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National Framework for the Provision of Clinical and Healthcare Staffing 
 
Annex 1: Order Form 
 

FROM:  

CONTRACTING AUTHORITY Government Legal Department 

 

CONTRACTING AUTHORITY 

ADDRESS 

102 Petty France, Westminster, London SW1H 

9GL 

 

 

INVOICE ADDRESS (if different)  

 

 

CONTRACTING AUTHORITY 

AUTHORISER NAME 

Jonathan Longley 

                     

Tel:     07738114663                            

e-mail: 

jonathan.longley@governmentlegal.gov.uk 

ORDER NUMBER 
1. GLD044 2023 

ORDER DATE 16.05.2024 

COMMENCEMENT DATE 03.06.2024 

ANTICIPATED END DATE 12 months 

TO:  

SUPPLIER Axis Recruitment 

SUPPLIER’S ADDRESS 88-90 North Sherwood Street, Nottingham, NG1 

4EE 

ACCOUNT MANAGER  Name: Michael Chandler 

Address: 88- 90 North Sherwood street 

Nottingham Ng1 4EE 

Tel: 07866929160                

E-mail:Michael.chandler@axisrec.com 

PART 1: SERVICE REQUIREMENT  

 

PART 1.1: SERVICE AND DELIVERABLES REQUIRED: Temporary Worker Requirements: 

 

LOT: (If Lots 1-5, please indicate if Master 

Vendor) 

 

NUMBER OF ROLES REQUIRED: One 

NUMBER OF CVS REQUIRED: Three 

JOB ROLE/TITLE: Administrative support worker to visually impaired lawyer 
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PAY BAND/GRADE: Not applicable 

HOURS/DAYS REQUIRED: Hybrid 5 days a week – 3 days per week in the office, 

Tuesdays, and two days out of either Wednesdays, 

Thursdays or Fridays; and the other two days may be 

worked remotely. Occasionally, the support worker may 

be required to attend the office on a Monday. 

ANY UNSOCIAL HOURS REQUIRED? (GIVE 

DETAIL) 

 

Not applicable 

RELEVANT RISK 

ASSESSMENT/SAFEGUARDING 

REQUIREMENTS 

 

HOURLY RATES 

 

Weekdays: £22.58 
Nights and Saturdays £25.93 

Sundays £31.79 

 

The above rates are fixed until 30 April 2025 

HIGH COST AREA SUPPLEMENT? 

1. No High-Cost Area 

2. Inner London 

3. Outer London 

4. Fringe 

SKILLS, TRAINING AND QUALIFICATIONS 

NECESSARY TO PERFORMANCE OF THE 

ROLE: 

 

Accuracy, attention to detail, excellent verbal 

communication, fast learner, data entry, proactive, admin 

skills, basic understanding of legal documents. 

PERSON AND DEPT TO WHOM WORK-

SEEKER SHOULD REPORT AT START: 

Puja Solanki 

Commercial Law Group 

EXPENSES  All additional expenses are included in the above hourly 

rates.  

ADDITIONAL REQUIREMENTS: • Baseline Personal Security Clearance (BPSS) 

check is compulsory. 

• Timesheet to be submitted via email 

• Four (4) weeks’ notice to be given for holidays 

longer than 3 working days 

• Holiday cover to be provided, subject to 

confirmation from GLD. 

• Four (4) weeks’ notice of termination of contract 

to be given by both Axis Recruitment and GLD 

 

SHIFT START DATE: 03/05/2024 

PART 1.2: PAYMENT PROFILE WILL BE ‘ON COMPLETION OF WORKS’ AS PER PARAGRAPH 9.3 OF 

SCHEDULE 2 OF THESE CALL-OFF TERMS AND CONDITIONS. 
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DISCOUNTS APPLICABLE:  

METHOD OF PAYMENT The payment method for this Call-Off Contract is a BACS 
payment monthly. Invoices must be addressed to the 

GLD and be sent, quoting GLD’s reference number 
GLD044 2023 Support Workers either by post or by e-

mail.  
 

