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Introduction
On the 6th April 2020 new legislation arising from 
The Good Work Plan introduced the requirement 
to provide a Key Information Document (KID) to all 
agency workers. The KID is intended to improve 
transparency particularly around pay and will need 
to be issued to the worker by the recruitment 
agency before an assignment is accepted.

The templates available from the government 
require agencies to manually enter information 
about the work seeker’s contract and provide a pay 
illustration in order to demonstrate how fees and 
other deductions will affect pay.

Whilst we believe that increasing transparency 
and driving compliance is a positive move for the 
industry, the new responsibility will undoubtedly 
mean additional administration for agencies to 
swallow. 

But we’re here to help, thanks to the introduction 
of our Key Information Document Tool.
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Our Key Information Document Tool will aid our agency 
partners in meeting their compliance obligations while 
reducing administration burdens and saving time.

Using the Key Information Document Tool will enable you to 
easily create new KIDs or search for and amend an existing KID 
created using the tool. 

The following user guide will explain how to use the tool and 
provide further detail on the inputs. For any further support, 
please get in touch with your Account Manager or our Agency 
Support team on 01925 644 474. 

Introducing the 

Key Information 
Document Tool
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Getting started
If this is your first time using the tool, you will need to register your 
Agency. You can create one communal login for your agency to use 
or create a single user log in.

1 Scroll down to the ‘Create your 
account’ and complete all the 
required details;    Agency Name,      
    First Name,     Last Name and 
your contact details. You will also 
be asked to create a password.

2

3 4

2

3 4

5

6

1     Visit kid.parasolgroup.co.uk/ 
and click on the login button.

5     In the Further Information 
field, you can include a link 
to where workers can find 
additional information about 
their relationship with your 
agency. This could be a link to 
an onboarding pack or a link to 
important website information. 
This is optional. 

6     Once all inputs are entered, 
click next to complete setup 
of your account. You’re now all 
set up and ready to start using 
the tool.
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About Agency
To create a NEW KID login into your account, click on the 
menu icon at the top of the page and select ‘Create or 
Search Key information Document’.

Creating a new Key 
information Document

Joe Bloggs Recruitment Contract of Service

Bloggs

Joe.Bloggs@joebloggsrecruitment.co.uk

Your Email*

Your First Name*

Agency Name* Further Information

About Agency

Next

Your Last Name*

Your Telephone*

07433 442 532

* Required

Joe

Scroll down to the ‘About Agency’ section where the 
details you submitted at registration will be automatically 
inputted. Check the details are correct and click next.
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Creating a new Key information Document

About Worker
This page details information relating to the worker’s assignment. 
The financial information held here will be used in calculations that 
inform the final figures in the KID.

If you are unsure about what to input, click on the tooltip icon ( ? ) 
for further guidance.

Please Select

Please Select

e.g. 5/40

Days worked per pay period

Annual Holiday Allowance

Employment Option

The minimum rate of pay that you will receive will be

Rate of Pay

Name of Worker Rate Frequency

About Worker

Pay Frequency

Hours worked per day

Margin

Opted in/out of Conduct Regulations

e.g. 7.5

e.g. £28.50

Opted in/out of Conduct Regulations

e.g. 28

Employment Option

e.g. £8.21 Per hour

e.g. £250

Next

?

?

?

?

?

?

?

?

?

?

?
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Rate Frequency
Enter the rate frequency here. Choose from the 
drop-down options; Hourly or Daily.

Rate of Pay
Type in the rate of pay here.

Pay Frequency 
This is how often the worker gets paid. Choose 
from the drop-down options; Weekly or 
Monthly.

Days worked per pay period
This is how many days they will work in each pay 
period. Do not include holiday allowance in this 
figure.

Hours worked per day
Choose the number of hours worked each day. 
This is required even if the worker is on a day 
rate.

Annual holiday allowance
Enter the worker’s holiday allowance over a 
12-month period. If the assignment is less than 
12 months, you must still enter an annual figure. 
For example, if the allowance was 15 days holiday 
on a 6-month assignment, the annual holiday 
allowance will be 30 days.

Margin
Enter in the margin charged to your agency 
workers. The Parasol margin is £28.50 per 
week or £123.50 per month for our standard 
employment option or £35 per week or £151.67 
per month for our platinum employment option. 

Employment Option
Choose whether your worker is on Parasol’s 
Standard or Platinum employment option. Please 
note this will impact upon the weekly/monthly 
margin retained by Parasol.

