                               ITT APPENDIX A SPECIFICATION

glossary

	TERM
	MEANING

	“Account Manager”
	The designated representative from the Agency responsible for the management and delivery of the Service to the Council

	“Agency”
	The person, firm or company responsible for the management, delivery and supply of the service 

	“Agreement”
	The framework agreement for Agency Staff services

	“Applicant(s)”
	Any person, body or organisation taking part in this competition

	“Authorised Officer”
	A person named by the Hiring Manager to raise Requests for Service 

	“Competition”
	The entire competitive procurement process

	“Competition Documents”
	Any document issued by the Council in this Competition

	“Contract Manager”
	The designated officer from the Council responsible for management and delivery of the Contract

	“The Council”
	Departments within the Council that will use TAWs

	"EIR"
	Environmental Information Regulations 2004 together with any guidance and/or codes of practice issued by the Information Commissioner or relevant Government department 

	“FoIA”
	Freedom of Information Act 2000 and any subordinate legislation made under such Act 

	The Hiring Manager 
	The Council’s Manager or Officer authorised to request TAWs

	“Invitation to Tender” or “ITT”
	The invitation to tender documentation and all related documents published by the Council 

	“OJEU Contract Notice”
	Means the advertisement in the Official Journal of the European Union

	“Regulations”
	The Public Contracts Regulations 2006 (including any amendments)

	“The Service”
	The services described in this specification

	“Submission(s)”, “Response” or “ITT Response”
	The Applicant’s formal response to this ITT

	“Temporary Agency Worker” or “TAW”
	Temporary staff supplied by the Agency


general requirements

1. A variety of Temporary Agency Workers (TAW) are required and the Agency must be able to supply all TAWs as outlined. The following list describes the spectrum of the roles included, but Agencies should note that this list is not exhaustive and other categories of staff outside of this list may be also be required, therefore the list may be revised to include additional roles added during the duration of the Contract.  These additional roles will be discussed and agreed with the Agency.

2. The roles are:

· Seasonal Operatives
· Seasonal Toilet Cleaners
· Seasonal Tractor Driver
· Assistant Park Keepers 

· Seasonal Attendant
3. The Agency must be able to supply the Service in a timely manner i.e. in accordance with the timescales set out by the Contract Manager (see  the ITT Appendix  7 –  Key Performance Indicators (KPIs)). 

4. The Agency must be able to supply a booking service within normal business hours (Monday – Friday 8am-5pm as a minimum).
5. The Agency shall put forward TAWs that most closely meet the job description and person specification (or equivalent) issued by the Council for each Assignment with any adjustments made to make it a free and fair process. 

6. The Agency must deliver a service that meets the needs of the Hiring Manager. 

7. The Agency must deliver the Service in a manner which represents and continues to represent excellent value for money to the Council in light of current pressures on spending that exist within the public sector. 

8. The Agency is required to ensure that they provide TAWs with access to work in a fair and non-discriminatory manner. 

9. The Agency must establish a process of year-on-year improvement, by setting measurement tools at the beginning of each year of the Contract. The KPIs will be central to these measurement tools. 

10. The Agency shall be mindful of future developments and ensure that the Service offering will be able to be further developed to meet the future requirements as required, which will be measured against the relevant year’s baseline. 

11. The Agency shall be staffed by personnel that are suitably trained and experienced in the system being used, between the service hours of 8.00am and 5.30pm, Monday to Friday. 

general requirements for the provision of agency workers

12. The Contract Manager will actively work with the Agency to ensure they retain an accessible pool of Candidates that meets the Council’s needs.

13. All requests by the Council for TAWs must be made through the Hiring Manger. Agencies must not send speculative emails or make unsolicited calls direct to any of the Council’s employees.

14. The Agency must recognise that there may be circumstances where a TAW is required at very short notice or to fill an assignment in an emergency out-of-hours situation. Where there are requirements outside of the Hiring Manager’s operating hours (or in an emergency) such requests may be made by an Authorised Officer who has delegated authority from the Hiring Manager to engage with the Agency.

