Booking Agency Workers – the key steps (to be tailored for local use)

The following steps provide an easy to follow guide to book agency workers under the terms of the Framework Arrangement (also see flowchart below)

1. Identify the need for a temporary worker, including the grade and skills needed for the post i.e. AA, AO etc;

2. Confirm the level of security clearance needed for the posts – Basic Check (Enhanced) or Counter Terrorism Check?  More information on mandatory procedures for agency workers is available on the National Security Vetting website. Ensure identity, address, UK work entitlement have been confirmed by the agency and where appropriate personal countersignatory.


3. Decide which agency to go to by referring to the National Framework.  There are five agencies under the Framework. Prices will vary slightly between agencies;

4. An optional order form can be used to record the relevant details and keep track of the order (see below);

5. Once you have decided on the agency and are aware of the rates, it’s time to approach the agency via the contact details. Remember to state your full address, contact name and extension, and invoicing details;

6. Remember the rates are fixed and are non-negotiable;

7. The agency will provide a name and date of birth of a security-cleared candidate. Remember to specify Basic Check Enhanced (BCE) or Counter Terrorism Check (CTC). Depending on the nature of the job, you may, exceptionally, wish to ask for CV or undertake an interview;

8. Contact Departmental Security Unit on 020 7035 6508 and confirm security clearance at BCE or CTC level before any agency worker is given an assignment. This is extremely important as they will not be granted access to the building if the necessary security clearance is not in place;

9. Once this has been confirmed, contact the agency and give them the go-head agreeing a start date and giving reporting instructions;

10. Notify the security desk and inform them of agency worker’s details: Name, Date of birth, security clearance expiry date and the agency they are from and arrange for ‘Unescorted’ pass. This should be done 24 hours before date of assignment;

11. Remember, you decide with the agency worker which hours you wish them to work. (9 am to 5 pm, Monday to Friday are the normal hours of work);

12. Check with agency if you require them for any additional hours, which may fall outside this. Weekends are at a higher rate. In all cases check rates with the agency against the National Framework;

13. Check all invoices for hours worked and especially the rate quoted and the rate charged; 

14. Ensure invoices are sent to the correct named person for payment and that payment is not delayed.

15. Significant instances of good performance or dissatisfaction when using the framework agreement should be reported using the customer comment form below. 

HOW TO BOOK AN AGENCY WORKER

Have you identified the need for an agency worker and the level of security clearance

required for the post (BCE/CTC clearance)?
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Choose 1 of any 5 Agencies
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Yes

  

Use National Framework to check hourly rates. 

These are non-negotiable (unless you are requesting a non-specified grade)




Yes

      

Is hourly rate as set out in Framework




Yes

Complete optional request form with your requirements

and retain for future invoice referral




Yes

Contact agency with your post requirements




Yes

Can they supply?




Yes

Ask for security-cleared candidate’s  name and date of birth

Note: depending on the nature of the work, a CV or interview may be appropriate



Yes

Can DSU (020 7035 6508) verify

the clearance & expiry date?




Yes

Confirm order with agency



Yes

Use comments form to register any issue with Contracts and Procurement


Inform security desk, quoting temps details


Check and arrange payment of invoice on receipt

This form may be amended locally as a template for future use
Request for agency worker

Dept./Unit Details


NAME:





EXTENSION:


   DEPT:





RM. No:

BLDG:



   ASSIGN. LENGTH:




GRADE: 

RATE:
£
p/hr


   START DATE:




START TIME:

am

  Requirements.

 ( Windows

( Access

( Excel

( Word

( Outlook

 ( Audio Typing
( Copy Typing
( P/Point

( Telephone

( Finance

  Additional requirements 

    

(ADECCO
 CORPORATE SOLUTIONS
insert name of contact

Tel:

(HAYS PERSONNEL SERVICES

insert name of contact

Tel:

(BROOK STREET (UK)


insert name of contact

Tel:

(MANPOWER



insert name of contact

Tel:

(REED




insert name of contact

Tel:

  Agency worker’s details



   FORENAME:



SURNAME:


D.O.B 


GENDER: 


   AGENCY:



SEC. CLEARED UNTIL:



   DSU CONTACT:






EXTENSION:



   DATE DEPT. INFORMED RECEPTION:


	CUSTOMER COMMENT FORM FOR TEMPORARY AGENCY WORKER FRAMEWORK AGREEMENT




Please use this form to report significant instances of good performance or dissatisfaction when using the above framework. Receipt of your form will be acknowledged and you will be allocated a reference number and contact name.  If you have any queries please quote this reference number.  Customers can expect a response within 5 working days.

	1
	Establishment/

Office:
	

	2
	Signature:


	

	3


	Position:
	

	4
	Contact Tel No:

Contact Fax No:
	

	5
	Date:


	

	6
	Nature of Comment

(Please continue on separate sheet if necessary)

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Please fax form to Procurement Group
	020 7217 2153






NO





NO





NO








