AW Regulation Checklist

	Name of School / Academy
	
	Name of person completing checklist
	

	Name of Temporary Worker Agency (TWA)
	
	Name of TWA Contact
	

	Tel.  No. of TWA Contact:
	
	Date copy of checklist sent to Temporary Worker Agency
	

	Item
	Action required when an AW is hired


	Arrangements agreed with agency
	Date agreed / completed

	Day 1 Entitlement

	Information on Facilities
	· Collate / update information on facilities at school / academy

· Provide to AW (AW) when they commence placement and / or agree for information to be provided to AW by temporary worker agency (TWA)

· Include information as part of induction
	
	

	Information on job vacancies
	· Include on facilities information where the AW can locate information on job vacancies
	
	

	Entitlements after 12 weeks on assignment - (to be provided to TWA prior to end of 12 week period)

	Collate information regarding basic terms and conditions of employment 
	· Establish pay entitlement (salary, enhancements, annual leave) that the AW would have received had they been directly employed by the school / academy (pay includes salary, enhancements annual leave)

· Collate information on weekly hours and rest breaks worked by comparable employee 

· Agree with TWA who will provide information to AW on conditions of employment
	
	

	Comparable Worker (for establishing rights to facilities, vacancies and conditions of employment)

	Establishing comparator 
	· Identify if there is a comparable worker in respect of the role undertaken by the AW

· Advise the TWA of the comparator (or advise there is no comparator)
	
	

	
	· Agree with TWA who will advise AW where the role is considered substantially different if they move to a new post and that an additional qualifying period will commence.
	
	

	Monitoring Requirements

	Previous assignment with school / academy
	· Agree with TWA who will determine if AW has worked previously with the school / academy through a different TWA

· Agree with TWA who will identify if AW has worked in other schools / academies with same governing body / LA / Academy Trust
	
	

	Establishing when AW has attained 12 week qualifying period 
	· Agree with TWA who will keep the following records regarding the school / academy:

· Roles undertaken by AW

· Weeks worked in the same or broadly similar role

· Weeks worked in a different role (a separate entitlement will be accrued) 

· Agree with TWA who will identify  if the AW has met the 12 week qualifying period taking account of the following:

·  There has not been a break of more than 6 weeks (if so the qualifying period will restart, unless they meet one of the following exemptions)

· Where the clock for the qualifying period has paused due to:

· A break of up to 28 weeks because of jury service, sickness, injury

· Any break for the purpose of taking leave (including annual leave)

· A break caused by shutdown (school holidays) or strike

· Where the clock for the qualifying period has continued due to:

· Pregnancy

· Maternity leave (up to 26 weeks after the birth), adoption leave and paternity leave 

Note: if 1 hour  is worked this will count as a week
	
	

	Increment
	· Where increments apply to comparable workers, identify when the AW will be entitled to an increment (once they have completed the 12 week qualifying period together with the timeframe of the increment provisions)

· Identify a mechanism to determine if they met the qualifying requirements of an increment e.g. an alternative to an appraisal where this would usually apply
	
	

	Entitlements of pregnant workers

	Notification to pregnant worker of entitlements
	Agree with agency who will advise AW of:

· Requirement to notify agency and hirer when pregnant

· Entitlement to paid time off for antenatal care

· Requirement for health and safety risk assessment at place of work

· Entitlement to return to assignment after childbirth (where this remains available)
	
	


