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Key Information Document ‒ Umbrella Company
This document sets out key information about your relationship with us and the umbrella company or other intermediary used in your engagement, including details about pay, holiday entitlement and other benefits. [You can find more information at [insert link to employment business’s website]] [See Note 1A]

The Employment Agency Standards (EAS) Inspectorate is the government authority responsible for the enforcement of certain agency worker rights. You can raise a concern with them directly on 020 7215 5000 or through the ACAS helpline on 0300 123 1100, Monday to Friday, 8am to 6pm.
General Information
	Name of worker:
	
	See Note 1

	Name of employment business:
	
	See Note 2

	Name of intermediary or umbrella company:
	
	See Note 3

	Your employer:
	
	See Note 4

	Type of contract you will be engaged under:
	
	See Note 5

	Who will be responsible for paying you:
	
	See Note 6

	How often the umbrella company and you will be paid:
	
	See Note 7


Umbrella company or other intermediary pay information
You are being employed by an umbrella company or other intermediary: a third-party organisation that will calculate your tax and other deductions and then pay you for the work undertaken for the hirer. We will still be finding you assignments.
 
The money earned on your assignments will be transferred to the umbrella company or other intermediary as part of their income. They will then pay you your wage. All the deductions made which affect your wage are listed below. If you have any queries about these please contact us.
 
Your payslip may show you as an employee of the umbrella company or other intermediary listed below.

	Name of umbrella company or other intermediary:
	
	See Note 8

	Any business connection between the umbrella company or other intermediary, the employment business and the person responsible for paying you:
	
	See Note 9

	The gross or minimum amount that we will transfer to the umbrella company or other intermediary:
	
	See Note 10

	Deductions that we will make to the gross amount paid to the umbrella or other intermediary required by law:
	
	See Note 11

	Any other deductions that we will make to the gross amount paid to the umbrella or other intermediary’s income:
	
	See Note 12

	Expected or minimum rate of pay to you from the umbrella or other intermediary:
	
	See Note 13

	Deductions from your wage required by law:
	
	See Note 14

	Any other deductions or costs taken from your wage: 
	
	See Note 15

	Any fees for goods or services:
	
	See Note 16

	Holiday entitlement and pay:
	
	See Note 17

	Additional benefits:
	
	See Note 18


Example pay
	
	Umbrella or other intermediary fees
	Worker fees

	The gross or minimum amount that we will transfer to the umbrella company or other intermediary:
	See Note 19
	

	Deductions that we will make to the gross amount paid to the umbrella or other intermediary required by law:
	See Note 20
	

	Any other deductions that we will make to the gross amount paid to the umbrella or other intermediary’s income:
	See Note 21
	

	Example rate of pay to you from the umbrella or other intermediary:
	

	See Note 22

	Deductions from your pay required by law: 
	
	See Note 23

	Any other deductions or costs taken from your pay:
	
	See Note 24

	Any fees for goods or services:
	
	See Note 25

	Example net take home pay:
	
	See Note 26


Conduct Regulations opt out 
If you are supplied via an umbrella company or other intermediary, then both parties can opt out of being covered by the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (the Conduct Regulations). 
The opt out must be given in writing to the employment business by both the umbrella or other intermediary and the person being supplied to do the work. The employment business cannot encourage you to do this and it must be your own decision. 

Agency workers placed in roles working with, or caring for, vulnerable persons cannot opt out of the Conduct Regulations. 

This document is for information only and does not qualify as an agreement for opting out of the Conduct Regulations. [See Note 27]

Notes 
To be deleted from this document before giving it to the temporary worker 

	February 2020



Employment businesses must give a Key Information Document (KID) to temporary workers who register with them on or after 6 April 2020 (Regulation 13A of the Conduct of Employment Agencies and Employment Businesses Regulations 2003). They do not have to give a KID to candidates looking for permanent or fixed term contract work directly with a client. They must give the KID before agreeing terms of engagement with the temporary worker.

[bookmark: _GoBack]The purpose of the KID is to improve transparency, particularly in relation to pay and so the KID should not include all the terms of the contract between the temporary worker and the employment business – these will be set out in a separate document. The Department for Business, Energy and Industrial Strategy (BEIS) have produced written guidance and three templates – one each for use when engaging the temporary worker on direct PAYE, through a personal service company or through an intermediary such as an umbrella.  

The employment business does not have to give multiple KIDs to show the different payment methods, but it would be best practice.  Importantly, the temporary worker must receive a KID relevant to how they will ultimately be engaged.  The employment business does not have to issue a new KID for each assignment but must issue a new KID when the information changes, e.g. a new deduction.
 
The REC has adapted the BEIS templates by adding the notes below. After you have completed this template please delete the notes columns from the document before giving it to the worker. These notes pages do not form part of the Key Information Document which must not be more than two sides of A4 paper.  

You will need certain information from the umbrella company in order to complete the KID, so you can use this template to obtain that information. If you engage with more than one umbrella company, you should have information from each one to enable you to produce a KID relating to each umbrella. 