The Supplier will issue electronic invoices monthly in 

arrears. The Buyer will pay the Supplier within thirty (30) 
days of receipt of a valid invoice. In order to be valid, 

invoices will only be accepted in PDF format and must 
show a breakdown of fees including the VAT Rate if 

applicable. It should be presented on your company’s 
letterhead with contact details and instructions on how to 

make payment. GLD pay suppliers by BACS for security 

purposes. 
  

To avoid delay in payment it is important that the invoice 
is compliant and that it includes GLD’s reference number 

and the details (name and telephone number) of your 

Supplier contact (i.e., Contract Manager). Non-compliant 
invoices will be sent back to the Supplier which may lead 

to a delay in payment.  
 

If you have a query regarding an outstanding payment 
then please contact GLD’s Accounts Payable team either 

by e-mail to accountspayable@governmentlegal.co.uk or 

by telephone on +44 (0)20 7210 6174 between 09:00 
a.m. and 17:00 p.m. Monday to Friday.  

All invoices must also include appropriate information for 
a VAT invoice as defined by Her Majesty’s Revenue and 

Customs (HMRC).  

BUYER’S INVOICE ADDRESS:  
GLD Case-Related Invoices  

PO Box 678 

 

PART 1.3: ACCEPTANCE PRIOR TO PAYMENT 

Please confirm: 

• an indemnity from the employment business in respect of claims based on employment status.  

• a warranty from the employment business about the temporary worker's employment status. 

• BPSS check. 

PART 2: CONTRACTING AUTHORITY CONTRACTUAL REQUIREMENTS & DELIVERABLES 

Job role – Administrative support worker to visually impaired lawyer  
 

Location – Petty France, London 
 

Working days/hours:  



Delivered by 
NHS Commercial Solutions 

NHS East of England Collaborative Procurement Hub 
NHS London Procurement Partnership  

NHS North of England Commercial Procurement Collaborative  

  

 

  

4 

Hybrid 5 days a week – 3 days per week in the office, Tuesdays, and two days out of either Wednesdays, 

Thursdays or Fridays; and the other two days may be worked remotely. Occasionally, the support worker 
may be required to attend the office on a Monday.  

There are half yearly team days which includes travel to Leeds or Birmingham. 
Travel to client’s office is very rare, but if required will be within Westminster. 

 
Essential qualities – accuracy and attention to detail (particularly when working with documents), excellent 

verbal communication, fast learner, data entry, proactive, admin skills, be willing to move between teams 

where required and a basic understanding of legal documents. 
 

Required checks – BPSS, identity checks, right to work checks, record checks, work health assessments, 
employment history and reference checks.  

 

Weekly Tasks: 

Tasks What the support worker will do 

Formatting lengthy (often 
300+ pages) documents  

Formatting documents such as contracts from pdf to word, including spell 
checking, re-numbering and reformatting the document to house style 

Time recording 

 

Entering daily time recording onto time recording system 

Typing and formatting emails 
 

Responding to emails when required as well as formatting emails typed by the 
staff 

Filing  Assisting with filing documents and emails on the case management system. 

Assisting with preparing 

letters 

The support worker formats any letters prepared by the staff appropriately and 

arranges for them to be posted/delivered. 

formatting/proofreading of 
documents 

The support worker formats any client-facing documents such as legal advice 
notes, and documents to be sent to other parties, and proofreads them for 

errors that the staff is not able to pick up. 

Support worker consults with staff on points where there is doubt as to whether 
there is an error. 

Assisting with filling in forms 

that are inaccessible 

Where any forms are not accessible, the support worker will assist filling these 

in by reading the form out to staff and acting as a scribe. 

Typing up documents that 
are inaccessible 

Typing up documents that are handwritten or scanned documents that cannot 
be made accessible using assistive technology 

 

Ad hoc Tasks: 

Ad-hoc or less frequent 
task/duty 

What support if required 

Monthly team meeting Escorting to meeting, taking notes where necessary 

Attending external client 

meetings away from the 

office 
 

Escorting to and from meeting as well as waiting; taking notes if required. 

Training (in house) 

 

The support worker to take staff to training, sit in training to assist with 

understanding any visual elements e.g., demonstrations involving IT, when 
required. 

