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KAINOS | SMART ORDER FORM 
Customer Details 
Customer Name  
Registered Office Address  
Customer Contact, Number & Email  
Invoice Contact, Number & Email  
Purchase Order Number  
Hosting Platform Location Choose an item. 

 
Kainos Details 
Kainos Name Choose an item. 
Registered Office Address Choose an item. 
Kainos Contact, Number & Email  
Kimble Code SOXXXXXX v0.1 

 
Subscription Term 
Effective Date (start date) Day  Month  Year  
End Date Day  Month  Year  

 

Modules included in the Subscription Service (Select applicable Module(s)) Additional 
Tests - % uplift 

Smart HCM Business Process & Integrations Module ☐ [enter %] 

Smart Financials Business Process & Integrations Module ☐ [enter %] 

Smart Security Module ☐ [enter %] 

Smart Payroll Module ☐ [enter %] 
 

Charging Bands (Select applicable Charging Band) 
Staff Number Subscription Service Charge (annual) Select 
 [$/£/€] ☐ 
 [$/£/€] ☐ 
 [$/£/€] ☐ 

 
Summary of Charges 
Services Invoiced Duration Total Charges 
[Gold (FSE) less than 4k; Gold (FSE) 
more than 4k; Platinum] Subscription 
Service 
 

[$/£/€] annually in advance [X] years [$/£/€] 

On boarding: 
[current Implementation Methodology] 
[Post Deployment current Implementation 
Methodology (sub 10k, 10-50k or 50k 
FSE)] 
 

[$/£/€] on signature Fixed Price [$/£/€] 

DN: delete within brackets above as necessary [$/£/€] 
 

Special Conditions 
 

 
The terms of the Kainos Smart Master Subscription Agreement govern the provision of services set out in this Order Form and may be 
accessed at: https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf  
 

https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-less-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Platinum.pdf
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By signing below, you are accepting the Smart Master Subscription Agreement on behalf of the Customer and confirming that you are 
authorised to do so.  
 

Signed by the Customer Signed by Kainos 

Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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KAINOS | WORKDAY IMPLEMENTATION SERVICES ORDER FORM 

Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kainos Ref: SOXXXXXX v0.1 

 

Project Details 
Term: XX/XX/20XX – XX/XX/20XX 

Implementation Methodology: 
Kainos Workday Implementation Methodology, can be accessed here: 
https://www.kainos.com/wp-content/uploads/2019/04/Kainos-Workday-Your-Way-
Implementation-Methodology-v6.0.pdf  

Service Hours: 

[DN: choose the time-zone applicable to your Implementation region and delete the 
others] 
UK: Monday to Friday 0900-1700 GMT Excluding UK public holidays 
Europe: Monday to Friday 0900-1700 CET Excluding UK public holidays 
USA: Monday to Friday [DN: include the applicable EST/CST/MST/PST times] 0900-
1700 Excluding US public holidays 

Services and Deliverables: 

1. Kainos will carry out the Services, as described in (Annex 1): Schedule A: Functional 
Scope; Schedule B: Integration Scope; Schedule C: Data Loads; and Schedule D: 
Worker Populations, during the Term, in accordance with the Implementation 
Methodology and subject to the Assumption and Dependencies. 
2. The Deliverables are set out in the Implementation Methodology. 
[3. Workday automated testing SaaS, Smart (Smart). The Smart commercial details 
are set out in Annex 3 and effective on signature of this Order Form. In respect of the 
use and operation of Smart, the Smart Terms of Use shall apply to the exclusion of any 
other Terms and Conditions applicable to this Order Form. [DN: if not used delete this 
clause and Annex 3]. 

Assumptions and Dependencies: 

The Services are provided in accordance with the Assumptions and Dependencies set 
out in this Order Form (to include Section E, Special Conditions) and the 
Implementation Methodology, failure of any of which may have an adverse impact on 
the provision of the Services, envisaged timescales and/or costs. 
The following Assumptions and Dependencies apply to the Services: 
1. There are three (3) implementation tenants provided by Workday. If additional 
tenants are required to support Customer’s project conversion or training requirements, 
additional tenant fees may apply. 
2. Kainos will perform three (3) Data Loads during a project; additional data loads will 
attract additional fees. 
3. Failure to complete a successful data load after three (3) attempts may result in a 
Change Request to continue the process and may impact the target go-live date. 
4. If the Term start date is delayed by the Customer for any reason, there is potential 
impact and risk with regard to Kainos Staff availability and ability to meet any target go-
live date. Kainos will work with the Customer to discuss options and agree any 
changes/next steps. 
5. The Term assumes a period of [•] until deployment and a further period of [•] for part-
time post-production support. The Order Form will endure until completion of the Post 
Production support, unless terminated earlier in accordance with the Terms and 
Conditions. 
6. Customer will conduct acceptance testing on the Services. Acceptance tests shall 
apply to the configuration and implementation of Workday by Kainos and shall not apply 
to the functionality of the Workday product or any component of it. 
7. The Customer will: (i) ensure that personal data is only provided to Kainos via agreed 
and secure means (typically via SFTP); (ii) not submit data files to Kainos via email or 

https://www.kainos.com/wp-content/uploads/2019/04/Kainos-Workday-Your-Way-Implementation-Methodology-v6.0.pdf
https://www.kainos.com/wp-content/uploads/2019/04/Kainos-Workday-Your-Way-Implementation-Methodology-v6.0.pdf
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other non-secured means (even if password protected), this includes Teamwork, 
SharePoint or other document repositories; and (iii) ensure that data is removed from 
the SFTP when it is no longer required. 
 [List any other Assumptions and Dependencies] 

Data Protection The Customer and Kainos will comply with the Data Processing (GDPR Annex) at 
Annex [4] to this Order Form. 

Charges 
Currency: £ GBP/€ EUR/$ USD 

Rates: 

The Hourly Rates that apply to this Order Form are as follows: 
 

Role Hourly Rate 

  

  

  

  

  
 

Estimated Cost: The Estimated Cost for the Services is [     ] 

General: 

1. The Services will be provided during the Service Hours pro-rata to the time spent 
in the provision of the Services, on a Time and Materials basis at the Hourly Rates, 
set out in the Order Form. 

2. Where the Customer requests Services to be carried out outside of the Services 
Hours, Kainos applies the overtime rate of Hourly Rates x 1.5.  

3. Customer shall pay the fees in the Currency set out in the Order Form. 
4. Travel Time 

[DN: choose the region applicable to your Implementation Services region and 
delete the others] 
UK: Travel time to and from the Customer site will be charged in accordance with 
the Rate Card below. 
Europe: Travel time to and from Customer site will only be charged (in accordance 
with the Rate Card below) if the relevant Customer site is outside of the continent. 
USA: Travel time to and from Customer site will only be charged (in accordance 
with the Rate Card below) if the relevant Customer site is outside of the continent. 
Weekend travel time (at the Customers request) @ 1.5 x the Hourly Rate (as 
applicable). 

5. Customer shall pay the charges and reasonable associated expenses incurred by 
Kainos in the provision of the Services. 

6. Customer will be invoiced monthly in arrears for actual effort utilised in the 
performance of the Services and all invoices must be paid within thirty (30) days 
of the invoice date. The Estimated Utilisation Profile set out below is an estimate 
only and may be subject to change to facilitate project requirements. 

7. Kainos will endeavour to accommodate the Customer's reasonable Change 
Requests. Where Kainos agrees to carry out a Change Request, the Parties will 
confirm the scope of and charges for the Change Request, any related 
assumptions or dependencies and any special terms and conditions using the form 
of Change Request set out in Annex 2. 

8. Any activities associated with business change management are not included in 
the Estimated Cost and will be subject to the Change Request procedure above. 

Estimated Utilisation Profile: 

 

Staff / Role Estimated Effort 
Hours Hourly Rate Estimated Cost 

[Currency] 
Programme Manager    
Engagement Manager    
Principal Consultant    
HCM Consultant    
HCM Specialist    
Integration Lead    
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Terms & Conditions 
The Kainos Workday Services Terms and Conditions which govern the provision of the Services set out in this Order Form may 
be accessed here: https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-
Conditions-v1.0.pdf  (Terms and Conditions).  
By signing below you are accepting the Terms & Conditions on behalf of the Customer and confirming that you are authorised to 
do so. Order Forms must be completed in full and returned to Kainos (with a physical or electronic copy of the purchase order, 
where applicable) before the start of the Term. Kainos will not be responsible for providing the Services where Order Forms are 
incomplete, unsigned or, (where applicable), do not have an associated purchase order number. 
 

 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  

  

Integration Consultant    
Data Consultant    
Estimated Totals    

  

Special Conditions 
 

https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf
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ANNEX 1 

Schedule A – Functional Scope 
Project Component Scope 
Organisations  
Jobs and Positions  
Business Processes 
(Inc. Manager and Employee Self 
Service) 

 

Worker Data Configuration 
(Employee History)  

Compensation  
Benefits  
Time Tracking  
Recruitment  
Performance Management  
Assess Talent  
Succession Planning  
Skills and Experience 
(Worker)  

Skills and Experience 
(Job Profile)  

Absence Management  
Configurable Security  
Source Systems  
Languages * 8  
Global Customers  
Contingent Workers  
Reporting  
Safety  
Recruiting  
Training 
(Additional Knowledge Transfer)  

 

Schedule B – Integration Scope 
Detailed description of Client Integrations 

 

Schedule C – Data Loads 
The Customer will be responsible for preparing data in an agreed format suitable for loading in Workday. Data conversion will 
include the following: 
1. Current data records for all active employees and employees terminated in the previous 12 months will be included in the 

data conversion to the Workday Service. Identified Workday-supported human resources history will be selected for 
conversion during the Architect Stage of the project and will be loaded only into Workday’s ‘Maintain Worker History from prior 
system’ object for the purposes of viewing data and reporting; 

2. Kainos will provide a conversion template that Customer will populate with Customer’s extracted and transformed data. The 
Kainos data conversion consultant will use the completed templates to load the data into the Workday tenant. 

 

Schedule D – Worker Populations 
Country Number of Active Employees (Approx.) Language 
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ANNEX 2 | CHANGE REQUEST 

Part A 
Kainos Entity: Choose an item. Kainos Contact:  
Change Request Reference: SOXXXXXX v0.1 Original Contract Reference: SOXXXXXX 
Original Contract Name:  
The Terms and Conditions of the Original Contract apply except to the extent amended in this Change Request. 

 

Part B 
Company Name:  
Customer Reference:  
Raised By:  
Priority:  Date Required:  
Title of Change Request:  

 

Part C 
[Fixed Price/T&M] Cost (plus VAT and expenses, if any): 
 
Impacted By: 
 
Operational Impact(s): 
 
Details of Change: 
 
Assumptions/Dependencies: 
 

 
SIGNATURE 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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ANNEX 3 | KAINOS SMART ORDER FORM 

Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  
Hosting Platform Location: Choose an item. 

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kimble Code: SOXXXXXX v0.1 

 

Subscription Term 
Effective Date Day  Month  Year  
End Date Day  Month  Year  

 

Modules included in the Subscription Service (Select applicable Module(s)) Additional 
Tests - % uplift  

Smart HCM Business Process & Integrations Module ☐ [enter %] 
Smart Financials Business Process & Integrations Module ☐ [enter %] 
Smart Security Module ☐ [enter %] 
Smart Payroll Module ☐ [enter %] 

 

Charging Bands (Select applicable Charging Band) 
Staff Number Subscription Service Charge (annual) Select 
 [$/£/€] ☐ 
 [$/£/€] ☐ 
 [$/£/€] ☐ 

 

Summary of Charges  
 Invoiced Duration  Total Charge 
[Gold (FSE) less than 4k; Gold (FSE) more 
than 4k; Platinum] Subscription Service 
 

[$/£/€] annually in advance [X] years [$/£/€] 

On boarding: 
[current Implementation Methodology] 
[Post Deployment current Implementation 
Methodology (sub 10k, 10-50k or 50k 
FSE)] 
 

[$/£/€] On signature Fixed Price [$/£/€] 

DN: delete within brackets above as necessary                                                                                                [$/£/€] 
 

Special Conditions 
 

 
The terms of the Kainos Smart Master Subscription Agreement govern the provision of services set out in this Order Form and may be 
accessed at: https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf 
 
 

https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-less-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Platinum.pdf
https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf
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By signing below, you are accepting the Smart Master Subscription Agreement on behalf of the Customer and confirming that you are 
authorised to do so. 
  

