Contractor’s Time Sheet

Accounts: 9 Bell Business Park, Smeaton Close, o ﬂ d o :
Aylesbury, Bucks HP19 8JR
Fax No: 01296 395436 Payroll Queries: 01296 737333
Fax No: 01296 397752

CONLIACLOI’S NAIMIE: ..ottt ee e eeeeen e, Company:

Ltd Co. Name: ...... ettt et e enea ettt eh e et tn et taeenaenaaaeaaaaaanatetaenaanaannnn Week Ending: ..o

Standard Rate OT Rate (if applicable) Weekend Night

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
TOTAL

Contractor: ........coeeveenenn.nn. e Signed: .o Date:

It is your responsibility to ensure we receive your timesheet by 12 noon on the Monday.
(FOR LTD Co. CONTRACTORS invoices must be received by 9.30am Tuesday).
Late time-sheets/invoices will be paid the following week.

Client Authorisation: .........ccoooiiiiiiiiiiii e, Signed:

Please note that client signature is acceptance by the client of Orion’s terms of business and that the contractors work
has been carried out to a satisfactory standard and Orion will raise an invoice for payment against the hours on the timesheet.
Please see sample of standard terms of business on the reverse.

White: Orion Green: To be retained by Contractor



AGREEMENT BETWEEN ORION ELECTROTECH & THE CLIENT FOR THE SUPPLY OF TEMPORARY WORKERS CONTRACTED UNDER A PAYE STATUS

1. DEFINITIONS
1.1 In these Terms of Business the following definitions apply:

“Assignment'means the period during which the Temporary Worker is supplied to render services to the Client;

“Client'means the person, firm or corporate body together with any subsidiary or associated company as defined by the Companies Act 1985 to whom the Temporary Worker

Is suppiied or introduced;
“The Employment Business” means Orion Electrotech Limited of 5 Alton House, Gatehouse Way, Aylesbury, Bucks HP19 8HN;
' means the o use of the Temporary Worker directly by the Client or any third party or through any other

‘employment business on a permanent or lemporary basis, whether under a contract of service or for services; an agency, license, franchise or partnership arrangement; or any

other engagement; directly or through a limited company of which the Temporary Worker is an officer or employee
“Temporary Worker” means the individual who is introduced by the Employment Business to render services to the Client.

“Transfer Fee" means the fee payable in accordance with clause 7.1 below and Regulation 10 of the Conduct of Agencles and i
Regulations 2003, S
“Introduction Fee"means the fee payable in accordance with clause 7.2 below and Regulation 10 of the Conduct of Agencies and

Regulations 2003,

Introduction® means (i) the Client's interview of a Temporary Worker In person or by telephone, following the Client's instruction to the Employment Business to supply a
Temporary Worker; or (i) the passing to the Client of a curriculum vitae or information which identifies the Temporary Worker; and which leads to an Engagement of that
Temporary Worker.

“Remuneration” includes base salary or fees, andfor

bonus and

eamings,

1.2 Unless the context otherwiss requires, references to the singular include the plural. . 5
1.3 The headings contained in these Terms are for convenience only and do not affect their interpretation.

2. THE CONTRACT

2.1 These Terms constitute the contract between the Employment Business and the Client for the supply of the Temparary Worker's services by the Employment Business to
the Client and are deemed to be accepted by the Client by virtue of its request for, Interview with or Engagement of the Temporary Warker or the passing of m:m _a_aqj._oﬂ
ted on original

about the Temporary Worker to any third party following an Introduction. This contract commences at fatest on start date of contractor or earfier where
contract and acls as a blanket agreement covering the supply of all exisling and future LTD company contraclors that have opted out of 2003 conduct regualtions.

2.2 These Terms contain the e 3
prvail aver any terms of business or purchase conditions put forward by the Client.

2.3 No variation or alteration to these Terms shall be valid unless the details of such variation are agreed between the Employment Business and the Cllent and are set oul
writing and a copy of the varied terms is given to the Cllent stating the date on or after which such varied terms shail apply.

