Instructions for Using this Template

1. Replace the [COMPANY NAME] with your own company name throughout.

2. Customise the document to make it relevant to your business, inputting details into the areas highlighted in red and adding/removing sections, paragraphs or sentences as appropriate.  If you do not have a system that allows electronic timesheets, then delete this section in red.
3. Add in any process steps that you operate that are not specifically documented in the procedure (remember you will be audited against this, so this document needs to reflect what you actually do).

4. Proof read the document and make any further amendments as appropriate.

5. Insert your company logo or branding as appropriate and change the font size and text to align with your own company brand guidelines.

6. If you wish to change the appearance of the headings, you can do so using the “style” options in the home menu of Microsoft Word.
7. Paginate as appropriate with page and section breaks.
8. Amend the footer, removing any reference to Brunton Consultancy and ensure you insert your own version control numbers.

9. Delete these instructions and the disclaimer at the end of this document and save the updated version.

ACCURATE CHARGING, INVOICING & TIMESHEET PROCEDURE
[COMPANY NAME] operates robust, structured and auditable processes to ensure:

· That Contracting Authorities are invoiced accurately with the correct charge rates applied; 

· That timesheets are approved by someone authorised to do so; and 

· That workers are paid accurately for work carried out.  
This is all done to minimise payroll and invoicing queries and to ensure that Contracting Authorities receive the best value for money.
Pay & Charge Rates for Temporary Workers
When a new Contracting Authority is added to our recruitment software system, it is registered under the relevant framework and the agreed rules and rates automatically populate the pay and charge fields for the booking.  These are also manually checked when the booking is loaded to ensure they are correct for the particular framework and Contracting Authority and they automatically pull through onto the payroll and invoicing systems when the worker’s hours are input. 

Each time a new booking is taken, we will confirm the pay and charge rates with the Client / Contracting Authority in the form of a booking confirmation, and this is reiterated again when the candidate’s details are confirmed as part of our placement checklist.

We also specify the model of pay to the candidate on our system (e.g. PAYE, Umbrella or Ltd Company) and this is checked to ensure tax and NI are deducted accurately at source.
Holiday Pay (WTR)

We confirm that we comply with the Working Time Regulation 1998 which sets rules for:
· The maximum weekly working hours in the UK and how workers can opt out should they choose to do so.

· Rest obligations for employers during the working day, week and year (and any special arrangements if there’s an emergency or someone is unable to take their rest).

· Rules around night work.

· Maximum working hours and rest breaks for young workers.

· Holiday entitlement.

Workers are advised about their rights in relation to WTR during induction and in writing in the Agency Worker’s Handbook.

PAYE Agency Workers start accruing holiday pay as soon as they begin work with us, and can request this to be paid to them at any time.  Holiday entitlement is 28 days paid leave per year including bank holidays. Entitlement to payment for leave accrues in proportion to the amount of time worked during the leave year.  For agency workers who have completed the AWR qualifying period, holiday entitlement (and pay) will increase to 35 days in alignment with NHS conditions of service. 
Agency Workers may not work whilst they are on holiday.  

Agency Workers Regulations (AWR)
We confirm that we comply with the Agency Workers Regulations 2010.
The AWR is designed to give agency workers the right to equal treatment after 12 calendar weeks in a given job.  The regulations require:

· An agency worker to be treated as if he/she had been recruited directly to do the same job in relation to basic employment and working conditions (whether the direct recruitment would have been as an “employee” or as a “worker”).

· Equal treatment in respect of basic terms & conditions ordinarily incorporated into contracts of those working for the client.

In relation to AWR, an Agency Worker is defined as any individual who is supplied by an agency to work under the supervision and direction of a hirer, and has a contract (whether employment contract, contract for services, or otherwise) to perform work and services personally.  Put simply, individuals that fall within this definition are within the scope of the AWR and those that are outside of this definition do not.  Agency Workers include:  

· Agency Workers.

· Workers employed or operating via umbrella companies or other intermediaries.

· Workers who operate a personal service company/limited company but who are not genuinely self-employed.

· Workers who are supplied through “intermediaries” such as Master Vendor / Vendor Neutral suppliers and any similar “chain” arrangement.

When working with Participating Authorities, we will ensure that staff involved with hiring are aware of their obligations under the Agency Workers Regulations which include providing the following to Agency Workers from day 1 of service:

· Access to amenities or collective facilities at the client’s site (e.g. canteen, childcare, transport etc.) unless there are objective grounds for not doing so.  

