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Welcome to your guide to working for Pier Recruitment as a temporary staff member.  

Please take time to read this brief guide; we hope that it will provide you with all the information you 

need to make your temporary assignment run as smoothly as possible.  

Please note that the information included in this guide is applicable for most bookings. Sometimes, 

however, when in booking with certain companies, the procedures may be slightly different. If this is 

the case, your consultant will inform you. 

If you have any further questions then please do not hesitate to contact our office on 01273 874154 

and ask to speak to your consultant or payroll manager. 

Pier Recruitment is open from 8.00 am to 6.00 pm Monday to Friday. Our out of hours number is 

лттлосорнлу—this is only to be used for emergencies. 

Thank you for choosing to work through Pier Recruitment. 

 

7ÅÌÃÏÍÅ ÔÏ 0ÉÅÒ 
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/ƻƳƳƛǘƳŜƴǘǎ 
We are committed to ensuring our temporary workers are happy working for us and receive an 
excellent service from all of our staff. 
We aim to give you: 
¶ Expert advice and guidance  
¶ Assignments that match your skills and experience and are helping you to achieve your career goal 
¶ An exceptional range of benefits 
 

¸ƻǳǊ /ƻƴǘǊŀŎǘ 
Your terms of employment are given to you at registration stage and you can ask your consultant for 
these at any time. 
 

!ƎŜƴŎȅ ²ƻǊƪŜǊ wŜƎǳƭŀǝƻƴǎ ό!²wύ 
From the day you start work, you have the same rights as your permanent colleagues to use any shared 
facilities and services provided by your employer, e.g.: 
¶ A canteen or food and drink machines 
¶ A workplace crèche or mother and baby room 
¶ Car parking or transport services, e.g. local pick-up service, transport between sites 
 
You are also entitled to be informed of any suitable internal vacancies and have access to the company 
intranet. 
 
After 12 weeks in the same job, you qualify for the same rights as someone employed directly. This is 
known as Ψequal treatmentΩΦ 
 
¸ƻǳǊ ǊƛƎƘǘǎ ƛƴŎƭǳŘŜΥ 
¶ ΨEqual payΩ - the same pay as a permanent colleague doing the same job 
¶ Automatic pension enrolment (with Pier, this will be after our staging date in May 2017) 
¶ Paid annual leave equal to a permanent colleague doing the same job (see page 8 for further 
information on holiday pay) 

 
We will keep track of the duration of your assignment and keep you notified of any changes to your 
contract. We start counting your 12 week qualifying period from your first day at work. 
 
¸ƻǳǊ мн ǿŜŜƪǎ ǿƛƭƭ ǇŀǳǎŜ ƛŦΥ 
¶ You take a break of 6 weeks or less 
¶ YouΩre on leave due to sickness or injury for up to 28 weeks 
¶ You take annual leave youΩre entitled to 
¶ The workplace closes, e.g. for Christmas or industrial action 
¶ YouΩre on jury service for up to 28 weeks 
 
 

7ÏÒËÉÎÇ ÆÏÒ 0ÉÅÒ 2ÅÃÒÕÉÔÍÅÎÔ 
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¸ƻǳǊ мн ǿŜŜƪǎ ǿƛƭƭ ǎǘŀǊǘ ŀƎŀƛƴ ƛŦ ȅƻǳΥ 
¶ Get a new job at a different workplace 
¶ Have a break of more than 6 weeks between jobs at the same workplace 
¶ Stay at your workplace but take a new role thatΩs Ψsubstantively differentΩ 
¶ A substantively different role is one thatΩs completely new, different work.  
 
