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TIME SHEET

Account Name and Address

Name

Reporting To

Assignment Start Date
Week-Ending Date

Job Title

START FINISH

BREAKS HOURS O/TIME

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

CLIENT AUTHORISATION

Total Hours Worked

Signed

We confirm that the total hours worked
are comect and we will accept vour

Name in Capitals

accounts forthe chargeable hours at
the agreed rate.

Title Date

Wealzo agree to accept vourterms and
conditions of business as =&t out below

TIME SHEETS MUST BE FAXED TO COBY PHILIPS BY CLOSE OF BUSINESS FRIDAY

4 Brownlow Mews, London, WC1N 2LD t:020 7841 1966 f:020 7841 1967
e:timesheets@cobyphilips.co.uk

www.cobyphilips.co.uk

Terms and Conditions of Business

1. DefinRians

N Mese Tems of Business the Rllowingdeniions apol: The Client means We peson, firmor
oo porate body reguiring e senlees of e Temporany Woker The Temparan Woker means
fhe person supplied fo e Clieatby Coby Phillps fo canry out e Asskgnment, The Assignment
means Me periad during whilch e Tempo@ny Worker ks engaged fo render his semiees o he
Client, Femure @0 hcldes ase salary, gaEniesd andoranicpaled boms and
commission eamings payatle for senices rendered 1o ar on benhall of e Clem.

2. The Confract

2.1 These Terms of Business ane belween Coby Phllps and the Clent hirng fe sanvkes ofme
Temporary Waker 22 These Terns of Bushess ane deemed o be 3cocenisd by e Clientby
viriue of Bs request Tor, Infendew wilh or e Engagement by fe Client, (which ferm Includes
employment or use wheler under a contract of senvice or for senvices of under an agency.
lizens2e, franch B2e o parhershls ageement) of e Temparary Wokerintradused by Cooy
Fhillips. 2.3 In ®e evenlof amy confict between Mese Tems of Business and any ofer iems of
business, Ihe farmer sfall prevall unless expressly ageed o Me contran by 3 Diecior of Coby
Frillips In wriking. 2.4 No vartatbn ar akerafion of bese Tems of Business sha ll b2 vallkd unless
approved inwriing by 3 Directar of Coty Phillps.

3 Timeshests

3.1 The Client agrees toverly and sign Coby Phlllos tmeshests, of any omer tmeshest
previausy approved oy Cooy PRilis 3t @e end ofeach week ofthe AsSlgnment for where he
Assignment ks for a period of less BEn one week of ks @mpleled befare e end of be week, 3t
e end aflhe Assinment). Srake of such imeshests by e Clienl consiiules 3coeplance
mat e Temparary Worker fEs woked satistacionly Tar Te number of hours indlcsied on e
fimeshest. 3.2 Fallue o sign Me tmesheat does notaker Me Clients R0IRY 0 pay Tor Me hours
warked.

4. Crarges

4.1 The Client agees to pay the hourly changes of Cooy Prilllps 2= notited o e Client at fie
commencement of the Assignment whikch may be varked by Coby Philllps wilh Immed e effedt
fram fime o tne duringie Assknment. The minlmam ciange perod for all lempoEies shall be
fowr howrs per changed 3t nomal rates. 4.2 The changes 2\ direclly related o e noury
remuneration of the Tempo@ry Worker and are caloued by reference o Me mumber of haurs
waorked by |2 Temparary Warker §o Be neanest quarer houn. Tevelling, hotel and ofer
expenses 35 may be agreed shall be Remlsed and added to Coby Phillbs’ vobe_ VAT will be
crarged oy Cony Prllps In addiion. Detzls of our charges 3 avalizoke on mauest 4.3 Charges
ar Fwalcsd o e Clienton 2 weekly bask and 21l bwolees are payablke winn ssven (7) days of
e date ofthe Invole. Coly Phillips resenes the right o cage ineest on hvokced amounts
urpalkd far mare than seven (7) days 3t e @k from fime 0 fime applcable W pogments deiis in
e High Court. Coby Phillips 3ls0 esenes Be righl o leminzie any cunent Assigameant whean
payment bs overdue. 4.4 Cony Prlips assumes responsiolify for fe payment of remuneration,
deduciion and payment of all statutory contriutions In espect of Eamings Relafed nsurance and
e admilstEton of Scheduke £ income Tax [PAYE ), aoplicabke o M Tempo=ry Warker as
required by LEw.

