ALLEN & OVERY

Written Particulars from 6 April 2020: Checklist

Written particulars to be provided to workers as Required by ,day !
: of worker’s
of 6 April 2020 5
engagement:
Pre-6 April 2020 requirements continuing to apply
Name of employer and employee Yes
Employment commencement date and date of period of continuous Yes
employment
Details of pay (including intervals of pay) Yes
Holiday entitlement (including calculations as to accrual on Yes
termination)
Terms relating to incapacity, including provision for sick pay Yes — At a minimum must be referenced in day 1 statement but can
refer to another document. Previously could be provided in
instalments within two months of start date.
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Written particulars to be provided to workers as

of 6 April 2020

Required by day 1
of worker’s
engagement?

Length of notice period Yes Now full details must be provided in day 1 statement.
Previously could be provided in instalments within two
months of start date.

Job title/description Yes

Expected petiod for fixed term employment/end date Yes Now full details must be in day 1 statement. Previously could
be provided in instalments within two months of start date.

Place of work and address of employer Yes

Details around employee requirements to work outside UK for more Yes

than one month

Details of pensions and pension schemes No As before, can be provided in instalments within two months
from start of employment.

Details of any collective agreements No As before, can be provided in instalments within two months
from start of employment.

Information about disciplinary and grievance procedures No

Draft carefully to ensure appropriate procedures apply to
employees as compated to other workers. Can be provided in
instalments within two months from start of employment.
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Required by day 1

Written particulars to be provided to workers as ;
of worker’s

of 6 April 2020

engagement?

Amended and additional requirements from 6 April 2020

Days of week and normal hours of work; whether or not such hours Yes — In addition to including normal working hours, statements
or days may be variable; and if they vary, how that variation is to must now include the information in bold.
be determined

Duration of probationaty petiod (if any) Yes — New requirement to be included in day 1 statement.
Entitlement to “any other paid leave” other than annual leave and Yes — New catch-all requirement to include all paid leave. At a
holiday pay — including maternity leave and paternity leave minimum must be referenced in day 1 statement but can refer

to another document.

Any other remuneration or benefits provided by the employer (e.g. Yes — New catch-all requirement for all benefits and remuneration to
health insurance, meal expenses etc.) be included in day 1 statement. No express right to refer to
other documents. Draft carefully to avoid inadvertently
creating a contractual benefit.

Training provided by employer that the employee is: No — New requitement. List of training can be provided in
o) entitled to: instalments within two months from start of employment.
B
Consider referring in statement to a document/ intranet page

(i) is required to do; and listing training.
(iid) required to do but which the employer will not bear the cost
of.
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FOR MORE INFORMATION PLEASE CONTACT

London

Allen & Overy LLP
One Bishops Square
London

E16AD

United Kingdom

Tel +44 20 3088 0000
Fax +44 20 3088 0088

GLOBAL PRESENCE

Allen & Overy is an international legal practice with approximately 5,500 people, including some 550 partners, working in 44 offices worldwide.
Allen & Overy LLP or an affiliated undertaking has an office in each of:

Abu Dhabi Bucharest (associated office) Ho Chi Minh City Moscow Seoul
Amsterdam Budapest Hong Kong Munich Shanghai
Antwerp Casablanca Istanbul New York Singapore
Bangkok Doha Jakarta (associated office) Paris Sydney
Barcelona Dubai Johannesburg Perth Tokyo

Beijing Dusseldorf London Prague Warsaw

Belfast Frankfurt Luxembourg Riyadh (cooperation office) Washington, D.C.
Bratislava Hamburg Madrid Rome Yangon

Brussels Hanoi Milan Séo Paulo

Allen & Overy means Allen & Overy LLP and/or its affiliated undertakings. The term partner is used to refer to a member of Allen & Overy LLP or an employee or consultant with equivalent standing and qualifications or an
individual with equivalent status in one of Allen & Overy LLP’s affiliated undertakings.
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