· Access to vacancies within the hirer’s organisation - Agency Workers must be informed of any relevant, vacant posts in the client’s organisation in order to give them the same opportunity to find permanent employment as comparable employees or workers.  

After a qualifying period of 12 weeks, Agency Workers will be treated as if they had been recruited directly to the same job in relation to basic working and employment conditions.  Basic working and employment conditions include pay, duration of working time, overtime, rest breaks, rest periods, night work, annual leave.  

A new qualifying period will begin only if a new assignment with the same Participating Authority is substantively different, or if there is a break of more than 6 weeks between assignments in the same role with the same client.  The clock will only stop ticking on either a qualifying period or break period when:

· There is an industrial action or lockout.

· The Agency Worker is taking annual leave.

· The Agency Worker is on sick leave with a doctor’s note.

Workers are advised on pre and post AWR pay and holiday entitlement at the beginning of their assignment.  If their pay is to be increased to comply with AWR, the new rate will be shown on their payslip.

Placement Fees (Including Introduction and Transfer Fees)
Where a candidate is placed directly in a permanent role, we will charge the Participating Authority a placement fee as specified in the pricing schedule for the relevant framework or as agreed in the pricing section of the relevant mini competition.
Where a Participating Authority seeks to engage a temporary worker provided by us either directly or via an alternative third party (i.e. temp to temp, temp to third party, temp to bank or temp to perm), transfer fees will apply as specified in the pricing schedule of the relevant Framework Agreement and in alignment with associated terms including extended periods of hire.  
Transfer fees will not apply where the Participating Authority provides at least four weeks’ notice of their intention to engage a temporary worker provided by us on a temp to temp, temp to bank or temp to perm basis in alignment with the relevant Framework.  
When operating under the HealthTrust Europe Framework, the agency worker must have completed an assignment of at least two weeks before any permanent or transfer offer can be made by a Participating Authority, at which point the extended hire period of four weeks will begin.
When operating under the Workforce Alliance Framework, the agency worker will be allowed to transfer free of charge after completing 12 weeks on a single assignment with the relevant Participating Authority.  

IR35

The Government’s off-payroll working rules are in place to make sure that a worker (sometimes known as a contractor) pays broadly the same Income Tax and National Insurance as an employee would.
The rules apply if the worker who provides services to a client through their own intermediary would have been an employee if they were providing their services directly to that client.
The rules are sometimes known as ‘IR35’.

When we receive a vacancy from a Participating Authority, they will instruct us as to whether the role is “in or out of scope” of IR35 regulations and we will set up payment of the worker accordingly.

Nearly all medical, clinical, non-clinical and social care roles will be classed as “in scope”.  For all “in scope” roles, if the agency worker is working through a Personal Service Company, we will deduct tax and NI at source in line with current legislation.

Break Glass Protocol

We confirm that we will align with the Agency Rules published by NHS England and will adhere to the agreed Framework rates at all times unless it becomes necessary to invoke the Break Glass Protocol.
We will not permit the Break Glass Protocol unless there is an exceptional risk to patient safety or if we are unable to resource the required temporary workers at the contract price for the Participating Authority.  We will not “break glass” without written authorisation from the Participating Authority to permit us to escalate pay to the Escalated Contract Price. 
Break-glass pay rates will be controlled as far as possible to reduce costs. 

We will ensure that the reason for adopting the Break Glass Protocol is documented in the pre-assignment checklist in each instance.  We will also provide the following information to the Participating Authority on request:

· The worker’s name.

· Job title, band/grade and spine point.

· The authorised officer’s name.

· The date the break glass protocol was permitted and the escalated contract price

· The review dates for cessation/continuance of the escalated contract price.

· The reasons for breaking glass (and the written approval form).

· The escalated contract price agreed (with full breakdown of the charge rate).

· A remedial action plan to reduce the total charge rate created in partnership with the Participating Authority.

Invoicing
On commencing work with a new Contracting Authority, we will establish details of their preferred invoicing procedure and offer options of receiving a single invoice for each authorised timesheet or a consolidated invoice for all authorised timesheets during a specified period.
Once the process has been agreed, the invoicing procedure will be implemented on our back office software to ensure that invoices are generated accordingly.  We will also operate a manual process to check the accuracy of invoices prior to them being submitted for payment.  
Invoices will be fully transparent including as a minimum the pay rate, full breakdown of statutory costs and the supplier fee all shown as separate line items.  Copy timesheets are provided with invoices to allow the Contracting Authority to cross reference these with the booking and the invoice as required.

