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Do you supply/have a process to supply the agency with a Key Information Document (KID)? 
 
Documentation required: Provide your policy or an overview of the process you follow to support 
with the above including a sample KID document  
 
Upload your answer to this question. 
 

Sending Key Information Documents 

Atom receives the assignment details from the agency usually via e-mail in the following 
format in line with the assignment schedule which we provide to the contractor: 

Name of the candidate: Xxxx   
Email address: Xxxx 
Phone number: Xxxx   
Position or nature of work: Xxxx   
Previously worked for hirer: Xxxx   
Pay rate(s): Xxxx   
Assignment Start Date: Xxxx   
Assignment Finish Date: TBC/Ongoing/end date 
Assignment Days and Hours of work: eg: Monday – Thursday 8:00am – 3:30pm Friday 8:00am-12:30pm 
Assignment Place of work: Xxxx   

 

Populate MDA creating illustration for contractor which is sent by email with initial 
welcome email. 

 
 

 

 

 

Key Information Documents 
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Contractor signs starter pack/sign up form and assignment schedule forms. 

Atom sends Key Information Document to agency prior to the contractor/employee 
starting their role. 

Two versions of the KID are to be created and saved. One is to include Pensions (net pay 
arrangement) which will be sent out the same week the contractor is to be auto enrolled 
in pension scheme due to this being a material change to the assignment rate. 

Important information to include on KID: 
- Rate  
- Weekly hours 
- Annual leave days (28 days for umbrella, 32.65 days for teachers) 
- Accrued holiday tab selected (if requested on contractor sign up form) 
- Apprenticeship Levy selected  
- Atom Margin 
- Click Download 

No accrued holiday and no Pension example below: 
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Accrued holiday and Pension example below: 

1. Click purple icon to generate first KID (without pension)

) 

2.Select company name, Business Name, Type of contract and select Remove Cover 
Page box 
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3.Generate 

 

 

- Edit the illustration to select Pension Net Pay Arrangement and download. 
- Repeat steps 1-3 above to generate KID with pension and label each of the 2 files 
accordingly. 
- Note: an illustration cannot be edited once contractor is set up in a company for 
payroll. 
- Save both files down to contractor folder. 

- Send KID to contractor and agency via Hubspot using the templates below. 
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Attach KID to email below
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When contractor is auto enrolled in pension scheme, KID with pension is to be sent 
using relevant Hubspot email template as per below 