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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[Appendix 1 

On boarding Implementation Customers] 
 
[DN: to be amended on a per customer basis] 
 
  



Kainos WorkSmart  
Implementation Order Form 
Template 15.0 
 

 

   
 

 
 
ANNEX 4 | DATA PROCESSING (GDPR ANNEX) 
 
DEFINITIONS 
 

Agreement Has the meaning given in the Terms and Conditions 

Data Protection Impact Assessment An assessment by the Controller of the impact of the envisaged processing on the protection of 
Personal Data. 

Data Protection Legislation 
(i) The GDPR, the LED and any applicable national implementing Laws as amended from time 
to time; (ii) the DPA 2018 to the extent that it relates to processing of personal data and privacy; 
and (iii) all applicable Law about the processing of personal data and privacy. 

Controller, Processor, Data Subject, Personal 
Data, Personal Data Breach, Data Protection 
Officer 

Take the meaning given in the GDPR. 

Data Loss Event 
Any event that results, in unauthorised access to Personal Data held by Kainos under this 
Agreement, and/or actual loss and/or destruction of Personal Data in breach of this Agreement, 
including any Personal Data Breach. 

Data Subject Access Request A request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant 
to the Data Protection Legislation to access their Personal Data. 

DPA 2018 Data Protection Act 2018. 

GDPR The General Data Protection Regulation (Regulation (EU) 2016/679). 

Kainos Personnel All directors, officers, employees, agents, consultants and contractors of Kainos and/or of any 
Sub-Contractor engaged in the performance of its obligations under this Agreement. 

Law 

means any law, subordinate legislation within the meaning of Section 21(1) of the Interpretation 
Act 1978, bye-law, enforceable right within the meaning of Section 2 of the European 
Communities Act 1972, regulation, order, regulatory policy, mandatory guidance or code of 
practice, judgment of a relevant court of law, or directives or requirements with which the 
Contractor is bound to comply. 

LED Law Enforcement Directive (Directive (EU) 2016/680. 

Protective Measures 

Appropriate technical and organisational measures which may include: pseudonymising and 
encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of systems 
and services, ensuring that availability of and access to Personal Data can be restored in a timely 
manner after an incident, and regularly assessing and evaluating the effectiveness of the such 
measures adopted by it. 

Sub-processor Any third party appointed to process Personal Data on behalf of Kainos related to this Agreement. 
 
1. DATA PROTECTION 
 
1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the 

Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the 
Customer and may not be determined by Kainos. 

 
1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data 

Protection Legislation. 
 
1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact 

Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include: 
1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing; 
1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined 

in the Agreement; 
1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects; 
1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure 

the protection of Personal Data. 
 
1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement: 

1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If 
it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited 
by Law; 

1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as 
appropriate to protect against a Data Loss Event having taken account of the: 
1.4.2.1 nature of the data to be protected; 
1.4.2.2 harm that might result from a Data Loss Event; 
1.4.2.3 state of technological development; 
1.4.2.4 cost of implementing any measures; 

1.4.3 ensure that: 
1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in 

particular Exhibit 1); 
1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have  
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access to the Personal Data and ensure that they: 
1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause; 
1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor; 
1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or 

divulge any of the Personal Data to any third party unless directed in writing to do so by the 
Customer or as otherwise permitted by this Agreement; 

1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data; 
1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior 

written consent of the Customer has been obtained and the following conditions are fulfilled: 
1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in 

accordance with GDPR Article 46 or LED Article 37) as determined by the Customer; 
1.4.4.2 the Data Subject has enforceable rights and effective legal remedies; 
1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level 

of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to 
assist the Customer in meeting its obligations); 

1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to 
the processing of the Personal Data; 

1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on 
termination of the Agreement unless Kainos is required by Law to retain the Personal Data. 

 
1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it: 

1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request); 
1.5.2 receives a request to rectify, block or erase any Personal Data; 
1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data 

Protection Legislation; 
1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection 

with Personal Data processed under this Agreement; 
1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is 

required or purported to be required by Law; 
1.5.6 becomes aware of a Data Loss Event. 

 
1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as 

details become available. 
 
1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer 

with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint, 
communication or request made under clause 1.5 (and insofar as possible within the timescales reasonably required by the 
Customer) including by promptly providing: 
1.7.1 the Customer with full details and copies of the complaint, communication or request; 
1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject 

Access Request within the relevant timescales set out in the Data Protection Legislation; 
1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject; 
1.7.4 assistance as requested by the Customer following any Data Loss Event; 
1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, 

or any consultation by the Customer with the Information Commissioner's Office. 
 
1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor. 
 
1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process 

any Personal Data related to this Agreement, Kainos must: 
1.9.1 notify the Customer in writing of the intended Sub-processor and processing; 
1.9.2 obtain the written consent of the Customer; 
1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that 

they apply to the Sub-processor; 
1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require. 

 
1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable 

controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which shall apply 
when incorporated by attachment to this Agreement). 

 
1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on 

not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance 
issued by the Information Commissioner’s Office. 
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EXHIBIT 1 | DESCRIPTION OF DATA & DATA PROCESSING 
 

Personal Data Data Subject(s) Description of the 
data 

Type of 
processing* 
(How is the data 
processed) 

Location of 
processing 
(Geographically, 
incl. location for 
disaster 
recovery/back-
up/mirror) 

Purpose of 
processing 
(What is the 
processing scope) 

Processor (Kainos 
or subcontractor) 

Duration of 
processing 

Personal Data 

Data Controller 
(Customer) staff, 
candidates, former 
staff (including full 
time, part time, 
contract/temporary 
staff and affiliates) 
Dependents / 
beneficiaries of Data 
Controller staff 
where Benefits 
records are in 
scope. 

- Core employee 
data; 

- Candidate data; 
- Absense data; 
- Learning data; 
- Performance / 

talent data; 
- Payroll data; 
- Compensation 

data.] 

[Data migration; 
data validation / 
testing; 
data support.] 

EEA (UK, Ireland, 
Poland, Denmark, 
Germany in respect 
of the processing of 
the data for 
professional 
services and / or 
support). 

On the instructions 
of the Data 
Controller in respect 
of the Data 
Controller’s 
Workday project: 
- preparing and 

loading of data 
records; 

- testing of 
configuration 
using data 
records; 

- accessing the 
data records to 
provide technical 
support and 
professional 
services  

as required by the 
Data Controller. 

The Kainos entity 
set out in the Order 
Form. 

Periodically during a 
new Workday 
implementation or 
for the Service 
Period (or any 
agreed extensions 
to it) set out in the 
Order Form. 

 
 



 

   
 

 



 

Continued on next page 1 

Kainos 
Workday AMS Order Form 
Template 9.0 

 
  

 
Kainos Workday  
AMS Order Form 



 

Continued on next page 2 

Kainos 
Workday AMS Order Form 
Template 9.0 

KAINOS | WORKDAY APPLICATION MANAGEMENT SERVICES (AMS) ORDER FORM 
Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kainos Ref: SOXXXXXX v0.1 

 

Services 

Supported Items: 

Kainos will support the following items for all Modules deployed by the Customer during 
the Service Period: 
• Workday Configurations 
• Workday Business process and security 
• Workday Integrations 
• Workday Custom Reports 
Collectively the Application Management Services (AMS). 

Additional Services: 

The Customer may procure the following additional Services under this Order Form, at 
any time during the Service Period (or agreed extensions to it): 
1. Kainos Smart Workday automated testing SaaS offering (Smart) – using the Order 

Form set out in Annex 1. 
2. Ad-Hoc professional services (Project Work) – using the Change Request Form 

set out in Annex 2. 
Service Period: [XX/XX/20XX] – [XX/XX/20XX] 

AMS Service Hours: 

[DN: choose the time-zone applicable to your AMS region and delete the others] 
UK: Monday to Friday 0900-1700 GMT Excluding UK public holidays 
Europe: Monday to Friday 0900-1700 CET Excluding UK public holidays 
USA: Monday to Friday [DN: include the applicable EST/CST/MST/PST times] 0900-
1700 Excluding US public holidays 

AMS Incident logging procedure & 
Service desk number: 

Incidents should be logged by the Customer through KIM (Kainos Incident 
Management). In addition to raising a KIM request, although not required, the Customer 
may also contact the Kainos Service Desk on: +44 28 9057 1860. 

Kainos Service Manager: [DN: include email address and contact number] 
 

Charges 
Number of Pre-Paid Service Management Hours: [DN: based on at least 15% of number of Pre-Paid Hours] 
Pre-Paid Service Management Hourly Rate:  
Number of Pre-Paid Hours (AMS):  
Pre-Paid Hourly Rate (AMS):  
Currency: [$/£/€] 
Total Estimated Charge:  
Pre-Paid Hours 
• AMS is provided on a time and materials basis and subject to available Pre-Paid Hours. 
• All Pre-Paid Hours must be used within the Service Period or they will lapse. 
• No refund or credit will be given at the end of the Service Period for unused Pre-Paid Hours. 
• Where the Customer renews AMS for a further period of twelve (12) months (or more) THEN provided that there is no 

contractual break in the Service Period, 20% of any unused Pre-Paid Hours remaining at the end of the expiring Service 
Period may be carried over into a renewal Order Form. 

• Additional Pre-Paid Hours may be purchased at any time during the Service Period using the Change Request Form (Annex 
2). 

 
Project Work 
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• The Pre-Paid Hourly Rate is for AMS. 
• Customer can request that Kainos carries out Project Work under this Order Form. 
• Where any individual or series of related Project Work exceeds one hundred and twenty (120) hours, the then current rate 

card (and not the Pre-Paid Hourly Rate) will apply. 
• To fund agreed Project Work, the Customer may either: 

o use its available Pre-Paid Hours (where the Project Work is less than one hundred and twenty (120) hours); OR 
o use its available Pre-Paid Hours (where the Project Work is more than one hundred and twenty (120) hours) paying 

the difference between the Pre-Paid Hourly Rate and the rate card hourly rate; OR 
o purchase additional hours for the Project Work at the rate card. 

• The Customer’s preferred funding option will be set out in the completed Change Request Form (Annex 2) for the Project 
Work. 

 

Additional Rates 
On-Call Hourly Rate for each hour of AMS coverage outside the 
Service Hours: @ 0.5 x Pre-Paid Hourly Rate 

On-Call Hourly Call Out Charging Rate: @ 1.5 x Pre-Paid Hourly Rate 

Customer Requested Overtime Rates: @ 1.5 x Pre-Paid Hourly Rate outside Service Hours 
@ 2 x Pre-Paid Hourly Rate weekend and public holidays 

 

Invoicing 
Pre-Paid Hours (to include Pre-Paid Service Management Hours) are invoiced quarterly in advance. 
Additional Hours, On-Call Support, Customer Requested Overtime and/or Expenses (where applicable) are invoiced monthly in 
arrears based on the previous month’s usage. 
Payment terms are thirty (30) days net (Due Date). 

 

Application Management Services (AMS) Service Description 
 

The AMS provided by Kainos comprises: 

Service Management: 

An available named Service Manager to: 
- assess and manage AMS; 
- respond to requests for service within the SLA and progress appropriately; 
- consultancy; 
- set up and on-going access to KIM (Kainos Incident Management) for the 

Customer including Incident history and traceability until completed 
investigation; 

- monthly MI reporting; 
- quarterly onsite service reviews. 

Telephone Advice and Assistance: To address Customer enquiries in respect of the use or operation of the Supported 
Items during the Service Hours, within the Service Period. 

Reporting Services: 

- the provision of status updates by Kainos to the Customer in the form of 
monthly status reports detailing Incidents raised; 

- SLA metrics; 
- any potential recommendations or AMS improvements; 
- quarterly status meetings with the Customer to review the AMS. 

3rd and 4th Tier Support: 

- provision of temporary or permanent corrections to the Supported Items 
where Incidents have been escalated from 1st and 2nd Line Tier (and where 
approval has been provided) to implement changes that cover: 
o test of correction or changes on the client non-Production environment; 

and 
o deployment of correction or change to the Production environment; 

- qualified personnel to provide support during the Service Hours and 
investigate Incidents with the Supported Items; 

- provision of consultancy services to Customer’s 1st and 2nd Tier Support (if 
required); 

- provision of estimates on the length of time to correct Incidents; 
- investigation and assessment of any Third Party Software changes and the 

possible impact on the Workday Service with recommended actions; 
- augment Customer support teams with Kainos AMS staff (if required); 
- deliver configuration review and optimisation programmes (if required). 