¸ƻǳǊ мн ǿŜŜƪ ǉǳŀƭƛŦȅƛƴƎ ǇŜǊƛƻŘ ǿƛƭƭ ŎƻƴǝƴǳŜ ǘƘǊƻǳƎƘ ǝƳŜ ƻũ ȅƻǳ ƘŀǾŜ ŦƻǊΥ 
¶ Pregnancy and up to 26 weeks after childbirth 
¶ Adoption leave 
¶ Paternity leave 

 
aƛƴƛƳǳƳ ²ŀƎŜ 
You must be at least school leaving age to be paid the National Minimum Wage and 25 to be paid the 
National Living Wage - the minimum wage still applies for workers aged 24 and under. The Minimum 
Wage increases every October and National Living Wage increases every April.   
 

 

 

7ÏÒËÉÎÇ ÆÏÒ 0ÉÅÒ 2ÅÃÒÕÉÔÍÅÎÔ 
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{ǘŀȅƛƴƎ ƛƴ ¢ƻǳŎƘ 
It is important that you stay in touch with your consultant at Pier to let them know your availability. 
We aim to find you a range of interesting and diverse placements and we are constantly working on 
your behalf to achieve this. We need to be able to contact you easily with new assignments, especially 
urgent ones, so please keep us up to date with any new contact details.  
 
We need to know holiday dates or any dates you will be unavailable. If you no longer need our 
assistance then please inform us immediately so we stop looking for work for you. 
 

!ōƻǳǘ ¸ƻǳǊ !ǎǎƛƎƴƳŜƴǘǎ 
You will be offered assignments based on your availability as well as your experience and skills that 
were discussed with your consultant at registration stage. Usually, you will know about assignments a 
day or two in advance. However, some opportunities may start immediately, as they may be covering a 
member of staff who is unexpectedly out of office. If you are looking for permanent  work in the long 
term, we often have temporary to permanent vacancies available as well. 

When you accept an assignment, we will send you all relevant information via email so you are fully 
prepared. This should cover address, start date and time, hourly pay rate, who you are reporting to, 
hours of work, duration of assignment, dress code and health and safety. Everything else is covered in 
your contract. 

You are expected to complete all assignments you accept. If you are unable to report to work or 
complete an assignment for any reason, illness, emergency, etc., please notify us immediately, not the 
client, in order for us to obtain a replacement.  

Please remember that when you are working in one of our client companies, you are employed by us 
and representing Pier Recruitment.  

In the interest of your safety, at registration stage we will ask you to provide us with an emergency 
contact name and number. This will usually be your next of kin. 

9ÏÕÒ !ÓÓÉÇÎÍÅÎÔÓ 



7 

9ÏÕÒ !ÓÓÉÇÎÍÅÎÔÓ 

²Ŝ ŀǎƪ ǘƘŀǘ ȅƻǳΥ 
¶ Arrive on time each day and after any set breaks 
¶ Wear appropriate clothing and present yourself professionally—your consultant will let you know 
the dress code before your assignment begins  

¶ Do not discuss your pay with any other temporary or permanent members of staff within the 
company 

¶ Treat all managers and colleagues with respect 
 
If you desire a permanent position, or are offered one while on assignment, please let us know. 
Please let us know immediately if you have any issues within your placement. We are here to help you 
and make sure that you are happy in your role. 
All information that you come across during your assignment must be kept extremely confidential. 
 

IŜŀƭǘƘ ŀƴŘ {ŀŦŜǘȅ 
Every organisation you work in will have its own Health and Safety policy. It is your responsibility to 
familiarise yourself with this  policy and comply with it at all times. This is in your own interest as well 
as in the interest of your fellow workers. 
 
If you have an accident at work, you must inform both the organisation you are working for and your 
consultant as soon as possible. If you have any concerns about health and safety or issues during an 
assignment, you should notify your consultant and the manager of your department. 
 
If your work is predominantly computer based, it is very important that you take necessary steps to 
avoid injury.  
 
If you are heavy lifting in any way, you must inform your consultant immediately. If your duties change 
during the duration of the assignment then please let us know. 
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0ÁÙ ÁÎÄ 0ÒÏÃÅÄÕÒÅÓ 

¢ƛƳŜǎƘŜŜǘǎ 
The deadline for timesheets is Friday at 6pm, or Monday at 11am if you work over the weekend. Please 
scan or email these to:  
info@pierrecruitment.co.uk OR fax to 01273 311593. 
 
