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This is a template overarching responsible recruitment Code of Practice prepared by the Association of 
Labour Providers for the use and benefit of labour providers seeking Clearview certification.  It is for 
information only and should not be taken as, or as a substitute for, specific legal advice on any area.  

[LABOUR PROVIDER] CODE OF PRACTICE FOR THE RESPONSIBLE SOURCING AND SUPPLY OF WORKERS 

1 SCOPE 

This Code of Practice applies to [labour provider’s] sourcing and supply of workers and includes: 

(a) Recruitment services – where [labour provider] sources workers to be employed by user enterprises, 
without [labour provider] becoming a party to the employment relationship that may arise therefrom; 

(b) Employment services – where [labour provider] contracts with workers and supplies them to user 
enterprise clients who assign their tasks and supervise the execution of these tasks. 

2 CODE OF PRACTICE 

[Labour provider] seeks a strategic partnership approach with each of its user enterprise clients and is 
committed to working towards best practice in the areas of: 

2.1 Labour provider business structure and systems 

2.2 Sourcing and onboarding of contingent workers 

2.3 Supply and placement of contingent workers 

2.1 Labour Provider Business Structure and Systems 

2.1.1 To support the delivery and recording of compliance to this Code of Practice, [labour provider] 
senior manager responsible for compliance with this Code of Practice will: 

2.1.1.1 Share this Code of Practice and all other relevant policies, procedures and legal 
agreements with all user enterprise clients; 

2.1.1.2 Work proactively in partnership with user enterprise clients to achieve compliance 
with this Code of Practice; 

2.1.1.3 Organise and undertake formal meetings at least once every six months between 
user enterprise clients and [labour provider] management representatives to 
review compliance with this Code of Practice, document records of [labour 
provider’s] compliance with this Code of Practice and document and timetable 
improvement plans. 

2.1.2 [Labour provider] operates as an identifiable legitimate business entity recognised as being in 
accordance with national law and practice and worker and client contracts are held with this 
legal entity. 

2.1.3 [Labour provider] verifies that it possesses all up-to-date licenses or permits required by 
national law to operate labour provider services in all sectors and in all countries of operation. 

2.1.4 [Labour provider] has business resources and administration systems that are consistent and 
proportionate with the scale and requirements of sourcing and supplying workers on a 
sustainable and commercial basis. [Labour provider] charges user enterprises an appropriate 
rate that allows [labour provider] to meet statutory wage and social employment costs; labour 
sourcing and supply costs; business overheads and a sustainable net margin, ensuring fees do 
not need to be levied on workers and tax and other legal obligations can be met.  
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2.1.5 [Labour provider] has appointed a named senior manager to ensure compliance with this 
Code of Practice, to establish management systems for delivering compliance to this Code of 
Practice, and to maintain records demonstrating compliance. 

2.1.6 [Labour provider] has developed appropriate policies and procedures for the responsible 
sourcing and supply of workers which: 

2.1.6.1 Comply with national laws, global standards, this Code of Practice and the ethical 
codes of its user enterprise clients; 

2.1.6.2 Are approved and regularly reviewed by senior management and clearly explain 
how they apply to [labour provider]’s internal staff, workers it recruits and/or places 
with clients, and the expectations of business partners; 

2.1.6.3 Set out specific protections and access to remedy for all workers; 

2.1.6.4 Are publicly available and communicated to all relevant external and internal 
stakeholders (including workers and their representatives) with adequate support, 
resources and training; 

2.1.6.5 Are embedded throughout the business with adequate resources, management 
systems and ongoing due diligence checks.  

2.1.7 [Labour provider]’s anti-bribery and corruption policy meets globally accepted good practice 
and requires that: 

2.1.7.1 Employees and representatives must not offer or accept any reimbursements, 
financial inducements or other incentives from any user enterprise, labour provider 
or other person involved in the recruitment process;  

2.1.7.2 All employees and representatives acting on [labour provider]’s behalf in business 
arrangements have signed the anti-bribery and corruption policy on 
commencement and at regular intervals thereafter; 

2.1.7.3 There is full senior management ownership of the policy, it is regularly reviewed 
and communicated to all current suppliers and clients, and there are due diligence 
checks to ensure compliance; 

2.1.7.4 Where [Labour provider] employees or representatives are found to have offered 
or given user enterprises or others reimbursements, financial inducements or other 
incentives, they may, following investigation and reasonable belief, be subject to 
disciplinary action up to and including contract termination. 

2.1.8 Prior to supply of recruitment or employment services [labour provider] requires 
appropriately authorised agreement with user enterprise(s) of: 

2.1.8.1 A written legal contract that governs the terms of supply including commercial 
arrangements. This commercial agreement must: enable user enterprises, with 
reasonable notice, to cease using the services of [labour provider] and if desired use 
an alternative labour provider without suffering undue commercial prejudice; and 
detail a commercially reasonable transfer fee or extended hire period for when user 
enterprises seek to engage the labour provider's workers directly or through an 
alternative third party; 

2.1.8.2 A procedural Service Level Agreement detailing the operational processes that will 
apply between the two parties in the sourcing and supply of workers, including 
responsibilities and provisions regarding no fee charging to jobseekers, due 
diligence and post deployment monitoring of workers’ wellbeing.  
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2.1.9 [Labour provider] ensures it has the competence, capability and management processes to 
enable it to comply with all applicable legislation related to the recruitment, selection, 
transportation and placement of workers in the jurisdictions of origin, transit and destination 
countries, including those pertaining to the immigration or emigration of migrant workers. 
[Labour provider] ensures that all key decision-making managers act at all times in a fit and 
proper manner.  

2.1.10 [Labour provider] ensures it implements sound procurement practices, prior to appointment, 
to establish the credibility and legitimacy of any and all recruitment intermediaries, including 
sub-agents, used in the recruitment supply chain to ensure they meet all approval assurance 
processes laid out in this Code of Practice.  

2.1.11 [Labour provider] commits, on penalty up to and including contract termination, not to 
subcontract the supply of workers at user enterprise’s sites to other labour providers, business 
entities or persons without the prior authority of that user enterprise. [Labour provider] 
ensures it implements sound procurement practices, prior to appointment, to establish the 
credibility and legitimacy of any and all sub-contractor labour providers to ensure they meet 
all labour provider approval assurance processes laid out in this Code of Practice, and [labour 
provider] implements appropriate measures to address ongoing non-compliance risks with 
subcontractor labour providers.  

2.1.12 [Labour provider] also undertakes sound due diligence checks to establish that workers are 
placed only with employers and user enterprises who comply with all applicable laws and 
regulations, particularly concerning human rights/labour standards, especially the prohibition 
of forced labour, human trafficking, and child labour, in each jurisdiction in which it operates.  

2.1.13 [Labour provider] has appropriate policies and procedures to ensure that in practice its 
collection and processing of workers’ personal data accords with applicable laws, rules and 
regulations in countries of origin and destination, the IRIS Standard and principles of 
confidentiality, proportionality and necessity.  

[Labour provider] will maintain complete, current and historical personnel and payroll records 
(for two years or as required by law) for workers employed by [labour provider] supplied to 
user enterprise clients.  [Labour provider’s] prospective, current and previously employed 
workers are informed and able to exercise their right to access, view and be provided with a 
copy of their personnel files and pay records within five working days (or less where national 
law requires) of a written request and at no cost and without reprisal or detriment.   

Subject to legal and proportionate personal data release authority [labour provider] allows 
full and unfettered access to user enterprise clients and third-party auditors to view and audit 
current and historical personnel and payroll records for workers employed or previously 
employed by the [labour provider] and supplied to that user enterprise.  

[Labour provider] ensures that any recruitment intermediaries and subcontractor labour 
providers also meet the above requirements on managing the collection, processing, storage 
and availability of workers’ personal data.  

2.1.14 [Labour provider] will undergo, at least on an annual basis, an independent third party social 
compliance audit by an audit body approved by its end user clients, or will demonstrate 
equivalent external scrutiny through an independent, labour provider social compliance 
certification scheme.  This will assess in respect of those labour provider workers working on 
user enterprises’ premises that the labour provider is complying with all national laws, global 
standards, this Code of Practice and the ethical codes of its clients. 
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2.2 Labour Sourcing and Recruitment 

2.2.1 [Labour provider] commits to provide to user enterprise clients, full transparency of its 
recruitment supply chain including written details of the use of any third-party labour sourcing 
agents and sub-agents that may be used and the terms of engagement that exist.  [Labour 
provider] accepts that its user enterprise clients have the right to veto any such recruitment 
supply chain parties or practices.  The labour sourcing process including all intermediaries will 
form part of the written service level agreement between [labour provider] and its user 
enterprise clients.  

