
STREAMLINE SERVICES 
Consultancy Ltd 

................................................... Name of Driver: 

Class of Vehicle: ............................................... 

............................................ Week Ending Date: 

........................................... Name of Customer: 

WEEKLY TIMESHEET 

*enen House Tel: 020 8508 6100 
Langston Road Fax: 020 8508 6390 Loughton ., 

Essex IGI 0 3SL Fax: 020 8508 4309 

Payroll Queries:- payroll@streamlinese~ices~co.uk 

Web: www.streamlineservices.co.uk 

lnstruction to drivers: This timesheet must be completed in line with the guide notes and one 
of the declarations below must be signed to confirm your hours 

Instruction to drivers: This night working chart must be completed for those undertaking nightwork 

WORKER DECLARATION I : NB: Fraudulent recording is a criminal offence and may lead to legal action being taken against you 

1. I declare I have accurately recorded my time in this timesheet 
2. 1 declare I have not been engaging in any other work other than Streamline Services Consultancy Ltd during this week. 
3. 1 will notify the employment business immeadiately of any other periods of work that constitutes Working Time as defined under the Working Time Road 

Transport Regulations undertaken during this week for other employers or employment businesses so that Streamline Sewices Consultancy Ltd can maintain 
an accurate record of my weekly Working Time. 

Finish 
Time 

Day I Date 
Worked 

Sun 

Mon 

Tues 

Wed 
Thur 

Fri 
Sat 

Day 

Sun 
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Tues 
Wed 

'rhur 
F ri 

Sat 

.................................................... ...................................................................... SIGNATURE ....................................................................... NAME DATE 

WORKER DECLARATION I: NB: Fraudulent recording is a criminal offence and may lead to legal action being taken against you 

Start 
Time 

WT 
- - 

1. I declare 1 have accurately recorded my time in this timesheet. 
2. 1 declare I have been engaged in work in addition to work for Streamline Services Consultancy Ltd set out in this timesheet this week which constitutes,Working 

Time as defined under Working Time Road Transport Regulations, accordingly I have set out this additional time in further timesheets so that Streamline 
Sewice Consultancy Ltd can maintain an accurate record of my weekly Working Time. 

Working 
Time 

SIGNATURE ........................................................................ NAME ...................................................................... DATE .................................................... 1 

Total Pay Hours = 
(WT + POA - Breaks) 

POA 
- - 

CLIENT DECLARATION: 
I certifythe above total number of shift hours have been undertaken and that payment will be made in respect of total shift hours according to the terms of business 

WT+POA 
- - 

Periods of 
Availability 

1 which I have received and have accepted as the basis of this transaction I 

Total 
Shift Erne 

.................................................... ...................................................................... SIGNATURE ........................................................................ NAME DATE 

Part 1 (White) return to Agency Part 2 (Yellow) retained by client Part 3 (Pink) retained by Temporary 



~ i i d a n c e  on completing the Weekly Timesheet 

The Road Transport (Working Time) Regulations (RTWT) requires employment businesses to 
maintain records of the Working Time of mobile workers who are subject to EU drivers' hours rules. 

In summary, the RTWTRegulations provide: 
5 Mo,bile drivers (such as HGVB drivers) are subject to a maximum 48-hour average Working Time 

over a 17 - week reference period; this reference period may be changed to a roiling reference 
period and extended to 26 weeks in certain circumstances. 

@ There is a maximum weekly limit of 60 hours Working Time. 
@ The're is a maximum of 10 hours night work within each 24-hour peribd: Night time isdefined as 

midnight to 4:OOam (for goods vehiclesj and 01:00 and 5:OOam (for passenger vehicles), 
This maximum may be extended in certain circumstances. 

e &st Periods: Mobile workers must take the following breaks: 30 minutes after 6 hours Working 
Time and 45 minutes for over 9 hours Working Time. It is important to note that EU Drivers 
Hours breaks and rest periods still apply. 

An employment bksiness is obliged to ensure that the Working Time IiMits specified above are 
complied with to protect the health and safety of temporary workers they engage and the wider public. 
In order to maintain such complia'nce records, you must accurately record your time on this timesheet. 
ft is your responsibility to accurately record your Working T h e  during assignment and to 
keep us updated as to any additional work you unde&ke for other employers or employment 
businesses for the purposes of calculating average Working Time. If you fail to record your time 
properly3 or deliberately attempt to flout R W  Regulations andlor EU Drivers hours, tRIs 
may amount to a criminai offence and you may be subject to a dine or conviction. 

The following notes will assist you in completing the timesheet: 
The definitions of Working Time and Periods of Availability (POA) are detailed in your terms of 
engagement. 

