


Zeva

What i1s Zeva Umbrella?

Zeva Umbrella is an alternative to being paid PAYE through your agency.

As an employee of Zeva Umbrella, all income is paid as a combination of salary
and legitimate business expenses, meaning you can maximise your take-home
pay while being secure in the knowledge that the necessary deductions for PAYE
tax and NIC are being made.

Key benefits:

» Full employee status and continuation of employment

* Robust and flexible employment contracts, designed to protect YOUR
best interests

= Complete payroll administration ensuring full compliance with current
HMRC legislation

* The ability to claim relief on legitimate business expenses

* Prompt weekly payments to you personal bank account, GUARANTEED
* Weekly wage slips with all payments and deductions explained

» Statutory benefit entitlements such as SSP and holiday pay
 Comprehensive Insurance

e Easy administration - the bulk of your business paperwork will be carried
out by Zeva Umbrella

« Telephone support from friendly, knowledgeable and helpful staff

« Our services represent great value for money (E15 per week, minimum
hourly rate £7.75. If salary less than £150 per week, then the administration
fee will be calculated at 10% - minimum charge £6)

< \We provide complete peace of mind

The purpose of Zeva Umbrella is to make life simpler for you while maximising your
earnings, by taking responsibility of all your administrate affairs. If there is anything
you don’t understand within this employee application and cintract then please call
our helpline on 0808 168 2772 (9am - 5pm).

Call the Zeva helpline on 0808 168 2772 (9am-5pm)
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Health and Safety

Although we are the employer, we do not supervise on site and therefore it
is up to you, the individual, to check out the Heath and Safety on site. We
include this checklist as a guide:

As an employee, you, and the site controller, are responsible for all aspects of
Health and Safety. It's not just your health and safety, but your colleagues, anyone
working alongside you and the general public. We want you to work in the most
responsible way possible, meeting legal requirements on all projects. As soon as
you start a new project you should assess the situation.

We’ve listed the most important areas of Health and Safety overleaf. You should
read through and consider each point before you start work on site. If you have any
concerns about Health and Safety on site then call us on

0808 168 2772.

If you'd like a more detailed Health and Safety document just ask and we’ll send it
to you or you can download it from our website: www.zeva.co.uk

Policy and procedure

There are certain policies and procedures that should be in place for a
safe and healthy working site. You should be able to answer yes to all
these questions:

Has a work place risk assessment been performed where you are working?

[ ] Yes [ ] No

Have you read and understood the work place risk assessments, for
example manual handling, hazardous substances, working at heights,
working at premises which may contain asbestos, carrying out asbestos
surveys and lifting equipment in relation to machinery?

[ ] Yes [ ] No

If there is no written risk assessment you should call Zeva immediately on
0808 168 2772.

Have you received a safety induction on your current project?

[ ] Yes [ ] No

Call the Zeva helpline on 0808 168 2772 (9am-5pm)
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Health and Safety

Have you read and understood the fire evacuation procedures on your current project?

[ ] Yes [ ] No

Have you read and understood the Accident and Dangerous Incident Reporting
procedures and the Health and Safety Policy on your current project?

|:| Yes |:| No

Do you know where to find the first aid centre and nominated first aider on your
current project?

|:| Yes |:| No

If there is a permit to work scheme, or applicable work procedures, have you been
given a copy which you have read and understood?

|:| Yes |:| No

Safe place / system of work

The place you work and the systems used should be as safe and healthy as
far as is practical. You should think about the site you currently work on and
assess if it meets these standards.

Are you satisfied that the system of work is safe, as far as is reasonably practical?

|:| Yes |:| No

If you have any concerns about your place of work or systems then speak
with your contact on the project or call us on 0808 168 2772.

What kind of environment are you working in?

[ ] Building site [ ] Non office (e.g. factory) [ ] Occupied office
[ ] Unoccupied office [ | Occupied house [ ] Unoccupied house

If you are working in a place that does not fall into one of these categories
then call us on 0808 168 2772.

Call the Zeva helpline on 0808 168 2772 (9am-5pm)
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The Legal Bit

Terms and Conditions of your Employment

Between:

L | | ou

whose address is |

and

2. Zeva Payments Limited whose Registered Office is situated at Hardmans Business
Centre New Hall Hey Road Rawtenstall Lancashire BB4 6HH (the employer).

We’re giving you this information in accordance with the provisions of the Employment Rights Act
1996 and the Employment Act 2002. This is so we comply with the law, make clear any arrangements
already in place and give you guidance on the rights and obligations of you and Zeva.

