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 APPENDIX 6 

The Authority - Decision to hire with criminality adverse reference or compliance alert  

Name of Applicant  Applicant No.  
Role applied for  Hiring Manager   
Adverse disclosure Basic: Disclosure  DBS Standard  DBS Enhanced  Reference:  
 Security Clearance   state level:   Other   state:  
Date of disclosure  
SECTION 2: Risk Assessment 

Applicant meets essential criteria for the post (knowledge, skill, experience) Yes  No  

Has the applicant ever been dismissed from any GLA functional body: check 
System)? Yes  No  

Does the position fall under the exceptions listed in the ROA 1974? Yes  No  
Is the nature of the adverse disclosure directly relevant to the role? Yes  No  
Details of offence/disclosure/issue  
 
Date of offence/disclosure/issue: 
 
Offence code if applicable: 
 
Date of conviction: 
 
Penalty, financial, prison or otherwise 
 
Was there a custodial sentence? 
Details: 
 
Considering the offence/disclosure, I summarise the risks associated with this role as follows 
(include duty of care and perceived level of risk)            VERY LOW         LOW         MEDIUM         HIGH        
(please circle  one) 
 
Please comment on your selection:  
 
Has the Contract Manager contacted Legal Services, if YES, what advice has 
been received and by whom? If advice received, please attach. Note:, referral to 
Legal Services is optional 

Yes  No  

Have the Service Provider’s Compliance team been consulted, if YES, what 
advice has been received and by whom? If written advice received, please 
attach. 

Yes  No  

Mandatory: Have the following personnel been informed: Contract Manager Y / N, Service Provider’s Recruiter  Y 
/ N  
Are the relevant offence(s) spent or unspent as defined by the Rehabilitation of 
Offenders Act (ROA)?  
Note:  If the offences are Spent, they must be ignored and this form destroyed, 
except, for defined roles (usually concerning children or vulnerable adults) as 
stated in the ROA 

Spent   Unspent   

If applicable, did the applicant declare the relevant offence(s) on their 
application? Yes  No  

If applicable, does the information provided by the applicant match that on the 
disclosure? Yes  No  

Have all required references been received if required?                 Yes                No  
Is the offence a terrorist of firearms offence, if YES this must be referred to Head of Legal Services          Yes                 
If required or available, what did the references say about the applicant’s suitability for the post? 
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Statement from the Service Provider’s Recruiter on the applicant’s view and response to being asked about the 
alleged offences /adverse disclosures including their attitude towards them and the Recruiter’s comments on 
engaging the Temporary Worker: 

SECTION 3: Decision: Hiring Manager and the Authority’s Contract Manager  
Declaration: Having considered the completed Risk Assessment and the duty of care towards the individual, 
customers and employees, I have decided that the applicant does* / does not* constitute sufficient risk and 
should* / should not* be offered this post. * delete as appropriate 
Reason for decision: 
 
Signed (required) Hiring Manager: (type name) 
 Date 

Signed (required) the Authority’s Contract Manger  (type name) 
 Date 
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 APPENDIX 7 

The Authority’s Workplace Principles 

Appendix 7 
Working at the GLA Group – Workplace Principles  

 
This document applies to all agency-supplied Temporary Workers who work on assignment 
with the GLA Group.   
 
For the purposes of this document, The GLA Group means any Functional Body of the GLA 
or authority or contracting partner including Transport for London, , The London Fire 
Brigade, The Greater London Authority, The London Legacy Development Corporation, Old 
Oak and Park Royal Development Corporation. 
 
A Temporary Worker can operate and be paid in one of three ways: 

 
• On a PAYE basis, where the agency is responsible for statutory payments such 

as tax or NI, or the application and accrual of holiday pay 
• Through an ‘Umbrella’ company (which must comply with the audit 

requirements of the agency) 
• Through a UK Limited Company (of which the Temporary Worker must be a 

director) 
 
The GLA Group expects all people to behave in a way that reflects the GLA Group’s values 
and expectations as set out in these Workplace Principles.  The Temporary Worker should 
comply with these Principles and should be aware that any failure to adhere to them may 
result in the termination of their Assignment with the GLA Group.  If the Temporary Worker 
has any queries about the Principles he/she should refer their query to their nominated 
agency contact which sets the objectives for the temporary assignment  

 
General Conduct  
 
1. The Temporary Worker is required to behave with a high standard of integrity in 

business and commercial relationships and to treat all the GLA Group personnel, 
customers and anyone else with whom the GLA Group has dealings with dignity, 
fairness and respect.  

 
2. The Temporary Worker must perform their duties diligently and must deal with 

members of the public sympathetically, efficiently, promptly and without bias. 
 

3. The Temporary Worker must comply with all working procedures and safety 
instructions relevant to their Assignment, as notified to them by your nominated 
agency contact.  