 
The Customer will: 
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- provide 1st and 2nd Tier Support, this involves: 
o performing initial investigation and assessment of Incidents (to include liaising with Customer users to obtain all 

the relevant detail and error analysis information); 
o resolving straightforward issues and Incidents (for example and without limitation, data issues or simple 

configuration changes); 
o logging Incidents requiring more detailed investigation and providing a full description and information in the Kainos 

Incident Management (KIM); 
o prioritising Incidents based on the Incident classifications set out in the Order Form; 
o providing interface between 3rd and 4th Tier Support and Customer users and providing Incident feedback and 

appropriate workarounds to Customer users; 
o keeping informed of Workday Updates and supply details to Customer users on new features; 
o facilitating testing of changes on non-Production environment; 
o scheduling changes that need to be applied by Kainos to the production system (once testing has been confirmed 

as successful); 
o managing Third Party Software supplier relationships and the notification of changes to Kainos (via KIM) of any 

Third Party Software systems to allow Kainos to impact assess the changes on the Workday Service; 
o close Incidents; 

- support any software or equipment with which the Supported Items or Workday Service interacts; 
- liaise directly with Workday for resolution of Workday Service issues; 
- ensure Workday Update regression test activities are planned and executed in timely manner; 
- fulfil its obligations under the Order Form. 

  
 
The following Target Response Times and Incident Classifications apply to the provision of the Services: 

Priority Classification Description & Examples Target Response 
Time 

Critical High Impact & High 
Urgency 

Business critical integration or software 
functionality not usable for any purpose; 
Data inaccuracies impacting all Workday users; 
All users affected; 
Unable to proceed and creating major business 
impact. 

1 hour 

High 

High Impact & Medium 
Urgency; 
Medium Impact & High 
Urgency 

Malfunction impacting important integration or 
software functionality; 
Business process, absence plan, benefits plan or 
similar isn’t completing; 
Majority of users affected. 

2 hours 

Medium 

High Impact & Low 
Urgency; 
Medium Impact & 
Medium Urgency 
Low Impact & High 
Urgency 

Malfunction impacting standard integration or 
software functionality; 
Business process, absence plan, benefits plan or 
similar creating an issue, but workaround 
available; 
Multiple users affected. 

4 hours 

Low 

Medium Impact & Low 
Urgency 
Low Impact & Medium 
Urgency 

Malfunction impacting non-critical integration or 
software functionality; 
Business process, absence plan, benefits plan or 
similar requires amending, but not blocking 
progress; 
Single user affected or multiple users 
inconvenienced. 

1 day 

Minor Low Impact & Low 
Urgency 

Minor issue inconveniencing users; 
No impact on business; 
Cosmetic modification; 
Usability suggestion. 

2 days 

Query 
Request for advice, 
guidance or 
information 

Request for investigation into behaviour of 
functionality; 
Request for instructions or guidance on how to 
achieve outcome. 

2 days 

Service Request 
Standard change that 
does not require 
approval 

Password reset; 
Set up of new KIM user. 2 days 

Problem 
Investigation of 
underlying root cause 
of 1 or more Incidents 

Grouping of one or more Incidents with similar 
symptoms to investigate and resolve underlying 
root cause. 

2 days 
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Change Request Request for change or 
enhancement 

Introduction of new functionality; 
Enhancement of existing functionality. 2 days 

 

Special Conditions 
1. The Customer will: 

(a) ensure that personal data is only provided to Kainos via agreed and secure means (typically via sFTP); 
(b) not submit data files to Kainos via email or other non-secured means (even if password protected) this includes using 

Teamwork, SharePoint or other document repositories; 
(c) ensure that all data is removed from the sFTP when it is no longer required provided that where Kainos provides the 

mechanism for data transfer, it (not the Customer) will be responsible for the deletion of data when it is no longer required. 
2. Kainos and the Customer will comply with the Data Processing (GDPR Annex) at Annex 3 to this Order Form. 

 

Terms & Conditions 
The Kainos Services Terms and Conditions which govern the provision of the Services set out in this Order Form may be accessed 
at:https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf  
(Terms and Conditions). By signing below, you are accepting the Terms & Conditions on behalf of the Customer and confirming 
that you are authorised to do so. Order Forms must be completed in full and returned to Kainos (with a physical or electronic copy 
of the purchase order) before the start of the Service Period. Kainos will not be responsible for providing Services where Order 
Forms are incomplete, unsigned or, do not have an associated purchase order number (where required). 

 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  

  

https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf


 

Continued on next page 6 

Kainos 
Workday AMS Order Form 
Template 9.0 

ANNEX 1 | KAINOS SMART ORDER FORM 
Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  
Hosting Platform Location: Choose an item. 

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kimble Code: SOXXXXXX v0.1 

 

Subscription Term 
Effective Date (start date): Day  Month  Year  
End Date: Day  Month  Year  

 

Modules included in the Subscription Service (Select applicable Module(s)) Additional 
Tests - % uplift 

Smart HCM Business Process & Integrations Module ☐ [enter %] 

Smart Financials Business Process & Integrations Module ☐ [enter %] 

Smart Security Module ☐ [enter %] 

Smart Payroll Module ☐ [enter %] 
 

Charging Bands (Select applicable Charging Band) 
Staff Number Subscription Service Charge (annual) Select 
 [$/£/€] ☐ 
 [$/£/€] ☐ 
 [$/£/€] ☐ 

 

Summary of Charges 
Services Invoiced Duration Total Charges 
[Gold (FSE) less than 4k; Gold (FSE) 
more than 4k; Platinum] Subscription 
Service: 

[$/£/€] annually in advance [X] years [$/£/€] 

On boarding: 
[current Implementation Methodology] 
[Post Deployment current Implementation 
Methodology (sub 10k, 10-50k or 50k 
FSE)] 
 

[$/£/€] on signature Fixed Price [$/£/€] 

 [$/£/€] 
 

Special Conditions 
 

 
The terms of the Kainos Smart Master Subscription Agreement govern the provision of services set out in this Order Form and may be 
accessed at: https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf 
 
By signing below, you are accepting the Smart Master Subscription Agreement on behalf of the Customer and confirming that you are 
authorised to do so.  

https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-less-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Platinum.pdf
https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf
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[DN: Signature not required where it forms part of the AMS Order but is required where option to purchase later] 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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[Appendix 1 
On boarding Implementation Customers] 

 
[DN: to be amended on a per customer basis] 
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ANNEX 2 | CHANGE REQUEST 
Part A 
Kainos Entity: Choose an item. Kainos Contact:  
Change Request Reference: SOXXXXXX v0.1 Original Contract Reference: SOXXXXXX 
Original Contract Name:  
The Terms and Conditions of the Original Contract apply except to the extent amended in this Change Request. 

 

Part B 
Company Name:  
Customer Reference:  
Raised By:  
Priority:  Date Required:  
Title of Change Request:  

 

Part C 
[Fixed Price/T&M] Cost (plus VAT and expenses, if any): 
 
[Impacted By:] 
 
[Operational Impact(s):] 
 
Details of Change: 
 
Assumptions/Dependencies: 
 

 
SIGNATURE 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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ANNEX 3 | DATA PROCESSING (GDPR ANNEX) 
 
DEFINITIONS 
 

Agreement Has the meaning given in the Terms and Conditions. 

Data Protection Impact Assessment: An assessment by the Controller of the impact of the envisaged processing on the protection of 
Personal Data. 

Data Protection Legislation: 
(i) The GDPR, the LED and any applicable national implementing Laws as amended from time 
to time; (ii) the DPA 2018 to the extent that it relates to processing of personal data and privacy; 
and (iii) all applicable Law about the processing of personal data and privacy. 

Controller, Processor, Data Subject, Personal 
Data, Personal Data Breach, Data Protection 
Officer: 

Take the meaning given in the GDPR. 

Data Loss Event: 
Any event that results, in unauthorised access to Personal Data held by Kainos under this 
Agreement, and/or actual loss and/or destruction of Personal Data in breach of this Agreement, 
including any Personal Data Breach. 

Data Subject Access Request: A request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant 
to the Data Protection Legislation to access their Personal Data. 

DPA 2018: Data Protection Act 2018. 

GDPR: The General Data Protection Regulation (Regulation (EU) 2016/679). 

Kainos Personnel: All directors, officers, employees, agents, consultants and contractors of Kainos and/or of any 
Sub-Contractor engaged in the performance of its obligations under this Agreement. 

Law: 

means any law, subordinate legislation within the meaning of Section 21(1) of the Interpretation 
Act 1978, bye-law, enforceable right within the meaning of Section 2 of the European 
Communities Act 1972, regulation, order, regulatory policy, mandatory guidance or code of 
practice, judgment of a relevant court of law, or directives or requirements with which the 
Contractor is bound to comply. 

LED: Law Enforcement Directive (Directive (EU) 2016/680. 

Protective Measures: 

Appropriate technical and organisational measures which may include: pseudonymising and 
encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of systems 
and services, ensuring that availability of and access to Personal Data can be restored in a timely 
manner after an incident, and regularly assessing and evaluating the effectiveness of the such 
measures adopted by it. 

Sub-processor: Any third party appointed to process Personal Data on behalf of Kainos related to this Agreement. 
 
1. DATA PROTECTION 
 
1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the 

Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the 
Customer and may not be determined by Kainos. 

1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data 
Protection Legislation. 

1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact 
Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include: 
1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing; 
1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined 

in the Agreement; 
1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects; 
1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure 

the protection of Personal Data. 
1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement: 

1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If 
it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited 
by Law; 

1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as 
appropriate to protect against a Data Loss Event having taken account of the: 
1.4.2.1 nature of the data to be protected; 
1.4.2.2 harm that might result from a Data Loss Event; 
1.4.2.3 state of technological development; 
1.4.2.4 cost of implementing any measures; 

1.4.3 ensure that: 
1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in 

particular Exhibit 1); 
1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have 

access to the Personal Data and ensure that they: 
1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause; 
1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor; 
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1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or 
divulge any of the Personal Data to any third party unless directed in writing to do so by the 
Customer or as otherwise permitted by this Agreement; 

1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data; 
1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior 

written consent of the Customer has been obtained and the following conditions are fulfilled: 
1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in 

accordance with GDPR Article 46 or LED Article 37) as determined by the Customer; 
1.4.4.2 the Data Subject has enforceable rights and effective legal remedies; 
1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level 

of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to 
assist the Customer in meeting its obligations); 

1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to 
the processing of the Personal Data; 

1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on 
termination of the Agreement unless Kainos is required by Law to retain the Personal Data. 

1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it: 
1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request); 
1.5.2 receives a request to rectify, block or erase any Personal Data; 
1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data 

Protection Legislation; 
1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection 

with Personal Data processed under this Agreement; 
1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is 

required or purported to be required by Law; 
1.5.6 becomes aware of a Data Loss Event. 

1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as 
details become available. 

1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer 
with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint, 
communication or request made under clause 1.5 (and insofar as possible within the timescales reasonably required by the 
Customer) including by promptly providing: 
1.7.1 the Customer with full details and copies of the complaint, communication or request; 
1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject 

Access Request within the relevant timescales set out in the Data Protection Legislation; 
1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject; 
1.7.4 assistance as requested by the Customer following any Data Loss Event; 
1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, 

or any consultation by the Customer with the Information Commissioner's Office. 
1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor. 
1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process 

any Personal Data related to this Agreement, Kainos must: 
1.9.1 notify the Customer in writing of the intended Sub-processor and processing; 
1.9.2 obtain the written consent of the Customer; 
1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that 

they apply to the Sub-processor; 
1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require. 

1.10 The Customer may, at any time on not less than 30 working days’ notice, revise this policy by replacing it with any applicable 
controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which shall apply 
when incorporated by attachment to this Agreement). 