If your line manager is not there to sign your timesheet off, please ensure you have at least one other 
member of staff available to do so, as back up.  
LƳǇƻǊǘŀƴǘΥ Every week, please ensure the timesheet has ŀƭƭ of the following and is correct before 
being signed and sent to us: 
¶ Start time 
¶ Finish time 
¶ Duration of break 
¶ Total hours for the day deducting break time 
¶ Total hours for the week 
 
You are paid every Friday, a week in arrears, directly into your bank account. 
 

LƳǇƻǊǘŀƴǘ Ǉƻƛƴǘǎ ǘƻ ǊŜƳŜƳōŜǊΤ 

¶ All hours must be to the nearest 15 minutes – we cannot pay 5 or 10 minutes so please round up or 
down. Speak with your line manager if you are unsure how to claim hours. 

¶ If you are having any timesheet issues – i.e. no manager to sign or fax machine is not working - 
please let us know immediately. 

¶ Other temps, even if senior to you, should not be signing timesheets unless authorised to do so, 
which we need in writing from the line manager. 

¶ Please check all details before signing and sending your timesheets, this will minimise issues on our 
side. Any falsification of hours will be treated very seriously. 

 

IƻƭƛŘŀȅ tŀȅ 
Holiday must be signed off by your line manager / HR in your place of work. 
Once this approved, a holiday form must be filled in and sent to us. You will be paid for your holiday if 
you have enough accrued; please call or email your consultant if you are unsure of how much holiday 
you have. 
The holiday year runs from January to December and is pro-rata depending on start date. You are 
entitled to 20 days holiday plus 8 bank holidays, unless you are told differently. 
 

{ƛŎƪƴŜǎǎ 
If you are unwell and unable to make it into work, you must contact the Pier office at 8am to let us 
know, every single day that you are sick. 
In the first instance, we do not accept emails as there will always be someone in the office by 8am to 
take your call. Our emergency out of hours number is 07703635208. 
You may also have a process to follow within the company you are working for, please ask your line 
manager if you are unsure. 
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IƻǳǊǎ 
Your role will usually have set hours. A standard, full time working week is usually at least 37.5 hours, 
so please bear in mind that you should not be doing any less than this unless otherwise agreed with 
your manager.  
If you are unsure of your contracted hours or have any questions then please contact your consultant 
or line manager to discuss. 
 
You are only paid for the hours you actually work on assignment. The pay rate is determined before 
you begin the assignment and can vary from one assignment to the next. If you work overtime, please 
ensure your line manager confirms if this is paid at a different rate and let us know the new rate if not. 

 
¢ŀȄ ŀƴŘ bŀǝƻƴŀƭ LƴǎǳǊŀƴŎŜ 
For any tax queries, you must contact the tax office directly as we are unable to deal with this on your 
behalf due to data protection.  
Address: Sapphire Plaza, Watlington Street, Reading RG1 4TA 
Phone: 0300 200 3300 
Pier PAYE reference number: 120/TA75591 
When starting with us, you must hand in your P45 or fill in a P46 to ensure you are on the correct tax 
code. 
 

DǊƛŜǾŀƴŎŜǎ 
If you have a dispute with Pier or a manager/colleague you are working with, please notify us 
immediately so we can deal with the situation. If you find the environment difficult to work in, or if 
you feel you are being subject to discrimination or unfair treatment, then we need to know. 
We do not condone this behaviour and will do our utmost to ensure you are treated correctly.  
 

¦ƴǎŀǝǎŦŀŎǘƻǊȅ /ƻƴŘǳŎǘ 
If your behaviour or attitude gives us cause for concern, this may result in a termination of your 
temporary contract. The procedure followed will depend on the severity of the misconduct. 
Please see your contract for further information. 