 
4. The Temporary Worker must avoid engaging in activities that may bring disrepute 

or damage upon the GLA Group, even where such conduct occurs outside of their 
GLA Group workplace. 

 
 
Health and Safety  
 
The GLA Group’s customers, employees and suppliers have an expectation that when using 
or delivering our services they will remain harm free. Our vision is a harm free environment 
for all. The GLA Group is committed to meeting that vision and these expectations. 
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The GLA Group will ensure that our employees, agency staff and contractors go home 
healthy and safe every day, we maintain our assets and deliver projects safely without 
harming the environment wherever possible. 

 
5. The GLA Group seeks to maintain a safe physical environment for all, including 

emergency procedures that are regularly updated. The Temporary Worker is 
responsible for familiarising themselves with all procedures applicable to their work 
as notified to them by their nominated agency contact.  
 

6. The Temporary Worker must comply with health and safety requirements that are 
applicable to their work, and must proactively seek to remove or mitigate any health 
and safety risks in their working environment in order to ensure a safe physical 
environment for all. 
 

Alcohol and the workplace  
 
7. The GLA Group operates a zero-tolerance approach to alcohol to minimise any 

safety risks to customers, its employees and Temporary Workers. It is therefore the 
Temporary Worker’s responsibility not to come to work if they are under the 
influence of alcohol in any way.  The consumption of alcohol prior to commencing 
work, whilst at work or during meal/rest breaks in the working day, including 
meal/rest breaks spent outside the GLA Group / operational premises or when on 
call, is strictly prohibited.  
 

8. The Temporary Worker:  
 

8.1. Must not bring alcohol onto the premises, the only exception being where alcohol 
has been purchased during breaks for consumption away from company premises. 
On these occasions the seal must remain intact. If you are working for London 
Underground Ltd or London Rail or at any of their locations, or a Police force a more 
stringent requirement applies and you must not buy alcohol whilst on duty nor bring 
alcohol onto the premises. 
 

8.2. Be mindful that some medication may contain alcohol or may cause drowsiness and 
therefore the worker should inform both their nominated agency contact and direct 
line manager if they are taking any medication that contains alcohol or may cause 
drowsiness.  

 
8.3. If called upon in an emergency while off duty and when they have been drinking, 

the Worker must inform the nominated agency contact and their direct line manager 
of their alcohol consumption. 

 
 
Drugs and the workplace  
 
9. The GLA Group also operates a zero-tolerance approach to the misuse of drugs or 

use of illegal substances. The misuse, possession, consumption, storage (except for 
those prescribed and available without prescription), purchase or sale (or offer to 
purchase or sell) drugs or illegal substances on any GLA Group premises, or the 
provision of services under the influence of drugs or illegal substances will lead to 
the termination of Assignment. 

 
 

10. The Temporary Worker:  
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10.1. Must advise their nominated agency contact and direct line manager if they are 
taking medicine, pills or drugs likely to impair work performance or if they have a 
misuse of drugs or misuse of illegal substances related problem. 

 
10.2. Must not consume or use illegal drugs at any time, whether on duty or not, so as 

to ensure they are not under the influence when reporting for duty, providing 
services for the GLA Group or when on GLA Group premises; and, 

 
10.3. Must not possess, store (except for those prescribed and available without 

prescription), or sell drugs or illegal substances on the GLA Group premises or in 
vehicles, or bring the GLA Group into disrepute by being involved in such activities 
outside work. 

 
Smoking and the workplace 
 
11. Smoking including the use of Electronic Cigrarettes (vaping) is prohibited in all the 

GLA Group workplaces and during any meetings attended by a Temporary Worker 
on the GLA Group’s behalf regardless of location. The work place includes such areas 
as reception, lifts, staircases, corridors, cloakrooms, toilets, storerooms, 
recreation/rest rooms, kitchen areas and canteens, vehicles owned by or leased to 
the GLA Group and its subsidiaries and driven by employees for business purposes.  

Electronic Communications and Equipment Usage  
 
12. Electronic mail (email), the The Intranet and the Intranet are essential business 

tools for the GLA Group which the Temporary Worker must use effectively and 
appropriately, whether the Temporary Worker is accessing these tools through 
using their own equipment or using equipment provided by the GLA Group. 
 

13. All Information and Communications Technology (IT) equipment, in whatever form, 
relating to the GLA Group’s business activities and all information handled by the 
GLA Group relating to other organisations with which it deals, is subject to this 
policy.  
 
This includes but not limited to the following: any computer (including laptops and 
tablets issued for off-site use), mobile and handheld or body devices (e.g. Two Way 
Radios, Body Worn Cameras etc.), server or network equipment and any telephone 
handset, switchboard or voice network provided or supported by the GLA Group. It 
also includes any data stored, processed or transmitted on such networks and 
data/programs stored on the GLA Group’s computer systems or on magnetic or 
optical storage media that is owned and/or maintained by the GLA Group. This 
principle extends to any computer equipment used by the Temporary Worker 
whether it belongs to them, to the GLA Group, or a third party, when it is used to 
work on the GLA Group’s business whether on the GLA Group’s premises or 
elsewhere.  
 