[Labour provider] implements appropriate measure to address ongoing labour sourcing non-
compliance risks with recruitment intermediaries, including sub-agents, used in the 
recruitment supply chain.  

[Labour provider] has a written policy prohibiting the appointment of any recruitment 
intermediary by unauthorised persons or authorised persons that do not follow the 
appropriate appointment process. [Labour provider] has management systems to ensure that 
unauthorised recruitment intermediaries cannot be used in any way throughout its business 
and due diligence processes to uncover if this might be occurring including an easily accessible 
reporting process and system which allows all jobseekers in the recruitment supply chain to 
whistleblow, make complaints and report violations confidentially to a qualified, 
independent, impartial third-party entity. There are appropriate sanctions in place to censure 
its own staff found to be in breach of the policy. 

2.2.2 [Labour provider] will comply with, and requires all third-party labour sourcing agents that 
may be used in the recruitment supply chain to comply with the spirit and intention of Article 
7 of ILO Convention C181 “Private employment agencies shall not charge directly or indirectly, 
in whole or in part, any fees or costs to workers”.  [Labour provider] will implement due 
diligence processes to ensure that any third party labour sourcing agents that may be used in 
the recruitment supply chain comply with the spirit and intention of Article 7 of ILO 
Convention C181. 

“Indirectly” in this context means, but is not limited to, that a labour provider must not: 

2.2.2.1 Charge workers for purportedly optional services which are in fact integral to the 
work-finding process; 

2.2.2.2 Make providing work-finding services conditional on the worker using other services 
or hiring or purchasing goods provided by the labour provider or any person 
connected to them. 

 [Labour provider] and its representatives will not charge back or accept reimbursement from 
any worker supplied to recover any fees paid by [labour provider] or user enterprise clients in 
the recruitment or hiring of the worker. 

[Labour provider] confirms that the written legal contract that governs the terms of supply 
with user enterprise clients contains terms to prohibit the charging of workseekers or workers 
for finding them a job or for services that are integral to the work-finding process and prohibits 
requiring workers to lodge deposits or withhold any guarantee money, ‘runaway insurance’, 
surety bond, commitment or membership or reservation fees, deposits or recruitment fee 
sums from pay or otherwise to enable or facilitate recruitment, discourage departure or other 
similar purpose. 

[Labour provider] ensures that all labour sourcing recruitment intermediaries are paid a 
commercial rate that allows these businesses to cover their labour sourcing and supply costs; 
business overheads and a net margin such that a sustainable business model exists to ensure 
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there is no financial argument that workers have to be charged any recruitment fees or costs 
irrespective of where or how they are recruited.  

[Labour provider] will implement the necessary systems and due diligence to verify workers 
are informed during the recruitment process that they do not bear any costs of recruitment 
and fully understand any authorised expenses payable such as accommodation. 

[Labour provider] will ensure that the written legal contract with user enterprise clients, which 
governs the terms of supply, contains commercial terms to: 

2.2.2.3 Hold [labour provider] commercially liable for its own violations and those of its 
staff and representatives acting with and without authorisation with a contractual 
requirement and process to reimburse current and ex-workers that have been 
charged for work finding services and other such charges as so described above; 

2.2.2.4 Hold [labour provider] commercially liable for the violations of sub-agents in the 
recruitment supply chain where in the reasonable determination of user enterprise 
clients this was within the due diligence control of [labour provider] with a 
contractual requirement and process to reimburse current and ex-workers that 
have been charged for work finding services and other such charges as so described 
above; 

2.2.2.5 Include a process to reimburse current and ex-workers that have been charged for 
work finding services and other such charges as so described above where in the 
reasonable determination of the user enterprise client this was not within the due 
diligence control of [labour provider]. 

2.2.3 [Labour provider] commits to, and has appropriate policies and procedures to ensure that 
workers are always allowed to retain control of their passport, identity papers and work 
permits.  [Labour provider] will retain photocopies of such documents. Where it is a legal 
requirement for [labour provider] to retain workers’ passports, identity papers and/or work 
permits, these will be returned in all circumstances promptly upon cessation of employment.  
Where a worker asks [labour provider] to hold his or passport, identity papers and work 
permits for safekeeping [labour provider] will obtain and retain a written record of the 
worker’s request.  The documents will always be available to the worker within 24 hours.  

2.2.4 [Labour provider] commits to, and has appropriate policies and procedures to ensure that 
jobseekers' bank books, bank cards, deeds to land holdings, or other personal property is 
neither requested, retained, confiscated nor destroyed by [labour provider] or its recruitment 
intermediaries, at any stage of the recruitment process, to have the effect of binding the 
jobseeker into the recruitment process against their will or otherwise.  

2.2.5 [Labour provider] ensures that contracts, service agreements or assignment detail schedules 
between the labour provider, recruitment intermediaries, user enterprises and/or jobseekers 
or workers do not have the effect of limiting the freedom of movement of the workers and 
commits to implement proactive preventative good practice in the recruitment process to 
detect and deter hidden forced, bonded or involuntary labour of any description (such as 
available at www.stronger2gether.org). 

2.2.6 For each job role which [labour provider] sources for or supplies, [Labour provider] will obtain 
from user enterprise clients an accurate and appropriately comprehensive document 
describing the job role(s) to be undertaken including pay rates and earnings potential, the 
payment process, other key terms of engagement, all state benefit schemes, especially 
sickness, maternity/paternity, injury, and retirement pensions, hours and regularity of work; 
the nature of the work offered; the obligations and expectations of workers.   

http://www.stronger2gether.org)/
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[Labour provider] will supply this information in writing to all workseekers in a 
comprehensible format (taking account of language and literacy ability) for retention at the 
application stage together with the nature of temporary work; the potential availability of 
permanent work and the recruitment process, to enable job applicants to make a reasoned 
and informed decision about whether they wish to proceed with the job application. [Labour 
provider] will submit all such documents for approval to user enterprise clients. 

[Labour provider] will ensure that prior to agreement, migrant workers have the following 
explained in a comprehensible form and are given written documents to agree and retain 
which provide for: 

• the expected nature, regularity, guarantee and length of work available; 

• clear explanation of their employment and living conditions and costs in the 
host country; 

• an estimated minimum gross and net pay that the worker should expect to 
receive each month and the impact that variable conditions such as the 
weather will have on work and income; 

• the method and responsibility for costs of transporting the migrant worker to 
the host country; 

• their rights and access to effective remedy under the host country’s labour law 
and global principles, medical insurance and pension schemes, and their 
portability if possible to home country; 

• the method and responsibility for costs of transporting the migrant worker to 
the home country on contract completion, if relevant, and in exceptional 
circumstances. 

[Labour provider] will ensure that prior to any migrant worker leaving their country of origin, 
they have received free-of-charge, understandable pre-departure or orientation training in 
accordance with the guidance defined in the IRIS Standard.  

2.2.7 [Labour provider] will make offers of work to workers by means of clear, written contracts and 
associated documents provided prior to commencement of work (or migration to the place of 
such work), such that workers have a free choice whether to accept or reject that offer of 
work without having to experience a detriment or fear of penalty. Workers will at all times be 
given sufficient amount of time and independence to consider the contract and at no point 
will the worker sign blank pages of paper or have their signature copied to other documents 
to feign consent. 

[Labour provider] will supply and agree all such contracts and documents with the relevant 
user enterprise client.  [Labour provider] will ensure that written contracts supplied to workers 
detailing the terms and conditions of their service/employment are legally enforceable in the 
country and sector in which the work is undertaken and comply with all of the user enterprise 
clients’ requirements and policies. 