3. CHARGES

3.1 The Client agrees o pay such hourly charges of the Employment Business as shall be nofified o and agreed with the Client, The hourly charges are calculated according

to the number of hours worked by the Temporary Worker (to the nearest quarter hour) and comprise mainly the Temporary Worker's pay bt also include the Employment
Business' commission calculated as a percentage of the Temporary Worker's pay, employer's National Insurance contributions, hol day pay and any travel, hotel or other

expenses as may have been agreed with the Client or, if there is no such agreement, such expenses as are reasonable. VAT, if applicable, is payable on the entirety of these

charges.

3.2 The charges are invoiced to the Cflent on a weekly basis and are payable within 30 days date of invoice. The Employment Business reserves the right to charge Interest on

any overdue amounts at the rate of 4% per annum above the base rate of Barclays Bank from the due date until the date of payment.
3.3. There are no rebates payable in respect of the charges of the Employment Business.

4. INFORMATION TO BE PROVIDED
4.1 When making an Introduction of a Temporary Warker to the Cf
Temporary Warker has the y or required i

ient the Employment Business shall inform the Client of the Identity of the Temporary Worker; that the
training, fications and any isati i

Worker is willing to work in the Assignment.

4.2 Where such information is not given in paper form or by electronic means it shall be confirmed by such means by the end of the third bu:
Sunday and any public or Bank hoiiday) following, save where the Temporary Worker is being Introduced for an Assignment in the same position as one in which the

Temporary Worker had previously been supplied within the previous five business days and such information has already been given to the Client, unless the Client requests

that the information be resubi
5. TIME SHEETS

d.

5.1 Atthe end of each week of an Assignment (or at the end of the Assignment where it is for a period of one week or less) the Client shail sign the Employment Business’

time sheet verifying the number of hours warked by the Temporary Worker during that week. ) )
5.2 Signature of the time sheet by the Client is confirmation of the number of hours worked. If the Client is unable to sign a time sheet produced for authentication by the
Temporary Worker because the Client disputes the hours claimed, the Cllent shall inform the Employment Business as soon as is i and shall

payments, the benafit of a company car
and all cther payments and taxable (and, where applicable, non-taxabie) emoluments payable to or receivable by the Temporary Worker for sarvices rendered to or on behalf
of the Client or any third party. Where a company car is provided, a notional amount of £5000 will be added to the salary in order to calculate the Employment Business' fee.

e agreement between the parties and unless otherwise agreed in writing by a director or manager of the Employment Business, these Terms

required by law or a professional body to work in the Assignment;
whether the Temporary Warker will be supplied by the Employment Business under a contract of service or apprenticeship or a contract for services; and that the Temporary

iness day (excluding Saturday,

tully and in a timely tashion wi £

to sign the time sheet does not absolve the Client's obligation to pay the charges in respect of the hotrs worked.

5.3 The Client shall not be entitled to decline to sign a timesheet on the basis that he is dissatisfied with the work performed by the Temporary Worker. In cases of unsuitable

work the Glient should apply the provisions of clause 10,1 below.

6. PAYMENT OF THE TEMPORARY WORKER

6.1 The Employment Business assumes responsibility for paying the Temporary Worker and where appropriate, for the deduction and payment of National Insurance
Contributions and PAYE Income Tax applicable to the Temporary Worker pursuant to sections 44-47 of the Income Tax (Eamings and Pensions) Act 2003,

7. TRANSFER AND INTRODUCTION FEES

7.1 In the event of the Engagement by the Client of a Temporary Worker supplied by the Business for an Assi either (1) directly or (2) pursuant to being

supplied by another employment business, within either
The duration of the Assignment;

14 weeks from the start of the first Assignment (each new assignment where there has been a break of more than 42 days (6 weeks) since the end of a previous Assignment

shall also be 1o be the ‘first for these or

8 weeks from the day after the last day the Temporary Worker worked on the Assignment

the Client shall be liable, to either:

2) Subject to electing upon giving 7 days notice, an extended period of hire of the Temporary Worker being 26 weeks during which the Client shall pay the current hourly
charge agreed pursuant lo clause 3.1 for each hour the Temporary Worker is so employed or supplied; or

b) A Transfer Fee calculaled as follows: 20% of the Remuner:
known, the hourly charges agreed pursuant to clause 3.1 multpli
terminates. VAT is payable in addition to any fee due,

Hawever, where tha client does not give such notice before the Temporary Warker is Engaged the parties agree that the Transfer Fee shall be due.

ied by 300. No refund of the Transfer Fee will be paid in the event that the Engagement subsequently

7.2 In the event that there is an introduction of a Temporary Worker to the Client which does not result in the supply of that Temporary Worker by the Employment Business to

the Client, but which leads to an Engagement of the Temporary Warker by the Client sither directly or pursuant to being supplied by another employment business within &
months from the date of Introduction the Client shali be fiable, to either:

a) Subject to electing upon glving 7 days notice, a period of hire of the Temporary Worker being 26 weeks during which the Client shall pay the hourly charges agreed pursuant

to clause 3.1 above for each hour the Temporary Worker is so employed or supplied; or

b) An Introduction Fee calculated as follows: 20% of the Remuneration applicable during the first 12 months of the Engagement or, if the actuat amount of the Remuneration is
not known, the hourly charges agreed pursuant to clause 3.1 multiplied by 300. No refund of the Introduction Fee will be paid in the event that the Engagement subsequently

terminates. VAT is payable in addilion to any fee due.

However,-where the client does not give such notice before the Temporary Worker is Engaged the parties agree that the Transfer Fee shall be due.
7.3 In the event that the Engagement of the Temporary Worker is for a fixed ten
Remuneration, will apply pro-rata. If the Engagement is extended beyend the initial fixed term or if the Client re-engages the Temporary Worker within 3: nths of the
termination of the first Engagement the Client shall be liable to pay & further fee based on the additional Remuneration applicable for the period of Engagement fc
Initial fixed term up to the’ ination of the second or the first ofits whichever is sooner.

7.4 I the Client elects for an extended period of hire, as set out above, but before the end of such period Engages the Temporary Worker supplied by the Employment

Business either directly or pursuant to being supplied by another employment business or the Temparary Worker chooses not to be supplied for an extended period of hire, the

Introduction Fee calculated in accordance with either 7.1(b) or 7.2(b) may be charged, reduced by such percentage to reflect the period of extended hire already undertaken by

the Temporary Worker and paid for by the Clien
7.5 In the event that a Temporary Worker suppli
third party within either

The duralion of the Assignment;

d to a Cfient is introduced by the Client to a third party which results in the Engagement of the Temporary Worker by the

14 weeks from the start of the first Assignment (each new assignment where there has been a break of more than 42 days (6 weeks) sins the end of the previous Assignment

shall also be to be the ‘first ! for these or
8 weeks from the day after the last day the Temporary Worker warked on the

the Client shall be liable to pay a Transfer Fee calculated as follows: 20% of the Remuneration applicable during the first 12 months of the Engagement or, if the actual amount

of the Remuneration is not known, the hourly charges agreed pursuant to clause 3.1 muitiplied by 300. No refund of the Transfer Fee will be p

the event that the
Engagement subsequently terminates. VAT is payable in addition to any fee due.