1. Your start date

1.1 Your employment starts on @@

1.2 The first month of your employment with Zeva is probationary. At the end of the probationary
period we’ll review your performance and general attitude.

1.3 If Zeva decides, either during or at the end of your probationary period, not to employ you as a
permanent member of staff it may give you one week's notice in writing to terminate your employment.
1.4 During the probationary period we’ll ask you not to take holiday and only if we authorise it - this is
an important time to get to know each other and when you are working you’ll accrue holiday
entitlement which can be used if you become a permanent employee. If your employment is
terminated during or at the end of your probationary period you'll be paid for that holiday entitlement.
1.5 The disciplinary and grievance procedures set out at section 17 don’t apply during your
probationary period.

1.6 We can extend the probationary period if we think it is necessary.

1.7 When you’ve completed your probationary period successfully, your employment will continue
until you reach retirement age (Section 4) or until it is ended by you or Zeva (Section 5).

2. Continuous employment

2.1 No other previous employment counts towards your period of employment with Zeva (that
includes calculating redundancy payments).

3. Your place of work

3.1 There is no fixed place of work. Zeva will decide your place of work and will let you know the
premises or site where you will work.

3.2 Zeva will try to provide you with work and find work for you at various sites during the course of
your employment.

4. Retirement

4.1 Your employment under these terms and conditions of employment will automatically end on your
60th birthday. If you want to keep working with Zeva after your 60th birthday, we can allow you to
continue in your role or offer you an alternative role or duties to perform on the same or reduced
hours. This may mean a reduction in your pay.

Call the Zeva helpline on 0808 168 2772 (9am-5pm)
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HM Revenue
& Customs

@

P46: Employee without a Form P45

Section one 7o be completed by the employee

Please complete section one and then hand the form back to your present employer. If you later receive
a form P45 from your previous employer, hand it to your present employer.

Use capital letters when completing this form.
Your details

National Insurance number

This is very important in getting your tax and benefits right

Title - enter MR, MRS, MISS, MS or other title

Surname or family name

First or given name(s)

Gender. Enter 'X' in the appropriate box

Male Female

Your present circumstances
Read all the following statements carefully and enter 'X'
in the one box that applies to you.

A - This is my first job since last 6 April and
I have not been receiving taxable Jobseeker's
Allowance or taxable Incapacity Benefit
or a state or occupational pension.

OR

B - This is now my only job, but since last 6 April
I have had another job, or have received
taxable Jobseeker's Allowance or Incapacity
Benefit. | do not receive a state or
occupational pension.

OR

C - | have another job or receive a state or
occupational pension.

P46

Page 1

Date of birth DD MM YYYY

Address

House or flat number

Rest of address including house name or flat name

Postcode

Student Loans

If you left a course of Higher Education before last

6 April and received your first Student Loan
instalment on or after 1 September 1998 and

you have not fully repaid your Student Loan, enter 'X'
in box D. (If you are required to repay your

Student Loan through your bank or building

society account do not enter an X' in box D.)

Signature and date
| can confirm that this information is correct

Signature

Date DD MM YYYY

HMRC 02/08



Section two 7o be completed by the employer

File your employee's P46 online at www.hmrc.gov.uk/employers/doitonline

Use capital letters when completing this form. Guidance on how to fill it in, including what to do if your employee has
not entered their National Insurance number on page 1, is at www.hmrc.gov.uk/employers/working_out.htm

and in the E13 Employer Helpbook Day-to-day payroll.

Employee’s details

Date employment started DD MM YYYY Works/payroll number and department or branch (if any)
Job title

Employer's details

Employer PAYE reference Address

Office number Reference number Building number

Rest of address
Employer name

Postcode

Tax code used
If you do not know the tax code to use or the current National Insurance contributions (NICs)
lower earnings limit, go to www.hmrc.gov.uk/employers/rates_and_limits.htm

Enter 'X' in the appropriate box

Box A Tax code used
Emergency code on a cumulative basis If week 1 or

month 1 applies,

Box B enter 'X' in this box

Emergency code on a non-cumulative
Week 1/Month 1 basis

Box C
Code BR

Send this form to your HM Revenue & Customs office on the first pay day.

If the employee has entered X' in box A or box B, on page 1, and their earnings are below the
NICs lower earnings limit, do not send the form until their earnings reach the NICs lower earnings limit.
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