Contracts and documents will: 

2.2.7.1 Detail the terms and conditions of the service/employment and ensure that workers 
are able to understand the contract, through verbal or written means, taking 
account of the different languages spoken by and literacy levels of workers;   

2.2.7.2 Contain current, complete, accurate and legally compliant statements of particulars 
which are clear, not misleading in any way and include as a minimum: 

• The nature of the work offered; 
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• Commencement and duration of contract; legal status of contract; whether it 
is permanent or temporary; 

• Rates of pay and pay arrangements, including details of the intervals at which 
remuneration will be paid; 

• Working hours, regularity and guarantee of work, days of rest and overtime 
rates - specifying max allowable by law; 

• Details of any entitlement to annual holidays and to payment in respect of such 
holidays; 

• Rules for deductions from pay - ensuring in accordance with national law; 

• The length of notice the worker is required to give and entitled to receive to 
terminate any particular assignment; 

• An undertaking to pay the worker for any work carried out regardless of 
whether the licence holder has been paid by the labour user; 

2.2.7.3 Not refer to other documents, or if they do, a copy of such documents will be 
attached and/or made readily available to the jobseekers and workers, without 
perceived or actual detriment; 

2.2.7.4 Ensure the description of terms and conditions of employment are consistent in all 
language versions of the contract, if the contract has been translated into other 
languages.  

[Labour provider] can demonstrate that the nature of work and the terms and conditions as 
advertised and supplied in writing to jobseekers at the first stage of the job application and in 
the employment contract are the same as those actually undertaken in the job and are not 
changed to the detriment of the worker part way during the recruitment process, on 
commencement or in the initial period of the work.  

2.2.8 [Labour provider] will endeavour to positively demonstrate in the sourcing of workers, that it 
does not engage in, support or tolerate discrimination during the recruitment process on the 
basis of race, colour, ethnic and national extraction, gender, marital status, sexual orientation, 
age, diseases, disability, pregnancy, religion, caste or social origin, political opinion, union (or 
non-union) membership or any other form of discrimination covered by national law and 
practice. [Labour provider] will base all terms and conditions of employment on an individual’s 
ability to do the job (with reasonable adjustments where necessary), not on the basis of 
personal characteristics or beliefs.  Such provisions are subject to the application of national 
law. [Labour provider] will implement appropriate management systems to ensure that the 
above requirements are met by its own staff and those of its recruitment intermediaries.  

2.2.9 [Labour provider] commits to, and has appropriate management systems in place to ensure 
that it is, positively and proactively working with user enterprise clients to promote 
employment opportunities to jobseekers in their local communities.  The term “local 
community” is a general term that refers to the region where workers are able to make the 
daily commute from their home to work and back without needing to relocate or stay in 
temporary accommodation.  For each user enterprise client, [labour provider] will seek to 
recruit within local communities at all times and not to recruit beyond local communities until 
such time that it has demonstrated to the relevant user enterprise client that it is unable to 
source the quality or quantity of local labour required and only following agreement with that 
user enterprise. 
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2.2.10 [Labour provider] will work together with user enterprise clients to document and agree the 
worker sourcing and selection process in order to provide a positive recruitment experience 
to all applicants, treating them with respect and dignity to protect and enhance perception of 
both [labour provider] and user enterprise clients. This recruitment process will ensure that: 

2.2.10.1 Workers’ legal status entitles the right to work in compliance with the requirement 
or recommendations of government and/or local labour authorities; 

2.2.10.2 Workers have the appropriate skills, experience, training, qualifications, 
competence and other requirements (including language ability) to perform the role 
to which they are assigned; 

2.2.10.3 Children under the age of 15, or a higher age if specified by the local minimum age 
for work or mandatory schooling, shall not be recruited, unless International Labour 
Organisation (ILO) developing country exemptions apply; 

2.2.10.4 Children and young people under 18 shall not work at night or carry out activities 
that are potentially hazardous or injurious to their health, safety and development; 

2.2.10.5 Workers sourced by [labour provider] or any third-party labour sourcing agents in 
its recruitment supply chain in one country or territory for work in another shall be 
at least 18 years old on the date of departure from their home country (GSCP 2.1);  

2.2.10.6 Workers are recruited only to perform duties compatible with their physical and, as 
may reasonably be assessed, mental capabilities. 

[Labour provider] will implement appropriate management systems and due diligence to 
ensure the above requirements are in place. 

2.2.11 [Labour provider] has implemented appropriate management systems to ensure that 
workers’ rights to freedom of association are not curtailed at any stage during the sourcing 
and recruitment process, including that: 

2.2.11.1 Where freedom of association and collective bargaining is not restricted under law: 
contracts or other documents provided to workers do not contain provisions that 
would prohibit or have the effect of discouraging workers from exercising their right 
to form or join trade unions and to bargain collectively; in the recruitment and 
selection process, jobseekers are not retaliated or discriminated against based upon 
their support for or participation in trade unions; workers have the right to join or 
form a trade union of their own choosing and to bargain collectively, without prior 
authorisation from the user enterprise or the labour provider and the labour 
provider does not and seeks to ensure that the user enterprise does not interfere 
with, obstruct or prevent such legitimate activities; worker representatives are 
given access to the workplace in order to carry out their representative functions, 
within working time and without loss of pay; 

2.2.11.2 Where freedom of association and collective bargaining is restricted under law the 
labour provider does not, and endeavours that the user enterprise clients do not, 
hinder alternative forms of independent and free worker representation and 
negotiations; 

2.2.11.3 There is a procedure in place and applied as necessary to ensure that the end user 
is not in a labour dispute such as a strike and is seeking to replace those workers 
taking or related to such action with those supplied by the labour provider, ; the 
procedure is in place prior to the labour provider recruiting and selecting workers 
to place into the roles, and applies regardless of whether the action is directed by a 
union or a worker committee; and the labour provider is clear it will not supply 
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workers to directly or indirectly replace a worker taking part in an official strike or 
any other industrial action. 

2.3 Labour Supply and Management 

2.3.1 [Labour provider] maintains personnel records for all workers supplied to user enterprises, 
containing a copy of the employment contract and terms that apply between the labour 
provider and workers for the actual work workers are performing, and ensure workers are 
registered on the labour provider's timesheet and payroll system. [Labour provider] commits 
to supply user enterprise clients with a written record of all workers’ names placed by [labour 
provider] who are working with that user enterprise on each and every shift and that: 

2.3.1.1 During each shift [labour provider] and the user enterprise may co-operate to verify 
that those individuals are in fact working; 

2.3.1.2 [Labour provider] accepts that the user enterprise as it so requires during any shift 
may verify that those individuals are in fact working; 

2.3.1.3 [Labour provider] and the user enterprise co-operate to put in place a system to 
prevent impostor switching and verify that the person working is in fact the person 
named and that this person has undergone the [labour provider] approved 
recruitment process; 

2.3.1.4 [Labour provider] can demonstrate to the user enterprise or a third-party auditor 
for any shift that all workers supplied have undergone the approved recruitment 
process by the labour provider and that there is sufficient evidence that workers are 
the correct people named on the identity document, there are no signs of forgery, 
the worker's nationality means they are legally entitled to work in the country of 
deployment and does not exclude the type of work undertaken or hours worked, 
and that the visa to work has not expired.  

2.3.2 [Labour provider] will provide appropriate evidence to user enterprises that it does not 
engage workers on false self-employment arrangements or through intermediaries to evade 
statutory taxes.  Where [labour provider] seeks to engage workers through an intermediary 
structure to deliver legitimate tax saving advantages, [labour provider] will first seek the prior 
authority of each relevant user enterprise.  In such cases: 

2.3.2.1 [Labour provider] will ensure that the intermediary has been audited by an 
independent body approved by the relevant user enterprise with the competence 
to undertake such an audit.  The audit outcome must demonstrate that the 
intermediary is competent to deliver this service and that the service provided is 
compliant with national law; 

2.3.2.2 [Labour provider] will ensure that the entire worker’s tax savings and social costs 
savings are delivered to the worker without a fee levied for this service. 

2.3.3 [Labour provider] demonstrates that, where it has a pool of workers to service the varying 
requirements of the user enterprise, it has a procedurally fair and non-discriminatory 
management process to determine who is offered the work each shift and in which priority 
order. [Labour provider] also commits to measure the underemployment of each worker and, 
recognising the limitations of its ability to completely control hours available, has formalised 
processes and arrangements in place to seek to reduce underemployment in its workforce.  