Manual Timesheets
Where possible, we will obtain a list of Supervisors and Hiring Managers authorised to sign timesheets from each Contracting Authority and this is loaded onto both our front and back office systems to ensure compliance.  On taking each booking we will ask who is authorised to sign the timesheet for the relevant Healthcare Professional and this will be cross referenced with the list on our system.  Any anomalies will be checked prior to assignment of a worker.

[COMPANY NAME] will cross reference completed timesheets with the confirmed booking and order form held on the system to ensure the hours worked don’t exceed those originally booked before a timesheet is “cleared” for payroll.  Timesheets must show details of the shift start, end and break times as well as the total number of hours worked or they will be rejected.  Any timesheet which does not correlate with the original booking is pulled out of the payroll until the hours have been approved and verified in writing by someone authorised to do so at the Contracting Authority.  The name of the signatory is checked to ensure they are approved to authorise hours.  Any non-compliant timesheets are rejected and returned to the worker to obtain the requisite approval.

Hours are input manually, and double checked for accuracy before payroll is run. Pay and charge rates are also checked for compliance with the contract. Our payroll system automatically generates an invoice with a booking description and a full breakdown of hours, pay rate, WTR, NI, pension contributions, profit margin, charge rate and vat.  

All Healthcare Professionals are provided with a Candidate Handbook and are given instructions on how to complete and submit their timesheets.  It is also made clear that unauthorised, incomplete or illegible timesheets will not be paid and that the worker is responsible for ensuring they are completed, signed and submitted within the set timescale.  All Healthcare Professionals are required to sign the Candidate Handbook to confirm they understand and will abide by the content.

Our timesheets meet NHS guidelines to prevent fraud and include the following information:

· Company name, logo & address

· Booking reference

· Worker name

· Hospital name & department/ward

· Day, date and shift and start, break and finish times

· Total hours worked

· Client signature, name, position & date to authorise timesheet

· NHS counter-fraud declarations to be signed by worker & client.

Timesheets are in triplicate with a copy for the agency, client and worker.

Signed timesheets are submitted weekly and should be received no later than 12 noon each Monday to enable payment to be made on the Friday.  Hours are then loaded onto our system to create a BACS payment to the worker and an individual or consolidated invoice to the client.

Electronic Timesheets

We are also able to offer an online electronic timesheet system (or alternatively use client software if appropriate). When the booking is loaded and the worker is assigned, the system generates an email to the worker with login details for them to complete their hours securely online. Once completed, the authorised client signatory receives a notification that there is a timesheet awaiting review/amendment/approval. Once approved, the authorised hours automatically populate the required fields in the payroll and invoicing system and the worker is paid / invoice is produced automatically.
Use of Subcontractors

Where we use subcontractors (including other businesses within our group of companies) to support any material part of the service, we will enter into a binding subcontracting agreement with them in alignment with the Framework.  Associated companies may not supply under our Framework Agreement without being engaged formally as a subcontractor and without written permission from the Authority 

Audits
Pay and charge information is detailed in our management reporting.  We also conduct regular internal audits of our payroll and invoicing processes, and these are carried out by our Compliance Manager on a regular basis to demonstrate that we adhere to legislative, contractual and industry best practice.  As part of our ISO accreditation we are also subject to external audits.  We also welcome client audits.
Disclaimer

Brunton Consultancy has made every attempt to ensure the accuracy and reliability of this document. However, this document is provided "as is" without warranty of any kind. We do not accept any responsibility or liability for the accuracy, content, completeness, legality, or reliability of this document.

No warranties, promises and/or representations of any kind, expressed or implied, are given as to the nature, standard, accuracy or otherwise of this document nor to the suitability or otherwise of the document for your particular circumstances.

We shall not be liable for any loss or damage of whatever nature (direct, indirect, consequential, or other) whether arising in contract, tort or otherwise, which may arise as a result of your use of (or inability to use) this document.

By providing this document to you we are not giving legal or financial advice. Brunton Bid Writing is a trading name of Brunton Consultancy Limited.  We confirm that we own all rights in this document and, as such, reserve all intellectual property rights contained herein.   Sale of this document is strictly in accordance with Brunton Bid Writing’s standard Terms & Conditions which can be found at www.bruntonbidwriting.co.uk. 
�Delete this section if you don't have an electronic timesheeting option.
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