Note taking, slides and handouts will have to be scanned in if necessary  
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Training (external) 

 

The support worker to take staff to training, sit in training to assist with 

understanding any visual elements e.g., demonstrations involving IT, when 

required. 
Note taking, slides and handouts will have to be scanned in if necessary 

Preparing bundle for 

instructing Counsel for 
advice on occasion 

The support worker will collate the documents required to prepare an indexed 

bundle to send to Counsel with instructions. 

Certifying invoices Certifying invoices for work undertaken by external counsel/law firms; support 

worker reads staff the invoice and carries out the task on instructions from the 
personal computer. 

Admin tasks 

 

Ad hoc admin tasks that may be inaccessible to staff.  

 

PART 3: FURTHER-COMPETITION ORDER - ADDITIONAL REQUIREMENTS (IF APPLICABLE) 

 

PART 3.1: SUPPLEMENTARY 

REQUIREMENTS IN ADDITION TO CALL-OFF 

TERMS AND CONDITIONS: 

 

PART 3.2: VARIATIONS TO CALL-OFF 

TERMS AND CONDITIONS: 

 

PART 4: PERFORMANCE OF THE SERVICES AND DELIVERABLES 

PART 4.1: KEY PERSONNEL OF THE 

SERVICE PROVIDER TO BE INVOLVED IN 

THE SERVICES AND DELIVERABLES: 

 

PART 4.2: SUB-CONTRACTORS TO BE 

INVOLVED IN THE SERVICES AND 

DELIVERABLES: 

 

PART 5: CONFIDENTIAL INFORMATION 

PART 5.1: THE FOLLOWING INFORMATION 

SHALL BE DEEMED COMMERCIALLY 

SENSITIVE INFORMATION OR 

CONFIDENTIAL INFORMATION: 

 

BY SIGNING AND RETURNING THIS ORDER FORM THE SUPPLIER AGREES to enter a legally binding 

contract with the Contracting Authority to provide to the Contracting Authority the Services specified in the 

Service Order Requirements set out in this Order Form [(together with where completed and applicable, the 

further-competition order (additional requirements)] incorporating the rights and obligations in the Call-Off 

Terms and Conditions set out in the Framework Agreement between the Supplier and the Authority.  

FOR AND ON BEHALF OF THE SUPPLIER: 

NAME: Michael Chandler 

TITLE: Director 

SIGNATURE:  

DATE: 17/05/2024 
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FOR AND ON BEHALF OF THE CONTRACTING AUTHORITY: 

NAME:  

TITLE:  

SIGNATURE:  

DATE:  

 

Order Form FAQs 

When should I use this order form? – this form should be completed when you have agreed to source 

Temporary Worker/s from a Supplier using either a direct award or following completion of a further competition. 

Who should I send the form to? – Once you have filled out the form it should be sent to the Supplier for 

signature. Both you and the Supplier should keep a signed copy of the form.  

Who is the Contracting Authority? - This is your organisation. Whoever is paying the invoices should be 

entered here 

Who is the Supplier? - The Recruitment Agency you are hiring the Temporary Worker from.  

What is a Call-Off Contract? - is an individual contract between a Supplier and Contracting Authority for the 

provision of services, goods or works (deliverables) under the terms and conditions of the overarching framework 

contract. A Call-off from a framework is that final part Suppliers and Contracting Authority’s need to complete to 

begin working with each other. 

What are “deliverables”? - This is a statement of what the Contracting Authority requires as part of the contract.  

What should I enter in “Order number”? - A specific reference given/assigned by you, the Contracting 

Authority, that clearly identifies work undertaken as part of this call off.  

What should I enter in “Order Date”? - The date that the terms of the call off are agreed.  

What is the “Commencement Date”? - When supply is agreed to commence. This can be different from the 

order date e.g. the start of the next term. 

What is the “Anticipated end date”? - This is a date defined by the Contracting Authority and can be any 

duration, 6 months etc. to suit the Contracting Authority’s needs. Note: the period should be long enough to 

ensure fair provision of services by the Supplier/s and that it gives reasonable time for any Contracting Authority 

conclusions to be made. Include here any contract extension options detailing how the call off may be continued 

after the Anticipated End Date. 

 

     


