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CLICK HERE FOR A SIMPLE OVERVIEW OF THE PROCESS  

CLICK HERE FOR FAQs ABOUT RECRUITMENT OF TACS
CLICK HERE FOR QUICK REFERENCE TO KEY ELEMENTS OF THE POLICY 
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Who can authorise engagement of a TAC?
How long can I engage a TAC for?
How can I extend my TAC beyond 6 months?
Which Agencies can I use for a TAC?
What about engaging an administrative, secretarial or clerical TAC?  

What sort of TAC’s are not covered by the Hays contract?  

How do I book a TAC through the WRM?

What do I need to do on the TAC’s first day? 

What do I do if I am not happy with the performance or conduct of the TAC?
Can I engage a former WCC employee as a TAC after they have left the council’s employment? 

How do I make sure that any TAC I engage does not gain employment status?
I want to engage a TAC but I do not have an established post.  How can I get a new post number?



Can I move a TAC into a different post from the one I originally engaged them for?
My TAC has been with me for some time, can I pay him/her for the Bank Holiday?


Do TAC’s have any other rights?



What about Registration of Agency Workers/TAC’s?
Temporary Agency Contractors Policy

Summary

This policy sets out how Temporary Agency Contractors (TAC) can be used by managers and clarifies when they may be taken on and who can authorise their use.

The procurement/engagement of a TAC is subject to the requirements of the Council’s Procurement and Contracts Code.

What is a TAC?
A TAC is a Temporary Agency Contractor, not a WCC employee and should not be treated as such. This is an essential principle to ensure that the Council avoids incurring any employment liabilities.

This policy does not apply to consultants (for which the Council’s standard consultancy agreement should be used) or self employed contractors.
When can you recruit a TAC?
All TAC’s must be assigned to an approved post in the Establishment, and a TAC can only be engaged for the reasons set out below, when the recruitment of a WCC employee is not possible, practical or more cost effective: 

· Vacant post (including vacant Supernumerary post)

· Long-term Sickness Absence

· Maternity Leave

· Paternity Leave

· Adoption Leave

· Special Leave

· Sabbatical Leave

· Secondment

· Annual Leave

· Career Break Scheme

· Trade Union Activities

· Internal Temporary Transfer

· Unauthorised Absence

· Suspension

What should you consider before you use a TAC?

Recruitment of a WCC employee on a WCC short-term contract of employment must always be considered before any decision to engage (or extend) a TAC. 

In all cases, every effort must be made to minimise the number of TAC’s engaged - vacancies must not be routinely covered by TAC’s unless this is essential for service needs

Who can authorise engagement of a TAC?
The engagement (and any subsequent extension) of a TAC must be authorised by the relevant AD of Finance and Head of Service 

How long can I engage a TAC for?
Each TAC engagement can only be engaged (or extended) for up to a maximum period of 6 months.  
How can I extend my TAC beyond 6 months?

If you need to extend your TAC beyond 6 months after their initial engagement, this must be approved by your SEB Member in order to minimise any potential employment liabilities to the Council.  You will need to attach an e-mail from your SEB Member confirming authorisation for the extension to the extension request in the Hays Workflow system. 

Which Agencies can I use to engage a TAC?
With effect from 1st September 2009 the Council has contracted with Hays Westminster Temporary Recruitment Team (WTRT) to manage the engagement of all TAC’s with professional specialisms.  All recruitment of agency staff in future must be made through the new arrangement with Hays. So for TAC’s in Policy, Project Management, Legal, Finance, Procurement, Property, HR and ICT or similar, as well as for TACs in Social Care, eg Social Workers and Care Staff, you will need to make a request through a new workflow system, which is being managed by the WTRT Team. If you need to hire a TAC in one of these areas, please click here.
What about engaging an administrative, secretarial or clerical TAC?
To engage administrative, secretarial or clerical TAC’s, please click here 
What sort of TAC’s are not covered by the Hays contract?  
All Westminster Schools teaching and non-teaching staff

· Consultants

· Contractors whose own limited company invoices WCC directly

· Contractors not invoicing via a recruitment agency or recruitment business under the Hays contract

· Any other role in/part of the organisation that WCC have notified their exception
How do I book a TAC?
Use the on-line TAC facility click here to engage, extend, vary, terminate and administer (eg authorise timesheet) a TAC

What do I need to do on the TAC’s first day? 
· Make sure that the TAC brings a signed copy of the Confidentiality Agreement at the start of each engagement and re-mail the WTRT team to confirm once they have received this
· Make sure the TAC signs the Temporary Agency Worker Statement 
· Make sure that where the TAC is covering a post which requires a CRB check, that on their first day the TAC provides an original CRB Disclosure which is dated within the last 12 months, note the date and number of the disclosure and send that information to the WTRT team (the original disclosure document to be retained by the TAC). Where any additional information regarding the TAC is provided to the supplier by the CRB, the supplier will provide that information confidentially to the WTRT who will retain a note on the TAC file only that “additional information provided” next to the date and number of CRB disclosure. The WTRT will then notify the WCC Hiring manager confidentially that additional information has been received. Note that the WTRT team will not handle any CRB disclosures directly due to data protection.
· Make sure that where the TAC is covering a post where professional registration is mandatory eg social workers, occupational therapists etc, that you see a copy of the TAC’s registration certificate before they start work

· Alert the WTRT team as soon as possible in any case where the TAC supplied is not suitable

· Retain copies of the documentation relating to each TAC for 12 months after the assignment ends for audit purposes, after which documents should be forwarded to the Records Management Centre 
What do I do if I am not happy with the performance or conduct of the TAC?
Contact the WTRT team immediately if any issues arise in relation to the performance or engagement of the TAC (e.g. timekeeping, absence, poor performance etc) to ensure immediate resolution.