@ During an assignment you must accurately record. your time in tine with EU Drivers' Hours rules on 
client's tachographs. Your time recording for these purposes will also assist you in recording your 
Working Time for the purposes of the R W T  Regulations. In ternts of tachograph pictograms: your 
Working Time is made up of "driving time" represented as a steering wheel and "other work" 
represented as the cross hammers symbol. The use of these symbols will permit you to record your 
total daily Working Time. Periods of Availability are represented as a box containing a right 
diagonal line. Although you will not be paid for breaks and rest periods, such time must also be 
recorded 

B In order to calculate your weekly shift time, i.e. the time for which you will be paid, you must add 
together periods of Working Time and Periods of Availability. 
If you are absent due :n sickness or statutory holiday, enter a nominal 8 hours in the sickness ! 
holiday column. 

r If you work at night you must complete the Night Working Chart. There is a maximum limit on' 
Working Time of 10 Hours within a 24-hour period. This 10 hours limit relates to Working Time 
arid does not include periods of availability and breaks. 

cs Temporary workers must sign one of the declarations appiicable to confirnt the accuracy of the 
record of Working Time. We and/or our client may check tachograph charts to verify accurate 
recording for an assignment. Under the RTWT a mobile worker is obliged at the request of an 
employment business to notify them in writing of time worked for any other employment businesses 
or enlpioye~ for inclusion in the calculation of the mobile worker's Working Time. Accordingly you 
must inform us of any additional Working Time or night working during the week by completing an 
additional timesheet to give us this information. 

r Please contact our Headoffice if you need further assisrance with completing the timesheet. 



Terms and Conditions for the Supply of Temporary Staff 
DEFlNmONS 
In t h M  Conditbns of Business the ioliowing d e f i n i h  app$- 
"Agency" means Streamline Se~ces Consultancy Lmited (Company numbei 05107866 whose 

ragistad office o snuated st A e E n  nouse. hngrton Road. w h t o n .  Essox i J o  3s. 

In the svell that Me Cifent lntelds to Engage. or Engages, a Temporev r.Qker suppled by tne Agenc) ether ('1 
a:rwm, or 12) p~rsLant to an e r e w v t  unh an allematwe employment bmness of employment ~gemy. ellher aher 
lmrcauctmn of the ~ m m r a r v  &me* Dul before commencement 0' an Assmnment or drnna an Assolment or u h.n 
the Relevan1 Pencd the'Clsi mull no13 the Agency ot ~ts  ntentlon 10 Enga2e tho TemDoroi were rand  tb A g e w  

L re Ine Cl ent lo cnoosb fmm the IaUouvlng optlo% 
12.2 1 e Clent sha l Ca rea- red to pay the Transfe! Fee u p n  commencemento I n  En agement; or 
12.2.2 the Client shall be qsqljnd to extend the exsbng A s  gnment oi the Temporary d w ,  or ~f no Asslgnmert h& 

taken pLxe or the Asgnment nar alreaay endeo. enter ~ n m  o new Aslqnment of 26 wees d ~ r  rq whtch me 
A w c y  shaU 00 entmen to the charges set olr! m clause 9.1 above for eacn n%r tne Tempcvaq Wormr s 
~ ~ p p l e c .  and el tne end of thb Assgnment, tne Clant may engage the Temporq Worko, nrmo~t payment of 

means any person, firm or Wrparate wdy lntroducea by the Agency to a Uent for an 
ment or Assignment. whether or not the pers~n tnlcduced was prewously k n o y t o  

%event. The lerm "/\p$#cant" shaU indude any officer, employee or other represenme 
of the Apgicant where the Applicant is a limited wmpany w d  shalt atso include any 
empioyea of the A my w~th whom the Client P i  dealt du- the cause of the pmvlston 
of servlw by the gency to the CUenl. 
means the pen& during which a Contractor or Temporw Woker Is supplied by the Agency 
to render s e ~ c e s  to the Client pursuant to a contract lor services between the Contractor 
or Temmran, Worker and the Aoancv. 
m&ihe &, fm a &m boy t o ( p s m ~ a h  any wbidwor d e d  ~omparm 
les dmlned by tb Companies &$3),refened on the front page of mse Cond im.  
means the l 8 m  and condaims ~nnted hewn. 

n c l a w  12.2.1 or 12.x611 be based on a'hypaihet!cal Engagement of I 2  months, @lees of the length of the 

cer a a m c e  and all o m  ynients. Wetn a imhpany & 1s pmwaea, B ~ l l o r d  amb~rit 
ote4.ooo u81 be adagl to E acav In omer to *late the Agsro/s fee. 
means an lMMdual I n l m d w  Dy the A ~ M C Y  to render m e s  to the Client d~r ing an 
Ic..nnmcln, . .-,w .. . -. .- 