7.6 In the event that there is an Introduction of a Temporary Worker to the Client which does not result in the supply of that Temporary Worker by the Employment Business to
lient 1o a third party which results in the Engagement of the Temporary Worker by the third party within 6 months

the Client, but the Temporary Worker is introduced by the
from the date of Introduction the Client shall be liable, to an Introduction Fee calculaled as follows: 20% of the Remuneration applicable during the first 12 months of the

Engagement or, if the actual amount of the Remuneration is not known, the hourly charges agreed pursuant to clause 3.1 multiplied by 300. No refund of the Introduction Fee

will be paid in the event that the Engagement subsequently terminates. VAT is payable in ad

ion to any fee due.
. LIABILITY

8.1 Whilst every effort is made by the Employment Buslness to give satisfaction to the Client by ensuring reasonable standards of skills integrity and refiability from Temporary
Workers and further to provide them In accordance with the Client’s booking details, the Employment Business Is riot liable for any loss, expense, damage or delay arising from

any failure to provide any Temporary Worker for all or part of the period of booking or from the negligence, dishonesty, misconduct or lack of ski
For the avoidance of doubt, the Employment Business does not exclude liabllity for death or persanal injury arising from its own negligence.

of the Temporary Worker.

n with the Employment Business to enable the Employment Business to establish what haurs, if any, were worked by the Temporary Worker. Failure

n applicable during the first 12 months of the Engagement or, If the actual amount of the Remuneration is not

of less than 12 months, the fee in clause 7.1(b) or 7.2(b), calculated as a percentage of the

lowing the

8.2 Temporary Workers supplied by the Employment Business are engaged under contracts for services. They are not the employees of the Employment Business but are deemed o be
under the supervision, direction and control of the Client from the fime they report to take up duties and for the duration of the Assignment. The Client agrees 1o be responsible for all acts,
ns of the Temporary Warker, whether wilful, negigent or otherwise as though the Temporary Worker was on the payroll of the Client, The Client wiil also comply in all

respects with all statutes including, for the avoidance of doubt, the Warking Time Regulalions, Health and Safety At Work Act etc, by-laws, codes of practice and legal requirements to
which the Client Is ordinarily subject in respect of the Cient's own staff (excluding the matters specifically mentioned in Clause 6 above), including in particular the provision of adequate
Employer's and Public Liability Insurance cover for the Temporary Worker during all Assignments.

8.3 The Client shall advise the Employment Business of any special health and safety malters about which the Employment Business is required to inform the Temporary Worker and
about any requirements imposed by law or by any professianal body, which must be satisfied if the Temporary Worker is to fill the Assignment. The Client will assist the Employment
Business in complying with the Employment Business’ duties under the Working Time Regulations by supplying any relevant information about the Assignment requested by the
Employment Business and the Client will not do anything to cause the Employment Business to be in breach of its obligations under these Regulations. Where the Client requires or may
Sn:_ﬂs the services of a Temporary Worker for more than 48 hours in any week, the Client must notify the Business of this i before the of that
week,

8.4 The Client undertakes that it knows of no reason why it would be detrimental to the interests of the ‘Temporary Worker for the Temporary Worker to fill the Assignment.

8.5 The Client shall indemnily and keep indemnitied the Employment Business. against any costs, claims or llablities incurred by the Employment Business arising out of any Assignment
or arising out of any non-compliance with clauses 8.2 and 8.3 and/or as a resuit of any breach of these Terms by the Client.

9. SPECIAL SITUATIONS

9.1 Where the Temporary Worker Is required by law, or any prolessional body to have any ifications or ions to work on the the Business will take all
reasonable practicable steps to obtain and offer to provide to the Client copies of any relevant qualifications or autharisations of the Temporary Worker. Further the Employment Business

will take all reasonable practicable steps to confirm that the Temporary Worker is suitable lor the Assignment. If the Employment Business is unable to do any of the above it shall inform

the Client of the steps it has taken to obtain this information in any event.

10. TERMINATION

1. LAW

1. DEFINITIONS

10.1 The Client 10 supervise the porary Worker iently to ensure the Client’s satisfaction with the Temporary Worker's standards of warkmanship. If the Client reason
ably considers that the services of the Temporary Worker are unsatisfactory, the Cllent may terminate the Assignment either by instructing the Temporary Worker to leave the Assignment
immediately, or by directing the Employment Business to remove the Temporary Worker. And aiso provided that notification of the unsuital ty of the Temporary Worker is confirmed in
writing to the Employment Business within 48 hours of the termination of the Assignment.