15. The Council will not be liable for payment in respect of any TAWs that have not been authorised or requested by either the Hiring Manager or an Authorised Officer. 

16. The Hiring Manager shall ensure that sufficient information is collected at the time of the request to enable the Agency to propose appropriately skilled and experienced TAWs (at the relevant pay rate) for the Assignment required.  A job profile created by the Hiring Manager will be central to this information.

17. The Hiring Manager will set the maximum hourly rate, called a ceiling, when advertising the Assignment.  The Agency will not submit candidates above this hourly rate. The agency is to quote the hourly rate of the candidate when submitting application.

18. The Agency will ensure that any TAW proposed are competent, punctual, appropriately trained, have undergone the relevant safeguarding checks as well as meet the requirements of inspection bodies. 

19. The TAW will be required to attend an unpaid half day training session prior to commencing employment. 

20. Evidence of the required relevant training must be provided to the Hiring Manager prior to the TAW commencing the Assignment.
selection requirements for the provision of agency workers

21. The Agency should ensure that any CVs provided to the Hiring Manager or Authorised Officer are sufficiently well detailed and fully aligned with the requirement to enable him/her to make an informed decision about a TAW.

22. The Hiring Manager shall ensure that at least one reference from previous employers has been sought (two references for safeguarding positions). References must be verified as being genuine. 

23. The Council, where it deems it necessary, may wish to interview one or more TAW prior to an Assignment and may wish to do this on a face-to-face basis. 

24. The Agency shall, on request, arrange interviews with selected Candidates. 

25. The number of CVs to be submitted may be dictated by the Hiring Manager.

26. The Hiring Manager will specify the timescales in which they require responses to their request, but the Agency should aim to respond as per the timescales outlined by the KPIs.

27. The Agency is required to update the Hiring Manager on the progress of sourcing suitable TAWs and on any outstanding orders.

28. The Hiring Manager shall manage timesheets to ensure:

· TAW shall complete and submit a timesheet to the relevant Hiring Manager for authorisation before it is returned to the Agency. 

· For locations without access to the internet the Agency has the facility for a paper timesheet to be used by the TAW. All paper timesheets shall have a unique identifier. 

29. TAWs provided in response to a request shall meet any Departmental or Service specific standards of the Council. The Agency will be responsible for ensuring they provide such details to the TAW in advance of their Assignment.  

The Council may update these standard requirements from time to time in line with, for example, changes to legislation, addition of new services, re-structuring of the Council organisation, unfilled requests for TAWs. The Hiring Manager shall communicate such changes to the Agency. 

induction and performance

30. The Agency shall ensure that TAWs are given clear instructions in advance of their Assignment in relation to the following: 

· Location 

· When and whom to report to 

· The nature of the Assignment 

· Working hours (including provision for breaks) and potential duration of the Assignment 

· Dress Code and any uniforms including Personal Protective Equipment (PPE) required 

· Any additional matters e.g. provision for parking, reimbursement of expenses 

· Any Council specific policies in place that are relevant to the role 

· How to submit timesheets 

· Employee Code of Conduct 

· Confidentiality 

· Access to work adjustments (including DDA) 

· Data protection 

· Health and Safety 

· The complaints procedure, including Whistleblowing

· Any documents to be provided to the Hiring Manager on commencement of the Assignment 

31. The Agency shall ensure that the Hiring Manager is given clear information regarding specific requirements the TAW may have e.g. equipment required for them to perform their duties effectively, in advance of the commencement of the Assignment. It is a priority for Government to move people off invalidity benefit into employment and therefore the Customers are required to make reasonable adjustments to enable disabled TAWs to access their Assignments, and the Agency is expected to assist the Council to achieve these aims. 

32. TAWs on Assignment to the Council shall work under the supervision, direction and control of the Council. 

33. The Hiring Manager will ensure that all TAWs are given access to the Council’s relevant policies and procedures including code of conduct, confidentiality, internet and telephone policies, complaints procedures.  The Agency must ensure that all TAWs adhere to the Council’s Staff Code of Conduct and the Agency will be responsible for the conduct, negligence, performance and quality of TAWs and other employment issues. The Contract Manager will advise of any additional policies or revisions during the Contract period. The Agency shall operate a process for addressing grievances that aligns with the Council’s grievance process. 