14. The GLA Group reserves the right to monitor and/or record individual use of IT 
facilities for legitimate purposes to protect against misuse and to ensure system 
and operational efficiency and integrity. It reserves the right to access individual 
accounts in circumstances where it has a reasonable belief that there has been a 
breach of this policy. 
 

15. The Temporary Worker should therefore have no expectation of privacy whilst using 
any GLA Group IT device, product or facility. Copies of emails, text messages and 
or communication may be disclosed to third parties for legal reasons. 

 
 

16. The Temporary Worker:  
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16.1. Must ensure that they do not download, create or transmit material that is abusive 

or threatening to others or might be regarded as offensive on the basis of personal 
characteristics such as race, sex, colour, religion, nationality, gender, disability, 
sexual orientation or age. Where such material is received or stored on personal 
equipment and brought into the workplace, the Temporary Worker must not show, 
print, forward or transfer such material on to the GLA Group equipment whilst on 
GLA Group premises; 

 
16.2. Must notify their nominated agency contact immediately if any such material is 

accessed accidentally; 
 
16.3. Must use the GLA Group’s facilities for business purposes only but may use them 

for limited personal use provided this does not interfere with their Assignment 
 
16.4. Keep passwords confidential, not write them down or disclose them to other 

Temporary Workers, workers or employees, including IT Temporary Workers and 
employees, and ensure that PC/terminals are locked if left unattended; 

 
16.5. Must not attempt to circumvent any security controls, determine or identify 

passwords or breach conditional access systems, whether belonging to the GLA 
Group, its suppliers or third parties; 

 
16.6. Must not use or attempt to use IT facilities or attempt to access data they are not 

authorised to use or access; and, 
 
16.7. Must not retain the GLA Group information on any non-GLA Group equipment at the 

end of their Assignment unless authorised to do so.  
 

16.8. Must report any data breach to their manager immediately and in case within 24 
hours to give time for the manager and The GLA Group to comply with reporting 
requirements required by the Information Commissioner 

 
Social Media 

  
17. GLA Group Temporary Workers are encouraged to participate in dialogue on internal 

networking platforms; however, they must act in accordance with the GLA Group 
behaviours and all other policies that govern our actions at work. For example, the 
Temporary Worker should not insult other GLA Group Temporary Workers, workers 
or employees, or upload any inappropriate material. 
 

18. On non-GLA Group social media platforms, the Temporary Worker must not publish 
or discuss information not approved for public release, refer to their own opinion as 
being that of the GLA Group’s or appear to represent the GLA Group’s official view 
on any topics. Such messaging is conveyed only by official GLA Group channels of 
communication. 
 

19. The Temporary Worker must not post any confidential or sensitive information 
related to GLA Group employees, customers or suppliers without their permission 
and where the information may amount to sensitive, personal data, must not do so 
without the prior consent of the individual. 
 

20. The Temporary Worker must not react or respond to posts or to a third party’s 
attempt to start conversations about the GLA Group. If the Temporary Worker is 
made aware of potentially damaging conversations, he/she should alert the Press 
Office. 
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21. The Temporary Worker must take care when mixing personal and professional life 
in the social media world as lives can easily intersect. The GLA Group respects the 
right for its entire people to speak freely, but they must remember that the GLA 
Group employees, customers and suppliers may have access to material posted 
online. This should be kept in mind when publishing information online that can be 
seen by or reposted in an unrestricted environment on other social media.  

 
Attendance   
 
22. Where the Temporary Worker agrees to carry out work at a particular time, for 

example to attend a meeting, they must always: 
 

22.1. Attend on time at the appropriate place and ensure that they are not late or absent 
without good cause; 
 

22.2. If they are unable to attend work at a contractually agreed time or unable to deliver 
work on an agreed date, they should inform their nominated agency contact and 
direct line manager by telephone as soon as possible; and 
 

22.3. Confirm the reason for their absence in writing to the their nominated agency 
contact and direct line manager 

 
 
Equality, Diversity & Inclusion  
 
23. The GLA Group is committed to equality and inclusion and values the diversity of its 

people, customers and suppliers.  The Temporary Worker must display and 
encourage in others a behaviour that contributes to an environment where everyone 
is treated fairly, equally and with dignity and respect.  
 

24. The Temporary Worker must ensure that their behaviour at work does not 
discriminate against or harass others 

 
 
Bullying and Harassment 
 
25. The GLA Group values the existence of a safe and supportive working environment 

and expects the Temporary Worker to behave in a professional, responsible, 
moderate and sensitive manner in dealings with others. 
 