10.2 Any of the Client, the Employment Business or the Temporary Worker may terminate an Assignment at any time withaut prior notice and without liability. .
10.3 The Client shall notify the Employment Business immediately and without delay and in any event within 24 hours If the Temporary Worker fails o attend work o notifies the Client that
the Temporary Worker is unable to attend work for any reason.

10.4 The Employment Business shall notify the Client immediately if it receives or otherwise obtalns information which gives it reasonable grounds to believe that a Temporary Worker sup
plied to the Client is unsuitable for the Assignment and shall terminate the >mm6=_.=m:.:im::mvaSmmgmo_n_m:mwG.N.

11.1 These Tarms are governed by the law of England & Wales and are subject to the exclusive juris

n of
the Courts of England & Wales.

AGREEMENT BETWEEN ORION ELECTROTECH & THE CLIENT FOR THE SUPPLY OF SELF-EMPLOYED CONTHRACTORS WHERE THE LIMITED COMPANY HAS OPTED OUT
OF THE 2003 CONDUCT REGULATIONS

1.1 In these Terms of Business the following definllions appl;

“Assignment” means the services which the Consultancy is engaged by the Employment Business to render to the Client;

“Client” means the person, firm or corporate body together with any subsidlary or associated company as defined by the Companies Act 1985 requiring the services of the Consultancy;

“Employment Business'means Orion ELecrtrotech of 5 Alton House, Gatehouse Way, Aylesbury, Bucks, HP18 BH

wogm:__m:ﬂ\..imm:ms_m§=mnna3nm:<mgzon:w@n»u?mo__ma w<_:mm3_o<3m:~m:wm:ommmnumammnmnufzmo__mzzo carry out an Assignment (and save where otherwise
%w_nm“mn, includes any officer, employee or representative thereof and any third party to whom the provision of consultancy servicas is assigned or sublet with the prior approval of the
nt);

" means any or use of the C services or the services of any officer, employee or representative of the Consultancy, whether under a contract of serv
ice or far services, for an agency, licence, franchise or i or any other

Intraduction” means the Client's interview of an officer, employee, or representative of the Consultancy, in person or by telephone, following the Client’s instruction to the Employment
Business to supply a Consuitancy or the passing to the Client of information which identifies a G which feads to the by the Client of the Consultancy.

1.2 Unless the context otherwise requires, references to the singular Include the plural and references to the masculine inciude the feminine and vice versa,

1.3 The headings contained In these Terms are for convenience only and do not affect their interpretation.

2. THE CONTRACT

2.1 These Terms constilute the contract between the Employment Business and the Client and are deemed to be accepted by the Client by virtue of its request for, inte

w with or
Engagement of Consultancy.

2,2 Unless otherwise a

2 greed in wriling by a Director or Manager of the Employment Business, these Terms prevail over any terms of business or purchase conditions proffered by the
nt.

2.3 This contract commences at latest on start date of contractar or earlier where indicated on ori

iginal contract and acts as a blanket agreement covering the supply of all existing
and future LTD company contractars that have opted out of the 2003 conduct regulations.

3. CONFIRMATION OF ASSIGNMENTS

4. CHARGES

3.1 Prior to the commencement of the Assignment, or if this is not practical, upon of the i the Business will send to the Client an assignment note
specifying the duration of the Assignment, the identity of the representative of the Consultancy, the position, the hiring manager, the fee payable to the Employment Business fogether with

such disbursements as may have been agreed, notice period to lerminate the contract, the intervals al which invoices shall be rendered to the Client by the Employment Business and any
other relevant information.

4.1 The o_mm&m :mmBmw to pay the charges of the Employment Business as notified at the commencement of the Assignment and which may be varied from time to time during the
i e charges are i i

._.,:_m=_<c::mﬁ fees but also include the Employment Business's commissian, and any travel, hotel or other disbursements as may
have been agreed with the Client or, if there is no such agreement, such expenses as are reasonable., VAT is payable on the entirety of these charges.