34. TAWs are required to adhere to the Council’s policies and procedures including; fire, manual handling, health and safety requirements, matters of discipline. 

35. The standard of dress and hygiene of the TAW shall be in accordance with the Council’s departmental standards. The Council reserves the right to request a change in dress if it is deemed to be inappropriate, offensive or below the standard reasonably required. In the event TAWs are required to wear PPE as part of their placement with the Council, it will be the responsibility of the Agency to ensure that they arrive for work correctly attired. The actual operational process to enable this will be agreed with the Agency at the implementation of the Contract. 

36. Where use of a car is stated by the Hiring Manager to be required as part of the Service and journeys have been undertaken by TAW, the Agency will pay appropriate mileage in line with the HMRC policies. Agreement to pay mileage allowance must be with the prior agreement of the Hiring Manager. Mileage allowance will not be paid for travel to and from the place of work. These rates may be adjusted by the Council during the Agreement period. 

37. The Agency will ensure that the Hiring Manager has had sight of the TAWs driving licence. The Agency is required to ensure that the TAWs is aware of the Council’s work force travel plans and policies for travel when on duty. 

38. The Hiring Manager shall ensure that TAWs are given access to Assignments in a fair and non-discriminatory manner and shall require the Agency supplying TAWs to do the same. The Contract Manager shall monitor quality (based on KPIs). 

vetting and compliance with policy and legislation

39. The Hiring manager shall verify the identity and nationality of TAW in accordance with UK Border and Immigration Agency Guidelines and Codes of Practice, which would have been initially checked by the Agency. 

40. The Agency shall ensure that two proofs of address are kept on file, and must be kept up to date and/or revisited as required. The Hiring Manager and Agency shall ensure suitable processes and procedures are in place to ensure that any permits granted to the TAW are checked in advance of expiry in order that the Council is not at risk of employing someone who is not eligible to work in the UK. 

41. The Agency shall ensure that any qualifications held by the TAW in order to meet the Hiring Manager’s person specification are verified by having had sight of the original certificates. Certified photocopies of qualification certificates are to be held on file throughout the duration of a placement by the Agency. 

42. In relation to the Immigration, Asylum and Nationality Act 2006 and any other relevant legislation and/or code of practice: 

· The Agency shall be required to comply with the requirements of the Asylum and Immigration Act 2006 and shall be responsible for checking that all TAWs have the right to work in the United Kingdom either as a British Citizen or citizen of another European Economic Area country or that necessary permits have been obtained and this should be evidenced in the TAWs employment portfolio. The identity and nationality of TAWs shall be verified through passport, photo-card driving licence or Government-issued identity cards. In addition proof of address shall be required e.g. utility bills/council tax. All certified photocopies are to be retained on file throughout the duration of a placement and for a period of at least five years to comply with the Customers’ audit regulations. Evidence of this may be required of the TAW when they attend the Assignment.
· The Hiring Manager shall ensure that they and the Agency have procedures for monitoring relevant clearance/visas on an ongoing basis allowing TAWs to work in different areas. This will involve monitoring status, expiry dates and hours worked and ensuring that visas/work permits do not restrict where the TAW can work. 

43. The Hiring Manager and the Agency are required to comply with all current as well as future legislation in respect of the TAW Directive, and any other relevant legislation to make certain that the requirements of such legislation is being met throughout the duration of contract period. 