26. The Temporary Worker: 
 

26.1. Shall understand that bullying and harassment will not be tolerated and that 
unacceptable language and behaviour will be challenged; 

 
26.2. Should they become aware of any potentially offensive material in the workplace 

for example photographs, posters, postcards, email or Internet material, ensure 
that is not displayed or circulated; 

 
26.3. Co-operate with any fact finding process into bullying or harassment, including 

attending fact finding meetings, irrespective of whether or not they have been 
directly involved themselves; and, 

 
26.4. Raise any concerns about inappropriate conduct in the workplace with their 

nominated agency contact and direct line manager. 
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Business Ethics 
 

27. As a public sector organisation, the GLA Group requires the Temporary Worker to 
act with integrity, impartiality and honesty. The Temporary Worker must not use 
their authority or position for personal advantage or against the GLA Group’s public 
interest. In particular, the Temporary Worker should: 
 

27.1. Handle internal and external business affairs with complete integrity without 
reference to personal interest; 
 

27.2. Inform the GLA Group in writing if they have any personal interest that might affect, 
or could be seen by others to affect, their impartiality in dealing with customers, 
suppliers, contractors or members of the public or in discharging their 
responsibilities under the Assignment;  

 
27.3. Reject any business practice which might reasonably be deemed improper; 

 
27.4. Follow the letter and spirit of the law, guidance from appropriate professional 

institutions or bodies, good business practice and contractual obligations; and 
 
27.5. Not deceive or knowingly mislead customers, the public, senior managers or 

managers, GLA Group employees, workers or other Temporary Workers. 
 
Confidential Information  
 
28. The Temporary Worker should not disclose sensitive or confidential information 

about the GLA Group, other than that required by the normal course of their 
Assignment, unless expressly authorised to do so, in writing, by the GLA Group. 
 

29. The Temporary Worker should not use any confidential information, whether 
technical, commercial, financial, personal or other, for personal gain or against the 
GLA Group’s interests, or pass it on to others who might use it in this way.  

 
 
 
 
 
 
Please provide the following and return to the Service Provider (or verify online): 
 
 
 
Full Name: .……………………………………………… 
 
 
 
Date:  .……………………………………………… 
 
 
 
Signature: .……………………………………………… 
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 APPENDIX 8 

NOT USED 
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 APPENDIX 9 

The Authority - Compliance pre-engagement screening matrix 
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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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HR Services 

METROPOLITAN POLICE SERVICE         

Pre - engagement Screening Matrix for Temporary Workers 

LEVEL 1 
(BASIC) 

LEVEL 
2 

LEVEL 3 
(HIGHEST) ADDITIONAL 
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 Technology Professionals x 
General & Admin x 
Ex-Officers x 
Finance x 

Health x 
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HR Services 
LONDON FIRE BRIGADE                       

Pre- engagement Screening Matrix for Temporary Workers 
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LFB Functional Departments 

Accountancy  x x x x     x     x   

Admin & Secretarial x x x x     x         

Admin & Secretarial x x x x     x         
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Commercial/Proc/QS  x x x x     x         

Health & Safety  x x x x     x         

Human Resources  x x x x     x         

Information Management  x x x x     x         

Legal x x x x     x         

Marketing x x x x     x         

Medical  x x x x       x x     

Project Management  x x x x     x         

Planning  x x x x     x         

Risk  x x x x     x         
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HR Services 

            
GLA, OPDC, LLDC                       

Pre- engagement Screening Matrix for Temporary 
Workers 
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GLA Functional Departments 

Accountancy  x x x x     x     x   

Admin & Secretarial x x x x     x         

Admin & Secretarial x x x x     x         
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Commercial/Proc/QS  x x x x     x         

Health & Safety  x x x x     x         

Human Resources  x x x x     x         

Information Management  x x x x     x         

Legal x x x x     x         

Marketing x x x x     x         

Medical  x x x x       x x     

Project Management  x x x x     x         

Planning  x x x x     x         

Risk  x x x x     x         
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MOPAC         

Pre- engagement Screening Matrix for Temporary 
Workers 
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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 
Investment Analyst (Qualified)  
Payroll Manager 
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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 
Commercial Manager 
Assistant Commercial Manager 
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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 
Rehabilitation Physiotherapist (Senior 2) 
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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 
Assessment Engineer 
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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 
Systems Engineer - Rolling Stock 
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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 
Systems Engineer 
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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 

 



 

 
bir_comm\1836262\9 537 
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 APPENDIX 12 

MPS BSS Data Retention Periods 

Appendix 12 - MPS data retention periods  
 

A rea P roc es s  Detail A g reed 
retention 
period 

Deletion 
trig g er 

E x c eptions /C omme
nts  

R eas oning  
for the 
retention 
period 
leng th 

C as e 
Manag eme
nt 

C ase 
maintenance 

 HR  Advice 7 years  E nd of 
employme
nt 

* end of employment 
for the individual who 
raised the case 

T o support 
the 
execution of 
the 
employment 
contract. 
7 years  to 
cover the 
s tatute of 
limitation for 
any future 
cases  
agains t 
MP S  and to 
keep the 
required 
records  
should there 
be any 
payroll or 
pens ions  
disputes  
(where the 
cases  are 
salary 
affecting.) 

