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INTRODUCTION 
Congratulations on securing your new contract position. 

We pride ourselves on providing a high quality service to our clients and candidates and ensure that we comply with all applicable codes of practice, standards and regulatory requirements. We are a member of the Association of Professional Staffing Companies and have also achieved accreditation to ISO 9002. 

Whether you are a ‘first time’ contractor or ‘experienced’ contractor please read through the following information and keep it safe as it not only provides you with a complete record of the documentation that you will need to provide us with, but it also serves as a source of reference for contact points with us. 

YOUR ASSIGNMENT 
Your consultant will have already briefed you with a detailed specification of the assignment you will be undertaking. If you are unsure or have any difficulties in fulfilling the assignment, please contact your consultant. 

CUSTOMER CARE 
We expect that each of our suppliers uses their best endeavours to promote and protect our interests and our clients at all times during their assignment. Suppliers must be courteous and polite and act in a professional manner at all times. 

DRESS CODE 
Suppliers must conform to standards of dress and appearance which are appropriate to their positions and client contact. It is not possible to lay down in advance specifications of dress and appearance and you must therefore comply with a reasonable instruction in this respect. 

On the first day of your assignment it is always better to dress in business attire as this will create a positive impression and will give you the opportunity to understand the local office culture. 

HEALTH AND SAFETY 
It is the policy of all our clients to provide and maintain safe and healthy working conditions, equipment and systems of work and to provide such information or training as required. Our suppliers must familiarise themselves and adhere to the health and safety policy within their allocated work place. 

Suppliers must note that they have a duty in law to act responsibly and to take reasonable care for the health and safety of both themselves and others who may be affected by what you do (or leave undone). 

USE OF EQUIPMENT, SOFTWARE AND MATERIALS 
It is prohibited for any of our suppliers to load or use software, which has not been provided by the client, on to the client’s equipment (other than with the express written authority of the client). 

Equipment, facilities or materials must not be removed from the client site without written permission from the client. 

Suppliers are not permitted to inappropriately browse the internet on the client’s equipment.

PRIOR TO COMMENCEMENT OF YOUR ASSIGNMENT

Contract Documentation

Your new assignment details have been passed to our contracts department in order to raise the contract paperwork. All paperwork will be sent to your limited company unless otherwise stated, however please note that the contract agreement must be signed by a director of the limited company.

As a limited company contractor we require the following documents before we can make any payments to you.

· Proof of ID i.e. a copy of your passport / driving licence

· Signed copy of the contract agreement
· A signed opt out notice (if applicable)

· A signed completed Starter Form

· A copy of your Certificate of Professional Indemnity Insurance

The above documents are acceptable via

Email: 
contractsadmin@sbsukltd.com
Fax:
 0870 889 7047

PLEASE NOTE THAT PAYMENTS CANNOT BE MADE UNTIL ALL CONTRACT DOCUMENTATION HAS BEEN RECEIVED.  FAILURE TO PROVIDE ALL THE ABOVE DOCUMENTATION WILL RESULT IN DELAYED PAYMENTS TO YOU.
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Opt Out information

The 2003 regulations contain a variety of provisions that are intended to protect vulnerable work seekers and temporary workers from being taken advantage of by unscrupulous employment bureaux.

It has been successfully argued that the 2003 Regulations are not necessarily appropriate for self employed freelance contractors; such “knowledge based” contractors are highly skilled and experienced in areas such as IT and Engineering, often with particular knowledge of certain applications, systems and process.  Freelance contractors are conscious that under IR35 legislation it is important to operate a business to business relationship with the employment bureau in question, without the need for Government intervention.  Thus Opting out provides a discernible method for limited company contractor to differentiate the supply of professional services from that of doing temporary work in general.  

The below link offers additional information about the Opt out notice, please take a look if you wish to peruse before signing the below Opt out notice.

http://www.contractorcalculator.co.uk/opting_out_conduct_employment_regulations.aspx
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ON YOUR FIRST DAY

Your consultant will have provided you with details of where, when and to whom you need to report to on your first day. If you are unsure or have not received confirmation from your consultant please contact us.