Unks the context otherwise requires, references to the singular indude the plural. 
The neadin s uvllainad In these Condilmns are for wnvenience only and do not affect their interprstation. 
,,on&.,, 

p$aatooaid the penor to be suppiled to do the work. 
- 

VAT ~l payable on tns emIre ot mese charges 
ns cha?psare nvo:cea 10x6 Uenl on aweekb bass and am payaDie vnmm 7 oays Tho Agency ressnes tnz ngnl 
to enargo nterest on any ovemudur amo.nts at Ins fete of 10% per alndm from tne due aate bnt I h a  ds!e of pa,msnt 
There are r o  retunds$yble s respecl of me cna es 01 Ine Agency. 
VF.IClCbMU OF CI-N OF 1YE S E R V I C ~  

Week in whlch me Applkant lwss  Penentega oi fee retundad 
o to 4 weeks after commencements of the Engagement 9054 
More than 4 w ~ s b  bail less than 8 week . 50% 

. -. .. , . - . . . . - . . - . -. . - - - . . - . . - . . . . - - - . . . . - - - 
At the end of each week of the Asslgnmem (or 1 the end of the Assignment where the Awgnment ia Mr a pnod of 
larr than one week M is com~leted or finished before the end of a week) the CHent shall verifv the exacutl~n d the 
i i i l -  pmv4aedbithe Contiactor in such form as the Agsn requires.' 
Verification of the axccut)on of the seyiew by Client is co%matior o i  the nutnber ol hours wokad. It the C l h t  
is unable to w i f y  exswoon d the sewtces pmwded by the Cornactor because the Cicent dispute. the Mum chmed, 
the Ciient shall m b n  the Agency as smn rm s reaso@l practrcabls and shall W-aperaIe fu and m a llmely 
fashion with the Agency to enable the A n to establish wKat haws. if any, were worked by tha %ontractor. Failure 
to v e g  execuilon in wnbn does not a%t%e Clknt's obiigatton to pay the charges in respect of the work done. 
The Ci~ent shall not be m b b d  to desline to verify erewtlon of sand- on the basis that he is dissatisfied wtth the 
work ~ e r f o n e d  by the Conhador. In eases of unsuitabk work, the Client should apply the pmmlonsset out in c l a m  More lhan 6 uzeb Dui $ss tlUn 10 wee= 25% 

More tban 10 ueers but less than 12 m k s  10% 
SURABILiTY AND REFERENCES 

r l ~ n c  cnncde- necess;rrv or w r h  mav oe mured by Ian or D> any ~mte5610nal Mdr, 2nd Inn1 b Apphmt 3 

22 below. 
REMUNERATION 
me Agency is respons8bls for ying or pmcunng the payment of the Contnutork fees No paymenls shd be made 
d i d  M anv Conkactor bv E ~ f i e n t .  
EN&GEME&T Re ' 
For the purposes of clause4 20 and 21 the 'ContractM inmauctian Fee' shali mean the fee calculaled In accordance 
wim the scale of fees set out In clausk; 4.3.1 and 4.3.2 of thase CondlUolls. 
Sub.ect to clslng 20 below in the event Met me Client Engages e Contractor supplled by the Agency sllher(1 d~recUy 
by & Cknt or (2) by & Clkent pursuant to an agmmmt wllh alternatw empioyment pusmesc, ell&; aner 
lntmductlon of the Contractor but before commenment of an Assignment or durin9.a" Awgnmsnt or vrthin the 
Relevant Period the Clent shall na t l l  the Agency of h e  Engagement and the Agemy wli require the Ciient to chooss 

wili ingiiiork b the&ition which the tllent his availah. 
. . 

Nohmlhsiandin c l a m  6.1 abcve the Cilwt shall satisfy %sell as tow waablrTy of the Applhnt and the Uient sh?U 
~ ~ P , i g Y f ~ ~ ~ w F ~ ~ S ~ ~ ~ d : ~ ~ :  tc ~ , s ~ ~ ~ a s e ~ g g ~ ~ p ~ ; ~ t ~ g e ~ ;  2 
mdca l  examinations andor tnvestigations into t k  msdd hlotoly of any Applicant, and s~ah;fying any medical and 
omer qurements. q ~ a l f i ~ a t i ~ o r p e m ~ ~ ~ l o n  requmd b lawd the w W  in whrh the Applkant IB €wage? towoh. 
To enabe 'hs Agency lo comply wRh its obligations u n b  clause 6.1 above the Ulent undeitakes to pmvlde to the 
Agency deiaik of the psiiicn which the Cibnt seek t? fill. including the ripe d work that the Appiicanl wuld be 

to do- the location and hours ol  v&: the expen- training quaificabm and an auUlorrration e i c h  the 
y ~ ~ ~ ' ; i h " ~ d E ~ d ~ m ~ ~ k s y X ~ d ~ ~ ~ ~ ; y ~ c " L 9 p E 2 ~ s ~ ~ 1 ~ i ~ ~ E 2 2 ~ ~  

plswnt or conml swh nsks. In addition the Ciient shall pmvid? detaik at the date the Client requliss Uw Applicant to 
commence the duration or like dum.tlon of the work the m~n!mum,rale of remuneration, e x p e w  and any other 
beneib &t wid be offer&: g8 !tendab of wyment of remune~tlon and the length of notice that the Applkant 
would be entiiled to give and receive to terminal8 the employment wath the Client. 