  C ase 
monitoring 

Management 
Information 
R eporting 
C ase C losure 

1 year Date case 
clos ed 

  T o keep a 
running 
record of 
recent 
reports  and 
requests .  

  C ase 
managemen
t 

• P erformanc
e 
Manageme
nt C as e 
S upport 

• R eg 12 
C ase 
Manageme
nt S upport 

• R eg 13 
C ase 
Manageme
nt S upport 

• P erformanc
e 
Manageme
nt Appeal 

7 years  E nd of 
employme
nt 

  T o support 
the 
execution of 
the 
employment 
contract. 
7 years  to 
cover the 
s tatute of 
limitation for 
any future 
cases  
agains t 
MP S  and to 
keep the 
required 
records  
should there 
be any 



 

 
bir_comm\1836262\9 539 
 

C ase 
S upport 

• Attendance 
Manageme
nt C as e 
S upport 

• R eg 28 
C ase 
Manageme
nt S upport 

• E xtens ion 
O f S ick P ay 
- P olice 
S taff 

• R eg 28 
Appeal - 
P olice 
O fficer 

• E xtens ion 
O f P ay 
Appeal - 
P olice S taff 

• R ecuperati
ve Duties  
Manageme
nt  

• Adjus ted 
Duties  

• G eneral 
HR  Advice 
query 

• Ill health 
retirement 

payroll or 
pens ions  
disputes  
(where the 
cases  are 
salary 
affecting.) 

  C ase 
managemen
t meetings  

O C U Monthly 
Meetings  
Attend case  
F ace to face 
meeting with 
L ine Manager 
Attend meetings  
that require HR  
presence as  per 
policy/regulation
s  

3 years  from 
content 
creation: or 
30 days  from 
the data 
holder 
leaving 
organisation 

    In line with 
email 
deletion 
retention 
period 

R ec ruitmen
t 

E xternal 
recruitment 
  
  
  

  1 year for 
unsuccess ful 
candidates  
3 years  for 
success ful 
candidates  
5 years  for 
non-personal 
data 

E nd of the 
recruitmen
t process  

E xpress ion of interes t 
for external 
promotions  where the 
individual has  
exceptional 
circumstances  for 
deferring their 
application, the 
record will be kept 
pas t the 1 year 
retention period 

F ulfil 
contractual 
obligation to 
gain 
express ions  
of interes t 
for 
promotion 
campaign. 
E mployment 
C ontract 

  New s tarter 
adminis tratio
n 

  Age 85 or 7 
years  after 
the end of 
employment, 
whichever is  
longer 

N/A T he records  (who 
they are and there 
they worked only) for 
agency workers  and 
individuals  on work 
experience 
placements  are kept 
for 7 years  

New s tarter 
admin is  
part of the 
core record.  
 
Agency 
worker and 
work 
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experience 
placements  
– only 
s tripped 
down 
records  are 
required to 
cover for 
any poss ible 
queries  

  Internal 
recruitment 

  1 year E nd date 
of the 
campaign; 
end of 
process   

  O nly 
running 
record 
required 

L earning  
and 
dev elopme
nt  

C ours e 
schedule 
and logis tics  

  3 years  E nd of 
financial 
year 

 
In support of 
E mployment 
C ontract or 
P olice 
R egulations  
to provide 
appropriate 
training 

  C ours e 
content 

  10 years  Date of the 
content 
being 
archived 

 
In support of 
E mployment 
C ontract or 
P olice 
R egulations  
to provide 
appropriate 
training. 
R equiremen
t to see how 
course 
content has  
changed 
over time 

  R esults    3 year E nd of 
employme
nt 

F irearms  training is  to 
be kept until age 100 
under F irearms  
L egis lation.  