1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on 
not less than thirty (30) working days’ notice to Kainos amend this agreement to ensure that it complies with any guidance 
issued by the Information Commissioner’s Office. 
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EXHIBIT 1 | DESCRIPTION OF DATA & DATA PROCESSING 
 

Personal Data Data Subject(s) Description of the 
data 

Type of 
processing* 
(How is the data 
processed) 

Location of 
processing 
(Geographically, 
incl. location for 
disaster 
recovery/back-
up/mirror) 

Purpose of 
processing 
(What is the 
processing 
scope) 

Processor 
(Kainos or 
subcontractor) 

Duration of 
processing 

Personal Data 

Data Controller 
(Customer) staff, 
candidates, former 
staff (including full 
time, part time, 
contract/temporary 
staff and affiliates) 
Dependents / 
beneficiaries of 
Data Controller 
staff where Benefits 
records are in 
scope. 

- Core employee 
data; 

- Candidate data; 
- Absence data; 
- Learning data; 
- Performance / 

talent data; 
- Payroll data; 
- Compensation 

data. 

Data migration; 
data validation / 
testing; 
data support. 

EEA (UK, Ireland, 
Poland, Denmark, 
Germany in respect 
of the processing of 
the data for 
professional 
services and / or 
support). 

On the instructions 
of the Data 
Controller in 
respect of the Data 
Controller’s 
Workday project: 
- preparing and 

loading of data 
records; 

- testing of 
configuration 
using data 
records; 

- accessing the 
data records to 
provide technical 
support and 
professional 
services  

as required by the 
Data Controller. 

The Kainos entity 
set out in the Order 
Form. 

Periodically during 
a new Workday 
implementation or 
for the Service 
Period (or any 
agreed extensions 
to it) set out in the 
Order Form. 
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KAINOS | WORKDAY LAUNCH IMPLEMENTATION SERVICES ORDER FORM 
Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kainos Ref: SOXXXXXX v0.1 

 

Overview 

Phases: Kainos will carry out the services in two distinct phases, Phase 1 and Phase 2 (together 
the Services), as detailed below. 

 

Summary of Charges 
Total Estimated Charge of Order Form: £/€/$ 
Currency: £ GBP/€ EUR/$ USD 

Rate Card: 

 
Role Hourly Rate (£/€/$) 
  
  
  

  
 

Phase 1 – Project Details 
Phase 1 – Term: XX/XX/20XX – XX/XX/20XX or completion of the Services and Deliverables (if later). 

Phase 1 – Services & Deliverables: 

DN: amend the below to reflect what you are providing to the Customer 
1. During the Phase 1 Term Kainos will carry out the following Phase 1 Services and 

Deliverables in accordance with the Kainos Launch Methodology and subject to 
the Assumptions: 
• Implementation of Workday which includes DN: insert details of what is included 

here together with any package add-ons; and 
• The works set out in the following Schedules of the Order Form (as detailed in 

Annex 1): 
DN: revise content of this clause and Annex 1 to reflect what you are delivering 
• Schedule A: Phase 1 – Functional Scope 
• Schedule B: Phase 1 – Integration Scope 
• Schedule C: Phase 1 – Data Loads 
• Schedule D: Phase 1- Worker Populations. 

2. DN: if not used, delete this clause and Annex 3 
Workday automated testing SaaS, Smart (Smart). The Smart commercial details 
are set out in Annex 3 and effective on signature of this Order Form. In respect of 
the use and operation of Smart, the Smart Terms of Use shall apply to the exclusion 
of any other Terms and Conditions applicable to this Order Form. 

Phase 1 – Assumptions: 

DN: check if you need to add/amend assumptions and if so, please use track changes 
The Services are provided in accordance with the assumptions and dependencies set 
out in Schedule G applicable to Phase 1 to include assumptions and dependencies set 
out in: any Special Conditions, Annex 1 and the Kainos Launch Methodology 
(collectively, the Assumptions). Where an Assumption fails, this may have an adverse 
impact on the provision of the Services, envisaged timescales and/or costs to be dealt 
with via Change Request. 

 

Phase 1 – Charges 

https://www.kainos.com/wp-content/uploads/2018/06/Kainos-Workday-Launch-Implementation-Services-Methodology-v1.0.pdf
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Phase 1 – Fixed Price Cost Profile: 

The fixed price for Phase 1 of the Services is £/€/$ (Fixed Price) plus VAT and 
Expenses. 
 

Component 
Workday Suite Package 
DN: include what forms the package here in a bullet pointed list 

 
1. The Services will be provided during the Service Hours and on a fixed price basis. 
2. Invoices for Phase 1 of the Services will be raised in accordance with the following 

Payment Profile, when the Payment Trigger has been achieved and, where 
applicable, Sign(ed) Off. Payment terms are 30 days net. 

 
Payment Profile: 

Payment Trigger % of Fixed Price 
payable by Customer 

Contract Signature triggered upon Customer 
signature of this Order Form 10% 

Plan Stage Complete triggered upon Project Kickoff 
meeting 10% 

Architecture Stage Complete trigged upon Customer 
Sign Off of the Completion of Foundation Alignment 
Sessions 

25% 

End to End (E2E) Tenant Build Complete trigged by 
the E2E environment being ready for end to end 
testing 

25% 

E2E Testing Complete triggered by the Sign-Off of 
Test Stage 20% 

Go-Live triggered by the Sign Off of go Live 
Checklist 5% 

Project Close triggered @ 2 weeks post Move to 
Production 5% 

 
Move to Production Date means the date of the move (by Workday) of the Gold (final 
pre-production tenant built by Kainos) to Production. 
Sign Off means the earliest of: (i) the date of receipt of a written confirmation from the 
Customer Contact named above (email will suffice) that the Services linked to the 
Payment Trigger (if any) are accepted; or (ii) in the absence of written Customer 
confirmation and provided that the Customer has not flagged any defects with the 
Services to be signed off within thirty (30) days, the 31st day; or (iii) the date that the 
Customer first puts the results of the Services into operational or live use. 

 

Phase 2 – Project Details 
Phase 2 – Term: XX/XX/20XX – XX/XX/20XX or completion of the Services and Deliverables (if later). 

Phase 2 – Services & Deliverables: 

DN: amend the below to reflect what you are providing to the Customer 
During the Phase 2 Term, Kainos will carry out the following Phase 2 Services and 
Deliverables subject to the Assumptions: 
• Implementation of the following Workday modules: 

DN: insert names of the modules 
• The works set out in the following Schedules of the Order Form (as detailed in 

Annex 1): 
DN: add detail for both Schedules and or delete if not applicable 
• Schedule E: Phase 2 - Functional Scope; 
• Schedule F: Phase 2 – Integration Scope. 

Phase 2 – Assumptions: 

The Services are provided in accordance with the assumptions and dependencies set 
out in Schedule G applicable to Phase 2 to include assumptions and dependencies set 
out in: any Special Conditions, Annex 1 and the Kainos Launch Methodology 
(collectively, the Assumptions). Where an Assumption fails, this may have an adverse 
impact on the provision of the Services, envisaged timescales and/or estimated costs. 

 

Phase 2 – Charges 

Phase 2 – Estimated Cost Profile: 
During Phase 2, the Services will be provided during the Service Hours on a Time and 
Materials basis in accordance with the Hourly Rates set out in the Rate Card. 
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DN: check if this is applicable, otherwise delete and insert breakdown of time and cost 
against roles 

Staff / Role Estimated Cost (£/€/$) 
  
  
  
Estimated Total Cost  

 
The Estimated Cost Profile is an indicative estimate only and may be subject to change 
depending on the scope of the Services required by the Customer. 

 

General 

Service Hours: 

DN: choose the time-zone applicable to your region and delete the other 
UK/Ireland: Monday to Friday 0900-1700 GMT excluding UK public holidays. 
Europe: Monday to Friday 0900-1700 CET excluding UK public holidays. 
USA: Monday to Friday 0900-1700 EST/CST/MST/PST excluding US public holidays. 

Expenses: Expenses are not included in the Charges and will be billed in addition. Cancellation of 
arranged on site meetings may incur Expenses. 

Overtime: Customer requested overtime (outside of the Service Hours) is charged at Hourly Rate 
x 1.5. Customer requested weekend travel time is charged at Hourly Rate x 1.5. 

Travel Time: 

DN: choose the region applicable to the Order Form and delete the others 
UK/Ireland: Travel time to and from the Customer site will be charged in accordance 
with the Rate Card. 
Europe: Travel time to and from Customer site will only be charged (in accordance with 
the Rate Card) if the relevant Customer site is outside Europe. 
USA: Travel time to and from Customer site will only be charged (in accordance with 
the Rate Card) if the relevant Customer site is outside of the continent. 

Change Requests: 

Kainos will endeavour to accommodate the Customer's reasonable Change Requests. 
Where Kainos agrees to carry out a Change Request, the Parties will confirm the scope 
of and charges for the Change Request, any related assumptions or dependencies and 
any special terms and conditions using the form of Change Request set out in Annex 
2. 
 
Any activities associated with business change management are not included in the 
Charges and will be subject to the Change Request procedure above. 
 
Change Requests will not be tracked against or drawn down from the Fixed Price. 

Pricing Terms: 
All pricing terms are confidential and shall be treated as Confidential Information. 
Charges set out in the Order Form do not include Value Added Tax or Taxes. which 
will be invoiced in addition where applicable. 

Data Protection: Kainos and the Customer will comply with the Data Processing (GDPR Annex) at 
Annex 4 to this Order Form. 

 

Special Conditions 
 

 

Terms & Conditions 
The Kainos Workday Services Terms and Conditions which govern the provision of the Services set out in this Order Form may 
be accessed at: https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-
Conditions-v1.0.pdf. By signing below you are accepting the Terms and Conditions on behalf of the Customer and confirming that 
you are authorised to do so. Completed Order Forms should be returned to Kainos (with a physical or electronic copy of the 
purchase order, if applicable) before the start of the Term. Kainos will not be responsible for providing the Services where Order 
Forms are incomplete, unsigned or (where applicable) do not have an associated purchase order. 

 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  

https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf
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Date  Date  
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ANNEX 1 
 
Only the items listed in Annex 1 are in scope and included in the Charges. 
 

Schedule A – Phase 1 
Component Deployment Functional Elements Modifiable Business Processes 
   

 

Schedule B – Phase 1 
 

 

Schedule C – Phase 1 
The Customer will be responsible for preparing data in an agreed format suitable for loading in Workday. Data conversion will 
include the following: 
 

 

Schedule D – Phase 1 
Country Number of Active Employees (Approx.) Language 
  English DN: change if necessary 

 

Schedule E – Phase 2 
Component Deployment Functional Elements 
DN: list names of components  

 

Schedule F – Phase 2 
DN: insert details or mark as not applicable 

 

Schedule G – Assumptions 
The following Assumptions apply to the Services carried out in Phase 1: 

Data Loads: 
DN: delete if N/A 

1. Kainos will perform DN: insert number here Data Loads during a project – one in 
Test Tenant and final one in Gold tenant; additional data loads will attract 
additional fees. 

2. Failure to complete a successful data load after three (3) attempts may result in 
a Change Request to continue the process and may impact the target go-live 
date. 

Duration: 

3. If the Customer Delays the Term start date for any reason, there is potential 
impact and risk with regard to Kainos staff availability and ability to meet the target 
go-live date. In these circumstances, Kainos will work with the Customer to 
discuss options and agree any changes/next steps. 

4. The Term assumes a period of DN: insert the applicable number of weeks for 
Phase 1 weeks for Phase 1 of the project, plus four (4) weeks of part time 
Hypercare. The Order Form will endure until completion of the project, unless 
terminated earlier in accordance with the Terms and Conditions. 

Key Dates: 

5. To ensure the project timeline remains on track, the Customer will use all 
reasonable endeavours to meet the Key Dates set out in the table below. Failure 
to meet the Key Dates may impact the timely provision of the Services and/or 
result in Delay(s). In the provision of the Services, Kainos shall provide all 
reasonable assistance to Customer to facilitate the Customer meeting the Key 
Dates. Where a Key Date is missed and this impacts the project Kainos and the 
Customer will work together to mitigate the impact and use the Change Request 
Form to contract commercial impacts. 