You can rely on information provided by the umbrella so long as the information provided relates directly to that umbrella.  REC recommends that members do full due diligence on any intermediary they plan to engage with – REC have produced Checklist 7A for use with umbrellas.   

For more information see the Key Information Document section of the REC Legal Guide. 

For the ‘General Information section' of this document you do not need to insert figures and can instead provide a description of the amounts. For the ‘Representative Example of your Pay section' real figures must be used.

General Information

	Note 1A
	You only need to include this if the information in the KID is not sufficient. 

	Note 1
	Insert the name of the worker. This is optional. You may wish to insert the worker’s name for the purposes of confirming who the document was issued to.

	Note 2
	Insert the name of the employment business engaging the umbrella company or other intermediary.

	Note 3
	Insert the name of the umbrella company or other intermediary. 

	Note 4
	Insert name the of the umbrella company or other intermediary.

	Note 5
	Insert type of contract that the umbrella company or other intermediary will issue to the person carrying out the work. 

	Note 6
	Insert the name of the umbrella company or other intermediary.

	Note 7
	Insert intervals of payment for both the umbrella company or other intermediary and the person who will be carrying out the work, i.e. daily / weekly / monthly.

	Note 8
	Insert the name of umbrella company or other intermediary.

	Note 9
	In the case of a company a person is connected if they are 1) a director or other officer of that company; 2) any subsidiary or holding company; or 3) where the same person/s has control over the company. 

	Note 10
	Insert gross amount to be paid to umbrella or other intermediary. This will include the various employer overheads the umbrella will deduct (see Note 11). 

	Note 11
	Insert statutory deductions that the umbrella company or other intermediary will make; e.g. employers’ NI, employers’ pensions contributions, apprenticeship levy or student loan (if known).

	Note 12 
	Insert other deductions that the umbrella company or other intermediary will make to the gross amount; e.g. umbrella company’s margin or administration fee. Some intermediaries provide temporary worker packages which include insurance or other benefits for which they may charge.  These should be included here. 

State the amount or the description for calculation for all deductions. 

	Note 13
	Insert an example weekly rate of pay, e.g. £348.80 per week (NLW x 40 hours)

	Note 14 
	Insert statutory deductions that the umbrella company or other intermediary will make to the worker’s pay such as PAYE, employee NICs, employee pension contribution (automatic enrolment) or student loan (if known).

	Note 15
	Where applicable, insert any contractual deductions such as private healthcare or enhanced pension scheme (though it is unusual for temporary workers to receive such benefits).

	Note 16
	Insert type of deductions such as DBS checks, training etc. You can state where these are one-off deductions. 

	Note 17
	Insert statutory minimum of 5.6 weeks/28 days for full time workers or for part time workers insert that it will be pro-rated accordingly.

	Note 18
	Insert additional non-monetary benefits whether provided by the umbrella such as collective facilities provided by the client or other benefits provided by the umbrella. 




Representative statement
This representative statement differs from those for PAYE and PSC workers – it is important that the temporary worker can see the difference between what the employment business pays to the umbrella (often quoted as the “limited company rate”) and what s/he will receive from the umbrella. 

These figures can be estimated and do not need to exactly reflect the specific rate of pay the temporary worker will eventually receive.  However, they should show in a realistic way the deductions made to a proposed rate of pay and how those deductions will affect the worker’s pay. This should reflect a single prospective period based on the intervals shown under ‘General Information’. 

	Note 19
	Insert figure for gross or minimum amount to be transferred to the umbrella company or other intermediary. This will include the various employer overheads the umbrella will deduct, including employer NICs, employers’ pension contributions (auto-enrolment), apprenticeship levy and the payroll fee. 

	Note 20
	Insert figure for statutory deductions that the umbrella company or other intermediary will make to the gross sum it receives. 

	Note 21
	Insert figure for other deductions that the umbrella company or other intermediary will make to the gross amount it receives.  This will include the admin/ payroll fee they charge the worker.  It should also include any charges for other benefits the umbrella provides to the temporary worker e.g. insurance. 

	Note 22
	Insert figure for example rate of pay to the person carrying out the work (from the umbrella company or other intermediary). This will be the gross amount payable to the worker before deductions. 

You must be very clear how the umbrella company operates holiday pay (which should not be rolled up),  expenses (which few temporary workers can now claim) or “bonuses” (often the difference between NMW and the actual assignment rate the temporary worker will earn). The KID is all about transparency.

	Note 23
	Insert figure for deductions that are required by law to be taken from the workers’ pay; e.g. PAYE, NIC’s, employee pension contributions etc. 

	Note 24
	Insert figure for any other deductions taken from the persons pay, see Note 15.

	Note 25
	Insert figure for any fees for goods or services, see Note 16.  State if any of these are one-off. 

	Note 26
	Insert figure for example net pay that the person will take home. 

	Note 27
	See link to REC template opt out form. 
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