hours for the day deductng break t me

T Tot al hours for the week

You are paid every Friday, a week in arrear s,

LYLRNIFYd LRAyGa G2 NBYSYS SN

T Al | hours must be twethanmetargasy 3d50mi h@tmisnu
down. Speak with your | ine manager i f you are

91 f you are having .a&eny ntomemsahmegteri ssoues g-n or f a
pl ease | et us know i mmediately.

T Ot her temps, even if senior to you, should no
which we need in writng from the | ine manager

T Please check all details before signing and s
side. Any falsifcaton of hours will be treate

| 2t ARF& t I &

Hol i day must be signed of by your | ine manager

Once this approved, a holiday form must be fII

you have enough accrued; please call or email

you have.

The holiday year runs fraemtlkamdwegreyn dti m gDeme i arr

enttled to 20 days holiday plus 8 bank holiday

{A01ySaa

I f you are unwell and unable to make it into w
know, every single day that you are sick.

I n the frst instance, we do not accept email s
take your call. Our emergency out of hours num
You may also have a process to follow within t
manager i f you are unsure.
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Your role wild.@ usually have set hours. A stand
so please bear in mind that you should not be

your manager.
|l f you are unsure of your contracted hours or

or |'ine manager to discuss.

You are only paid for the hours you actually w
you begin the assignment and can vary from one
ensure your | ine manager confrms i f this is pa

¢IE FYR bla2ylf LyadzaN}yOS

For any tax qQqueries, you must contact the tax

behalf due to data protecton.

Addr@®spsphire Plaza, Watlington Street, Reading
Phone: 0300 200 3300

Pier PAYE reference number: 120/ TA75591

When startng with us, you must hand in your P4
code.

DNRA SOl yOSa

| f you have a dispute with Pier a manager/ c
S

or

i mmedi at el y o we can deal with the situaton.
you feel you are being subject to discriminato
We do not condone this behaviour and wil |l do o

ValoaaTl OlG2NE /2y RdzO0

f your behaviour or attude g
emporary contract. The proce
|l ease see your contract for

|
|
I ives us cause for
t dure foll owed wil
P further i nformato
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As an employee of Pier, you can sign up to our
£0. 75p per week which is taken out of your pay

Pier Recruitment Perkbox gives you access to m
such benefts as free mobile phone insurance, a
added on a weekly basi s.

I f you |l eave our employment at any point, you
Pl ease ask your consultant for an opt in form
www. perkbox.co.uk/ goldcard/ deals for the | ates
{ G ddzi2aNBE {AO1 t1I &

You can c¢claim Statutory Sick Pay i f you re si
for up to 28 weeks. You must earn at | east £11
al so ensure you follow the sickness procedure
progress. | f you are sick for more than 7 days
{OF Gdzi2NB al 0SNYyAGex t NYyAGeé | yR ! R2LJk

may al s be enttled to sta ory maternity, pa

2 i S

Provided you satsfy the appropriate conditons
0] tut

claim form from your consultant to assess your

10
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All employed women are enttled to paid tme of
These must be made on the advice of a register
regi stered health visitor. Antenat al care 1incl

Temporary employees are enttled to be paid at
taken of for these appointments.

You must provide a certfcate from a registered
are pregnant, along with a document to confrm

11
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Pi®raim is to provide our candidates with 100%
you please | et us know any ideas or suggestons
info@pi errecruitment.co.uk or call us on 01273
wSO2YYSYR I CNASYR { OKSYS

|l f you have a friend or relatve that you think
temporary or permanent), please | et us know I
are stll in the role afer 3 months.

¢CSYLIRZ2NI NB (2 tSNJYI')/S)/G hdSNA

| f you are ofered a permanent role by a client
notfy wus of this i mmediately. Pl ease contact wu

one @emlot ce.

[ SFOAY3I t ASNI

We ask you to g@Q@Qvevrud eant nlogast blefwaek | eavi ng a
This notce does not apply i f you are not <curre
however you will stl]l need to |l et us know if vy
your P45 and any remaining holiday pay.

|l f you wish to rejoin Pier at any tme, please
be happy to assist you.

12



~ N o~ oz oA s

OEAO 2AAO00EOI AT O , 4%

YT OAOCAT (1 O6OA
pwpx 7TAOOAOT 21 AA
(1T OA
»AOO 3000AQ
"o c*1

OETTAd mpgxo Yxtpurt
&ADd TPCXO OPPULWC

~ o~ 2z oA s

OEAO 2AAO00EOI AT O , 4%
#OAx1 AU " OO0ET AOGO #A1 OOA
30APEAT O11T 7AU
4EOAA " OEACAO
# OAx1 AU
7A00 3000AQD
2(pm p4d.

OETTAd mpewo ccoynm
&ADd TPCXO OPPULWC

%l AEl d ET £ a» DPEAOOAAOOEOI AT O8AT 80E

13



