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Introduction 

This handbook is an introduction to ‘Joint Employment’, that is where an employee is Jointly  
employed by two employer organisations, known as the ‘Joint Employers’. Under Joint 
Employment the responsibility for supervision, legal and tax employment responsibilities and 
other elements of employment are shared or divided between the employers. As an employee its 
important that you under understand that more than one organisation is responsible for your 
employment. For the purposes of this Handbook the two organisations providing Joint 
Employment will be referred to as i) Compass and the ii) the Joint Employer. 

 
Summary of Joint Employer responsibilities 
 

Action Compass Joint Employer 
Obtain other personal info  

 

Issue employment contract  
 

Issue data processing info and obtain consent  
 

Obtain insurances for employees  
 

Calculate and retain Holiday pay  
 

Calculate and deduct PAYE, Employees National 
Insurance Contributions, Pension contributions and 

Student Loan repayments 

 
 

Submit RTI to HMRC   
 

Make payments to HM Revenue & Customs for 
deductions & app levy 

 
 

Administer employers pension scheme  
 

Make pension payments  
 

Source and administer employee benefits package  
 

Administer holiday pay  
 

Administer and pay SSP/ SMP / etc  
 

Responsibility for pay queries  
 

Responsibility for employment issues  
 

Right to work checks  
 

Identity checks  
 

Responsible for employee HR  
 

Qualification checks  
 

Experience requirements  
 

Reference requirements  
 

Find assignments  
 

Issue assignment  
 

Issue and receive timesheets  
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Insurance 

Compass provides you with the following insurance cover as party of our service: 
 

Insurance type What it covers 

 
Employers Liability (£10m) Claims of liability for injury or illness resulting from 

your work with Compass 

 
Public Liability (£5m) Claims of damage, injury and death as a result of 

work you’ve completed 

 
Professional Indemnity (£2m) Claims brought against you for professional 

negligence 

 
 

Contracts and other documents 

All contractual documents are issued and signed electronically. You will be supplied with an Employment 
Contract and Assignment Schedule detailed the specifics of the work you are to undertake. As a minimum 
this will include the place of work, rate of pay and pay frequency. 

Timesheets & payroll 

The Joint Employer or recruitment business acting on their behalf will confirm timesheet 
submission deadlines and process. We process timesheets and raise invoices daily between 
Monday and Friday. You will most likely be paid weekly or monthly. Most of our employees are paid 
every Friday for the previous week worked. However, the day you are paid will depend on your 
agency. Funds can clear into employee’s bank accounts anytime up until midnight and specific 
timing may be dependent on your bank’s processes.  
 
In  order for you to receive payments on the date expected you must submit Timesheets 
according to the instructions given.  Once your payment is made, we will send you a text 
message and email confirming payment.  We will issue you with an electronic payslip which will 
be made viewable on the Compass portal.      
 

Expenses 

Please confirm to Compass if you expect to be receiving reimbursable expenses. Please be 
aware that HMRF have strict guidelines on the tax treatment of expenses and Compass is 
responsible for applying these rules.  An explanation of the type of allowable expenses is 
provided at https://compasscontracting.co.uk/JE 

 

 
 
 

https://compasscontracting.co.uk/JE


Joint Employment 

Pensions 

The Government wants to encourage us to save for our retirement. So, every employer, including us, must enrol 
their workers in a qualifying pension scheme. This is called automatic enrolment. 

Compass has partnered with The Peopleâ€™s Pension, a non-profit organisation. The Peopleâ€™s Pension 
provides support for over 1,000 businesses in the UK.

The company must pay a minimum contribution of 3% on qualifying earnings, you will contribute 4%  of your 
earnings, with The People's Pension adding another 1%, making 8% total contribution. 

You will automatically be opted into The People’s Pension on this date if you meet the below  criteria: 

• You’re at least 22 years old
• You’re under State Pension age
• You earn more than the £10,000 per annum (equal to £768 per month or £192 per week)
• You usually work in the UK

Once an employee has been automatically enrolled into the pension scheme, they can stay enrolled if they wish 
to, however, they also have the opportunity to opt out within a set time period or leave the scheme at a later 
date. Details of how to opt out will be contained in your joining pack which will be supplied by The People’s 
Pension Group. 

Paying into a pension provides financial stability for your future. With Compass as your employer, you can feel 
secure knowing that we will make the automatic enrolment process simple and seamless. 

For more information, please contact your account manager. 

You can get more information about automatic enrolment at: 
https://www.workplacepensions.gov.uk 

You can get more information about The People’s Pension at: 
http://www.thepeoplespension.co.uk/employees 

Holiday pay 

Under the Working Time Regulations 1998, you are entitled to take 28 days paid holiday a year (including bank 
holidays) or pro-rata for shorter service and part-time staff. You have the option to accrue funds from your salary 
into a “holiday pot” to use when you take time off or have funds paid straight across to you (advanced) in each 
payment. 

We accrue holiday at the rate of 12.07% (28 days) of your rate. Employees can take a holiday whenever they wish 
to (subject to authorisation by the end hirer); however, we can only pay holiday pay if you have the accrued 
holiday. Holiday pay is advanced to you by default, you can ask for it to be held back (accrued) by contacting 
Customer Service. 

