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HR Services 

TRANSPORT for LONDON                     

Pre - engagement Screening Matrix for Temporary Workers 
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TfL Functional Departments 

A 
Operational Staff - including Stations/Trains/Revenue Protection Inspectors & 
Apprenticeships 

x x x x x x         

B Operational Staff - Bus Drivers/Drivers x x x x x x   x     

C Operational Staff - Dial a Ride x x x x x   x x     

D Engineering Roles - specifically stated by hiring manager x x x x x x   x     
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E Administration and support staff including other functional and Head office roles x x x     x         

F 
Named administrative and support staff including other functional and Head Office roles in 
contract appendix and as instructed - Financial Probity Checks 

x x x     x     x   

G 
Administrative and support staff including other functional and Head Office roles - 
Qualifications / Prof Membership 

x x x     x   x     

H 
Named Administrative and support staff, engineering staff including other functional and 
Head Office roles roles in contract appendix and as instructed  - Qualifications / Prof 
Membership & Financial Probity 

x x x     x   x x   

I 
Administrative and support staff including other functional and Head Office roles - Basic 
Disclosure - Working with Members of the Public / Dealing with Money 

x x x     x         

J Office roles - Enhanced Disclosure - Working with Children / Vulnerable Adults x x x       x       

K 
Administrative and support staff including other functional and Head Office roles - 
Government Security 

x x x     x       x 

L Managers, Senior Managers and Directors x x x     x         

M Managers, Senior Managers and Directors - Qualifications / Prof membership x x x     x   x     

N 
Managers, Senior Managers and Directors - Qualifications / Prof membership & Financial 
Probity 

x x x     x   x x   

O 
Managers, Senior Managers and Directors - Basic Disclosure - Working with Members of 
the Public / Dealing with Money 

x x x     x         

P 
Managers, Senior Managers and Directors - Enhanced Disclosure - Working with 
Children / Vulnerable Adults including Occupational Health hires 

x x x       x       

Q Managers, Senior Managers and Directors - Government Security x x x     x   x   x 
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 APPENDIX 10 

The Authority Financial Probity and Qualification checks/validation 

1. Financial Probity requirements 

 

The Service Provider shall check and provide financial probity checks in every case for 

roles with the following job titles and in addition, provide financial probity checks for any 

role when requested by The Authority. Request for checks outside of this list will be via 

The Solution or via Email to The Service Provider. 

 

Checks are to commence before the worker begins their assignment.  

 

For clarification, this requirement currently applies to workers across the GLA Group: 

 

Commercial Accountant 

Commercial Finance Analyst 

Technical Accountant 

Capital Accountant 

Accounts Clerks 

Accounts Manager 

Accounts Supervisor 

Assistant Accountant 

Senior / Lead Analyst 

Tax Accountant 

Tax Manager 

Senior Credit Controller 

Credit Controller  

Finance/Accounts Officer 

Finance/Accounts Assistant 

Financial Operations & Performance Mgr 

Financial Operations Assistant 

Business Accounting Manager (Engineering) 

Business Operations Officer 

Finance Mgr 

Senior Finance Manager 

Group Financial Accountant/Manager (Qualified)  

Principal Group Financial Accountant 

Financial Controller 

Senior Internal Auditor 

Internal Auditor 

Investment Support Analyst 

Investment Analyst 
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Investment Analyst (Qualified)  

Payroll Manager 

Payroll Specialist 

Senior Project Accountant 

Project Accountant 

Reconciliation Clerk 

Senior Accountant 

Systems Accountant 

Senior / Lead Systems Accountant 

Treasury Accountant 

Senior / Lead Treasury Accountant 

Asst Finance BP 

Asst Finance BP (qualified) 

Finance BP (formerly MA) 

Management Accountant  

Senior Finance BP (formerly MA) 

Senior Management Accountant  

Financial Accountant (Qualified) 

Senior/Lead Financial Accountant (Qualified) 