2.3.4 Recognising the role of labour providers being to provide temporary, contingent and flexible 
staffing solutions, [labour provider] demonstrates that it seeks to work collaboratively with 
user enterprises to: 
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2.3.4.1 Forecast and plan workforce needs in order to recruit the appropriate number of 
workers and offers workers regular work where possible; 

2.3.4.2 Provide as much notice as possible to workers that they are required to work, and 
that it does not instruct workers to attend prior to shift start on the proviso that 
they may or may not be required to work unless a minimum attendance payment is 
made;  

2.3.4.3 Ensure opportunities for workers for training, increased regularity of work, 
promotion, permanent work and other opportunities for advancement are 
advertised, and that the procedure for appointment is fair and non-discriminatory 
based on individual merit; 

2.3.4.4 Act as a route for workers to move into direct employment with user enterprises, 
with a formalised working agreement and arrangements in place with the user 
enterprise to facilitate this.  

2.3.5 [Labour provider] will not restrict its workers’ ability to take up employment with the user 
enterprise clients or elsewhere through the imposition of any penalty or detriment.  [Labour 
provider] may apply a commercially reasonable transfer fee or extended hire period, where 
user enterprise clients seek to engage the [labour provider’s] workers directly or through an 
alternative third party but only where the terms are detailed in the written legal contract that 
governs the terms of supply and commercial arrangements. 

2.3.6 [Labour provider] commits to working collaboratively with its user enterprise clients to agree 
the process and to document this in the Service Level Agreement for all workers supplied by 
[labour provider] to ensure: 

2.3.6.1 Workers are informed of the hourly rate of pay or piece rate (as an actual figure) for 
each role prior to accepting the position such that they are freely able to accept or 
reject the work and that remuneration (hourly pay or fair piece rate calculations) is 
at or above the legal minimum wage (or living wage where a minimum wage does 
not exist); 

2.3.6.2 All hours worked by all workers are accurately recorded whether paid by the hour 
or otherwise; 

2.3.6.3 Gross pay is accurately calculated, pay is paid on the day due, and for each pay 
reference period, payroll, payslips and the amount paid to the worker matches 
working time records, is at least equivalent to the legal minimum wage (or living 
wage where a minimum wage does not exist) and is in full without deduction other 
than required by national law, or as permitted by the free and willing agreement of 
the worker; 

2.3.6.4 Payslips are clear and that information relating to wages is available to the [labour 
providers’] workers in an understandable form before or at the time of payment; 

2.3.6.5 All workers receive all the money that they are due every pay reference period, the 
pay reference period is not greater than one month in duration, workers are paid 
no more than one pay reference period in arrears and pay goes directly to the 
workers themselves in the form of cash or cheque, or into the workers’ nominated 
account (not to any third party), with the principle that workers have full and 
complete control over the monies they earn; 

2.3.6.6 Compensation for all overtime is at a premium rate and as required by law and, 
where applicable, by contractual agreement;   
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2.3.6.7 Workers do not have to pay and are not charged directly e.g. as bribes or coercive 
payments, or indirectly i.e. by being required to use and pay for services provided 
by anyone connected to the labour provider, for provision of work on a shift-by-
shift/weekly basis; 

2.3.6.8 Any deductions that will be taken from a worker's pay and any separate payments 
(including refundable deposits) the worker is required to make, or may voluntarily 
make to the labour provider or to a connected person for services or items, are 
transparent, truly optional, do not take pay below the minimum wage, and workers 
are able to cancel or withdraw from any voluntary services without incurring a 
detriment or penalty, subject to the worker giving five working days’ notice;  

2.3.6.9 Where accommodation is provided, or effectively provided by the labour provider, 
rent and utilities charged in any pay reference period accord with national law on 
the legal minimum wage or, where there is no national law on the legal minimum 
wage in relation to charges for rent and utilities provided, are fair and in line with 
market value. [Labour provider] will reimburse its workers and ex-workers in 
situations where charges are found to have exceeded these requirements.   

2.3.6.10 Worker’s pay for work already done is not withheld for any reason.   

2.3.7 [Labour provider] commits to working collaboratively with its user enterprise clients to agree 
the process and to document this in the Service Level Agreement for user enterprises to verify 
that: 

2.3.7.1 Workers are provided written information which clearly demonstrates how the 
amount of paid and unpaid holiday time that they are entitled to is accrued, the 
method for calculating holiday pay and the actual amount of holiday to which they 
are entitled to at any point in time, including a complaint and remedy process where 
errors or omissions occur; 

2.3.7.2 [Labour provider] has appropriate management systems to ensure accurate 
calculation of holiday leave entitlement and pay; 

2.3.7.3 All [labour providers’] workers are allowed to book and take paid public and annual 
holiday to which they are legally and contractually entitled; 

2.3.7.4 Holiday is paid at least at the statutory minimum and contractually correct rate 
when taken.  

2.3.8 [Labour provider] clearly and comprehensibly informs its workers on how to participate in 
relevant state benefit schemes, especially sickness, maternity/paternity, injury, and 
retirement pensions, where allowed for in law and to the benefit of the workers, and has 
appropriate systems in place to accurately calculate, process and pay statutory and 
contractual benefits to which workers are entitled.  

2.3.9 [Labour provider] demonstrates that all employment taxes and social cost deductions have 
consistently been accurately calculated and deducted from workers’ pay with the correct 
amount paid to the appropriate authorities in a timely manner.  

2.3.10 [Labour provider] commits to working collaboratively with its user enterprise clients to agree 
the process and to document this in the Service Level Agreement for user enterprises to verify 
that: 

2.3.10.1 Workers are not required to, and do not on, a regular basis, work more than 48 
hours per week (or less as required by law), excluding overtime; 
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2.3.10.2 Overtime is voluntary, does not exceed 12 hours per week and is not requested on 
a regular basis; 

2.3.10.3 Total hours worked do not exceed 60 hours; 

2.3.10.4 Workers’ rights to breaks during work shifts and to at least one free day following 
six consecutive days worked are respected; 

2.3.10.5 Night workers' and young workers’ hours and working time limits accord with 
national or industry rules. 

2.3.11 [Labour provider] commits to working collaboratively with its user enterprise clients to ensure 
that a safe, healthy and hygienic working environment is provided to [labour providers’] 
workers, taking adequate steps to fully document risk assessments and minimise the causes 
of hazards to prevent accidents and injury to health as far as is reasonably practical. Detailed 
policy and operational arrangements (including roles and responsibilities) with regard to 
health and safety will be contained within the procedural Service Level Agreement the key 
provisions with regard to workers supplied by labour providers are that: 

2.3.11.1 [Labour provider] has appropriate insurance, or can demonstrate that the user 
enterprise has appropriate insurance, to cover liability to provide for awards of 
damages and compensation, where injury or harm to health of workers has been 
caused whilst they are carrying out work activities; 

2.3.11.2  [Labour provider] and the user enterprise shall co-operate to ensure the free 
provision of appropriate personal protective equipment and safety equipment to 
[labour provider’s] workers; 

2.3.11.3 [Labour provider] shall seek assurances that the user enterprise provides adequate 
safeguarding against fire for [labour providers’] workers, and shall ensure the 
strength, stability and safety of buildings and equipment, including residential 
facilities where provided; 

2.3.11.4 [Labour provider] and the user enterprise shall co-operate to provide access to 
adequate medical assistance and facilities to [labour providers’] workers; 

2.3.11.5 [Labour provider] and the user enterprise shall co-operate to agree a written policy 
that details the fair, proper and non-discriminatory treatment and care of [labour 
providers’] pregnant workers, and workers who are injured or fall ill whilst working 
on [User enterprise]’s site; 

2.3.11.6 [Labour provider] and the user enterprise shall co-operate to ensure the adequate 
supervision of workers and to manage the day-to-day health and safety of workers 
on an on-going basis; 

2.3.11.7 [Labour provider] and the user enterprise shall co-operate to ensure that [labour 
providers’] workers receive adequate and paid health and safety training and 
supervision as defined by risk assessments relating to general work practices and in 
relation to the work activities specific to the role they are undertaking.  All health 
and safety training shall be comprehensible, regular and recorded and repeated as 
required so that [labour providers’] workers can demonstrate their understanding 
of the job and the ability to perform it to at least the minimum standard required 
by the user enterprise and their understanding of safe and healthy working 
practices relating to the job and working environment; 

2.3.11.8 [Labour provider] and the user enterprise shall co-operate to ensure that [labour 
providers’] workers are provided with free access to potable water, clean toilet 
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facilities, sanitary facilities for food preparation and storage and (if appropriate) 
washing facilities; 

2.3.11.9 [Labour provider] and the user enterprise shall co-operate to ensure that there are 
adequate arrangements for the recording and reporting of incidents at work. 