44. The Hiring Manager will ensure that the Agency put forward Candidates on whom they hold and maintain up to date information on the following: 

· A full employment history, together with a satisfactory written explanation of any gaps in employment, including where owing to a disability
· A signed application form and/or Curriculum Vitae (CV) 

· Documentary evidence of all relevant qualifications 

· Applicable training i.e. manual handling 

· Proof of right to work in the UK 

· Proof of identity including a recent photograph i.e. in the form of a valid and current passport or driving license 

· Proof of address 

· Verification of why employment/position was ended in the case where a Candidate has previously worked with children or vulnerable adults 

· At least one written reference from the most recent previous employer’ at least two written references if the position is a safeguarding role 

· DBS disclosure check if appropriate to the role offered

· Details of any criminal offences including where detailed on Candidate’s DBS disclosure 

· Driving license when required

· Professional memberships

45. The Agency will be responsible for validating the accuracy of the information supplied by all Candidates
46. A number of jobs may have a requirement for DBS checks to be undertaken on TAWs before they are put forward for placement in any of the Customers. These will be identified by Hiring Managers at the implementation stage of the contract. Charges will not be raised where checks have already been made and evidenced to the satisfaction of the Council. 

47. The Hiring Manager will ensure that the Agency is undertaking such checks and must make available on request to the Council the reference number and date of the DBS check of TAW put forward for placement. The Agency will not put forward for placement any individual who appears unsuitable as a result of the information received from the checks.
48. The Agency must comply with the requirements of the DBS and that the TAW takes a copy of the disclosure to the commencement of each Assignment for review by the Hiring Manager prior to commencing the Assignment. 

49. The Agency must ensure that the Hiring Manager is informed where a Candidate is under investigation from external agencies. 

50. The Hiring Manager must ensure that Agency receives ‘additional information’ about a Candidate from the DBS that a Chief Constable considers relevant to the post applied for. Such a Candidate will not be allocated any Assignment within the Council organisation which involves working in areas requiring a DBS check. 

51. The Agency must also ensure that TAWs make a signed and dated declaration regarding unspent previous criminal convictions subject to the Rehabilitation of Offenders Act 1974. A copy must be provided to the Council within three Working Days. Existing TAWs and new applicants for temporary work who have a previous criminal record should only commence work after the approval of the Council is sought. All applicants for placement at any of the Customers must be informed in writing that undeclared criminal convictions which subsequently become known may result in the Council instructing the Agency that the TAW may be removed from the delivery of services. If a TAW is convicted of an offence whilst on Assignment, the Agency shall notify the Council immediately and seek to reach agreement on the appropriate course of action. Generally speaking this shall not include motoring offences though for certain posts motoring offences may need to be reviewed. Customers shall agree with the Agency which posts motoring offences must be reviewed. 

pay rates and Margins 

52. The Agency on-costs shall provide excellent value for money, and be transparent to all parties. Agencies shall avoid multiple pricing policies and must use their best endeavours to provide services at a consistent best value rate per job area. 

53. For PAYE TAWs the Agency shall charge actual NI on the earnings of the TAW as well as Working Time Directive which will equate to the total wage costs. 

54. For Limited Company Workers their total wage costs shall be equal to their pay rate as tax and statutory costs shall be paid through their company. 

55. Payments shall be in line with Working Time Regulations. This payment and employer’s NI charged shall be itemised separately on invoices and available as part of all management information. The Agency shall be responsible for any and all additional costs which may accrue in the event that the TAW works on assignment for the Council for such period as to axceed the Qualifying Period set out in the Agency Workers Regulations 2010.

56. The Agency shall be responsible for all arrangements associated with the reimbursement of all expenses.
57.  In the event the Council wishes to permanently engage any TAW, there shall be no fees payable by the Council to the Agency in respect of such appointment. 

rejection of candidates

58. The Council shall reserve the right to reject, within its absolute discretion, TAWs as unsuitable. 

59. In the event that a TAW is rejected by a Council and where an Assignment is closed before the official Assignment closure date, the Agency shall be responsible for investigating the circumstances of that rejection via the Hiring Manager. Depending on the justification for the rejection; 

a) The Council acting reasonably may request that the TAW does not work for the particular department or directorate again and the Agency shall ensure that if the TAW is offered for other vacancies within that department or directorate that the Hiring Manager is made aware of previous reports on performance. 

b) The Council may request that the TAW does not work for the organisation again and the Agency shall ensure the TAW is not offered for any vacancies within the Council 

c)   Where a serious rejection occurs, it is the Agency’s responsibility to make Hiring Managers aware of such rejections when the TAW in question is put forward for future Assignments to enable Hiring Managers to make an informed decision.
cancellation of bookings

60. In the event of any circumstance affecting the arrival of a TAW the Agency shall ensure that the Hiring Manager is notified without delay and shall use their best endeavors to find a suitable replacement.