5. Infroduction Fees

5.1 Introduciions are siriclly confidential The engagement or use by 3 Clienl, declly or indireclly,
whelmer for 3 definke ar indefinke penod, of @ Temporary Woker or fimer Temparary Waker

Imtmduced by Coby Phillips or fe introduciion of such Temporar Waonker o any ober hird
pariies with 2 esulling engagem ent, renders Me Client subject W Me mEyment of a0 intnodu olion
fize calcutzted In accomance wil fe 3coompanying Fee Stucture, prvided That fe engagement
ftakes place within a perlad oftwelne (12) monfhs from effer the fermhation of any lemporany
Assigrment, or of the Infoduciion of 3 Temporary WWomker, whicheverk Ber An inftroduclion e
will also become payabile under the provisions of thls Clause for e engagement, use or
Imtmduciion ofa Temparay SWarker or frmer Temparay Worker intoduced by Coty Philllps
wheR such Temparary Worker hes become incomo@ied under 3 limked company and supplies
melr sewlos s MU that company tothe Client ar Me Tid pafy. Coby PRlips” htoductbn fee
far e engagement of 3 Temparany Woker shall e caloulaed wiln releence o fe amul
commencinggoss Exabk Remunerailon and taxable emaluments payailke by e Clieat to the
Tempo@Ery Waorker concemed. 52 Wherne the amount of the anm al commencing Femune@ion
s not eadlly asceralnable, Me anmal commencing Remuneration will be calkculated by Bkhg
e highest hourly ie payable o the TempoRly Worker when st supplied o e Client by Coly
Phillips, the hourly rae will hen be muRiplied by 375 o give aweekly raie, and fen muRiplied by
52 W0 give fe anmal commencing Fe munerat on_

6. Lk

6.1 Whilst every effort ks made by Coby Phillips fo give sflstaciion fo fie Clientby ensuring
reasonank standards of skllks, Iniegrky and relnilEy from Me Temporary Waorkers and fuiner o
provide Tem h 3scondance with booking detall, no =0 IRy ks 3ccepied by Coly Pl for any
kss, expense, damage, delsy, costs or compensation (wheler direct, indirect or consequental)
artsing fram ary Tallure o provide any paicular Temporary Warker far 3l or pan of e pedod of
Assigrment or Tiom negligence, dishonesty, misconduct or o of skill of Me Temparary Wanker
provided. 62 Temporary Wanke s engaged by Coby Phillips under comi@cls Tor seniees are
deemed io be under fe diection and control of e Client from e tme e Temparary Warker
repars to Eke wp dufles and for fie duratlon of e Assignment. The Client agrees o be
responsiole for all acts, errors or omisskons be Mey wiul, negligent or olhemwise 3s Mough he
Tempo@ry Warker were on e payrol of be Client. The Client will cemply In all respeds wihal
stalules, bylaws, codes of pRciice and legal equiements o whbh e Client B ordinarlly subjpat
In espect offe Clients own staf, including in panicular Te provision of adeguate Emplgyers
and Punlic Lok Insu@nce caver for the Tempa@n Wanker during all Assignments but
excluding e matiers specically mentioned in PaEgraph 44 above. 6.3 The Clientshall
Indemnlfy and keep Indemnified Coby Phllips ageinst any costs, clalms, damages and expenses
Incured by Cooy Frillips afshgow of Be IMDduciion and use of fie Temparan Woker

7. Terminatbn

7.1 The Client underiakes o supervee fe Temparary Wokersgs) assigned o RsuMcently o
ensune Me Clients satisTaction Wi rezsor@bke standands of warkmanship ol Fine senices of
e Temparan Woker prove o be unsatistactony, Coby Phlles may reduce or cancel Me dhage
far i fime worked by Sat Temporary Waoncer, provided that e Temparan Waker leaves that
Assigrment Immed Biely and that notification , which mustbe confimed by felephone wilin 48
mowrs, W Colby Philigs, of e commencemant of the Assignment. 7.2 In any avent, le Client
walves T2 rignt o wimnakd payment untll F%er noification. Whene possble, 2 replacement
Tempo@ry Warker will b2 Intoduced o e Clienl 7.3 Each of he Client, he Temporary Worker
ar Coby Phillips may lenrminale fe provision of sewices by e TempoEny Warker at any time
wiEnout prior natlce