Cost Assistant 

Cost Manager 

Programme Controls Manager 

Project Controls Manager 

Working Capital & Forecasting Mgr 

Working Capital & Forecasting Support Mgr 

Payroll Integration Lead 

Payroll Systems Administrator 

Finance & Procurement Lead 

Business Analyst 

Finance Programmes Manager 

Senior Credit Controller 

Credit Controller 

Assistant Credit Controller 

Senior Contract Manager 

Contract Manager 

Contract Lead  

Assistant Contract Manager 

Contract Analyst 

Contract & Finance Manager 

Contract Performance Mgr 

Contracts Auditor (higher) 

Senior Commercial Lead 

Senior Commercial Manager 
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Commercial Manager 

Assistant Commercial Manager 

Commercial Assistant 

Estimating Manager 

Estimating Specialist 

Franchise Manager 

Senior/Lead Quantity Surveyor 

Quantity Surveyor 

Assistant Quality Surveyor 

Licensing Manager 

Category Manager 

Senior Claims Manager 

Claims Manager 

Assistant Claims Manager 

Senior Cost Manager 

Cost Manager 

Senior Procurement Manager 

Procurement Specialist 

Procurement Manager 

Procurement Officer 

Procurement Assistant 

Senior Buyer 

Buyer/Procurement Agent  

Project Commercial Manager 

Utilities Contract Commercial Manager 

Bid Manager 

Internal Auditor 

Risk Manager 

Risk Analyst 

Risk Advisor 

Risk and Opportunities Manager 

Security Auditor 

Senior Internal Auditor 

 

 

 

About the check 

A financial probity check will ensure that candidates have no history of financial 

mismanagement when recruiting temporary workers to the handling of money, accounts, 

commercial and auditor roles and sensitive data.  

The check must include: 

 

1. County Court Judgements (CCJs) 

2. Bankruptcies, voluntary arrangements, decrees and administration orders 

3. The check must consult the candidate’s electoral roll registration to confirm their 

current address. 
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The check will be a UK check only except in cases where the candidate has been resident 

in other countries in the last 5 years and in that case, an international financial probity 

check will be carried out.. 

 

A record shall be kept of the check and the result and the Authority shall retain the right 

of audit. 

 

Where an adverse result it obtained the service provider must share the result with the 

Authority’s recruitment manager within 3 days or receipt.  

 

 

2. Qualification checks and qualification verification checks 

 

The following will be viewed by the Service Provider and the copies taken and retained by 

the Service Provider for the duration of the Service Provider’s contract with The Authority 

that shall have the right of inspection at any time: 

 

1. Where named as essential or not named as desirable: Educational  qualifications, 

occupational or other certifications, licences, where stated as essential on the job 

description or listed or stated as part of the job briefing or where named on the 

via e-form  

2. Where named as essential or not named as desirable: Professional memberships, 

occupational memberships where stated as essential on the job description or 

listed or stated as part of the job briefing or where named on the via e-form  

 

Qualification and membership validation 

For the critical roles listed below, in addition to points 1 and 2 above, the Service 

Provider will seek validation with the professional institute or issuing body for the 

following roles where occupational certifications and/or memberships are deemed critical 

and are held by the individual, in addition, any other named role requested by The 

Authority.  

Request for checks outside of this list of roles will usually be via a note on The Solution.  

 

Medical 

Nursing Technician or any Nurse 

Consultant Occupational Physician 

Doctor 

Counsellor  

Trauma Practitioner 

Flu Nurse 

Health Care Assistant 

Junior Doctor 

Medical Advisor - Employment Screening 

Clinical Nurse 

Occupational Health Nurse 

OH Physiotherapy Manager (Consultant PT) 

OH Senior Physiotherapist (Senior 1/Clinical Specialist) 

Physiotherapist 
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Rehabilitation Physiotherapist (Senior 2) 

Senior Clinical Nurse 

Senior Occupation Health Nurse 

Audit: 

Audit Manager 

Internal Auditor 

Security Auditor 

Senior Internal Auditor 

 

Legal: 

Head of Legal Services 

Principal Lawyer  

Legal Services Manager 

Senior Associate Lawyer 

Associate Lawyer 

Senior Lawyer 

Lawyer  

Senior Principal Lawyer 

Engineering/risk/safety/site: 