Can I move a TAC into a different post from the one I originally engaged them for?

Make sure that a TAC is not transferred from the specific post within the WCC establishment to which the TAC was initially assigned, to a different post.  If there is a need for a TAC to be engaged in a different post, this must be treated as a completely new and separate TAC procurement and engagement.

Can I engage a former WCC employee as a TAC after they have left the council’s employment? 
Make sure that where a former WCC employee who has previously been declared redundant by WCC is put forward as a TAC for a WCC role, there is a minimum break of 18 months between that person’s last day of service with WCC and the proposed WCC TAC start date – unless a shorter break is agreed by the relevant SEB member
How do I make sure that any TAC I engage does not gain employment status?

You must make sure that in order to avoid any potential employment claims against the Council, TAC’s are not regarded, treated or managed as Council employees.   You should make sure that:

· There is no written contract between the worker and the Council, and no written statement of employment particulars is provided by the Council. 

· Although a general description of the work to be carried out may be provided, this should not be a formal job description. 

· Any interview should be conducted less formally than an interview for an employee. 

· References and other clearances should be taken up by the agency and not by the Council.

· The Agency should apply for checks such as Criminal Records Checks etc.

· No disciplinary code should be provided although any agency worker would still be required to comply with the rules and regulations of the organisation.

· Payment is not made directly to the agency worker, but is paid to the agency and the Council does not deduct tax, national insurance or pension contributions.  

· Payment is based for the number of hours actually worked and may well vary from week to week. 

· There is no entitlement to any paid annual leave, sick leave, maternity leave, special leave, rota days etc, from the Council.

· There is no entitlement to any kind of PRP or retention bonus payment.

· Agency workers should not be able to participate in staff schemes such as Rewarding Excellence awards. 

· There is no entitlement to employee benefits such as car allowances, season ticket loans, free swimming pass and staff card etc.

· There is no entitlement to any professional training. A limited form of induction training and health and safety training would, nevertheless, be appropriate for agency workers. 

· Agency workers may be added to the Council’s email system simply to ensure ease of communication. However, it may be possible to include them on a special distribution list which avoids them receiving corporate emails only intended for Council employees (this will need further investigation). 

· If the Council is not happy with the performance of the worker, it can terminate the contract it has with the agency at short notice and the agency can likewise terminate the contract it has with the worker at short notice. 

 FREQUENTLY ASKED QUESTIONS ABOUT TACs
Q1
I want to engage a TAC but I do not have an established post.  How can I get a new post number?

A1
If you do not have an established post to hold the TAC against, you will need to create a Supernumerary Post.  Click here for the Supernumerary Post Creation Form
Q2
Can I move a TAC into a different post from the one I originally engaged them for?

A2
Make sure that a TAC is not transferred from the specific post within the WCC establishment to which the TAC was initially assigned, to a different post.  If there is a need for a TAC to be engaged in a different post, this must be treated as a completely new and separate TAC procurement and engagement.

Q3

Can I engage a former WCC employee as a TAC after they have left the council’s employment? 

A3
Make sure that where a former WCC employee who has previously been declared redundant by WCC is put forward as a TAC for a WCC role, there is a minimum break of 18 months between that person’s last day of service with WCC and the proposed WCC TAC start date – unless a shorter break is agreed by the relevant SEB member

Q4
My TAC has been with me for some time, can I pay him/her for the Bank Holiday?
A4
No.  Your TAC is not an employee of the council and is not entitled to paid annual leave or Bank Holiday pay from the council.  However, their agency will normally be responsible for payment of  annual leave.
Q5
Do TAC’s have any other rights?
A5
Yes, All workers, including agency temps, have the right not to be subjected to any detriment for having "blown the whistle" about alleged wrongdoing or criminal activity by the organisation.  In addition, both the council and employment agencies are prohibited from discriminating against TAC’s on the grounds of sex, race, religion, sexual orientation, age or disability.

Q6

What about Registration of Agency Workers/TAC’s?

A6
All workers in specified roles must be registered, with either the GSCC or the HPC, and you must check the registration of any TAC before they start to work for you.  It is not sufficient to assume that the agency will have undertaken this check, you must check that the agency worker holds a current certificate of registration before they start work. 
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How to use this document:





Click on the Hyperlink in order to follow link.


Press Ctrl + Home on the keyboard to come back to the front page.





Does your need for cover fall into one of these �HYPERLINK \l "reasons"�categories?�





You need temporary cover for an established post





Please �HYPERLINK "http://wire/purchasing/temps/"�click here� to engage an admin, secretarial or clerical TAC





Yes





Yes





Do you need a Social Care TAC, eg Social Worker, Care Manager? 





Do you need an admin, secretarial or clerical TAC? 





You cannot engage a TAC





No





No





You should recruit a short-term employee in the normal way 





�HYPERLINK "https://www.workflowhr.com/westminster/inet/"�click here� to use the on-line TAC facility to engage, extend, vary, terminate and administer (eg authorise timesheet) a TAC








Yes





Do you need a professional in


Policy, Project Management, Legal, Finance, Procurement, Property, HR and ICT or similar?





Yes





Has your AD Finance and Head of Service authorised a TAC?





Yes





Can you recruit a WCC employee on a short term contract instead of using a TAC?





Yes





No





No





No
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