61. Data on numbers of and reasons for cancellations shall be kept and a breakdown by Agency provided to the Contract Manager on a quarterly basis as part of the performance management of Agencies. Repeat cancellations may result in Agencies being suspended. 

62. The Hiring Manager shall notify the Agency regarding any change or cancellation of any booking no less than ninety minutes before the booking commencement. 

63. The Council shall not pay the Agency should the Agency fail to comply to a change or cancellation having been given at least twenty-four (24) hours warning.

64. The Agency shall make no charge to the Council in the event that a TAW; 

· fails to attend an Assignment within thirty minutes of the reporting time

· is rejected within a trial period for specified Assignments where such a period has been agreed between the Council and the Agency
· has been rejected as unsuitable within the first three hours of the Assignment 

· rejects the Assignment within 48 hours or does not attend the Assignment 

· is found not to have the defined requirements for the role i.e. in terms of qualifications, eligibility to work, DBS checks 

· is found not to have correct and valid credentials that would allow them to legally work 

· is identified as unfit to work or not being capable of carrying out the majority/most/all of the specified tasks or activities required safely and to the necessary standard. 

In any of the above circumstances the Agency shall offer the Hiring Manager the option of canceling the booking or use their best endeavours to find a suitable replacement TAW as quickly as possible.

65. Serious misconduct and poor performance by a TAWs will be conveyed to the Hiring Manager (in the first instance verbally and subsequently in writing) who will, if so requested, terminate the Assignment of the TAW(s) concerned. At no time is compliance with this clause to be used as evidence of a TAW gaining employment status with the Council. In the case of an allegation against an TAW in respect of child protection or the protection of vulnerable adults, the TAW, the Agency will comply with the requirements of the Council with regards to attendance at hearings and case conferences and the implementation of any decisions, including referrals to ISA and List 99.
contract performance and management

66. Any failures by the Agency in their performance shall be addressed immediately by the Contract Manager and to the satisfaction of the Council. At no time will the Council accept liability for poor performance by the Agency and the Contract Manager shall be responsible for the resolution of the Council’s complaints to the Council’s satisfaction. Agencies may be suspended on a temporary or permanent basis if they fail to comply with performance and audit requirements. 

67. The Contract Manager shall carry out quarterly reviews of Agency performance in relation to the KPIs and performance levels agreed with the Council and provide the outcome and details of such reviews to the Account Manager, where required/requested (this shall be agreed in detail when defining the SLA). The council reserves the right to revert to monthly reports if the performance dips below pre-agreed levels.
68. The Contract Manager shall also be responsible for carrying out spot checks on Agency compliance with legislative requirements and contract compliance and reporting to the Council any anomalies in the form of an exception report. 

69. The Agency shall nominate an Account Manager to the Contract who is the primary and single point of contact for the Contract Manager and Hiring Manager. 
70. The Agency is responsible to undertake its own evaluation and enquire about Council feedback and updates in order to understand and meet the needs of the Council.  This communication must be via the Contract Manager. This may include information on numbers and types of TAWs required, known peak requirements and known specific skill sets, in order that Agencies can seek to have the right calibre and skill sets of staff available for the Council when they are needed. 

71. The Contract Manager shall ensure that any feedback from the Council is shared with the Agency so that the Agency can learn from feedback given and act upon it. The Contract Manager shall also seek feedback from the Agency to identify issues that are affecting Services or provide opportunities for savings.
72. The Agency will ensure that there is a suitable structure and level of resource in place to deliver the Services which will be fronted by the nominated Account Manager. 

73. Once operational, significant changes or reductions in the assigned personnel will not be made without prior consent of the Contract Manager; such consent will not be refused unreasonably. 

74. The Agency Account Manager shall participate in annual face to face contract review meetings with the Contract Manager. 