H&S Site Inspector 

HSE (Health & Safety) Manager 

Health & Safety Specialist 

H Safety & Environmental Compliance Manager 

Health, Safety & Quality Assurance Manager 

Human Factors Engineer 

Inspector 

Surveyor 

Financial: 

Accountant 

Tax Accountant 

Group Financial Accountant/Manager (Qualified)  

Principal Group Financial Accountant 

Financial Controller 

Investment Analyst (Qualified)  

Payroll Manager 

Senior Accountant 

Systems Accountant 

Senior / Lead Systems Accountant 

Treasury Accountant 

Senior / Lead Treasury Accountant 

Senior Finance Business Partner (Formally Management  Accountant) 

Engineering track: 

Alignment Engineer 
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Assessment Engineer 

Assistant Track Engineer 

Assurance Engineer - Track 

Design Engineer 

Principal Track Engineer 

Project Engineer 

Senior Design Engineer 

Senior Project Engineer 

Senior/Lead Assessment Engineer 

Senior/Lead Assurance Engineer - Track 

Senior/Lead Track Engineer 

Track Engineer 

Engineering, Signalling: 

Assistant Design Engineer 

Assistant Signalling Engineer 

Assurance Engineer - Signalling 

Control and Information Engineer 

Design Engineer 

Integration Engineer 

Lead Signalling Engineer 

Principal Design Engineer 

Principal Signalling Engineer 

Project Engineer 

Senior Assurance Engineer - Signalling 

Senior Control & Information Engineer 

Senior Design Engineer 

Senior Integration Engineer 

Senior Project Engineer 

Senior Testing & Commissioning Engineer 

Signalling Engineer 

Testing and Commissioning Engineer 

Engineering, rolling stock: 

Assistant Engineer 

Electrical Engineer - Rolling Stock 

Engineer 

Lead Engineer 

Principal Engineer 

Principal Safety Engineer - Rolling Stock 

Systems Safety Engineer 

Rolling Stock Designer 

Senior Electrical Engineer - Rolling Stock 

Senior Rolling Stock Designer 

Senior Systems Engineer - Rolling Stock 
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Systems Engineer - Rolling Stock 

Engineering: Civils 

Installation Engineer 

Interface Engineer 

Lead SCADA & Controls Engineer 

Lead Systems Integration Engineer 

Lift Quality Inspection Engineer 

Modelling Engineer 

NRSWA Inspector 

Planning Engineer 

Power Engineer 

Power Engineer - Alternating Current 

Power Engineer - Direct Current Traction  

Power Engineer - Electrical Mechanical 

Project Engineer 

RAM (Reliability, Availability, Maintainability) Engineer 

Risk Engineer 

Route Manager 

SCADA Engineer  

Section Engineer 

Senior Assessment Engineer 

Senior Assurance Engineer 

Senior CAD Designer 

Senior Communications Engineer 

Senior Construction Manager 

Senior Engineer 

Senior Equipment Engineer  

Senior Installation Engineer 

Senior Interface Engineer 

Senior Modelling Engineer 

Senior Network Planning Engineer 

Senior Outside Parties Engineer 

Senior Power Engineer 

Senior Power Engineer - Electrical Mechanical 

Senior Project Engineer 

Senior Quality Engineer 

Senior Road Safety Engineer 

Senior Systems Engineer 

Senior Traffic Engineer 

Senior Vesting and Property Engineer 

Site Manager 

Site Supervisor 

Systems Architect 
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Systems Engineer 

Testing & Commissioning Manager 

Traffic Engineer 

Traffic Surveyor/Technician 

Vesting and Property Engineer 

Works Inspector 

 

 

Note: ‘Lawyer’ means Lawyer or Solicitor 

 

The verification service will be at no extra cost to The Authority here the information is 

freely available at no cost to the enquirer, where a cost is chargeable to the Service 

Provider, The Authority will cover the actual cost of verification.  
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 APPENDIX 11 

The Authority - Right to Work 
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 APPENDIX 12 

MPS BSS Data Retention Periods 
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 APPENDIX 13 

GLA Group Rate Card 

 

XXXXXX 
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 APPENDIX 14 

Talent Pool Technology 

1. Talent Pool Technology Functionality Requirement:  

• Talent Pool Technology is required to enable The Authority and/or Service 

Recipients to establish and fully maintain a Talent Pool of Applicants, Candidates 

and Temporary Workers. 

