
Q: What information do you need to set me  up as a New Starter? 

A: We will need you to complete a New Starter Declaration and New Employee Starter Forms.  The 

New Starter form includes address, date of birth, NI Number and Bank Details.  You must have a 

UK Bank Account in your name for us to be able to process salary payments.  These are available 

as downloads under the candidate tab (temporary workers documents) on the website.  You will 

need to attend in person at our offices with your passport, visa (if you have one) and proof of 

your National Insurance number (Your card, previous paylip or p60) 

 

Q: What do I do if I do not have a National Insurance Number? 

A: You need to apply for a National Insurance Number as we are unable to process any payments 

without this.  You need to contact JobCentre Plus and make an appointment to see them to 

obtain a NI Number.   

 

Q: When will I get paid? 

A: Salaries are processed a week in arrears.  They are paid into employees accounts each Friday 

following the week worked. 

 

Q: What is the  deadline for timesheets? 

A: The deadline for receipt of timesheets is 12 noon on Mondays.  Timesheets can be submitted by 

either handing into the office, faxing to 024 7765 5173 or emailing to 

jobs@thefutureworks.org.uk  Timesheets received after the deadline will not be guaranteed to 

be paid that week. 

 

Q: I have a query with my Tax Code 

A: If you have a query with your tax code, or think you are on the incorrect code you will need to 

speak to the Inland Revenue directly.  We cannot change your code once you have been set up 

on the system unless advised by the Revenue directly. 

 

Q: I have a query with my pay 

A: If you have a query with your pay, please contact thefutureworks office and ask for  Payroll.   

 

Q: How do I get my payslip? 

A: Payslips are emailed out to employees each week once the payroll has been completed.  You 

will be sent a password to open the file when you start employment with us.   

 

Q: What is thefutureworks Tax Office Reference Number? 

A: Our Tax Office Reference Number is 190/NZ79756.  You may need this is contacting the 

Revenue. 

 

Q: How does holiday pay work? 

A: When you start work with thefutureworks your holiday entitlement will be 20 days holiday plus 

8 statutory days (28 days a year).  This equates to 12.07% of your hourly rate.  For example if 

mailto:jobs@thefutureworks.org.uk


your pay rate was £10.00, your holiday pay would be £1.21 (12.07% of £10.00).  So for each hour 

you work you will accrue £1.21 holiday pay, up to a maximum of 40 hours a week.  These 

monies are recorded on our system each week and accrue for when you want to take holiday.  

When you have completed 12 weeks work in the same role, under the Agency Worker 

Regulations (AWR) you are entitled to receive the same holiday entitlement as a permanent 

member of staff on the same grade.  Therefore, if an increase is due this will be applied when 

you have completed 12 weeks work.  If you change jobs to a different role the 12 week 

countdown starts from week 1 again and your holiday entitlement will return to the statutory 

minimum. 

 

Q: How can I check how much Holiday Pay I have? 

A: You can check how much holiday pay you have at anytime.  You can do this by emailing either 

jobs@thefutureworks.org.uk. 

 

Q: Do I have to use my holiday pay by a certain time? 

A: Our holiday year runs from 1st September to 31st August each year.  Holiday pay accrued during 

the year should be taken within the year.  We do permit you to carry forward 10 hours holiday 

into the next leave year, but these hours must be taken by 30th September or they will be 

forfeited. 

 

Q: How do I claim my holiday pay? 

A: Put your holiday pay request on the relevant weekly timesheet, or you can email 

jobs@thefutureworks.org.uk with your request. 

 

Q: Sick Pay 

A: If you are off sick from work you must contact thefutureworks office on the first day of absence.  

We can then advise your placement of your illness and whether you would be entitled to 

Statutory Sick Pay. 

 

Q: P60s 

A: P60’s are raised after the Payroll Year End has been finalised.  They will be posted out to your 

home address by 31st May. 

 

Q: Statutory Maternity Pay/Ordinary Statutory Paternity Pay 

A: If you wish to claim SMP or OSPP please contact Julie Parker @ thefutureworks office and she 

will be happy to go through these details with you. 
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