Activity *Required By 
(Key Dates) 

Reservation Date with Workday XX/XX/XX 
Implementation Start Date XX/XX/XX 
Foundation Tenant Transition from Workday 
services XX/XX/XX 

Foundation Alignment Unit testing (Customer 
Confirmation Sessions) Complete XX/XX/XX 
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End to End Data Extract Available XX/XX/XX 
End to End Test Case Preparation Complete XX/XX/XX 
UAT Test Preparation Complete XX/XX/XX 
End to End Testing Complete XX/XX/XX 
End to End User Acceptance Testing Complete XX/XX/XX 
Gold Data Extract Available XX/XX/XX 
Go-No-Go Decision XX/XX/XX 

*These dates may be subject to change as the Implementation Start Date is 
dependent upon the Reservation Date with Workday. The Implementation Start 
Date will always be a minimum of two (2) weeks after the Reservation Date DN: 
please validate if this timescale is correct and amend if necessary. If required, 
any change to the Key Dates will be documented by way of Change Request. 

Acceptance: 
6. Customer will conduct acceptance testing on the Services. Acceptance tests shall 

apply to the configuration and implementation of Workday by Kainos and shall 
not apply to the functionality of the Workday product or any component of it. 

Data: 
DN: check if these assumptions are 
applicable and if not, delete 

7. The Customer will: (i) ensure that personal data is only provided to Kainos via 
agreed and secure means (typically via SFTP); (ii) not submit data files to Kainos 
via email or other non-secured means (even if password protected), this includes 
Teamwork, SharePoint or other document repositories; (iii) ensure that data is 
removed from the SFTP when it is no longer required. 

8. Kainos does not provide a service to extract data from Customer’s source 
systems. Kainos will provide the method for data conversion. 

9. Customer is responsible for populating and supplying data in the prescribed 
format and is responsible for ensuring data is cleansed and duplicate values 
removed. 

10. Once the data is loaded, Customer is responsible for verifying the accuracy of the 
data and providing corrected data. 

11. Kainos will provide Customer with data conversion templates and requisite 
training to populate HCM and Financial information. Customer is solely 
responsible for the extraction, transformation and supply of the data into the data 
conversion templates. Workday will then use these templates to load the data 
into the Workday tenant. 

12. Kainos will convert current records for all active and terminated Customer 
employees for the current calendar year. 

13. Customer staff will be responsible for any additional data conversion beyond the 
scope set forth in this Order Form. 

Project Activities: 
DN: check if these assumptions are 
applicable and if not, delete 

14. Customer will assign a Project Manager to manage Project roles and activities. 
Customer will participate and lead both the formal project kick-off meeting in the 
plan stage as well as the standard, recurring project team status meeting. 

15. A steering committee will meet at key milestones during deployment and be 
comprised of Customer Executive Sponsor, Customer Project Manager, Kainos 
Executive Sponsor, and Kainos Engagement Manager to minimise the amount of 
project risk, expectations and impacts to timelines. When a decision cannot be 
made through consensus, the project management team must escalate the 
decision through Kainos Engagement Manager and Customer’s Executive 
Sponsor to avoid impacts to timeline and costs. 

16. Customer will use Kainos project tools and SFTP. 
17. Customer will provide change management, communication, and training to its 

employees and impacted stakeholders. 
18. Customer is responsible for developing and executing test strategy, resource 

plan, test scenarios and reporting. 
19. Customer is responsible for completing hands-on testing activities. 
20. Customer will conduct parallel tests of Workday Payroll compared to Customer’s 

legacy payroll system (if applicable) with Kainos guidance. 
21. Kainos will lead design and development efforts of Kainos-owned integrations. 
22. Customer is responsible for making changes to its internal platforms. 
23. Customer will assist with discovery, data mapping, data validation, data accuracy 

and testing activities of each identified integration. 
24. Customer will engage appropriate third-party vendor’s resources as needed. 
25. Only the items listed in Annex 1 are in scope and included in the Charges. 

Integrations: 26. Kainos will lead all design and development efforts for integrations included in 
this Order Form. 
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DN: check if these assumptions are 
applicable and if not, delete 

27. Use of Workday configured integrations assumes that no new development of the 
integration specification is required. Kainos integration consultants will confirm 
whether the architecture will meet Customer requirements. 

28. Where changes are required to be made to Customer’s integration platform or 
internal system, Customer must provide its own experienced resources and 
Customer will be responsible for making such changes. Kainos integration 
estimates do not account for any effort required on Customer’s internal platform 
or system to complete a particular integration. 

29. Customer is responsible for testing and sign-off of each integration. 
30. Kainos will make every reasonable attempt to ensure the readiness of external 

vendor integrations but cannot guarantee full delivery by go-live. At a minimum, 
Customer will leverage a delivered report to facilitate manual updates. 

31. Each integration listed is assumed to be a delivery of one file to one end-point. 
Customer will lead the coordination of any external vendors and consultants to 
ensure timely response in working with Kainos consultants. 

The following Assumptions apply to the Services carried out in Phase 2: 
Acceptance: 
[DN: check if these assumptions are 
applicable and if not, delete] 

1. Customer will conduct acceptance testing on the Services. Acceptance tests shall 
apply to the configuration and implementation of Workday by Kainos and shall 
not apply to the functionality of the Workday product or any component of it. 

Data: 
[DN: check if these assumptions are 
applicable and if not, delete] 

2. The Customer will: (i) ensure that personal data is only provided to Kainos via 
agreed and secure means (typically via SFTP); (ii) not submit data files to Kainos 
via email or other non-secured means (even if password protected), this includes 
Teamwork, SharePoint or other document repositories; (iii) ensure that data is 
removed from the SFTP when it is no longer required. 

3. Customer shall provide timely access to staff and data required for the delivery 
of Services, to Workday and to such facilities, if any, for the performance of the 
Services as are reasonably necessary. 

4. Kainos does not provide a service to extract data from Customer’s source 
systems. Kainos will provide the method for data conversion. 

5. Customer is responsible for populating and supplying data in the prescribed 
format and is responsible for ensuring data is cleansed and duplicate values 
removed. 

6. Once the data is loaded, Customer is responsible for verifying the accuracy of the 
data and providing corrected data. 

7. Kainos will provide Customer with data conversion templates and requisite 
training to populate HCM and Financial information. Customer is solely 
responsible for the extraction, transformation and supply of the data into the data 
conversion templates. Workday will then use these templates to load the data 
into the Workday tenant. 

8. Customer staff will be responsible for any additional data conversion beyond the 
scope set forth in this Order Form. 

Duration : 
[DN: check if these assumptions are 
applicable and if not, delete] 

9. If the Customer Delays the Term start date for any reason, there is potential 
impact and risk to Kainos staff availability. In such an event, Kainos will work with 
the Customer to discuss options and agree any changes/next steps. In these 
circumstances, Kainos will work with the Customer to discuss options and agree 
any changes/next steps. 

Project Activities: 
[DN: check if these assumptions are 
applicable and if not, delete] 

10. Customer will assign a Project Manager to manage Project roles and activities. 
Customer will participate and lead both the formal project kick-off meeting in the 
plan stage as well as the standard, recurring project team status meeting. 

11. Customer will use Kainos project tools and sFTP. 
12. Customer will provide change management, communication, and training to its 

employees and impacted stakeholders. 
13. Customer is responsible for developing and executing test strategy, resource 

plan, test scenarios and reporting. 
14. Customer is responsible for completing hands-on testing activities. 
15. Kainos will lead design and development efforts of Kainos-owned integrations 

only in the event that Integrations are included in the scope of this Order Form 
(by way of Change Request). 

16. Customer is responsible for making changes to its internal platforms. 
17. Customer will assist with discovery, data mapping, data validation, data accuracy 

and testing activities of each identified integration. 
18. Customer will engage appropriate third-party vendor’s resources as needed. 

Integrations: 
[DN: check if this assumption is 
applicable and if not, delete] 

19. No Integrations are included within the scope of Phase 2. 
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ANNEX 2 | CHANGE REQUEST 
Part A 
Kainos Entity: Choose an item. Kainos Contact:  
Change Request Reference: SOXXXXXX v0.1 Original Contract Reference: SOXXXXXX 
Original Contract Name:  
The Terms and Conditions of the Original Contract apply except to the extent amended in this Change Request. 

 

Part B 
Company Name:  
Customer Reference:  
Raised By:  
Priority:  Date Required:  
Title of Change Request:  

 

Part C 
Fixed Price/T&M Cost (plus VAT and Expenses, if any): 
 
Impacted By: 
 
Operational Impact(s): 
 
Details of Change: 
 
Assumptions/Dependencies: 
 

 
SIGNATURE 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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ANNEX 3 | SMART ORDER FORM 
Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  
Hosting Platform Location: Choose an item. 

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kimble Code: SOXXXXXX v0.1 

 

Subscription Term 
Effective Date (start date): Day  Month  Year  
End Date: Day  Month  Year  

 

Modules included in the Subscription Service (Select applicable Module(s)) Additional Tests 
- % uplift 

Smart HCM Business Process & Integrations Module: ☐ [enter %] 
Smart Financials Business Process & Integrations Module: ☐ [enter %] 
Smart Security Module: ☐ [enter %] 
Smart Payroll Module: ☐ [enter %] 

 

Charging Bands (Select applicable Charging Band) 
Staff Number Subscription Service Charge (annual) Select 
 $/£/€ ☐ 
 $/£/€ ☐ 
 $/£/€ ☐ 

 

Summary of Charges 
Services Invoiced Duration Total Charges 
[Gold (FSE) less than 4k; Gold (FSE) 
more than 4k; Platinum] Subscription 
Service 

$/£/€ annually in advance X years $/£/€ 

On boarding: 
[current Implementation Methodology] 
[Post Deployment current Implementation 
Methodology (sub 10k, 10-50k or 50k 
FSE)] 

$/£/€ on signature Fixed Price $/£/€ 

DN: delete within brackets above as necessary $/£/€ 
 

Special Conditions 
  

The terms of the Kainos Smart Master Subscription Agreement govern the provision of services set out in this Order Form and may be 
accessed at: https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf 
 
 
 
 
 

https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-less-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Platinum.pdf
https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf
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By signing below, you are accepting the Smart Master Subscription Agreement on behalf of the Customer and confirming that you 
are authorised to do so. 
 

Signed by the Customer Signed by Kainos 
 
 
 
 

Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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[Appendix 1 
On boarding Implementation Customers] 

 
[DN: to be amended on a per customer basis] 
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ANNEX 4 | DATA PROCESSING (GDPR ANNEX) 
 
DEFINITIONS 

Agreement Has the meaning given in the Terms and Conditions 

Data Protection Impact Assessment: An assessment by the Controller of the impact of the envisaged processing on the protection of 
Personal Data. 

Data Protection Legislation: 
(i) The GDPR, the LED and any applicable national implementing Laws as amended from time 
to time; (ii) the DPA 2018 to the extent that it relates to processing of personal data and privacy; 
and (iii) all applicable Law about the processing of personal data and privacy. 

Controller, Processor, Data Subject, Personal 
Data, Personal Data Breach, Data Protection 
Officer: 

Take the meaning given in the GDPR. 

Data Loss Event: 
Any event that results, in unauthorised access to Personal Data held by Kainos under this 
Agreement, and/or actual loss and/or destruction of Personal Data in breach of this Agreement, 
including any Personal Data Breach. 

Data Subject Access Request: A request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant 
to the Data Protection Legislation to access their Personal Data. 

DPA 2018: Data Protection Act 2018. 

GDPR: The General Data Protection Regulation (Regulation (EU) 2016/679). 

Kainos Personnel: All directors, officers, employees, agents, consultants and contractors of Kainos and/or of any 
Sub-Contractor engaged in the performance of its obligations under this Agreement. 

Law: 

means any law, subordinate legislation within the meaning of Section 21(1) of the Interpretation 
Act 1978, bye-law, enforceable right within the meaning of Section 2 of the European 
Communities Act 1972, regulation, order, regulatory policy, mandatory guidance or code of 
practice, judgment of a relevant court of law, or directives or requirements with which the 
Contractor is bound to comply. 

LED: Law Enforcement Directive (Directive (EU) 2016/680. 

Protective Measures: 

Appropriate technical and organisational measures which may include: pseudonymising and 
encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of systems 
and services, ensuring that availability of and access to Personal Data can be restored in a timely 
manner after an incident, and regularly assessing and evaluating the effectiveness of the such 
measures adopted by it. 

Sub-processor: Any third party appointed to process Personal Data on behalf of Kainos related to this Agreement. 
 
1. DATA PROTECTION 
 
1.1 The Parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the 

Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the 
Customer and may not be determined by Kainos. 

 
1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data 

Protection Legislation. 
 
1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact 

Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include: 
1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing; 
1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined 

in the Agreement; 
1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects; 
1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure 

the protection of Personal Data. 
 