• It is therefore a requirement for The Solution to provide robust Talent Pooling 

Functionality in the form of a cloud hosted database of Applicants, Candidates and 

Temporary Workers. 

• The Talent Pool function will include and release all updates / platform 

improvements; enabling evolution and development of the Talent Pool model 

throughout the duration of the contract. 

• Should The Solution not hold the required Talent Pool capability, then a Talent 

Pool function should be able to interface fully and seamlessly with the Service 

Providers wider Solution to deliver the full specification requirements with regard 

to the management and processing of all Talent Pool sourced Applicants, 

Candidates and Temporary Workers. 

2. Access and profile management  

• The Talent Pool Function shall establish Authority-wide and individual Service 

Recipient Talent Pools. Enabling access to a wide range of Applicants, Candidates 

and Temporary Workers. 

• The Talent Pool Function shall enable Applicants, Candidates and Temporary 

Workers to directly register, create, maintain and delete their own digital profile 

owned and managed directly by them via an individual and single login through 

The Solution (including updating rates qualifications, certification, locations, skills, 

availability, work experience, availability, location etc). 

• The Talent Pool Function is required to offer the Applicants, Candidates and 

Temporary Workers an opt in/out basis to receive automated notifications for 

relevant jobs. 

• As per The Authority’s Cyber & Information Governance standards, The  Talent Pool 

Function will ensure any information stored is fully secure & retrievable. 

3. Application, Sourcing and Compliance 

• The Talent Pool Function will directly publish job requirements to external sites, 

such as job-boards and social media sites. This functionality will be delivered via an 

integration with a multi-poster or manually and will direct Applicants, Candidates 

and Temporary Workers straight to the Talent Pool application/sign-up process. 

• Where the Authority or Service Recipient purchases adverts for both temporary and 

permanent roles the Talent Pool shall be able to directly post vacancies to these 

pre-agreed set of job boards which will be defined during the implementation stage. 

Any advert, multi-posting and other third-party costs will be agreed with the The 

Authority and Service Recipients. 

• The Talent Pool Function can be linked with the Service Recipients careers 

pages/portals to enable the Talent Pool Applicants, Candidates and Temporary 

Workers to apply for any advertised roles through branded careers pages; from 

where they can apply directly and subsequently join the Talent Pool via a simple 
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application/sign up page. 

• The Talent Pool capability shall ensure the candidates hold relevant compliance & 

skill requirements at point of application. 

• Matched Applicants, Candidates and Temporary Workers will receive notification 

of a suitable job, shall be able to review job details and directly apply for the role. 

• The Talent Pool Function shall allow Applicants, Candidates and Temporary Workers 

to apply for a relevant role by both invitation and pro-active job searching. 

• The Talent Pool Function must allow the Applicants, Candidates and Temporary 

Workers to apply to one specific or multiple roles. 

• The Applicants, Candidates and Temporary Workers will receive notifications at 

every stage of the recruitment and compliance process. 

• The Talent Pool Function shall have the ability to distribute relevant and appropriate 

electronic communication to the Applicants, Candidates and Temporary Workers 

and potential Candidates in the pool to keep both passive and active Talent Pool 

Applicants, Candidates and Temporary Workers engaged at all times. 

4. Sourcing:  

• The Talent Pool function shall digitally match, and recommend vetted, suitable 

Applicants, Candidates and Temporary Workers across all Job Categories specified in 

Appendix 3. 

• The Talent Pool function shall have an intelligent matching / tagging functionality inc. 

but not limited to: skills, location, compliance status, availability, rate. 

• The Talent Pool function shall enable a proactive and targeted search for specific Named 

Workers using past work history, job role, skill set or other identifier. 

• The Talent Pool function shall report on how many Applicants, Candidates and 

Temporary Workers are available per Category to enable proactive sourcing, and 

enagagement strategies to be implemented – per category outlined in Appendix 3. 

• The Talent Pool function shall provide rate benchmarking by collating and reporting 

(as a minimum) the following data relating to required filters. 