 

0ÁÙ ÁÎÄ 0ÒÏÃÅÄÕÒÅÓ 



10 

0ÉÅÒ "ÅÎÅПÉÔÓ 

tƛŜǊ wŜŎǊǳƛǘƳŜƴǘ tŜǊƪōƻȄ 
As an employee of Pier, you can sign up to our benefit package; Pier Recruitment Perkbox. This costs 
£0.75p per week which is taken out of your pay automatically, only if you decide to opt in. 
 
Pier Recruitment Perkbox gives you access to many discounts from well known retailers, and other 
such benefits as free mobile phone insurance, a free Tastecard and many more benefits that are 
added on a weekly basis. 
If you leave our employment at any point, you may be liable to pay up to £3.00 from your final pay.  
 
Please ask your consultant for an opt in form or further information.  You can also visit https://
www.perkbox.co.uk/goldcard/deals for the latest deals and offers. 
 

{ǘŀǘǳǘƻǊȅ {ƛŎƪ tŀȅ 
You can claim Statutory Sick Pay if you are sick and off work for 4 or more days; this can be claimed 
for up to 28 weeks. You must earn at least £112 per week , before tax, to be eligible and you must 
also ensure you follow the sickness procedure we have in place and keep us informed of your 
progress. If you are sick for more than 7 days, you will need to provide a sick note from your doctor.  
 

{ǘŀǘǳǘƻǊȅ aŀǘŜǊƴƛǘȅΣ tŀǘŜǊƴƛǘȅ ŀƴŘ !ŘƻǇǝƻƴ [ŜŀǾŜ 
Provided you satisfy the appropriate conditions regarding earnings and periods of employment, you 
may also be entitled to statutory maternity, paternity or adoption pay. Please obtain the relevant 
claim form from your consultant to assess your suitability. 



11 

!ƴǘŜƴŀǘŀƭ !ǇǇƻƛƴǘƳŜƴǘ tŀȅƳŜƴǘ 

All employed women are entitled to paid time off in order to keep appointments for antenatal care. 

These must be made on the advice of a registered medical practitioner, registered midwife or 

registered health visitor. Antenatal care includes medical examinations.  

 

Temporary employees are entitled to be paid at the usual hourly rate of their current booking for time 

taken off for these appointments. 

 

You must provide a certificate from a registered practitioner, midwife or health visitor confirming you 

are pregnant, along with a document to confirm an appointment has been made. 

 

 

0ÉÅÒ "ÅÎÅПÉÔÓ 
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&ÅÅÄÂÁÃË 

CŜŜŘōŀŎƪ ŀƴŘ 9ǾŀƭǳŀǝƴƎ tƛŜǊ 
PierΩs aim is to provide our candidates with 100% customer service. To ensure we do this, we ask that 
you please let us know any ideas or suggestions you have. You can email these to  
info@pierrecruitment.co.uk or call us on 01273 874154 at any time. 
 

wŜŎƻƳƳŜƴŘ ŀ CǊƛŜƴŘ {ŎƘŜƳŜ 
If you have a friend or relative that you think would make a good employee for Pier Recruitment (either 
temporary or permanent), please let us know. If we place them, you will receive a £25 voucher if they 
are still in the role after 3 months. 
 

¢ŜƳǇƻǊŀǊȅ ǘƻ tŜǊƳŀƴŜƴǘ hũŜǊǎ 
If you are offered a permanent role by a client whilst working in a temporary role through Pier, please 
notify us of this immediately. Please contact us with your permanent start date and salary with at least 
one weekΩs notice. 
 

[ŜŀǾƛƴƎ tƛŜǊ 
We ask you to give us at least 1 weekΩs written notice before leaving an assignment through Pier.  
This notice does not apply if you are not currently working in a temporary assignment through us, 
however you will still need to let us know if you no longer need our assistance. We will then send out 
your P45 and any remaining holiday pay. 
 
If you wish to rejoin Pier at any time, please contact your consultant with an up to date CV and they will 
be happy to assist you. 
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