O D ~ ~ [ O N  OF TEMPORARY WORKERS 
INFORMATION TO BE PROVIDU) 
When informing the Agency of a tempwary recwRment requirement, the Uient shaU infwm the Age 
of its business the date on whch R reqillresa Tempo Worker lo commence w r k  and the Ilke$&%%,%%? 
Assi nment, a bescnption of the posnion whvhlch the ~ l z s e e b  to 611 including location, houm of work, any rmb to 
heal& and sate& knavn to the Client and the stc 5 the U i t  has taken to p m n t  or wntml such rkb, det* of tho 
expensnm. trainin qw~liications and any autRonsation which the Chant considers are n-av or whjch an, 
nn~,rsr (  hv inw or% ;van" omfess:onal bcdv to anOw a Temporaw WMer to work in the posnlon that the Cfienl has 

additlor to any Contractor lntmduciion Fee due. 
Subject to cia* 20 Wow. I" the event that the En qement ol the Contractor ip for a hxed t e n  of less than 12 
monlb. tha fee #n clause 192.1 or 19.4 will be baseton a hypothebcal tern? of 12 months warding of the length of 
tna Engdgcmenl. 
In me men1 ol any Engagement to whuhlch thls clam 19rdalu. me Clent un6 ~m&$aIr+t not* thcbqnc m m n y  of 
me Ermaement an0 ~ m w d  such I A w r  aetak concemng me Enggement vmzn the Agency rwowd: feq, rar 

~ ~ i ~ a ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ C P ~ & " , ~ p h $ ~ s e n n /  shall inform the Client of the identity of 
the Temporary Worker shall wnfmrm that the Temporary MWr is di lng to p h r m  the Assignment. 

the due date uLii I& date of payment 
NO or refund k payable In ntrpecl of the charges of the Agew In n s p g t  of Temporay wh. 

me Ci ent may termmats an ~,gnrr .ent  upon prowon of I -k pnor wnen nolne ma ~ g w  may tonn~nale 
an As8gnmanl at any t me mlno~ t  pnw noms 
NmInS1andlnQ the pmbls,ow of wD-&sc 22 1 tns U en1 ma, lermmats the w n m e n r  forlhw In by nohce n 
wstin to lhe &miwhere :  
21,3.?the Contractor has acted m breach ol  any slatutoyorotherleasonabfe wies and regulations apflcable to them 

2 1 . 3 . 2 % :  ?st the Conkactor has not 0-4 eny condition of sonlldentialibj spplcsbfe 
ro me Conbador from time to tlme- or 

~ ~ ' ~ $ { h ~ ~ ~ $ ~ ~ ~ ~ ~ ~  L* $ ~ ~ i ~ f : ~ r % % , " r  othewk, obtains mbrmatioon which givep if 
ralmnabla nnwnds LO belleve that a ConWaclor sup$ed'to the Chant ld unsuitable for ths Assrynmeot and shall 

21.4 

GEN 
P 
22.1 

;la.& i i t -6e~ou .  ' ' 

PAYMENT TO M E  TEMFURbRV WORKER 
T e  Agercy .r respons Dle lo? paying me Temmrsv k"mr*eh remunvat~an am where epprwnats, to, the dsd~ct m 
and paymenl of Nanona~ lrsurdnce cont l .~dom and PAVE Income Tar applcaoie to the Tempcraq Worker. No 
eJFle!!ts G?all Ca made a.reclb to any T e m p m  r.Q"mr*er by the Cbent. 

RANSFER FEES 
F O ~  the p,rposs. o! I~I, d- 12. the .Tmsfor F e e '  snaU mean me tea c a b l a m  rn aceamanca vdh me d e  of 

U?I OU: m tlv~ses 4.3.1 sna 2.3 2 :I m e  Conat.ons. 

. --- -. . -- .- . . - 
terminate the Assignment forthwith. 

ERAL 
LAW mesa Conaithons areflyred by the law 01 England 8 Wale and am subject m the exclusive jurlsdictian of the 
W r t s  of England d ales 