• The Talent Pool shall allow for filtered search for sourcing of roles to build ‘pipelines’. 

This is to enable Applicants, Candidates and Temporary Workers attraction and 

engagement strategies for future requirements to fit with workforce planning. 
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 APPENDIX 15 

Reporting and Management Information 

Reporting: 

In addition to the Invoice Data File as defined in The Solution, the Service Provider shall provide 
reports for (including but not limited to), all information stated below on a weekly basis or as required 
to The Authority and Service Recipients. 
 

1.  

 Requisition reference number 

2.  

Unique personal identification number for the individual from the Service Provider’s 
Solution (as a minimum)  

3.  

Unique personal identification number from the Authority’s Solution (if supplied) 

For MPS will require PSOP record number 

4.  

Name 

5.  

Job title 

6.  

 Work email address 

7.  

 Service Recipient 

8.  

 Business area plus cost centre 

9.  

 Cost Centre Code/Number 

10.  

Hours worked; regular hours, overtime hours, including but not limited to – 

• Shift patterns 

• Weekends 

• Public Holiday 

• Total hours 

• Time worked against Project Codes 

11.  

 Expenses 
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12.  

 Value Added Tax if applicable 

13.  

 Apprentice Levy fee 

14.  

 Service Provider fee breakdown as per pricing schedule 

15.  

 Other Supplier Commission (Agency Fee) 

16.  

 Detailed breakdown of all additional / statutory costs 

17.  

 Net and Gross weekly rate 

18.  

 Equivalent day rate for all Temporary Workers paid hourly 

19.  

 Email of the line manager for each temporary worker 

20.  

 Name of Hiring Manager (from Requisition) 

21.  

 Type of engagement: PAYE, Umbrella, PSC worker 

22.   Time (to the second) when hours are submitted (saved), rejected, and approved 

23.  

 Name of Submitter & Authoriser for processed hours 

24.  

 Start date of assignment 

25.  

 End date of assignment 

26.  

 IR35 status determination (inside or outside) – i.e. Limited Company, PAYE, etc. 

27.  

 Description of all other costs not identified above 

28.   Live report to capture status of hours so they can be filtered to show: 
• Approved 

• Released 
• Saved 
• Rejected Hours 
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Management Information:  
 
In addition to the above required information; there is a requirement for consolidated Authority 

and individual Service Recipient`s Management Information.  
 
Management Information shall include, but will not be limited to, the following; with frequencies 
and format agreed with The Authority and Service Recipients during implementation; and 
thereafter throughout the contract duration as required.    
 

 Description  

Active assignments / 
Temporary Worker Population  

• Headcount, hours, new hires and tenure report per:  

o Business Unit/Area 
o Category  
o Job title  

 
• A report of Temporary Workers showing: 

o Name of worker 
o Order reference number 
o Job category  
o Job title 
o Business Unit/Area  

o Cost Centre  
o Start date of assignment 
o Stated end date of assignment 
o Assignment duration report  
o AWR  
o Worker status (PAYE, Umbrella, Ltd, PSC/outside 

IR35)  

 
• Reason for the assignment that shall include (but not is 

not limited to) the following: project work, specialist, 
maternity cover, secondment cover, legal requirement, 
volume of work and any other reason deemed 
applicable from a defined list collated and managed by 

the Service Provider 
• Month in business  
• Length of Service  
• Next IR35 status review and renewal dates  
• Sourcing Channel – Talent Pool, The Service Provider, 

Lead or Secondary supplier, Other 
• Name of the Supplier operating as the end engager  

• VAT status  
• Identified Temporary Worker as over/under 21 years of 

age 

Performance against 
Service Level and KPIs  

• Performance monitoring report – full KPI output against 
targets   

• Full details of any requisitions that could not be filled  

• Source of the filled requisitions/posts, including but not 
limited to:  

o Named Workers  
o Directly via the Talent Pool  
o Sourced by the Service Provider  
o Lead Supplier  

o Secondary Supplier 

• Filled roles by Lead & Secondary Suppliers, broken down 
by percentage of hires against each Job Category 

• List of all hires that are outside of agreed KPIs for – to 



 

 

bir_comm\1836262\9 539 

 

offer/time to hire, against business area 

• Number of CVs submitted and rejected stating reasons 

• Hiring Manager CV feedback time by % of 

Red/Amber/Green  

• Hiring Manager interview feedback time by % of 
Red/Amber/Green  

• Lead supply channels ranked in terms of number of 
Requisitions filled  

• Candidate and Customer satisfaction survey results  

• Primary and Secondary supplier feedback survey results 

 

A weekly report of (including but not limited to):  

• Temporary Workers that were not paid on time &/or 
incorrectly. 