Holiday pay cannot be rolled over to the following year or used as a saving scheme. Any holiday which is not 
taken within the correct holiday year will be lost. 

However, if you do decide to leave us at any stage, please let us know and we will include any outstanding 
holiday in your final payment. When booking a holiday, it is imperative that we are informed in advance 
with at least 10 days’ notice. 

https://www.workplacepensions.gov.uk/
http://www.thepeoplespension.co.uk/employees


 

Joint Employment 

Sick pay 

If sickness or injury prevents you from attending work, you (or someone on your behalf) should inform your 
Customer Services. Whilst you are working at a client site, you must also inform the client of the reason for 
your absence as soon as possible, but no later than 10 am on each day of absence. You may be entitled to 
Statutory Sick Pay (SSP) if you have been off work sick for four or more days in a row. We will require 
presentation of a Doctor’s note before releasing SSP. 

 
Maternity/Paternity Leave & Pay 

Employees who want time off to have a baby are entitled to Statutory Maternity Leave (SML) and Statutory 
Maternity Pay (SMP). For more information about the notice you must give, the amounts you may be eligible for 
and other details please consult the government website: 

https://www.gov.uk/maternity-pay-leave/pay 
 

 

Tax codes 
HMRC is responsible for issuing a tax code to every employee in the UK. Your tax code tells Compass how much 
you can earn each year without paying any income tax. Some people refer to this as a ‘personal allowance’. 

When you join Compass we will ask you for a P45 which allows us to find out the tax code you have been given. If 
you have more than one job please note that only one employer is permitted to hold your ‘personal allowance’. 

Explanation of different codes: 
 

L You are entitled to the basic tax free personal allowance. This is £11,850 for tax year 
2018/19. 

W1 Week 1. This means your tax is only based on your earnings for that week. 

OT Your full earnings are subject to 20% tax, which means your personal allowance is nil. 
BR Basic rate means that your personal tax allowance is being used already. For example, 

if you have two jobs one employer would have a BR code for you. 
K Your tax code includes other calculations to work out your personal allowance. For 

example it’s been reduced because your income is over the amount for basic rate tax. 
 
 

Real Time Information 

Real Time Information (RTI) is the system that HMRC use to collate your PAYE information. This means that data is 
submitted every time an employee is paid. When each employee’s records are submitted each payday, it will be 
checked against the PAYE data that HMRC holds on that employee, this will highlight any errors or changes that 
have occurred since the last payday, making it quicker and easier to resolve. 

It is vital that all of the information we have for you is correct and your records are up-to-date. As this is the 
case, we require you to inform us directly should any changes to your personal information take place i.e. a 
change of address, change of name, etc. 

  

https://www.gov.uk/maternity-pay-leave/pay


 

Joint Employment 

Compass Rewards 

Our benefits package is designed exclusively for Compass's flexible employees and has been developed 
specifically to help you make the most of your income. We can provide services and advice for: 

• Employee benefits and perks (please the information provided at https://compasscontracting.co.uk/CR 
• Mortgage, savings and investment advice from a qualified Independent Financial Advisor 
• Tax guidance; self-assessment or advice from the qualified accounts at Compass 

Contact information 

Compass office telephone: 03333 660 028 

Compass email address: info@compasscontracting.co.uk 

 

Important Company Policies 

Please view these policies at:   https://compasscontracting.co.uk/JE 

• Equality and Diversity 

• Health & Safety 

• Whistleblowing 

• Anti-bribery 

• Grievance Policy 

• Disciplinary Capability Policy 

• Assistance Site Standards 

 
 

mailto:info@compasscontracting.co.uk
https://compasscontracting.co.uk/JE
https://compasscontracting.co.uk/wp-content/uploads/2021/11/Compass-Equality-Diversity-Policy.pdf
https://compasscontracting.co.uk/wp-content/uploads/2021/11/Health-and-safety-policy.pdf
https://compasscontracting.co.uk/wp-content/uploads/2021/11/Compass-Whistleblowing-Policy.pdf
https://compasscontracting.co.uk/wp-content/uploads/2021/11/Compass-Anti-Bribery-Policy.pdf

	Compass Rewards
	Holiday Pay
	Timesheets
	Payslips
	Employee Handbook This can be accessed at: https://compasscontracting.co.uk/JE
	We look forward to working with you!
	EMPLOYEE PERSONAL DETAILS FORM
	Please upload your valid forms of ID that provide proof of Right To Work in the UK 
	Please now take a ‘selfie’ (a photo of your face) using your phone to prove the ID is yours. Do not upload a photo of another photo.
	CONTRACT OF JOINT EMPLOYMENT
	Introduction
	Summary of Joint Employer responsibilities

	Insurance
	Contracts and other documents
	Timesheets & payroll
	Expenses
	Pensions
	Holiday pay
	Sick pay
	Maternity/Paternity Leave & Pay
	Tax codes
	Explanation of different codes:

	Real Time Information
	Compass Rewards
	Contact information
	Important Company Policies



