
 
 

 

 

Step by Step Recruitment Key Information Document 

The purpose of this document is to provide potential temporary workers with key pay information. This is so you can 

understand how your prospective terms of engagement will affect your pay over the course of your assignment. 

 

Employment Agency Standards (EAS) contact details: 

Phone Helpline: 0207 215 5000 

Email Address: eas@beis.gov.uk 

 

Advisory, Conciliation and Arbitration Service (ACAS) contact details: 

Phone Helpline: 0300 123 1100 (available in multiple languages) 

 

Contract Type: You will be employed by Step by Step Recruitment Ltd under a contract of service.  

Rate of Pay: You will be paid at least National Minimum Wage for your age group. Please ask for further details.  

Pay Intervals: You will be paid weekly. Work completed in one week will be paid on the following Friday. 

Statutory Deductions: Income tax and national insurance contributions will be deducted from your gross pay 

through the PAYE system. If you do not opt out, pension contributions will also be deducted. 

Fees for Goods and Services: Any other fees such as clothing required for a job (not including PPE) will be deducted 

from your wages after tax and national insurance is deducted. You will be charged the cost price of these items. 

Leave Entitlement: You accrue annual leave at 12.07% of your hourly rate for every hour you work. This equates to 

5.6 weeks per year including bank holidays for a full-time worker. You can only take holiday pay in increments of 1 

week per payroll cycle. You can access your holiday pay at any time by contacting 

payroll@stepbysteprecruitment.co.uk. 

 

 

Representative Example Statement 

(Based on £9.50 per hour/40 hours per week) 

Example gross rate of pay £380.00 weekly 

Deductions from your pay required by law £28 Income Tax 

£18 National Insurance 

Any other deductions from your pay £13 Employee Pension Contribution 

Example net take home pay £321 weekly 
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