Opted out of Conduct Regulations
It is possible for an intermediary or umbrella 
company (or other work-seeker which is a 
company) to agree to opt out of the protections 
of the existing regulations, but this also needs 
the agreement of the worker themselves. Agency 
workers placed in roles working with, or caring 
for, vulnerable persons cannot opt out of the 
Conduct Regulations. Choose either Opted In or 
Opted Out from the drop down.

Minimum rate of pay
This is the minimum gross rate of pay that your 
worker will receive. This must be at least national 
living wage, £8.72 per hour.

Once these figures are completed, click next.

Next

Creating a new Key information Document

About Worker

Key Information Document Tool User Guide Back to contents 8



Rolled up

Advanced Fields >

Tax Year Holiday Pay

Expected Deductions

? ?2020/21

Creating a new Key information Document

Expected Deductions
This page allows you to state key mandatory and optional 
legal deductions from the worker’s base salary. 

Submit

When you submit your details, a key information document will be produced 
on the next page. Please ‘print’ this PDF and save.

1 2

3

4

The mandatory fields include 1  Tax Year which will automatically 
default to the current tax year and the option to choose rolled up or 
accrued 2  Holiday Pay. Currently Parasol only offer rolled up holiday 
pay so this will show as the default. We will be moving to an accrued 
holiday pay model in the future. Your account manager will keep you 
informed about this change. 

In the 3  Advanced Fields section, there are additional optional fields 
that can be completed. The information held here will be used in 
calculations that inform the final figures in the Key Information 
Document. For a detailed breakdown of the Advanced Fields, please 
see the next page.

Once completed, 4  submit your details to produce the KID.
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Auto Enrolment
Enter whether the worker will be opted in 
or opted out of pension auto-enrolment. As 
workers are auto-enrolled and have to opt 
out if desired, opt in is set as the default.

Private Pension Contributions
Enter the amount contributed to a Private 
Pension per pay period?

Student/Postgraduate Loan
Select if any student or postgraduate loan 
applies and choose from the drop-down 
options

Other deductions from gross pay 
(Description)
Enter the description of any other gross 
pay deductions that haven’t already been 
covered. An example of this would be a CRB 
check if the cost was to be deducted from 
the worker’s pay. 

Other deductions from gross pay 
(Amount)
Enter the amount to be deducted. For 
example, the cost of the CRB check.

Other deductions from net pay 
(Description)
Enter the description of other net pay 
deductions not already covered. An example 
of this would be a personal pension 
contribution.

Other deductions from net pay 
(Amount)
Enter the amount to be deducted. For 
example, the amount to be contributed into 
a personal pension.

Creating a new Key information Document

Advanced Fields >

Auto Enrolment

Student/Postgraduate Loan

Other deductions from gross pay (Description): Other deductions from gross pay (Amount):

Other deductions from net pay (Description): Other deductions from net pay (Amount):

Private Pension Contributions

e.g. £28.50 Weekly

Weekly

Weekly

Opted in

No

21-64

?

?

?

? ?

?

?

?

Advanced Fields
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Your KID
Once the KID has been produced, check all the details are 
correct before clicking on the 1  Print button.

Joe Bloggs

Joe Bloggs Recruitment

1
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Saving the Key 
Information Document

Once the print dialogue box appears, choose 1  Save as PDF in 
the Destination dropdown. 

You may also tick 2  Background Graphics, if your print 
dialogue box has the option. This allows some of the styling 
from the online version to pull through. 

Once you are happy, click 3  Save, this will allow you to save a 
copy in your file before sending to the worker. You will need to 
retain proof of distribution to the worker.

1

2

3
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Searching for 
an existing KID

Once you have successfully logged in to your account, click on 
the menu icon at the top and select ’Create or Search Key 
information Document’

To search for an existing KID, enter the 1  unique reference 
number found on the bottom of the KID into the 2  Existing 
KID search box. Once the KID has been found, the inputs 
previously entered into the tool will pull through. You can 
now make amends and save a new copy before sending to 
the worker.

1

2
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As one of the largest and most well-respected 
umbrella companies in the industry, we strive to 
deliver best in class support to our agency partners. 
Over the last 19 years, our specialist team of 
compliance and legal experts have navigated many 
legislative changes allowing us to share best practise 
and guidance on the best way to embed changes into 
their business.

For more information about the Key Information 
Document Tool, The Good Work Plan or to discuss 
how Parasol can further support your recruitment 
agency, please get in touch with us.

01925 644 474 
agency@parasolgroup.co.uk
www.parasolgroup.co.uk

With you 
all the way
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