75. The Contract Manager reserves the right to request additional meetings where necessary to address any matters arising in between the review meetings. Such requests shall not be made unreasonably. 

76. The Hiring Manager shall manage the supply chain in a systematic manner which can enable them to organise and regularly provide feedback to the Agency in respect of: 

· the Agency’s performance – feedback in terms of the standard of service they are supplying. 

· the TAW – general feedback in terms of the TAW‘s ability, suitability for the post and conduct. 

77. The Contract Manager shall provide evidence that they are actively seeking feedback from Agencies on their performance and that of the Council to maintain and improve Service standards. Such feedback shall be shared with the Agency Account Manager at review meetings. 

78. The Council has a complaints procedure in place for any complaints from the Agency. The Contract Manager shall be promptly informed of complaints and the Council’s mechanisms for resolution, a summary of which must be provided as part of the performance review process. 

79. It is recognised that there may need to be some operational variation of the terms and conditions of supply due to the nature of the TAW, i.e. self employed individuals and those provided via an Agency, but the Hiring Manager needs to ensure that materially the agreements are consistent and fair in their approach

management information

80. The Agency must be able to provide the Contract Manager configurable and comprehensive real time management information from implementation and on an ongoing basis relative to all activity under this Agreement at no additional cost. 

81. The Agency shall also provide, at no additional cost, management reports in a suitable electronic format on a quarterly basis to the Contract Manager. The type and level of detail of the reports shall be decided at the implementation of the Agreement 

82. Reports and data shall be presented in a format which can be exported into MS Office Applications or other similar packages used by the Contract Manager that can be used to manipulate data. The Contract Manager shall be able to specify the Management Information reports it requires which may include but are not limited to the following: 

· Active assignments (current headcount report) 

· Detailed order status report – showing individual order information 

· Usage by department – scheduled end dates for each order, sorted by Council department and position 

· Comparison of old and new Agency Fees/Margins 

-
By Council department 

-  
By job discipline 

· TAW assignments undertaken by Council Residents 

· TAW assignments (numbers and value) filled by Agencies supplying from an address within the Council’s region, including size of company (number of employees) 

· Performance monitoring report: time taken to fill each booking (from initial order and from Cost Centre Manager authorisation) compared against agreed service levels: 

· By Council department 

· By job discipline 

· Full details of any posts that could not be filled. 

· Summary of comments/complaints with corrective action taken 

· Ethnic profile – The ethnic profile of interim workers assigned to the Council where applicable / appropriate 

· Disability profile – Volumes of disabled and non-disabled interim workers assigned to the Council 

· Gender profile – Volumes of male and female TAWs assigned to the Council 
· Age profile – The age profile of TAWs assigned to the Council 

· TAWs – a list of TAWs who have been assigned to a specific order, showing: 

· Name of worker 

· Geographical profile 

· Religion 

· Sexual orientation 

· Order reference number 

· Job discipline 

· Job title 

· Start date of assignment 

· Anticipated end date of assignment 

· Assignment duration report – by TAW

83. The information supplied by the Agency shall be used to confirm the information compiled by the Contract Manager.

84. The system proposed must be flexible to accommodate additional requirements/changes to the above.
85. This does not preclude changes being made during the life of the Agreement should the Council require it. This information shall be provided in a clear format which is both easy to understand and easy to interpret. The Agency is required to provide details of the suite of reports and data that they are able to provide, and its typical use. 

86. The Agency shall undertake to create the reports (where the necessary data is held) for the Council and the Contract Manager within a reasonable timescale (ideally within forty-eight hours). Such reports are essential to enable the Contract Manager and Council to be able to respond to enquiries, or requests made of the Council under the Freedom of Information Act. 

87. The Council or Contract Manager shall wish to use the reporting facilities available to enable it to better understand its use of TAWs and any trends and to feed into any workforce or demand management planning as needed. 

88. In addition, the Agency shall comply with the following: 

· Sharing of information will be on a strictly confidential basis. 