2.3.12 Where the user enterprise provides accommodation for [labour provider]’s workers, [labour 
provider] will ensure that the user enterprise’s charges do not exceed any national laws and 
that the user enterprise will reimburse labour providers’ workers and ex-workers in situations 
where this may have occurred. 

Where [labour provider] provides, or effectively provides, accommodation, it will provide 
evidence to its user enterprise clients that charges will not exceed any national laws and to 
reimburse its workers and ex-workers in situations where this may have occurred. 

[Labour provider] will detail in the Service Level Agreement with user enterprise clients 
[labour provider’s] management policies and processes to ensure accommodation provided 
is maintained as safe and hygienic and meets the basic needs of workers and any minimum 
standards required to comply with best practice standards and any relevant domestic 
legislation, and that workers receive written letting agreements, in a language 
comprehensible to them, which comply with national legislation, prior to the worker deciding 
to move into the accommodation. 

2.3.13 Where dedicated transport for the movement of workers to, from, or within the workplace, 
is provided by [labour provider], the Service Level Agreement with the user enterprise clients 
will detail [labour provider]’s management processes to ensure that every reasonable effort 
is taken to minimise risk to the workers whilst transporting them and how they conform to 
minimum national transport legislation standards with regard to: 

2.3.13.1 Licensing, taxation and safety of vehicles; 

2.3.13.2 Maintenance of vehicles; 

2.3.13.3 Licensing, competence and safety of drivers; 

2.3.13.4 Appropriate insurance to cover injury to passengers. 

2.3.14 [Labour provider] shall recognise and respect the rights of all its workers to freedom of 
association and worker representation and specifically that: 

2.3.14.1 [Labour provider]’s workers shall have the right to join or form trade unions of their 
own choosing and to bargain collectively, without prior authorisation from user 
enterprise clients or [labour provider]’s management. [Labour provider] shall not, 
nor allow user enterprise clients to interfere with, obstruct or prevent such 
legitimate activities; 

2.3.14.2 Where the right to freedom of association and collective bargaining is restricted or 
prohibited under law, [Labour provider] shall not, and endeavour that user 
enterprise clients do not hinder alternative forms of independent and free workers 
representation and negotiation, in accordance with international labour standards; 

2.3.14.3 [Labour provider] shall not discriminate against or otherwise penalise worker 
representatives or trade union members because of their membership in or 
affiliation with a trade union, or their legitimate trade union activity, in accordance 
with international labour standards; 

2.3.14.4 [Labour provider] shall give worker representatives access to the workplace in order 
to carry out their representative functions, within working time and without loss of 
pay in accordance with international labour standards. 
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2.3.15 [Labour provider] will endeavour to positively demonstrate in the supply of workers, that it 
does not engage in, support or tolerate discrimination in employment including hiring, 
training, working conditions, job assignments, pay, benefits, promotions, discipline, 
termination or retirement on the basis of race, colour, ethnic and national extraction, gender, 
marital status, sexual orientation, age, diseases, disability, pregnancy, religion, caste or social 
origin, political opinion, union (or non-union) membership or any other form of discrimination 
covered by national law and practice. Particularly noting that: 

2.3.15.1 Women receive the same pay and employment conditions for the same work as 
men;  

2.3.15.2 Migrant workers receive the same basic pay and employment conditions for the 
same work as workers that are nationals of the country; 

2.3.15.3 Labour provider workers receive the same basic pay and employment conditions as 
if they were engaged by the user enterprise; 

2.3.15.4 There is fair, proper and non-discriminatory treatment and care of labour providers’ 
pregnant workers; 

2.3.15.5 [Labour provider] will work with its user enterprise clients to respect cultural 
differences and traditions where this is relevant in the workplace.  

2.3.16 [Labour provider] commits to working collaboratively with its user enterprise clients to ensure 
that [labour provider’s] workers are treated with respect and dignity, and that, as far as is 
reasonably practicable, [labour provider’s] workers, their families or any persons connected 
to them are not subjected to actual or threats of physical, sexual, emotional or psychological 
bullying or abuse or other forms of intimidation. 

[Labour provider] will manage any such issues or complaints through clearly documented 
investigation, disciplinary and grievance procedures and processes which have been 
communicated to workers.  Such issues or complaints will be handled using these processes 
by appropriately trained, competent managers in accordance with the principles of natural 
justice. 

Where such acts or threats of physical, sexual, emotional or psychological bullying or abuse or 
other forms of intimidation are at the instigation of the user enterprise clients’ employees, 
[labour provider] will establish a process to inform an appropriate user enterprise client 
manager to conduct an investigation using the user enterprise’s procedures.  Where the user 
enterprise manager so informed fails to follow due process, [labour provider] will inform the 
named user enterprise senior manager responsible for compliance with this Code of Practice. 
Where the user enterprise senior manager fails to follow due process, the labour provider 
conducts the investigation to the best of their ability. 

2.3.17 [Labour provider] commits to working collaboratively with its user enterprise clients to agree 
the process and to document this in the Service Level Agreement to ensure that all of [labour 
provider’s] workers have been provided with comprehensible information and are aware of 
their access without detriment or fear of retribution: 

2.3.17.1  to judicial remedy; 

2.3.17.2  to credible grievance mechanisms operated professionally in accordance with 
natural justice; 

2.3.17.3 to whistleblow matters in the public interest through a confidential, anonymous, 
independently operated multi-language whistleblowing helpline; 

2.3.17.4 to report or discuss concerns confidentially with [User enterprise] and with an 
independent, external body; 
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2.3.17.5 to an established mechanism for reporting and responding to cases of forced 
labour/modern slavery by which, the workers are guided to report issues to state 
enforcement authorities or where these do not exist through a trusted, confidential, 
anonymous, independently operated, multi-language whistleblowing system.  

2.3.18 [Labour provider] commits that all workers have the contractual right to terminate their 
contract with [labour provider] and to leave employment after giving reasonable notice 
without penalty or detriment. 

2.3.19 [Labour provider] commits that migrant workers and those whose travel arrangements have 
been made with the assistance of [labour provider] will be able to return home for any reason 
and at any time without fear of penalty or detriment and without incurring extraordinary debt. 

2.3.20  [Labour provider] commits that in accordance with national legislation and contractual 
agreement [labour provider] will pay to all workers in a timely manner on termination of 
contract (or cessation of work which in the reasonable opinion of the user enterprise or 
auditor has the effect of termination of contract) any outstanding wages, holiday pay, 
benefits, savings or other amounts due and owed to the worker.  [Labour provider] will verify 
through audit that such payments are made. [Labour provider] ensure that leavers are 
administratively processed in accordance with national law with documents summarising pay 
and employment taxes and social cost deductions in the current tax year provided to the 
leaver and state authorities as required by state law in a timely manner. 

2.3.21 [Labour provider] commits to working collaboratively with its user enterprise clients to 
implement proactive preventative good practice to seek to prevent workers supplied by 
[labour provider] to user enterprise client controlled sites being subject to forced, bonded or 
involuntary labour of any description and to detect where this may be occurring through the 
activities of hidden third parties (see www.stronger2gether.org). 

[Labour provider] commits that it will not employ invasive surveillance measures and will 
ensure that workers have freedom of movement including guarding in and off site, the ability 
to make contact with others, in their private time, and in arrangements to travel to other 
places.  If indicators are identified that workers are or may be subject to a forced labour or 
other modern slavery situation [Labour provider] shall seek a sensitive and satisfactory 
solution that puts the best interests of the worker first.  

- End - 

http://www.stronger2gether.org/

	1 SCOPE
	2 CODE OF PRACTICE
	[Labour provider] seeks a strategic partnership approach with each of its user enterprise clients and is committed to working towards best practice in the areas of:
	2.1 Labour provider business structure and systems
	2.1 Labour Provider Business Structure and Systems
	2.1.1 To support the delivery and recording of compliance to this Code of Practice, [labour provider] senior manager responsible for compliance with this Code of Practice will:
	2.1.1.1 Share this Code of Practice and all other relevant policies, procedures and legal agreements with all user enterprise clients;
	2.1.1.2 Work proactively in partnership with user enterprise clients to achieve compliance with this Code of Practice;
	2.1.1.3 Organise and undertake formal meetings at least once every six months between user enterprise clients and [labour provider] management representatives to review compliance with this Code of Practice, document records of [labour provider’s] com...