In support of 
E mployment 
C ontract or 
P olice 
R egulations  
to provide 
appropriate 
training. 
L earning 
and 
developmen
t results  are 
part of 
employment 
record and 
therefore 
must be 
kept until 
end of 
employment
. 3 year 
delay for 
deletion is  to 
cover any 
potential 
queries   
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HR  
O perations  

E mployee 
details  
adminis tratio
n 

• P ersonal 
pay 
methods  
maintenanc
e, voluntary 
deductions  
set up, 
maintain 
info on 
bus iness  
interes ts  

C ore details  
until age 85;  
the process  
information 
for 3 years ;  
documentati
on for 7 
years  

E nd of 
employme
nt 

  Execute 
Contract of 
Employment 
or Police 
Regulations 
 

   • Absence 
deletion 
requests  

7 years  Date of the 
request 

  E xecute 
contract of 
employment 
or P olice 
R egulations  

   • Maintenanc
e of 
E quality 
and 
D ivers ity 
Data 

1 year E nd of 
employme
nt 

  E xecute 
C ontract of 
E mployment 
or P olice 
R egulations . 
Info required 
while the 
individuals   
are part of 
the 
organis ation 

   • G ender 
reass ignme
nt 

C ore details  
until age 85;  
the process  
information 
for 3 years ;  
documentati
on for 7 
years  

    In support of 
anti-
discriminatio
n legis lation 

  Adminis ter 
contract 
variation 

  Age 85 or 7 
years  after 
the end of 
employment, 
whichever is  
longer 

    Execute 
Contract of 
Employment 
or Police 
Regulations 

  Attendance 
adminis tratio
n and 
process ing 

  Age 85 or 7 
years  after 
the end of 
employment, 
whichever is  
longer 

    Execute 
Contract of 
Employment 
or Police 
Regulations  

  G rievance 
data 

  7 years  Date 
clos ed 

  Execute 
Contract of 
Employment 
or Police 
Regulations 

  Adminis ter 
end of 
appointment 

  Age 85 or 7 
years  after 
the end of 
employment, 
whichever is  
longer 

    Execute 
Contract of 
Employment 
or Police 
Regulations 

  Q uery 
resolutions ; 

  3 years  Date 
clos ed 

  Execute 
Contract of 
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complaints  
and process  
advice 
requests  

Employment 
or Police 
Regulations 

  Q uery 
resolutions ; 
reference 
request 
responses  
and 
requests  for 
personal 
information 

  1 year Date 
clos ed 

  T o keep a 
running 
record of 
recent 
requests  
and 
respons es  

  C ore 
reporting 

  1 year Date 
clos ed 

  T o keep a 
running 
record of 
recent 
reports   

  Adminis ter 
data 
requests  

  1 year Date 
clos ed 

  T o keep a 
running 
record of 
recent 
requests  
and 
respons es  

O H T B C  T B C  T B C  T B C  T B C  T B C  

Health & 
S afety  

T B C  T B C  T B C  T B C  T B C  T B C  

P ayroll P ayroll 
adminis tratio
n 

  6 years  + 
current 
financial year 

E nd of 
financial 
year 

  L egal 
requirement 

  Information 
requests  
and 
reporting 

  1 year Date 
report 
created 
Date 
request 
clos ed 

  T o keep a 
running 
record of 
recent 
reports  and 
requests  

E x pens es  E xpens e 
adminis tratio
n 

  6 years  + 
current 
financial year 

E nd of 
financial 
year 

  L egal 
requirement 

P ens ions  
(O ffic ers ) 

R eservis ts    6 years  + 
current 
financial year 

E nd of 
financial 
year 

  Support the 
administration 
of the Met 
police Officer 
Pension 
Scheme 

  Internal 
dispute 
resolution 
and pens ion 
forfeiture 

  3 years  Date of 
case 
clos ed 

  Support the 
administration 
of the Met 
police Officer 
Pension 
Scheme 

  R eview of 
P ens ion 
Adminis trati
on T asks  of 
P olice 
O fficers  

  1 year E nd of 
financial 
year 
Date task 
clos ed 

  T o keep a 
running 
record of 
recent 
process ed 
tasks  
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P ens ion 
S cheme 

  E scalated 
queries  

  1 year Date of 
query 
clos ed 

  T o keep a 
running 
record of 
recent 
queries  

P ens ions  
(S taff) 

P ens ion 
queries  

  3 years  Date of 
query 
clos ed 

  T o support 
person 
service 
adminis trati
on 

  O ption in/out 
requests , 
partners hip 
pens ion 
requests  
and 
amendment
s , 
applications  
of early 
payment of 
pens ions  on 
medical 
grounds   

  6 years  + 
current 
financial year 

E nd of 
financial 
year 

  T o meet the 
employees ’ 
pens ion 
requirement
s  

B I B us  Intel O B I and B I 
publisher 
reports  and 
requests  

 1 year Date 
report 
created 
Date 
request 
clos ed 

 T o keep a 
running 
record of 
recent 
reports  and 
requests  

F &A  
S erv ic es  

K ey financial 
accounting 
adminis tratio
n and 
process ing 
information 

 6 years  + 
current 
financial year 

E nd of 
financial 
year 

 L egal 
requirement 

 P O s , 
requis itions  
and invoice 
process ing 
payment 
services  and 
suchlike 

 6 years  + 
current 
financial year 

E nd of 
financial 
year 

 L egal 
requirement 

 
 