1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement: 

1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If 
it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited 
by Law; 

1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as 
appropriate to protect against a Data Loss Event having taken account of the: 
1.4.2.1 nature of the data to be protected; 
1.4.2.2 harm that might result from a Data Loss Event; 
1.4.2.3 state of technological development; 
1.4.2.4 cost of implementing any measures; 

1.4.3 ensure that: 
1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in 

particular Exhibit 1); 
1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have 

access to the Personal Data and ensure that they: 
1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause; 
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1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor; 
1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or 

divulge any of the Personal Data to any third party unless directed in writing to do so by the 
Customer or as otherwise permitted by this Agreement; 

1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data; 
1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior 

written consent of the Customer has been obtained and the following conditions are fulfilled: 
1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in 

accordance with GDPR Article 46 or LED Article 37) as determined by the Customer; 
1.4.4.2 the Data Subject has enforceable rights and effective legal remedies; 
1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level 

of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to 
assist the Customer in meeting its obligations); 

1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to 
the processing of the Personal Data; 

1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on 
termination of the Agreement unless Kainos is required by Law to retain the Personal Data. 

 
1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it: 

1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request); 
1.5.2 receives a request to rectify, block or erase any Personal Data; 
1.5.3 receives any other request, complaint or communication relating to either Party's obligations under the Data 

Protection Legislation; 
1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection 

with Personal Data processed under this Agreement; 
1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is 

required or purported to be required by Law; 
1.5.6 becomes aware of a Data Loss Event. 

 
1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as 

details become available. 
 
1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer 

with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint, 
communication or request made under clause 1.5 (and insofar as possible within the timescales reasonably required by the 
Customer) including by promptly providing: 
1.7.1 the Customer with full details and copies of the complaint, communication or request; 
1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject 

Access Request within the relevant timescales set out in the Data Protection Legislation; 
1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject; 
1.7.4 assistance as requested by the Customer following any Data Loss Event; 
1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, 

or any consultation by the Customer with the Information Commissioner's Office. 
 
1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor. 
 
1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process 

any Personal Data related to this Agreement, Kainos must: 
1.9.1 notify the Customer in writing of the intended Sub-processor and processing; 
1.9.2 obtain the written consent of the Customer; 
1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that 

they apply to the Sub-processor; 
1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require. 

 
1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable 

controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which shall apply 
when incorporated by attachment to this Agreement). 

 
1.11 The Parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on 

not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance 
issued by the Information Commissioner’s Office. 
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Personal Data Data Subject(s) Description of the 
data 

Type of processing 
(How is the data 
processed) 

Location of 
processing 
(Geographically, 
incl. location for 
disaster 
recovery/back-
up/mirror) 

Purpose of 
processing 
(What is the 
processing scope) 

Processor (Kainos 
or subcontractor) 

Duration of 
processing 

Personal Data 

Data Controller 
(Customer) staff, 
candidates, former 
staff (including full 
time, part time, 
contract/temporary 
staff and affiliates) 
Dependents / 
beneficiaries of Data 
Controller staff 
where Benefits 
records are in scope. 

- Core employee 
data; 

- Candidate data; 
- Absence data; 
- Performance / 

talent data; 
- Compensation 

data; 
- Financials data; 
- Procurement data; 

and 
- Expenses data. 

Data migration; data 
validation / testing; 
data support. 

EEA (UK, Ireland, 
Poland, Denmark, 
Germany in respect 
of the processing of 
the data for 
professional services 
and / or support). 

On the instructions 
of the Data 
Controller in respect 
of the Data 
Controller’s Workday 
project: 
- preparing and 

loading of data 
records; 

- testing of 
configuration 
using data 
records; 

- accessing the 
data records to 
provide technical 
support and 
professional 
services  

as required by the 
Data Controller. 

The Kainos entity set 
out in the Order 
Form. 

For the Service 
Period (or any 
agreed extensions to 
it) set out in the 
Order Form. 
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KAINOS | WORKDAY PROFESSIONAL SERVICES ORDER FORM 
Customer Details 
Customer Name:  
Registered Office Address:  
Customer Contact, Number & Email: XXX | XXX | XXX 
Invoice Contact, Number & Email: XXX | XXX | XXX 
Purchase Order Number:  

 

Kainos Details 
Kainos Name: Choose an item. 
Registered Office Address: Choose an item. 
Kainos Contact, Number & Email: XXX | XXX | XXX 
Kainos Ref: SOXXXXXX v0.1 

 

Project Details 
Service Period: XX/XX/20XX – XX/XX/20XX or completion of the Professional Services (if later). 

Service Hours: 

[DN: choose the time-zone applicable to your Professional Services region and delete 
the others] 
UK: Monday to Friday 0900-1700 GMT Excluding UK public holidays 
Europe: Monday to Friday 0900-1700 CET Excluding UK public holidays 
USA: Monday to Friday 0900-1700 EST/CST/MST/PST Excluding US public holidays 

Location: The Professional Services will be carried out       [and in Kainos’ offices]. 

Services and Deliverables: 

Kainos will provide consultants to undertake the roles set out in the Staff Profile below 
to assist the Customer with the activities described below (collectively the Professional 
Services): 
 
[Describe Professional Services] 
[Customer may procure Kainos Smart Workday automated testing SaaS offering 
(Smart) – using the Order Form set out in Annex 3.] 

Assumptions and Dependencies: 

The Professional Services are provided in reliance on the accuracy of the following 
Assumptions and Dependencies, the failure of any of which may have an impact on the 
provision of the Professional Services, envisaged timescales and/or costs: 
(a) Customer shall provide timely access to staff and data required for the delivery of 

Professional Services, to Workday and to such facilities, if any, for the performance 
of the Professional Services as are reasonably necessary. 

(b) Customer is solely responsibility for the accuracy and quality and intellectual 
property ownership/right to use of all Customer data and shall ensure that all 
instructions given by it to Kainos in respect of the Customer data will be in 
compliance with applicable data protection legislation. 

(c) Kainos Staff shall be assigned to the Professional Services during the Service 
Period. Where the Customer requests a break in continuity, Kainos will use 
reasonable endeavours to reassign the same Kainos Staff member but this cannot 
be guaranteed. 

(d) The Customer may request additional Kainos Staff from Kainos during the Service 
Period using the Change Request procedure, set out in the ‘Charges’ section 
below. Kainos will use reasonable endeavours to accommodate the Customer’s 
requests for additional Kainos Staff, subject to availability. 

(e) If the Service Period start date is delayed by the Customer for any reason, the 
Customer acknowledges the potential impact on Kainos Staff availability and the 
meeting of any target dates. In such an event, Kainos will work with the Customer 
to discuss options and agree any changes/next steps. 

(f) Any activities associated with business change management are not included in 
the Estimated Cost and will be subject to the Change Request procedure. 

(g) The Customer will: (1) ensure that personal data is only provided to Kainos via 
agreed and secure means (typically via SFTP); (2) not submit data files to Kainos 
via email or other non-secured means (even if password protected), this includes 
Teamwork, SharePoint or other document repositories; and (3) ensure that data is 
removed from the SFTP when it is no longer required. 

[List any other Assumptions and Dependencies] 
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Data Protection The Customer and Kainos will comply with the Data Processing (GDPR Annex) at 
Annex 2 to this Order Form. 

 
 

Charges 
Currency: £ GBP/€ EUR/$ USD 

Staff Profile: 

 

Staff / Role Estimated Effort 
Hours  Hourly Rate  Estimated Cost 

[Currency] 
Programme Manager    
Engagement Manager    
Principal Consultant    
HCM Consultant    
HCM Specialist    
Integration Lead    
Integration Consultant    
Data Consultant    
Estimated Totals    

  
Estimated Cost: The Estimated Cost for the Services is [     ] 

Engagement: 

1. The Professional Services will be carried out on a time and materials basis. 
2. The Estimated Cost is an estimate only and the Customer will be invoiced monthly 

in arrears, for actual utilisation, which may be more or less than the Estimated 
Cost. Completion of the Professional Services by Kainos will be subject to the 
Customer’s available budget. The Staff Profile is indicative and subject to change 
to facilitate project requirements. 

3. Kainos will endeavour to accommodate the Customer's reasonable Change 
Requests. Where Kainos agrees to carry out a Change Request, the Parties will 
confirm the scope of and charges for the Change Request, any related 
assumptions or dependencies and any special terms and conditions using the form 
of Change Request set out in Annex 1.  

4. The Professional Services will be provided during the Service Hours pro-rata to 
the time spent in the provision of the Professional Services, on a Time and 
Materials basis at the Hourly Rates, set out in the Order Form. 

5. Where the Customer requests that Professional Services (or elements of them) 
are carried out outside the Services Hours (Overtime), such time will be charged 
at the overtime rate of Hourly Rates x 1.5. Weekend travel time (at the Customers 
request) @ 1.5 x the Hourly Rate (as applicable). 

6. Charges due shall be paid in the Currency set out in the Order Form. 
7. Travel Time 

[DN: choose the region applicable to your Professional Services region and delete 
the others] 
UK: Travel time to and from the Customer site will be charged in accordance with 
the Rate Card above. 
Europe: Travel time to and from Customer site will only be charged (in accordance 
with the Rate Card above) if the relevant Customer site is outside of the continent.   
USA: Travel time to and from Customer site will only be charged (in accordance 
with the Rate Card above) if the relevant Customer site is outside of the continent. 
Weekend travel time (at the Customers request) @ 1.5 x the Hourly Rate (as 
applicable). 

8. All pricing terms are confidential and shall be treated as Confidential Information. 
9. Charges set out in the Order Form do not include Value Added Tax, Taxes or 

Expenses, which will be invoiced in addition where applicable. 
 

 

Special Conditions 
 

 

Terms & Conditions 
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The Kainos Services Terms and Conditions which govern the provision of the Services set out in this Order Form may be accessed 
at:https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf  
(Terms and Conditions). On signing, the Customer signatory is accepting the Terms & Conditions on behalf of the Customer and 
is confirming that he/she is authorised to do so. Order Forms must be completed in full and returned to Kainos (with a physical or 
electronic copy of the purchase order, where applicable) before the start of the Service Period. Kainos will not be responsible for 
providing the Professional Services where Order Forms are incomplete, unsigned or (where applicable) do not have an associated 
purchase order number. 

 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  

  

https://www.kainos.com/wp-content/uploads/2019/05/Kainos-Workday-Combined-Services-Terms-and-Conditions-v1.0.pdf
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ANNEX 1 | CHANGE REQUEST 
Part A 
Kainos Entity: Choose an item. Kainos Contact:  
Change Request Reference: SOXXXXXX v0.1 Original Contract Reference: SOXXXXXX 
Original Contract Name:  
The Terms and Conditions of the Original Contract apply except to the extent amended in this Change Request. 

 

Part B 
Company Name:  
Customer Reference:  
Raised By:  
Priority:  Date Required:  
Title of Change Request:  

 

Part C 
[Fixed Price/T&M] Cost (plus VAT and expenses, if any): 
 
Impacted By: 
 
Operational Impact(s): 
 
Details of Change: 
 
Assumptions/Dependencies: 
 

 
SIGNATURE 

Signed by the Customer Signed by Kainos 
Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  
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ANNEX 2 | DATA PROCESSING (GDPR ANNEX) 
 
DEFINITIONS 
 

Agreement Has the meaning given in the Terms and Conditions. 

Data Protection Impact Assessment An assessment by the Controller of the impact of the envisaged processing on the protection of 
Personal Data. 

Data Protection Legislation 
(i) The GDPR, the LED and any applicable national implementing Laws as amended from time 
to time; (ii) the DPA 2018 to the extent that it relates to processing of personal data and 
privacy; and (iii) all applicable Law about the processing of personal data and privacy. 

Controller, Processor, Data Subject, Personal 
Data, Personal Data Breach, Data Protection 
Officer 

Take the meaning given in the GDPR. 

Data Loss Event 
Any event that results, in unauthorised access to Personal Data held by Kainos under this 
Agreement, and/or actual loss and/or destruction of Personal Data in breach of this Agreement, 
including any Personal Data Breach. 

Data Subject Access Request A request made by, or on behalf of, a Data Subject in accordance with rights granted pursuant 
to the Data Protection Legislation to access their Personal Data. 

DPA 2018 Data Protection Act 2018. 