4.2 The charges are invoiced to the Client on a weekly basis and are payablo within 30 days date of invoice. The Employment Business reserves the fight to charge interest on any over
due amounts at the rate of 4% per annum above the base of Barclays Bank from the due date uniil the date of payment,

5. VERIFICATION OF EXECUTION OF THE SERVICES

5.1 Atlhe end of each weels of the Assignment (or at the end of the Assignment where the Assignment s for a perlod of less than one week or is completed or finished before the end of a
week) the Client shall verity the execution of the services provided by the Consultancy by signature of a timesheet provided to the Consultancy for this purpose.

5.2 Ves tion of the execution of the services by the Client i that the C services have been provided satisfactorlly and in accordance with these Terms.
Falilure to verify execution in writing does not affect the Client's obligation to pay the charges in respect of the work done.

6.REMUNERATION
6.1The Business for paying the C ’s fees and for deducting any sums as may be required by law,

7.RE-ENGAGEMENT FEES
7.1 The direct by a Client of a Cq or any of its staff introduced by the Employment Business, or the ion by the Client of a G to any third party
resulting in an Engagement renders the Client subject to the payment of an introduction fee calculated in accordance with the standard scale of fees for permanent introductions supplied
upon request, provided that the Engagement takes place within a period of 6 months from the termination of the Assi under which the G was supplied, or if there was no
Assignment, within 6 months of the of the by the Business. Where the Client fails to inform the Employment Business of the fee or annual

8. LIABILITY

payable to the C the ion fee will be calculated by multiplying the weekly charge of the Employment Business for the Consultancy's services by 12. No
refund of the Introduction fee wil be paid in the event that the Engagement subsequently terminates. VAT is payable in addition to m:<_mmn:m.

8.1 Whilst every effort is made by the Employment Busine: lient by ensuring reasonable standards of skills, integrity and el

provide the same in accordance with the Assignment details provided by the Cient, no liability is accepted by the Employment Business for any
arising from the failure to provide a C: for lion of the or from the i

terminates the Assignment for any reason. For the avoidance of doubt, the Employment Business does not exclude liat

ty from Consultants and to
loss, expense, damage, costs or delay
or lack of skill of the Consultancy or if the Consultancy
ly for death or personal injury arising from its own negligence.

8.2 For the avoidance of doubt, neither the Consultancy nor lts Staff are under the ipervision or control of the Business. The Client will comply in all respects with all refevant

statutes, bye-laws and legal requirements inciuding provision of adequate Public Liabi ity insurance in respect of the Consultancy. Where the services are performed on the Client's

wﬁa_mmuw ﬁm m,\._mi_ shall indemnify the Employment Business against any costs, claims, damages and expenses incurred by the Employment Business as a result of any breach of these
‘erms by the Client.

9. TERMINATION OF THE ASSIGNMENT

10.LAW

9.1 The Client may terminate the Assignment by giving to the Employment Business the notice specified in the written confirmation.

9.2 Notwithstanding the provisions of sub-clause 9.1 the Client may terminale the Assignment forthwith by notice in writing to the Employment Business where:
9.2.1 the Consultancy has acted in breach of any statutory or other reasonable rules and regulations applicable to them while performing the services;
9.2.2 the Client believes that the Ci has not observed any condition of confidentiality applicable to the Consultancy from time to time; or
9.2.3 for any reason the Consultancy proves unsatisfactory lo the Client.

9.3 The Employment Business may terminate an Assignment forthwith by notice In writing:-

9.3.1 if the Glient is in wilful or persistent breach of its obligations under these Terms; or

w_m,w wxmu nt becomes bankrupt of has a receiving order or administrative order made against it or is put Into liquidation (save for the purposes of solvent reconstruction or am
glgamation).

10.1 These Terms are qoverned by the law of Enaland & Wales and are subiect to the exclisiva inrisictinn of tha et nf Faaland & Walae