	2.1.2 [Labour provider] operates as an identifiable legitimate business entity recognised as being in accordance with national law and practice and worker and client contracts are held with this legal entity.
	2.1.3 [Labour provider] verifies that it possesses all up-to-date licenses or permits required by national law to operate labour provider services in all sectors and in all countries of operation.
	2.1.4 [Labour provider] has business resources and administration systems that are consistent and proportionate with the scale and requirements of sourcing and supplying workers on a sustainable and commercial basis. [Labour provider] charges user ent...
	2.1.5 [Labour provider] has appointed a named senior manager to ensure compliance with this Code of Practice, to establish management systems for delivering compliance to this Code of Practice, and to maintain records demonstrating compliance.
	2.1.6 [Labour provider] has developed appropriate policies and procedures for the responsible sourcing and supply of workers which:
	2.1.6.1 Comply with national laws, global standards, this Code of Practice and the ethical codes of its user enterprise clients;
	2.1.6.2 Are approved and regularly reviewed by senior management and clearly explain how they apply to [labour provider]’s internal staff, workers it recruits and/or places with clients, and the expectations of business partners;
	2.1.6.3 Set out specific protections and access to remedy for all workers;
	2.1.6.4 Are publicly available and communicated to all relevant external and internal stakeholders (including workers and their representatives) with adequate support, resources and training;
	2.1.6.5 Are embedded throughout the business with adequate resources, management systems and ongoing due diligence checks.

	2.1.7 [Labour provider]’s anti-bribery and corruption policy meets globally accepted good practice and requires that:
	2.1.7.1 Employees and representatives must not offer or accept any reimbursements, financial inducements or other incentives from any user enterprise, labour provider or other person involved in the recruitment process;
	2.1.7.2 All employees and representatives acting on [labour provider]’s behalf in business arrangements have signed the anti-bribery and corruption policy on commencement and at regular intervals thereafter;
	2.1.7.3 There is full senior management ownership of the policy, it is regularly reviewed and communicated to all current suppliers and clients, and there are due diligence checks to ensure compliance;
	2.1.7.4 Where [Labour provider] employees or representatives are found to have offered or given user enterprises or others reimbursements, financial inducements or other incentives, they may, following investigation and reasonable belief, be subject t...

	2.1.8 Prior to supply of recruitment or employment services [labour provider] requires appropriately authorised agreement with user enterprise(s) of:
	2.1.8.1 A written legal contract that governs the terms of supply including commercial arrangements. This commercial agreement must: enable user enterprises, with reasonable notice, to cease using the services of [labour provider] and if desired use a...
	2.1.8.2 A procedural Service Level Agreement detailing the operational processes that will apply between the two parties in the sourcing and supply of workers, including responsibilities and provisions regarding no fee charging to jobseekers, due dili...

	2.1.9 [Labour provider] ensures it has the competence, capability and management processes to enable it to comply with all applicable legislation related to the recruitment, selection, transportation and placement of workers in the jurisdictions of or...
	2.1.10 [Labour provider] ensures it implements sound procurement practices, prior to appointment, to establish the credibility and legitimacy of any and all recruitment intermediaries, including sub-agents, used in the recruitment supply chain to ensu...
	2.1.11 [Labour provider] commits, on penalty up to and including contract termination, not to subcontract the supply of workers at user enterprise’s sites to other labour providers, business entities or persons without the prior authority of that user...
	2.1.12 [Labour provider] also undertakes sound due diligence checks to establish that workers are placed only with employers and user enterprises who comply with all applicable laws and regulations, particularly concerning human rights/labour standard...
	2.1.13 [Labour provider] has appropriate policies and procedures to ensure that in practice its collection and processing of workers’ personal data accords with applicable laws, rules and regulations in countries of origin and destination, the IRIS St...
	[Labour provider] will maintain complete, current and historical personnel and payroll records (for two years or as required by law) for workers employed by [labour provider] supplied to user enterprise clients.  [Labour provider’s] prospective, curre...
	Subject to legal and proportionate personal data release authority [labour provider] allows full and unfettered access to user enterprise clients and third-party auditors to view and audit current and historical personnel and payroll records for worke...
	[Labour provider] ensures that any recruitment intermediaries and subcontractor labour providers also meet the above requirements on managing the collection, processing, storage and availability of workers’ personal data.
	2.1.14 [Labour provider] will undergo, at least on an annual basis, an independent third party social compliance audit by an audit body approved by its end user clients, or will demonstrate equivalent external scrutiny through an independent, labour p...

	2.2 Labour Sourcing and Recruitment
	2.2.1 [Labour provider] commits to provide to user enterprise clients, full transparency of its recruitment supply chain including written details of the use of any third-party labour sourcing agents and sub-agents that may be used and the terms of en...
	[Labour provider] implements appropriate measure to address ongoing labour sourcing non-compliance risks with recruitment intermediaries, including sub-agents, used in the recruitment supply chain.
	[Labour provider] has a written policy prohibiting the appointment of any recruitment intermediary by unauthorised persons or authorised persons that do not follow the appropriate appointment process. [Labour provider] has management systems to ensure...
	2.2.2 [Labour provider] will comply with, and requires all third-party labour sourcing agents that may be used in the recruitment supply chain to comply with the spirit and intention of Article 7 of ILO Convention C181 “Private employment agencies sha...
	“Indirectly” in this context means, but is not limited to, that a labour provider must not:
	2.2.2.1 Charge workers for purportedly optional services which are in fact integral to the work-finding process;
	2.2.2.2 Make providing work-finding services conditional on the worker using other services or hiring or purchasing goods provided by the labour provider or any person connected to them.

	[Labour provider] and its representatives will not charge back or accept reimbursement from any worker supplied to recover any fees paid by [labour provider] or user enterprise clients in the recruitment or hiring of the worker.
	[Labour provider] confirms that the written legal contract that governs the terms of supply with user enterprise clients contains terms to prohibit the charging of workseekers or workers for finding them a job or for services that are integral to the ...
	[Labour provider] ensures that all labour sourcing recruitment intermediaries are paid a commercial rate that allows these businesses to cover their labour sourcing and supply costs; business overheads and a net margin such that a sustainable business...
	[Labour provider] will implement the necessary systems and due diligence to verify workers are informed during the recruitment process that they do not bear any costs of recruitment and fully understand any authorised expenses payable such as accommod...
	[Labour provider] will ensure that the written legal contract with user enterprise clients, which governs the terms of supply, contains commercial terms to:
	2.2.2.3 Hold [labour provider] commercially liable for its own violations and those of its staff and representatives acting with and without authorisation with a contractual requirement and process to reimburse current and ex-workers that have been ch...
	2.2.2.4 Hold [labour provider] commercially liable for the violations of sub-agents in the recruitment supply chain where in the reasonable determination of user enterprise clients this was within the due diligence control of [labour provider] with a ...
	2.2.2.5 Include a process to reimburse current and ex-workers that have been charged for work finding services and other such charges as so described above where in the reasonable determination of the user enterprise client this was not within the due...

	2.2.3 [Labour provider] commits to, and has appropriate policies and procedures to ensure that workers are always allowed to retain control of their passport, identity papers and work permits.  [Labour provider] will retain photocopies of such documen...
	2.2.4 [Labour provider] commits to, and has appropriate policies and procedures to ensure that jobseekers' bank books, bank cards, deeds to land holdings, or other personal property is neither requested, retained, confiscated nor destroyed by [labour ...
	2.2.5 [Labour provider] ensures that contracts, service agreements or assignment detail schedules between the labour provider, recruitment intermediaries, user enterprises and/or jobseekers or workers do not have the effect of limiting the freedom of ...
	2.2.6 For each job role which [labour provider] sources for or supplies, [Labour provider] will obtain from user enterprise clients an accurate and appropriately comprehensive document describing the job role(s) to be undertaken including pay rates an...
	[Labour provider] will supply this information in writing to all workseekers in a comprehensible format (taking account of language and literacy ability) for retention at the application stage together with the nature of temporary work; the potential ...
	[Labour provider] will ensure that prior to agreement, migrant workers have the following explained in a comprehensible form and are given written documents to agree and retain which provide for:
	[Labour provider] will ensure that prior to any migrant worker leaving their country of origin, they have received free-of-charge, understandable pre-departure or orientation training in accordance with the guidance defined in the IRIS Standard.
	2.2.7 [Labour provider] will make offers of work to workers by means of clear, written contracts and associated documents provided prior to commencement of work (or migration to the place of such work), such that workers have a free choice whether to ...
	[Labour provider] will supply and agree all such contracts and documents with the relevant user enterprise client.  [Labour provider] will ensure that written contracts supplied to workers detailing the terms and conditions of their service/employment...
	Contracts and documents will:
	2.2.7.1 Detail the terms and conditions of the service/employment and ensure that workers are able to understand the contract, through verbal or written means, taking account of the different languages spoken by and literacy levels of workers;
	2.2.7.2 Contain current, complete, accurate and legally compliant statements of particulars which are clear, not misleading in any way and include as a minimum:
	2.2.7.3 Not refer to other documents, or if they do, a copy of such documents will be attached and/or made readily available to the jobseekers and workers, without perceived or actual detriment;
	2.2.7.4 Ensure the description of terms and conditions of employment are consistent in all language versions of the contract, if the contract has been translated into other languages.