 
 



 

 
bir_comm\1836262\9 544 
 

 APPENDIX 13 

GLA Group Rate Card 
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 P ay  rate (per day ) 
C at 1 - A c c ountanc y  & F inanc e 
J ob T itle Min Max  Mid 
S enior F inance B us iness  P artner / P roject Manager    
S enior Accountant / T ax Accountant     
Qualified Accountant/Internal Auditor    
C os t Analys t    
Accountant    
F inance As s is tant    

    
 P ay  rate (per day ) 
C at 2 A dmin & S ec retarial 
J ob T itle Min Max  Mid 
Advis ors  / As s is tants  / Managers      
R es ource S cheduler / S upport As s is tant / D ocument 
C ontroller    
Adminis trator    
J unior Adminis trator    

    
 P ay  rate (per day ) 
C at 3 B uilding  & F ac ilities  
J ob T itle Min Max  Mid 
Acces s ibility C ons ultant    
B uilding / F acilities  / P roperty Manager / S enior S urveyor    
S urveyor    
Mail R oom / R eprographics  / Moves  Manager    
Warehous e / Maintenance As s is tant    
Mail R oom As s is tant / R eprographics  S upport / Mes s enger    

    
 P ay  rate (per day ) 
C at 4 C ommerc ial / P roc urement / Quantity  S urv ey ors  
J ob T itle Min Max  Mid 
S enior C ommercial L ead    
S enior C ommercial / B id Manager    
C ontract L ead /C ommercial / C laims  Manager    
S enior/L ead Quantity S urveyor    
S enior B uyer / S enior B us ines s  S upport Analys t    
Quantity S urveyor    
As s is tant Manager (C ommercial / C laims  / C ontract)    
Analys t / O fficer (C ontract / P erformance)    
C redit C ontrol    
As s is tant    

    



 

 
bir_comm\1836262\9 546 
 

 P ay  rate (per day ) 
C at 10 - Health, S afety , Quality  & E nv iroment 
J ob T itle Min Max  Mid 
R is k As s esment Analys t    
Manager    
C oordinator / Advis or    
Ins pector    

    
 P ay  rate (per day ) 
C at 11 - Human R es ourc es  
J ob T itle Min Max  Mid 
S enior Manager    
Manager    
T eam L eader    
C ons ultant    
Advis or    
C o-ordinator    

    
 P ay  rate (per day ) 
C at 13 - L eg al 
J ob T itle Min Max  Mid 
S enior P rincipal L awyer    
S enior As s ociate L awyer / S nr L awyer / S nr Appeals  & 
P ros ecutions  Manager    
As s ociate L awyer    
P ros ecutions  Manager    
C ompliance Advis or/Agreements  Manager    

       

 P ay  rate (per day ) 
C at 14 - Mark eting  & C ommunic ations  
J ob T itle Min Max  Mid 
S enior Manager    
C omms  B us ines s  P artner    
C ons ultation S pecialis t/S takeholder C omms  E xec    
As s is tant    
O fficer    

    
 P ay  rate (per day ) 
C at 15 - Medic al 
J ob T itle Min Max  Mid 
C ons ultant O ccupational P hys ician    
J unior D octor    
P hys iotherapy Manager    
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S enior P hys iotherapis t    
C linical, S enior Nurs e / Medical Advis or    
C ouns ellor / P hys iotherapis t    
Nurs e    
Health C are As s is tant    

    
 P ay  rate (per day ) 
C at 17 - P lanning  
J ob T itle Min Max  Mid 
P lanning / P erformance Manager    
P rincipal P lanner    
P lanning Manager / R oad S afety Auditor    
D evelopment P lanning O fficer    
As s is tant    

    
C at 18 - R is k  P ay  rate (per day ) 

 
J ob T itle Min Max  Mid 
Manager    
S ecurity Auditor    
S upport Manager    
S enior Internal Auditor    
R is k Analys t / Advis or / Internal Auditor    
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IT  S upport / A dmin 

P ay  rate (per day )  
J ob T itle Min Max  Mid 

Integration C onsultant    

T echnical S upport    

B us iness  O perations  S upport    

D ata C ontroller/Input/Adminis trator    

Information (& R eporting) O fficer    

    

    

E ng ineers  / E ng ineering  

P ay  rate (per day )  
J ob T itle Min Max  Mid 

D evelopment/S oftware D evelopment E ngineer    

S oftware E ngineering Manager    

Application/D igital E ngineer    
E xperience D es igner/Mirgration & C itrix Network 
E ngineer    

S enior Infras tructure E ngineer    

Infras truture E ngineer    

    

    