If for any reason you are delayed on your first day please make sure you contact us as soon as possible in order for us to inform the client.

PAYMENT PROCESS

We wish to make sure that all suppliers receive accurate and prompt payment. In order to help us please take time to read the following information and make sure you provide us with all the relevant documentation.

On Line Timesheets

The documents and links below can also be found on our website www.sbsukltd.com 

Important

 We operate a self billing process which means you will not have to submit your own Ltd company invoice. You will notice on the portal when you add your days/hours that the timesheet calculate the monetary value of the timesheet. The portal links with your placement and therefore should reflect what you have agreed on your contract. This includes any additional overtime and call out rates etc.  If this is not the case you need to contact your consultant to report this so it can be addressed immediately.  


[image: image3.emf]Online Timesheet  Entry Guide.doc

  
[image: image4.emf]N:\Payment schedule  for 2011.pdf


Expenses 
Unless expenses have been authorised in writing by the client, SBS are under no obligation to reimburse you for any expenses incurred. However, if the client does authorise expenses you may claim these by submitting to SBS the authorised expense form (usually obtained from the client) along with all relevant receipts and emailed to payroll@sbsukltd.com or faxed to 0870 889 7047.  
If you work for a client that has it own online timesheet system you should use their system.

Unless otherwise stated your authorised timesheets should be emailed to payroll@sbsukltd.com or faxed to 0870 889 7047.  
Any queries relating to timesheets and payments should be made to the Payroll Department on 020 7025 0103 or email to 
" 

payroll@sbsukltd.com



Payment and Transfer of Funds 
Once timesheets are received the payroll department payments can be made, please see attached payment schedule.

Change of Details 
If you change your address, limited company, bank or bank account details please inform us as soon as possible. These details will be passed to our contracts department and payroll departments in order to make sure that all correct documentation is updated and there are no delays in payments to you. 
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OPT-OUT NOTIFICATION


For use by Limited Company Contractors wishing to opt out of the Conduct of Employment Agencies and Employment Businesses Regulations 2003 (“Conduct Regulations”).

There is provision under Regulation 32 of the Conduct Regulations for limited companies and those whose services they supply, to opt out of the Conduct Regulations. If you, on behalf of the Supplier, and as the Representative to be supplied, wish to opt out, you should read this form carefully and sign where indicated below. 


1. This Opt-Out Notification is supplemental to the agreed Terms and Conditions (the “Agreement”) associated with the assignment which exists between the Company and the Supplier. 

2. The terms used in this Opt-Out Notification shall have the same meaning as those defined in the Agreement.


3. The Supplier and the Representative acknowledge that it is their intention that


(a) the provisions of the Conduct Regulations do not apply to the assignment as agreed between the parties.

(b) they have freely entered into this Opt-Out Notification.

4. The Representative is free to withdraw from this Opt-Out Notification at any time by giving not less than one week’s written notice to the Employment Business. However, where such notice is given during the current assignment, it will not take effect until the expiry or earlier termination of the current assignment.


We, the undersigned, have read and understand the above terms and therefore agree to be bound by this Opt-Out Notification. In particular, we understand that by signing this Opt-Out Notification we are agreeing that the provisions of the Conduct Regulations shall not apply.


………………………………………..


………………………………………..


Signed for and on behalf of the Supplier 
Signed by the Representative



………………………………………
………………………………………..


Print name of Supplier
Print name of Representative

………………………………………..
……………………………………….


Date






Date
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Starter Form

Failure to properly complete and return this form will result in delayed payments.  Please type in the boxes and file send to contractadmin@sand-uk.com

Compliance Questionnaire


		PERSONAL DETAILS


Full Name of Contractor:


Limited Company Name

Registered Address


Company Registration No:

VAT Registration No If applicable

Limited Company Email (for remittances to be sent to) :


Contractor’s Email:


BANK ACCOUNT DETAILS


Payments will be made directly into your bank account. Please complete the details below. This will ensure that the money will be in your bank account within the expected date according to the Payment Schedule (on receipt of correctly completed timesheets)

Account Name:


Bank Name:


Bank Address:


Account No:


Sort Code:


SAGE ID ( not applicable for our use only)


Please feel free to give us any additional Bank Account Information you feel is relevant, for example - Euro Account etc. 