	[Labour provider] can demonstrate that the nature of work and the terms and conditions as advertised and supplied in writing to jobseekers at the first stage of the job application and in the employment contract are the same as those actually undertak...
	2.2.8 [Labour provider] will endeavour to positively demonstrate in the sourcing of workers, that it does not engage in, support or tolerate discrimination during the recruitment process on the basis of race, colour, ethnic and national extraction, ge...
	2.2.9 [Labour provider] commits to, and has appropriate management systems in place to ensure that it is, positively and proactively working with user enterprise clients to promote employment opportunities to jobseekers in their local communities.  Th...
	2.2.10 [Labour provider] will work together with user enterprise clients to document and agree the worker sourcing and selection process in order to provide a positive recruitment experience to all applicants, treating them with respect and dignity to...
	2.2.10.1 Workers’ legal status entitles the right to work in compliance with the requirement or recommendations of government and/or local labour authorities;
	2.2.10.2 Workers have the appropriate skills, experience, training, qualifications, competence and other requirements (including language ability) to perform the role to which they are assigned;
	2.2.10.3 Children under the age of 15, or a higher age if specified by the local minimum age for work or mandatory schooling, shall not be recruited, unless International Labour Organisation (ILO) developing country exemptions apply;
	2.2.10.4 Children and young people under 18 shall not work at night or carry out activities that are potentially hazardous or injurious to their health, safety and development;
	2.2.10.5 Workers sourced by [labour provider] or any third-party labour sourcing agents in its recruitment supply chain in one country or territory for work in another shall be at least 18 years old on the date of departure from their home country (GS...
	2.2.10.6 Workers are recruited only to perform duties compatible with their physical and, as may reasonably be assessed, mental capabilities.

	[Labour provider] will implement appropriate management systems and due diligence to ensure the above requirements are in place.
	2.2.11 [Labour provider] has implemented appropriate management systems to ensure that workers’ rights to freedom of association are not curtailed at any stage during the sourcing and recruitment process, including that:
	2.2.11.1 Where freedom of association and collective bargaining is not restricted under law: contracts or other documents provided to workers do not contain provisions that would prohibit or have the effect of discouraging workers from exercising thei...
	2.2.11.2 Where freedom of association and collective bargaining is restricted under law the labour provider does not, and endeavours that the user enterprise clients do not, hinder alternative forms of independent and free worker representation and ne...
	2.2.11.3 There is a procedure in place and applied as necessary to ensure that the end user is not in a labour dispute such as a strike and is seeking to replace those workers taking or related to such action with those supplied by the labour provider...


	2.3 Labour Supply and Management
	2.3.1 [Labour provider] maintains personnel records for all workers supplied to user enterprises, containing a copy of the employment contract and terms that apply between the labour provider and workers for the actual work workers are performing, and...
	2.3.1.1 During each shift [labour provider] and the user enterprise may co-operate to verify that those individuals are in fact working;
	2.3.1.2 [Labour provider] accepts that the user enterprise as it so requires during any shift may verify that those individuals are in fact working;
	2.3.1.3 [Labour provider] and the user enterprise co-operate to put in place a system to prevent impostor switching and verify that the person working is in fact the person named and that this person has undergone the [labour provider] approved recrui...
	2.3.1.4 [Labour provider] can demonstrate to the user enterprise or a third-party auditor for any shift that all workers supplied have undergone the approved recruitment process by the labour provider and that there is sufficient evidence that workers...

	2.3.2 [Labour provider] will provide appropriate evidence to user enterprises that it does not engage workers on false self-employment arrangements or through intermediaries to evade statutory taxes.  Where [labour provider] seeks to engage workers th...
	2.3.2.1 [Labour provider] will ensure that the intermediary has been audited by an independent body approved by the relevant user enterprise with the competence to undertake such an audit.  The audit outcome must demonstrate that the intermediary is c...
	2.3.2.2 [Labour provider] will ensure that the entire worker’s tax savings and social costs savings are delivered to the worker without a fee levied for this service.

	2.3.3 [Labour provider] demonstrates that, where it has a pool of workers to service the varying requirements of the user enterprise, it has a procedurally fair and non-discriminatory management process to determine who is offered the work each shift ...
	2.3.4 Recognising the role of labour providers being to provide temporary, contingent and flexible staffing solutions, [labour provider] demonstrates that it seeks to work collaboratively with user enterprises to:
	2.3.4.1 Forecast and plan workforce needs in order to recruit the appropriate number of workers and offers workers regular work where possible;
	2.3.4.2 Provide as much notice as possible to workers that they are required to work, and that it does not instruct workers to attend prior to shift start on the proviso that they may or may not be required to work unless a minimum attendance payment ...
	2.3.4.3 Ensure opportunities for workers for training, increased regularity of work, promotion, permanent work and other opportunities for advancement are advertised, and that the procedure for appointment is fair and non-discriminatory based on indiv...
	2.3.4.4 Act as a route for workers to move into direct employment with user enterprises, with a formalised working agreement and arrangements in place with the user enterprise to facilitate this.

	2.3.5 [Labour provider] will not restrict its workers’ ability to take up employment with the user enterprise clients or elsewhere through the imposition of any penalty or detriment.  [Labour provider] may apply a commercially reasonable transfer fee ...
	2.3.6 [Labour provider] commits to working collaboratively with its user enterprise clients to agree the process and to document this in the Service Level Agreement for all workers supplied by [labour provider] to ensure:
	2.3.6.1 Workers are informed of the hourly rate of pay or piece rate (as an actual figure) for each role prior to accepting the position such that they are freely able to accept or reject the work and that remuneration (hourly pay or fair piece rate c...
	2.3.6.2 All hours worked by all workers are accurately recorded whether paid by the hour or otherwise;
	2.3.6.3 Gross pay is accurately calculated, pay is paid on the day due, and for each pay reference period, payroll, payslips and the amount paid to the worker matches working time records, is at least equivalent to the legal minimum wage (or living wa...
	2.3.6.4 Payslips are clear and that information relating to wages is available to the [labour providers’] workers in an understandable form before or at the time of payment;
	2.3.6.5 All workers receive all the money that they are due every pay reference period, the pay reference period is not greater than one month in duration, workers are paid no more than one pay reference period in arrears and pay goes directly to the ...
	2.3.6.6 Compensation for all overtime is at a premium rate and as required by law and, where applicable, by contractual agreement;
	2.3.6.7 Workers do not have to pay and are not charged directly e.g. as bribes or coercive payments, or indirectly i.e. by being required to use and pay for services provided by anyone connected to the labour provider, for provision of work on a shift...
	2.3.6.8 Any deductions that will be taken from a worker's pay and any separate payments (including refundable deposits) the worker is required to make, or may voluntarily make to the labour provider or to a connected person for services or items, are ...
	2.3.6.9 Where accommodation is provided, or effectively provided by the labour provider, rent and utilities charged in any pay reference period accord with national law on the legal minimum wage or, where there is no national law on the legal minimum ...
	2.3.6.10 Worker’s pay for work already done is not withheld for any reason.