GDPR The General Data Protection Regulation (Regulation (EU) 2016/679). 

Kainos Personnel All directors, officers, employees, agents, consultants and contractors of Kainos and/or of any 
Sub-Contractor engaged in the performance of its obligations under this Agreement. 

Law 

means any law, subordinate legislation within the meaning of Section 21(1) of the Interpretation 
Act 1978, bye-law, enforceable right within the meaning of Section 2 of the European 
Communities Act 1972, regulation, order, regulatory policy, mandatory guidance or code of 
practice, judgment of a relevant court of law, or directives or requirements with which the 
Contractor is bound to comply. 

LED Law Enforcement Directive (Directive (EU) 2016/680. 

Protective Measures 

Appropriate technical and organisational measures which may include: pseudonymising and 
encrypting Personal Data, ensuring confidentiality, integrity, availability and resilience of 
systems and services, ensuring that availability of and access to Personal Data can be restored 
in a timely manner after an incident, and regularly assessing and evaluating the effectiveness 
of the such measures adopted by it. 

Sub-processor Any third party appointed to process Personal Data on behalf of Kainos related to this 
Agreement. 

 
1. DATA PROTECTION 
 
1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the 

Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the 
Customer and may not be determined by Kainos. 

 
1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data 

Protection Legislation. 
 
1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact 

Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include: 
1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing; 
1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined 

in the Agreement; 
1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects; 
1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure 

the protection of Personal Data. 
 
1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement: 

1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If 
it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited 
by Law; 

1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as 
appropriate to protect against a Data Loss Event having taken account of the: 
1.4.2.1 nature of the data to be protected; 
1.4.2.2 harm that might result from a Data Loss Event; 
1.4.2.3 state of technological development; 
1.4.2.4 cost of implementing any measures; 

1.4.3 ensure that: 
1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in 

particular Exhibit 1); 
1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have 



 

Continued on next page 7 

Kainos 
Workday Professional Services Order Form 
Template 14.0 

access to the Personal Data and ensure that they: 
1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause; 
1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor; 
1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or 

divulge any of the Personal Data to any third party unless directed in writing to do so by the 
Customer or as otherwise permitted by this Agreement; 

1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data; 
1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior 

written consent of the Customer has been obtained and the following conditions are fulfilled: 
1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in 

accordance with GDPR Article 46 or LED Article 37) as determined by the Customer; 
1.4.4.2 the Data Subject has enforceable rights and effective legal remedies; 
1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level 

of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to 
assist the Customer in meeting its obligations); 

1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to 
the processing of the Personal Data; 

1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on 
termination of the Agreement unless Kainos is required by Law to retain the Personal Data. 

 
1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it: 

1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request); 
1.5.2 receives a request to rectify, block or erase any Personal Data; 
1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data 

Protection Legislation; 
1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection 

with Personal Data processed under this Agreement; 
1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is 

required or purported to be required by Law; 
1.5.6 becomes aware of a Data Loss Event. 

 
1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as 

details become available. 
 
1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer 

with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint, 
communication or request made under clause 1.5 (and insofar as possible within the timescales reasonably required by the 
Customer) including by promptly providing: 
1.7.1 the Customer with full details and copies of the complaint, communication or request; 
1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject 

Access Request within the relevant timescales set out in the Data Protection Legislation; 
1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject; 
1.7.4 assistance as requested by the Customer following any Data Loss Event; 
1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, 

or any consultation by the Customer with the Information Commissioner's Office. 
 
1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor. 
 
1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process 

any Personal Data related to this Agreement, Kainos must: 
1.9.1 notify the Customer in writing of the intended Sub-processor and processing; 
1.9.2 obtain the written consent of the Customer; 
1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that 

they apply to the Sub-processor; 
1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require. 

 
1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable 

controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which shall apply 
when incorporated by attachment to this Agreement). 

 
1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on 

not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance 
issued by the Information Commissioner’s Office. 
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EXHIBIT 1 | DESCRIPTION 
OF DATA & DATA 
PROCESSING 
 

 Personal Data Data Subject(s) Description of the 
data 

Type of 
processing* 
(How is the data 
processed) 

Location of 
processing 
(Geographically, 
incl. location for 
disaster 
recovery/back-
up/mirror) 

Purpose of 
processing 
(What is the 
processing 
scope) 

Processor 
(Kainos or 
subcontractor) 

Duration of 
processing 

1 Personal Data 

Data Controller 
(Customer) staff, 
candidates, former 
staff (including full 
time, part time, 
contract/temporary 
staff and affiliates) 
Dependents / 
beneficiaries of 
Data Controller 
staff where Benefits 
records are in 
scope. 

- Core employee 
data; 

- Candidate data; 
- Absense data; 
- Learning data; 
- Performance / 

talent data; 
- Payroll data; 
- Compensation 

data.] 

[Data migration; 
data validation / 
testing; 
data support.] 

[EEA (UK, Ireland, 
Poland, Denmark, 
Germany in respect 
of the processing of 
the data for 
professional 
services and / or 
support).] 

[On the instructions 
of the Data 
Controller in 
respect of the Data 
Controller’s 
Workday project: 
- preparing and 

loading of data 
records; 

- testing of 
configuration 
using data 
records; 

- accessing the 
data records to 
provide technical 
support and 
professional 
services  

as required by the 
Data Controller.] 

The Kainos entity 
set out in the Order 
Form. 

[Periodically during 
a new Workday 
implementation or 
for the Service 
Period (or any 
agreed extensions 
to it) set out in the 
Order Form.] 
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ANNEX 3 | SMART ORDER FORM 
Customer Details 
Customer Name  
Registered Office Address  
Customer Contact, Number & Email  
Invoice Contact, Number & Email  
Purchase Order Number  
Hosting Platform Location Choose an item. 

 
Kainos Details 
Kainos Name Choose an item. 
Registered Office Address Choose an item. 
Kainos Contact, Number & Email  
Kimble Code SOXXXXXX v0.1 

 
Subscription Term 
Effective Date (start date) Day  Month  Year  
End Date Day  Month  Year  

 

Modules included in the Subscription Service (Select applicable Module(s)) Additional 
Tests - % uplift 

Smart HCM Business Process & Integrations Module ☐ [enter %] 

Smart Financials Business Process & Integrations Module ☐ [enter %] 

Smart Security Module ☐ [enter %] 

Smart Payroll Module ☐ [enter %] 
 

Charging Bands (Select applicable Charging Band) 
Staff Number Subscription Service Charge (annual) Select 
 [$/£/€] ☐ 
 [$/£/€] ☐ 
 [$/£/€] ☐ 

 
Summary of Charges 
Services Invoiced Duration Total Charges 
[Gold (FSE) less than 4k; Gold (FSE) 
more than 4k; Platinum] Subscription 
Service 
 

[$/£/€] annually in advance [X] years [$/£/€] 

On boarding: 
[current Implementation Methodology] 
[Post Deployment current Implementation 
Methodology (sub 10k, 10-50k or 50k 
FSE)] 
 

[$/£/€] on signature Fixed Price [$/£/€] 

DN: delete within brackets above as necessary [$/£/€] 
 

Special Conditions 
 

 

https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-less-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Gold-FSE-more-than-4k.pdf
https://www.kainos.com/wp-content/uploads/2019/05/Platinum.pdf
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The terms of the Kainos Smart Master Subscription Agreement govern the provision of services set out in this Order Form and may be 
accessed at: https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf 
 
By signing below, you are accepting the Smart Master Subscription Agreement on behalf of the Customer and confirming that you are 
authorised to do so.  
 

Signed by the Customer Signed by Kainos 

Signature Signature 

Print Name  Print Name  
Title  Title  
Date  Date  

 
 
 
  

https://www.kainos.com/wp-content/uploads/2018/10/Kainos-Smart-Master-Subscription-Agreement-v4.0.pdf


 

Continued on next page 11 

Kainos 
Workday Professional Services Order Form 
Template 14.0 

[Appendix 1 
On boarding Implementation Customers 

 
[DN: to be amended on a per customer basis] 
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	Smart Order Form - G-Cloud 11 (final)
	SOXXXXXX_Kainos Workday Implementation Services Order Form_Customer Name (1)
	5. The Term assumes a period of [•] until deployment and a further period of [•] for part-time post-production support. The Order Form will endure until completion of the Post Production support, unless terminated earlier in accordance with the Terms and Conditions.
	Personal Data
	Data Subject(s)
	Description of the data
	Type of processing*
	(How is the data processed)
	Location of processing
	(Geographically, incl. location for disaster recovery/back-up/mirror)
	Purpose of processing
	(What is the processing scope)
	Processor (Kainos or subcontractor)
	Duration of processing
	Personal Data
	Data Controller (Customer) staff, candidates, former staff (including full time, part time, contract/temporary staff and affiliates)
	Dependents / beneficiaries of Data Controller staff where Benefits records are in scope.
	- Core employee data;
	- Candidate data;
	- Absense data;
	- Learning data;
	- Performance / talent data;
	- Payroll data;
	- Compensation data.]
	[Data migration; data validation / testing;
	data support.]
	EEA (UK, Ireland, Poland, Denmark, Germany in respect of the processing of the data for professional services and / or support).
	On the instructions of the Data Controller in respect of the Data Controller’s Workday project:
	- preparing and loading of data records;
	- testing of configuration using data records;
	- accessing the data records to provide technical support and professional services 
	as required by the Data Controller.
	The Kainos entity set out in the Order Form.
	Periodically during a new Workday implementation or for the Service Period (or any agreed extensions to it) set out in the Order Form.

	DEFINITIONS
	1. DATA PROTECTION
	1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the Custom...
	1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data Protection Legislation.
	1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include:
	1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing;
	1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined in the Agreement;
	1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects;
	1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of Personal Data.
	1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement:
	1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited by Law;
	1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as appropriate to protect against a Data Loss Event having taken account of the:
	1.4.2.1 nature of the data to be protected;
	1.4.2.2 harm that might result from a Data Loss Event;
	1.4.2.3 state of technological development;
	1.4.2.4 cost of implementing any measures;
	1.4.3 ensure that:
	1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in particular Exhibit 1);
	1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have
	access to the Personal Data and ensure that they:
	1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause;
	1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor;
	1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or divulge any of the Personal Data to any third party unless directed in writing to do so by the Customer or as otherwise permitted by this Agreement;
	1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data;
	1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior written consent of the Customer has been obtained and the following conditions are fulfilled:
	1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in accordance with GDPR Article 46 or LED Article 37) as determined by the Customer;
	1.4.4.2 the Data Subject has enforceable rights and effective legal remedies;
	1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to assist the Customer in mee...
	1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to the processing of the Personal Data;
	1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on termination of the Agreement unless Kainos is required by Law to retain the Personal Data.
	1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it:
	1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request);
	1.5.2 receives a request to rectify, block or erase any Personal Data;
	1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data Protection Legislation;
	1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Agreement;
	1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is required or purported to be required by Law;
	1.5.6 becomes aware of a Data Loss Event.
	1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as details become available.
	1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint,...
	1.7.1 the Customer with full details and copies of the complaint, communication or request;
	1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject Access Request within the relevant timescales set out in the Data Protection Legislation;
	1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject;
	1.7.4 assistance as requested by the Customer following any Data Loss Event;
	1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, or any consultation by the Customer with the Information Commissioner's Office.
	1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor.
	1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process any Personal Data related to this Agreement, Kainos must:
	1.9.1 notify the Customer in writing of the intended Sub-processor and processing;
	1.9.2 obtain the written consent of the Customer;
	1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that they apply to the Sub-processor;
	1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require.
	1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which sha...
	1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance issu...