		Are you the Sole company Director?   Yes/No (Please explain in full if your answer is No)



		



		Is there any onward movement of funds once payment is remitted to above bank account?   Yes/No (if yes please explain in full)




		



		Date

		



		Print Company Name   

		



		Print Contractor Name

		



		On behalf of your company Please sign to confirm all of the above is true.
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SBS Online Timesheet Entry Guide

Click on the link emailed to you, to choose a password and activate your account

[image: image1.png]Welcome to InterQuest ONLINE timesheets.
Please click on the link below and choose a password to acivate your online account.

https/eezvtime.co.uk/MeritPortal/activate_account aspx?
id=UWE4ITTba6A7SiunCQEK6Q8WSsilnzHwToMASaWWhHI4%3d

Once your account has been established you can enter and track your InterQuest Timesheets by
logging onto your account

1f you have changed your email recently you may have received this emal to confirm your new
‘email address.

‘This is an automated e-mail - please do not reply.
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Your home page will display your placements with the start and end dates
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Start Date End Date Job Description Reference
01Mar2011  29-Aug-2011

Timesheets
NNo timesheets found






Click on the relevant placement to enter your days or hours (You will notice that the timesheet will reflect the 445 payment schedule).  Please note that if your current placement has ended mid month and an extension has been raised, you will need to enter 2 timesheets, one in the current placement and one in the extended placement.
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Enter 1 if you are on a daily rate for each day worked, or enter the amount of hours worked each day if you’re on an hourly rate.  You will need to enter “0” for any days not worked or any days taken as holiday etc.

The timesheet will calculate what your invoice value should be so you need to make sure your invoice matches this amount when submitting your invoice.
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If you have online email approvers – click on [image: image6.png]





Followed by [image: image7.png]Lock Timesheet & Submit For Approval




 an email will then be sent to your line manager, who will log in and approve your timesheets.

If you need to have the timesheet physically signed off, click on [image: image8.png]





followed by [image: image9.png]



 you can then fax/email this back to the contact details on the timesheet.

Once the timesheet has been approved you will receive an email advising the change of status from “Submitted for approval” to “Approved” or “Processing”

If you have any problems or questions please feel free to call us on 0207 025 0156 or email payroll@sbsukltd.com


_1372083763.pdf
Timesheets should be completed for time periods up to and including the highlighted dates.
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Timesheet submission and payment schedule for 2011

Deadline for submission of approved Date that BACS payment will
Month Timesheet covering Period | timesheets and limited company invoice clear into recipient account
Jan-11 | 03/01/11 - 30/01/11 5pm Wednesday 2" February 2011 Friday 11th February 2011
Feb-11 | 31/01/11 - 27/02/11 5pm Wednesday 2nd March 2011 Friday 11th March 2011
Mar-11 | 28/02/11 - 03/04/11 5pm Wednesday 6" April 2011 Friday 15th April 2011
Apr-11 | 04/04/11 — 01/05/11 5pm Wednesday 4th May 2011 Friday 13th May 2011
May-11 | 02/05/11 - 29/05/11 5pm Thursday 2" June 2011 Friday 10th June 2011
Jun-11 | 30/05/11 — 03/07/11 5pm Wednesday 6" July 2011 Friday 15th July 2011
Jul-11 | 04/07/11 — 31/07/11 5pm Wednesday 3rd August 2011 Friday 12th August 2011
Aug-11 | 01/08/11 - 28/08/11 5pm Wednesday 31st August 2011 Friday 9th September 2011
Sep-11 | 29/08/11 - 02/10/11 5pm Wednesday 5" October 2011 Friday 14th October 2011
Oct-11 [ 03/10/11 - 30/10/11 5pm Wednesday 2nd November 2011 Friday 11th November 2011
Nov-11 | 31/10/11 - 27/11/11 5pm Wednesday 30th November 2011 Friday 9th December 2011
Dec-11 | 28/11/11 - 01/01/12 5pm Wednesday 4th January 2012 Friday 13th January 2012
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