• Late authorisation of time. 

• Costs associated with payment for authorized hours post 

deadline. 

• All pay complaints 

• Savings for incorrect time claimed 

 

Temporary Worker 

Management  

• Reason for Termination of Assignment to include but 

not limited to: 

o Right to work issues 

o Alcohol and drug offences  

o Arrested on or off-site or in custody for 
misconduct including physical violence incidents 

o Exit Questionnaire survey 

• Employment tribunals lodged with Service Provider 

• Ongoing employment tribunals and likely timescales 
and costs and outcomes 

• Summary of comments/complaints with corrective 
action taken via the issue and resolution log 

On-boarding and Compliance  • International criminality checks and costs 

• International financial probity and qualification checks 
completed 

• Qualification and professional membership verification 
with professional and educational bodies carried out 

• DBS checks outstanding where workers have started 
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and a count of calendar days incomplete 

• Exceptions where references not taken and defaulted 
to DBS 

• Security vetting triage process behind service level 
agreement 

• Enhanced DBS not yet complete and time taken to 
complete 

• Hire with a criminal conviction or compliance issue’ 
forms completed, in progress and outstanding 

• VISA/right to work expiry notification   

 

Financial   • Cost breakdown per Assignment – as per the pricing 
schedule  

• Rate card reporting and benchmarking 

• Rate card vs. Cost of Hire report 

• Savings reports  

• Spend reports and trends per department, Service 
Recipients and The Authority  

• Spend per category for specified periods  

• Highlight report detailing outstanding AWR issues and 

resolution within defined periods  

• Pension adjustments outstanding 

• Other payment adjustments outstanding 

• Enquiries from HMRC 

• Statutory requests from police forces 

• Spend reports to Authorised Users by cost centre  

• Working Time Regulations (WTR) information as 

applicable 
 

• Annual spend based on Net and Gross pay rates 
 

• Temporary Worker rate band split per Business Area 
&/or Service Recipient 

 

• Tenure over 12 months – specifying % of overall 
Temporary Workforce 

• Total Temporary Worker FTE (including PSC Workers)  

• Split of Temporary Workforce per Directorate / per 
Service Recipient 
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Annual spend - 

• Under £100 000   

• £101 000 – £144 000k  

• £144 000 – £200 000   

• £200 000 +  

• Rate band:  

• £0 - £100  

• £100 - £200  

• £200 - £300  

• £300 - £400  

• £400 - £500  

• £500 - £600  

• £600 - £700  

• £700+  
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Diversity and Inclusion 

-Upon request by Service 
Recipient & anonymized 
where required in line with 

GDPR requirements 

 

• Ethnic profile – The ethnic profile of Temporary Workers  

• Disability profile – Volumes of disabled and non-
disabled interim Temporary Workers  

• Gender profile – Volumes of male and female 

Temporary Workers 

• Age profile of Temporary Workers  

• Transgender 

• Religion 

• Sexual Orientation 

• Nationality  

• D&I reporting by protected characteristic; by category / 

Service Recipient 

Market Update and Trends  • Market intelligence 
• Trends 
• Future analysis 

 

Interface Reports 

 

 

 

 

• Error log reports for file transfers, including but not 
limited to – creation of mini master record in local 
system, transfer of approved time data for invoice 
creation, transfer of data for local costing (project 
codes etc.), update of local organization structure 

hierarchy for approvals 

Problem Management Reports • Recurring issues/incidents 
• Incident Severity Levels 
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 APPENDIX 16 

RSAS Rules 
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 APPENDIX 17 

On-site and Off-site Resource Further Details 
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