	SOXXXXXX_Kainos Workday AMS Order Form_Customer Name (1)
	DEFINITIONS
	1. DATA PROTECTION
	1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the Custom...
	1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data Protection Legislation.
	1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include:
	1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing;
	1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined in the Agreement;
	1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects;
	1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of Personal Data.
	1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement:
	1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited by Law;
	1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as appropriate to protect against a Data Loss Event having taken account of the:
	1.4.2.1 nature of the data to be protected;
	1.4.2.2 harm that might result from a Data Loss Event;
	1.4.2.3 state of technological development;
	1.4.2.4 cost of implementing any measures;
	1.4.3 ensure that:
	1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in particular Exhibit 1);
	1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have access to the Personal Data and ensure that they:
	1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause;
	1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor;
	1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or divulge any of the Personal Data to any third party unless directed in writing to do so by the Customer or as otherwise permitted by this Agreement;
	1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data;
	1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior written consent of the Customer has been obtained and the following conditions are fulfilled:
	1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in accordance with GDPR Article 46 or LED Article 37) as determined by the Customer;
	1.4.4.2 the Data Subject has enforceable rights and effective legal remedies;
	1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to assist the Customer in mee...
	1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to the processing of the Personal Data;
	1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on termination of the Agreement unless Kainos is required by Law to retain the Personal Data.
	1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it:
	1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request);
	1.5.2 receives a request to rectify, block or erase any Personal Data;
	1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data Protection Legislation;
	1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Agreement;
	1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is required or purported to be required by Law;
	1.5.6 becomes aware of a Data Loss Event.
	1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as details become available.
	1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint,...
	1.7.1 the Customer with full details and copies of the complaint, communication or request;
	1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject Access Request within the relevant timescales set out in the Data Protection Legislation;
	1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject;
	1.7.4 assistance as requested by the Customer following any Data Loss Event;
	1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, or any consultation by the Customer with the Information Commissioner's Office.
	1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor.
	1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process any Personal Data related to this Agreement, Kainos must:
	1.9.1 notify the Customer in writing of the intended Sub-processor and processing;
	1.9.2 obtain the written consent of the Customer;
	1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that they apply to the Sub-processor;
	1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require.
	1.10 The Customer may, at any time on not less than 30 working days’ notice, revise this policy by replacing it with any applicable controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which sha...
	1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on not less than thirty (30) working days’ notice to Kainos amend this agreement to ensure that it complies with any guidance issu...

	Location of processing
	Purpose of processing
	Type of processing*
	Processor (Kainos or subcontractor)
	(Geographically, incl. location for disaster recovery/back-up/mirror)
	Duration of processing
	Description of the data
	(What is the processing scope)
	Data Subject(s)
	Personal Data
	(How is the data processed)
	On the instructions of the Data Controller in respect of the Data Controller’s Workday project:
	Data Controller (Customer) staff, candidates, former staff (including full time, part time, contract/temporary staff and affiliates)
	- Core employee data;
	- preparing and loading of data records;
	Periodically during a new Workday implementation or for the Service Period (or any agreed extensions to it) set out in the Order Form.
	EEA (UK, Ireland, Poland, Denmark, Germany in respect of the processing of the data for professional services and / or support).
	- Candidate data;
	Data migration; data validation / testing;
	- Absence data;
	The Kainos entity set out in the Order Form.
	- testing of configuration using data records;
	- Learning data;
	Personal Data
	- Performance / talent data;
	Dependents / beneficiaries of Data Controller staff where Benefits records are in scope.
	data support.
	- Payroll data;
	- accessing the data records to provide technical support and professional services 
	- Compensation data.
	as required by the Data Controller.

	SOXXXXXX_Kainos Workday Launch Implementation Services Order Form_v8.0
	DEFINITIONS
	1. DATA PROTECTION
	1.1 The Parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the Custom...
	1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data Protection Legislation.
	1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include:
	1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing;
	1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined in the Agreement;
	1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects;
	1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of Personal Data.
	1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement:
	1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited by Law;
	1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as appropriate to protect against a Data Loss Event having taken account of the:
	1.4.2.1 nature of the data to be protected;
	1.4.2.2 harm that might result from a Data Loss Event;
	1.4.2.3 state of technological development;
	1.4.2.4 cost of implementing any measures;
	1.4.3 ensure that:
	1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in particular Exhibit 1);
	1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have access to the Personal Data and ensure that they:
	1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause;
	1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor;
	1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or divulge any of the Personal Data to any third party unless directed in writing to do so by the Customer or as otherwise permitted by this Agreement;
	1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data;
	1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior written consent of the Customer has been obtained and the following conditions are fulfilled:
	1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in accordance with GDPR Article 46 or LED Article 37) as determined by the Customer;
	1.4.4.2 the Data Subject has enforceable rights and effective legal remedies;
	1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to assist the Customer in mee...
	1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to the processing of the Personal Data;
	1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on termination of the Agreement unless Kainos is required by Law to retain the Personal Data.
	1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it:
	1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request);
	1.5.2 receives a request to rectify, block or erase any Personal Data;
	1.5.3 receives any other request, complaint or communication relating to either Party's obligations under the Data Protection Legislation;
	1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Agreement;
	1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is required or purported to be required by Law;
	1.5.6 becomes aware of a Data Loss Event.
	1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as details become available.
	1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint,...
	1.7.1 the Customer with full details and copies of the complaint, communication or request;
	1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject Access Request within the relevant timescales set out in the Data Protection Legislation;
	1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject;
	1.7.4 assistance as requested by the Customer following any Data Loss Event;
	1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, or any consultation by the Customer with the Information Commissioner's Office.
	1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor.
	1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process any Personal Data related to this Agreement, Kainos must:
	1.9.1 notify the Customer in writing of the intended Sub-processor and processing;
	1.9.2 obtain the written consent of the Customer;
	1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that they apply to the Sub-processor;
	1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require.
	1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which sha...
	1.11 The Parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance issu...


	SOXXXXXX_Kainos Workday Professional Services Order Form_Customer Name
	DEFINITIONS
	1. DATA PROTECTION
	1.1 The parties to the Agreement acknowledge that for the purposes of the Data Protection Legislation, the Customer is the Controller and Kainos is the Processor. The only processing that Kainos is authorised to do is listed in Exhibit 1 by the Custom...
	1.2 Kainos shall notify the Customer immediately if it considers that any of the Customer's instructions infringe the Data Protection Legislation.
	1.3 Kainos shall provide all reasonable chargeable assistance to the Customer in the preparation of any Data Protection Impact Assessment prior to commencing any processing. Such assistance may, at the discretion of the Customer, include:
	1.3.1 a systematic description of the envisaged processing operations and the purpose of the processing;
	1.3.2 an assessment of the necessity and proportionality of the processing operations in relation to the services defined in the Agreement;
	1.3.3 an assessment of the risks to the rights and freedoms of Data Subjects;
	1.3.4 the measures envisaged to address the risks, including safeguards, security measures and mechanisms to ensure the protection of Personal Data.
	1.4 Kainos shall, in relation to any Personal Data processed in connection with its obligations under this Agreement:
	1.4.1 process that Personal Data only in accordance with Exhibit 1, unless Kainos is required to do otherwise by Law. If it is so required Kainos shall promptly notify the Customer before processing the Personal Data unless prohibited by Law;
	1.4.2 ensure that it has in place Protective Measures, which have been reviewed and approved by the Customer as appropriate to protect against a Data Loss Event having taken account of the:
	1.4.2.1 nature of the data to be protected;
	1.4.2.2 harm that might result from a Data Loss Event;
	1.4.2.3 state of technological development;
	1.4.2.4 cost of implementing any measures;
	1.4.3 ensure that:
	1.4.3.1 Kainos Personnel do not process Personal Data except in accordance with this Agreement (and in particular Exhibit 1);
	1.4.3.2 it takes all reasonable steps to ensure the reliability and integrity of any Contractor Personnel who have access to the Personal Data and ensure that they:
	1.4.3.2.1 are aware of and comply with Kainos’ duties under this clause;
	1.4.3.2.2 are subject to appropriate confidentiality undertakings with Kainos or any Sub-processor;
	1.4.3.2.3 are informed of the confidential nature of the Personal Data and do not publish, disclose or divulge any of the Personal Data to any third party unless directed in writing to do so by the Customer or as otherwise permitted by this Agreement;
	1.4.3.2.4 have undergone adequate training in the use, care, protection and handling of Personal Data;
	1.4.4 not transfer Personal Data outside of the EU or to a third country without an adequacy decision, unless the prior written consent of the Customer has been obtained and the following conditions are fulfilled:
	1.4.4.1 the Customer or Kainos has provided appropriate safeguards in relation to the transfer (whether in accordance with GDPR Article 46 or LED Article 37) as determined by the Customer;
	1.4.4.2 the Data Subject has enforceable rights and effective legal remedies;
	1.4.4.3 Kainos complies with its obligations under the Data Protection Legislation by providing an adequate level of protection to any Personal Data that is transferred (or, if it is not so bound, uses its best endeavours to assist the Customer in mee...
	1.4.4.4 Kainos complies with any reasonable instructions notified to it in advance by the Customer with respect to the processing of the Personal Data;
	1.4.5 at the written direction of the Customer, delete or return Personal Data (and any copies of it) to the Customer on termination of the Agreement unless Kainos is required by Law to retain the Personal Data.
	1.5 Subject to clause 1.6, Kainos shall notify the Customer immediately if it:
	1.5.1 receives a Data Subject Access Request (or purported Data Subject Access Request);
	1.5.2 receives a request to rectify, block or erase any Personal Data;
	1.5.3 receives any other request, complaint or communication relating to either party's obligations under the Data Protection Legislation;
	1.5.4 receives any communication from the Information Commissioner or any other regulatory authority in connection with Personal Data processed under this Agreement;
	1.5.5 receives a request from any third party for disclosure of Personal Data where compliance with such request is required or purported to be required by Law;
	1.5.6 becomes aware of a Data Loss Event.
	1.6 Kainos’ obligation to notify under clause 1.5 shall include the provision of further information to the Customer in phases, as details become available.
	1.7 Taking into account the nature of the processing and the information available to Kainos, Kainos shall provide the Customer with chargeable assistance in relation to the Controller’s obligations under Data Protection Legislation and any complaint,...
	1.7.1 the Customer with full details and copies of the complaint, communication or request;
	1.7.2 such assistance as is reasonably requested by the Customer to enable the Customer to comply with a Data Subject Access Request within the relevant timescales set out in the Data Protection Legislation;
	1.7.3 the Customer, at its request, with any Personal Data it holds in relation to a Data Subject;
	1.7.4 assistance as requested by the Customer following any Data Loss Event;
	1.7.5 assistance as requested by the Customer with respect to any request from the Information Commissioner’s Office, or any consultation by the Customer with the Information Commissioner's Office.
	1.8 Kainos shall allow for audits of its Data Processing activity by the Customer or the Customer’s designated auditor.
	1.9 Kainos shall be responsible for all acts or omissions of any Sub-processor. Before allowing any Sub-processor to process any Personal Data related to this Agreement, Kainos must:
	1.9.1 notify the Customer in writing of the intended Sub-processor and processing;
	1.9.2 obtain the written consent of the Customer;
	1.9.3 enter into a written agreement with the Sub-processor which give effect to the terms set out in this policy such that they apply to the Sub-processor;
	1.9.4 provide the Customer with such information regarding the Sub-processor as the Customer may reasonably require.
	1.10 The Customer may, at any time on not less than 30 Working Days’ notice, revise this policy by replacing it with any applicable controller to processor standard clauses or similar terms forming part of an applicable certification scheme (which sha...
	1.11 The parties agree to take account of any guidance issued by the Information Commissioner’s Office. The Customer may on not less than thirty (30) Working Days’ notice to Kainos amend this agreement to ensure that it complies with any guidance issu...

	Location of processing
	Purpose of processing
	Type of processing*
	Processor (Kainos or subcontractor)
	(Geographically, incl. location for disaster recovery/back-up/mirror)
	Duration of processing
	Description of the data
	(What is the processing scope)
	Data Subject(s)
	Personal Data
	(How is the data processed)
	[On the instructions of the Data Controller in respect of the Data Controller’s Workday project:
	Data Controller (Customer) staff, candidates, former staff (including full time, part time, contract/temporary staff and affiliates)
	- Core employee data;
	- preparing and loading of data records;
	[Periodically during a new Workday implementation or for the Service Period (or any agreed extensions to it) set out in the Order Form.]
	[EEA (UK, Ireland, Poland, Denmark, Germany in respect of the processing of the data for professional services and / or support).]
	- Candidate data;
	[Data migration; data validation / testing;
	- Absense data;
	The Kainos entity set out in the Order Form.
	- testing of configuration using data records;
	- Learning data;
	Personal Data
	1
	- Performance / talent data;
	Dependents / beneficiaries of Data Controller staff where Benefits records are in scope.
	data support.]
	- Payroll data;
	- accessing the data records to provide technical support and professional services 
	- Compensation data.]
	as required by the Data Controller.]