	2.3.7 [Labour provider] commits to working collaboratively with its user enterprise clients to agree the process and to document this in the Service Level Agreement for user enterprises to verify that:
	2.3.7.1 Workers are provided written information which clearly demonstrates how the amount of paid and unpaid holiday time that they are entitled to is accrued, the method for calculating holiday pay and the actual amount of holiday to which they are ...
	2.3.7.2 [Labour provider] has appropriate management systems to ensure accurate calculation of holiday leave entitlement and pay;
	2.3.7.3 All [labour providers’] workers are allowed to book and take paid public and annual holiday to which they are legally and contractually entitled;
	2.3.7.4 Holiday is paid at least at the statutory minimum and contractually correct rate when taken.

	2.3.8 [Labour provider] clearly and comprehensibly informs its workers on how to participate in relevant state benefit schemes, especially sickness, maternity/paternity, injury, and retirement pensions, where allowed for in law and to the benefit of t...
	2.3.9 [Labour provider] demonstrates that all employment taxes and social cost deductions have consistently been accurately calculated and deducted from workers’ pay with the correct amount paid to the appropriate authorities in a timely manner.
	2.3.10 [Labour provider] commits to working collaboratively with its user enterprise clients to agree the process and to document this in the Service Level Agreement for user enterprises to verify that:
	2.3.10.1 Workers are not required to, and do not on, a regular basis, work more than 48 hours per week (or less as required by law), excluding overtime;
	2.3.10.2 Overtime is voluntary, does not exceed 12 hours per week and is not requested on a regular basis;
	2.3.10.3 Total hours worked do not exceed 60 hours;
	2.3.10.4 Workers’ rights to breaks during work shifts and to at least one free day following six consecutive days worked are respected;
	2.3.10.5 Night workers' and young workers’ hours and working time limits accord with national or industry rules.

	2.3.11 [Labour provider] commits to working collaboratively with its user enterprise clients to ensure that a safe, healthy and hygienic working environment is provided to [labour providers’] workers, taking adequate steps to fully document risk asses...
	2.3.11.1 [Labour provider] has appropriate insurance, or can demonstrate that the user enterprise has appropriate insurance, to cover liability to provide for awards of damages and compensation, where injury or harm to health of workers has been cause...
	2.3.11.2  [Labour provider] and the user enterprise shall co-operate to ensure the free provision of appropriate personal protective equipment and safety equipment to [labour provider’s] workers;
	2.3.11.3 [Labour provider] shall seek assurances that the user enterprise provides adequate safeguarding against fire for [labour providers’] workers, and shall ensure the strength, stability and safety of buildings and equipment, including residentia...
	2.3.11.4 [Labour provider] and the user enterprise shall co-operate to provide access to adequate medical assistance and facilities to [labour providers’] workers;
	2.3.11.5 [Labour provider] and the user enterprise shall co-operate to agree a written policy that details the fair, proper and non-discriminatory treatment and care of [labour providers’] pregnant workers, and workers who are injured or fall ill whil...
	2.3.11.6 [Labour provider] and the user enterprise shall co-operate to ensure the adequate supervision of workers and to manage the day-to-day health and safety of workers on an on-going basis;
	2.3.11.7 [Labour provider] and the user enterprise shall co-operate to ensure that [labour providers’] workers receive adequate and paid health and safety training and supervision as defined by risk assessments relating to general work practices and i...
	2.3.11.8 [Labour provider] and the user enterprise shall co-operate to ensure that [labour providers’] workers are provided with free access to potable water, clean toilet facilities, sanitary facilities for food preparation and storage and (if approp...
	2.3.11.9 [Labour provider] and the user enterprise shall co-operate to ensure that there are adequate arrangements for the recording and reporting of incidents at work.

	2.3.12 Where the user enterprise provides accommodation for [labour provider]’s workers, [labour provider] will ensure that the user enterprise’s charges do not exceed any national laws and that the user enterprise will reimburse labour providers’ wor...
	Where [labour provider] provides, or effectively provides, accommodation, it will provide evidence to its user enterprise clients that charges will not exceed any national laws and to reimburse its workers and ex-workers in situations where this may h...
	[Labour provider] will detail in the Service Level Agreement with user enterprise clients [labour provider’s] management policies and processes to ensure accommodation provided is maintained as safe and hygienic and meets the basic needs of workers an...
	2.3.13 Where dedicated transport for the movement of workers to, from, or within the workplace, is provided by [labour provider], the Service Level Agreement with the user enterprise clients will detail [labour provider]’s management processes to ensu...
	2.3.13.1 Licensing, taxation and safety of vehicles;
	2.3.13.2 Maintenance of vehicles;
	2.3.13.3 Licensing, competence and safety of drivers;
	2.3.13.4 Appropriate insurance to cover injury to passengers.

	2.3.14 [Labour provider] shall recognise and respect the rights of all its workers to freedom of association and worker representation and specifically that:
	2.3.14.1 [Labour provider]’s workers shall have the right to join or form trade unions of their own choosing and to bargain collectively, without prior authorisation from user enterprise clients or [labour provider]’s management. [Labour provider] sha...
	2.3.14.2 Where the right to freedom of association and collective bargaining is restricted or prohibited under law, [Labour provider] shall not, and endeavour that user enterprise clients do not hinder alternative forms of independent and free workers...
	2.3.14.3 [Labour provider] shall not discriminate against or otherwise penalise worker representatives or trade union members because of their membership in or affiliation with a trade union, or their legitimate trade union activity, in accordance wit...
	2.3.14.4 [Labour provider] shall give worker representatives access to the workplace in order to carry out their representative functions, within working time and without loss of pay in accordance with international labour standards.

	2.3.15 [Labour provider] will endeavour to positively demonstrate in the supply of workers, that it does not engage in, support or tolerate discrimination in employment including hiring, training, working conditions, job assignments, pay, benefits, pr...
	2.3.15.1 Women receive the same pay and employment conditions for the same work as men;
	2.3.15.2 Migrant workers receive the same basic pay and employment conditions for the same work as workers that are nationals of the country;
	2.3.15.3 Labour provider workers receive the same basic pay and employment conditions as if they were engaged by the user enterprise;
	2.3.15.4 There is fair, proper and non-discriminatory treatment and care of labour providers’ pregnant workers;
	2.3.15.5 [Labour provider] will work with its user enterprise clients to respect cultural differences and traditions where this is relevant in the workplace.

	2.3.16 [Labour provider] commits to working collaboratively with its user enterprise clients to ensure that [labour provider’s] workers are treated with respect and dignity, and that, as far as is reasonably practicable, [labour provider’s] workers, t...
	[Labour provider] will manage any such issues or complaints through clearly documented investigation, disciplinary and grievance procedures and processes which have been communicated to workers.  Such issues or complaints will be handled using these p...
	Where such acts or threats of physical, sexual, emotional or psychological bullying or abuse or other forms of intimidation are at the instigation of the user enterprise clients’ employees, [labour provider] will establish a process to inform an appro...
	2.3.17 [Labour provider] commits to working collaboratively with its user enterprise clients to agree the process and to document this in the Service Level Agreement to ensure that all of [labour provider’s] workers have been provided with comprehensi...
	2.3.17.1  to judicial remedy;
	2.3.17.2  to credible grievance mechanisms operated professionally in accordance with natural justice;
	2.3.17.3 to whistleblow matters in the public interest through a confidential, anonymous, independently operated multi-language whistleblowing helpline;
	2.3.17.4 to report or discuss concerns confidentially with [User enterprise] and with an independent, external body;
	2.3.17.5 to an established mechanism for reporting and responding to cases of forced labour/modern slavery by which, the workers are guided to report issues to state enforcement authorities or where these do not exist through a trusted, confidential, ...

	2.3.18 [Labour provider] commits that all workers have the contractual right to terminate their contract with [labour provider] and to leave employment after giving reasonable notice without penalty or detriment.
	2.3.19 [Labour provider] commits that migrant workers and those whose travel arrangements have been made with the assistance of [labour provider] will be able to return home for any reason and at any time without fear of penalty or detriment and witho...
	2.3.20  [Labour provider] commits that in accordance with national legislation and contractual agreement [labour provider] will pay to all workers in a timely manner on termination of contract (or cessation of work which in the reasonable opinion of t...
	2.3.21 [Labour provider] commits to working collaboratively with its user enterprise clients to implement proactive preventative good practice to seek to prevent workers supplied by [labour provider] to user enterprise client controlled sites being su...
	[Labour provider] commits that it will not employ invasive surveillance measures and will ensure that workers have freedom of movement including guarding in and off site, the ability to make contact with others, in their private time, and in arrangeme...