· Changes to the Management Information which the Agency is required to supply and shall give the  Contract Manager at least one month’s written notice of any changes.
invoicing and payment requirements

89. Timesheets shall be signed by a Council authorised signatory at a length of time at the request of the Agency (e.g. monthly or weekly) with invoices only being produced once the timesheet has been authorised. The Hiring Manager will be able to confirm whether a manager is authorised.

90. Invoices shall be submitted in arrears on a length of time specified by the Agency but no greater than one month in arrears. 

91. In support of the invoice the Agency shall provide the authorised timesheet(s) (electronic where required by the Council). Timesheets must indicate that all breaks are unpaid and must not be added to hours worked.

92. Payments will be made by BACS. 

93. The cost model proposed by the Agency, in addition to invoices submitted, are required to be financially transparent. This is likely to include:­ 

· Order reference number 

· Full name of TAW and NI number

· Job title 

· Hours worked; regular hours, overtime hours (including night shifts), double time hours and total hours 

· Unique work record per individual not per assignment 

· Total hourly/daily rate 

· Hourly/daily pay rate to TAW

· National Insurance contributions including on holiday pay

· Working Time Regulations 

· Value Added Tax 

· Agency Commission (Agency Fee) 

· Date timesheet submitted and approved 

· Name of Hiring Manager timesheet approved by 

· TAW status in terms of whether they are PAYE or a Ltd Company also needs to be stated

94. This detailed electronic information is to be presented in a format prescribed by the Council in order to allow immediate uploading onto the Council’s financial system.
95. Completed timesheets may be submitted electronically (by the TAW) to the Hiring Manager for authorisation. The Agency shall provide the Contract Manager with an exception report of unauthorised timesheets, accessible with real-time information, but at a minimum on a weekly basis. 

96. Where the Council has implemented an internal policy restricting the number of hours a TAW can work, the Agency shall ensure that this restriction is reflected in the invoicing and payment. Allowance for time off in lieu may also be required by some Customers. 

97. The Agency shall only process timesheets that have been authorised by the appropriate Hiring Manager. In the event that a Hiring Manager refuses to certify a timesheet, the Agency shall be notified within two Working Days and resolved with the Hiring Manager in the first instance. If further resolution is required the incident should be referred to the Contract Manager. 

98. The default position is that timesheets are not approved automatically. 

99. Should there be a dispute regarding hours worked, the hourly rate, statutory contributions or the commission claimed by the Agency in respect of an TAW, the Hiring Manager reserves the right to withhold payment of the sum in dispute until such time as the matter can be resolved. 

100. The Contract Manager ensures fair and agreed payment terms are in place for the Agency i.e. terms that do not allow payment to Agencies to be delayed beyond ten Working Days and that in total, in any event, payment takes no longer than thirty days from submission of an undisputed invoice.
101. The Agency shall be required to ensure agreed payment terms are in place for all TAWs i.e. no more than fourteen days from submission of a timesheet. 

102. The aim of the Agency in providing this breakdown is to provide Customers with overall clarity of what costs are built up from.
regeneration and sustainability

103. The Council aims to support local people, their communities, job centres and organisations. As such a mechanism shall be provided to support effective promotion of employment opportunities for local residents and raise understanding of routes to apply for TAW roles. The Agency shall work closely with the Council to target and actively encourage registration from hard to reach groups such as lone parents, older candidates, women returnees, disabled minority groups (where appropriate) and those from socially disadvantaged areas. The Agency shall ensure that they will actively promote the means by which individuals can register for suitable vacancies. The Agency shall provide evidence of the process to the Council on request. Where required, the Agency shall run periodic sessions, either at their premises or other locations throughout the authority to explain the registration process and to encourage participation from all sections of the community. The Agency in conjunction with the Council may also need to consider programmes to increase the capabilities of local TAWs. 

104. Agencies need to commit to a transparent process to demonstrate that Assignments are offered in a fair manner to all including, but not limited to local SME and local minority groups. 

105. The Agency shall ensure that they consider, promote and demonstrate equality and diversity within their own organisation and when recruiting and supplying candidates for the Council. 

106. The Council may require an Agency to target specific groups for Agency Assignments. 
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