A rc hitec ts  & Des ig ners  

P ay  rate (per day )  
J ob T itle Min Max  Mid 

(C ontent Management S ys tem) Information Architect    

S AP /C yber S olution Architect    

S enior Network & T elecomms  Architect     

E nterpris e/S olution/D ata/Infras tructure Architect    

S enior V is ualis ation s pecialis t    

V is ualis ation S pecialis t    
UI (Interaction)  / UX  (E xperience) / D igital C ontent 
D es igner    

    
    

T es ters  

P ay  rate (per day )  
J ob T itle Min Max  Mid 
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R equirements  & Acceptance S pecialis t    

S AP  T es t Manager    

D ata & Analytics /Automation T es ter    

UAT  T es t Manager (C o-ordinator)    

S enior tes t Analys t    

T es t Analys t     

    

    

IT  T ec hnic ians   / S pec ialis ts  

P ay  rate (per day )  
J ob T itle Min Max  Mid 

C ontinual S ervice Improvement S pecialis t    

B us ines s  C hange S pecialis t/S enr D ata Modeller    

S AP  F unctional C ons ultant    

D ata Modeller    

G IS  S pecialis t / T echnician    

T echnical Author    

Mobile D evice S upport S pecialis t    

    

    

IT  P rojec t / P rog ramme Manag ement 

P ay  rate (per day )  
J ob T itle Min Max  Mid 

IT  P rogramme D irector - Networks     

S AP  P roject Manager    

S enior P roject Manager    

IM Integration L ead     

P roject/P rogramme Manager    

T rans ition/T echnical P roject Manager    

B us ines s  Des ign/P MO     

As s ociate P roject Manager    

    

    

Dev elopers  / P rog rammers  

P ay  rate (per day )  
J ob T itle Min Max  Mid 
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D evelopment S tream L ead    

S ys tems  D eveloper    

D ata vis ualis ation D eveloper & S crum Mas ter    

S crum Mas ter    

S enior & B ack E nd D eveloper    

D eveloper/Analys t P rogrammer    

Web D eveloper    

    
    

 

P ay  rate (per day ) IT  Manag ers  / L ead 

J ob T itle Min Max  Mid 

IM C hief T echnical O fficer    

S ervice, T echnical & P roject Manager    

B us ines s  C hange & S evice Manager    

R is k & Is s ues  Manager    
T rans ition Manager, D evelopment Manager, T echnical 
L ead    

P roduct& Infras tructure Manager    

IT  Manager    
Data Manager    
Document C ontroller    

    
    
 

P ay  rate (per day ) IT  A naly s ts  
J ob T itle Min Max  Mid 
B us ines s  C hange Analys t    
S enior B us ines s /C yper & S AP  Analys t    
Analys t P rogrammer    
D igital Ins ight Analys t/Web Analys t/B us ines s  Analys t    
G IS  P roduction S upport/P MO  & R eleas e Analys t    
S enior B us ines s  S ys tems  Analys t    
Application S upport, O perations  & D ata Analys t    
B us iness  S ys tem Analys t    
S ervice Desk & S ys tems  Analys t    

 

  



 

 
bir_comm\1836262\9 551 
 

 P ay  rate (per day ) 
C at 5 - E ng ineering  - C iv ils  
J ob T itle Min Max  Mid 
Manager/P lanner    
S enior E ngineer    
As s es s or/O perations  
O fficer/C oordinator    
C lerk of Works     
E ngineer    
Ins pector    

    
 P ay  rate (per day ) 
C at 6 - E ng ineering   - G eneral 
J ob T itle Min Max  Mid 
L ead S ys tems  Intergration E ngineer    
S ys tems  Architect    
C AD  Modeller    
S enior E ngineer    
Manager    
E ngineer    
 Ins pector    
C AD  D es igner    
T raffic S urveyor/T echnician    
O fficer    
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P ay  rate (per day ) C at 16 - E ng ineering  - P rojec t 

Manag ers  
J ob T itle Min Max  Mid 
Senior/Lead Analyst    
Senior Manager    
Manager    
Assistant Manager    
Analyst     
Co-ordinator    
Support Officer    
Planner    

    
    

 P ay  rate (per day ) 
C at 16 - E ng ineering  - P lanning  
J ob T itle Min Max  Mid 
Programme Planner     
Planning Manager    
Project Planner    
Principal Planner    
Possession/Assistant Project Planner    
Senior Planner    
Transport Planner    
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 P ay  rate (per day ) 
C at 20 - E ng neering  - T ec hnic al 
J ob T itle Min Max  Mid 
Manager    
Inspector    
T echnician    
L abourer    

    
    
 

P ay  rate (per day ) C at 7 - E ng ineering  - R olling  
S toc k  
J ob T itle Min Max  Mid 
P rincipal S afety E ngineer    
S ys tems  S afety E ngineer    
P rincipal E ngineer    
L ead E ngineer    
S enior E ngineer/Des igner    
E ngineer    
Ass is tant E ngineer    
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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 
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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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