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Agency First Response Service 

KID and work-finding terms issuing pack for recruitment agencies 

 

Portal link: TRY FOR YOURSELF 
 

 

 

 

Purpose: A fast, consistent first response route for new temporary work-seekers. The portal captures candidate details, lets the agency select the relevant job role and engagement route, and 

then issues the correct candidate documents by email with date/time stamped evidence. 

 

 

Under 30 seconds 

typical form completion 

2 candidate emails 

KID pack then terms pack 

Full audit trail 
what was issued and when 

What the service does 

• Captures candidate contact details and job role. 

• Generates tailored KID documents for selected routes. 

• Issues agency work-finding terms in a second email. 

• Keeps evidence of the issuing order and timestamps. 

Marketing value 

The process gives candidates a professional first response and 

gives agencies a repeatable compliance path. The message is 

simple: clear documents, issued early, with evidence retained. 

Correct legal reference 

• The Conduct of Employment Agencies and Employment 

Businesses Regulations 2003 (as amended). 

• Regulation 13A - Key Information Document. 

• Regulations 14 and 15 - work-seeker terms for employment 

businesses. 

• Regulation 33 - electronic and other communications. 

Operating principle 

Use the portal before starting work-finding activity or agreeing terms with the temporary work-seeker. The KID pack comes first; the terms pack follows; both are retained as part of the agency audit 

trail. 

 

https://portal.peoplegroupservices.com/agency/signup/?GUID=c7200884-da5b-4822-a6ee-f4575e2bf704
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Portal view: standard route 

Use the quick path where the standard role and assumptions are correct 

Portal link: TRY FOR YOURSELF 

 

 

Standard view: candidate details, job role and submit 

 

How to use the quick route 

• Open the agency-specific link shown at the top of this guide. 

• Enter the candidate details: title, name, email, confirmed email and mobile number. 

• Select the closest pre-determined job role from the drop-down list. 

• Where the standard role, rate and pay route assumptions are correct, press Submit. 

• Allow the system to prepare the pack. Do not refresh the page while it completes. 

Important: Check the candidate email carefully before pressing Submit. The standard route is best where no bespoke candidate-

level amendments are needed. 

 

https://portal.peoplegroupservices.com/agency/signup/?GUID=c7200884-da5b-4822-a6ee-f4575e2bf704
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Portal view: More Options 

Use the bespoke route where the KID needs candidate-specific detail 

 

 

Expanded route: bespoke values and selected routes 

 

 

The core More Options panel: days, rates and deductions 

Use More Options when 

• The candidate or assignment differs from the standard role assumptions. 

• A specific working pattern, rate, deduction or engagement route needs to be shown. 

• Student loan, pension, holiday or other pay-related completeness needs to be captured. 

• The agency wants to show more than one route for comparison, candidate transparency or audit evidence. 

Rule of thumb 

If the standard KID could be misleading, use More Options and make the pack bespoke to the individual. 
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What happens after submission 

Two emails, attachments and a retained evidence trail 

 

Portal link: TRY FOR YOURSELF 
 

 

 

 

Email 1 

KID PDFs issued 

Email 2 

Terms and support pack 

Record 

Timestamps and attachments retained 

 

Candidate receives 

• Email 1 within minutes: selected Key Information Documents. 

• Email 2 a few minutes later: generic agency work-finding terms and useful supporting 

information. 

• A clear instruction to contact the agency if figures or information are not as expected. 

 

Agency retains 

• Candidate details and selected job role. 

• Selected KID route(s) and bespoke More Options entries. 

• Generated PDF filenames and outgoing email timestamps. 

• Any amended or reissued pack where details change. 

 

 

Compliance message 

The value of the process is the combination of candidate clarity and auditability: the agency can evidence what was issued, when it was issued, and which assumptions were used to generate the KID 

and terms pack. 

 

https://portal.peoplegroupservices.com/agency/signup/?GUID=c7200884-da5b-4822-a6ee-f4575e2bf704
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Email 1: Key Information Documents 

The candidate receives the selected KID PDF pack first 

 

Candidate email preview: Your Key Information Documents 

Purpose 

Confirms the Key Information Documents are attached and explains 

what they cover. 

Attachments 

In the example run four KID PDFs were attached because four 

engagement routes were selected. 

Candidate query route 

The email asks the candidate to contact the agency if anything is 

not as expected. 
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Example Key Information Document 

What an attached KID PDF looks like 

 

 

KID page 1: general information and engagement route 

 

 

KID page 2: pay, deductions, holiday and example net pay 

What the KID should make clear 

The KID shows the route selected, who pays the worker, how often they are paid, the expected gross pay, legal deductions, any other deductions or fees, holiday treatment and an example net pay 

position. It supports pay transparency at the start of the candidate relationship. 
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Email 2: Terms of Engagement 

The candidate receives the work-finding terms and useful supporting information 

 

Candidate email preview: Terms of Engagement 

Purpose 

Sets out information about the candidate terms of engagement with 

the agency. 

Sequence 

Sent after the KID pack so the agency can evidence the issuing 

order. 

Start point 

The email explains that work-finding services can commence once 

the candidate has agreed the terms. 
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Terms PDF and support pack examples 

What the second email attaches 

 

 

Work-finding terms PDF 

 

 

Plain-English employment rights support pack 

What the second pack is for 

The terms pack gives the candidate the agency work-finding terms. Any additional support document, such as the plain-English employment rights pack, improves candidate understanding and reduces 

support queries. 
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Agency control checklist 

Use the portal as a repeatable first-response process 

 

 

Portal link: TRY FOR YOURSELF 
 

 

Recommended process 

1. Use the portal before starting work-finding activity. 

2. Use the correct agency link and GUID. 

3. Check the candidate email before pressing Submit. 

4. Use More Options where the standard assumptions do not fit. 

5. Retain the outgoing emails and generated PDFs. 

6. Reissue if pay route, deductions or core details change. 

 

Records to retain 

• Candidate details submitted. 

• Selected job role and route(s). 

• Rates, days/hours and deductions. 

• Student loan, pension and holiday settings. 

• KID PDF filename(s) and timestamp. 

• Terms PDF filename and timestamp. 

• Any reissue or corrected pack. 

 

Suggested candidate wording 

"We will send you a Key Information Document and our work-

finding terms before we start work-finding activity. Please review 

both emails and let us know immediately if anything is not as 

expected." 

Important: The screenshots use the example label "Fair Work Agency 

(KID)" as a demonstration agency name. The official UK Fair Work 

Agency is the government regulator. Agency-facing versions should use 

the agency’s own branding and should not imply government affiliation. 

 

Status of this guide 

Operational and marketing guidance for agency users. It does not replace legal advice, the Conduct Regulations, the agency’s own compliance procedures or candidate-specific contract review. Source 

references checked against GOV.UK guidance and the Conduct Regulations overview current to June/July 2026. 

 

https://portal.peoplegroupservices.com/agency/signup/?GUID=c7200884-da5b-4822-a6ee-f4575e2bf704

