Appendix 1
Agency Worker Protocol
1.	Purpose
The purpose of this policy is to define the approved process for the engagement of agency workers for short-term assignments. This policy ensures appropriate governance, consistency, and compliance with organisational and financial controls.
2.	Scope
This policy applies to:
· All managers seeking to engage agency workers
· Human Resources
· Finance
· The Executive Team
All agency engagements must adhere strictly to this policy.
3.	Approved Recruitment Model
· The organisation uses a single recruitment agency for agency workers.
· A designated agency executive acts as the primary point of contact.
· All communication with the agency is managed exclusively through the HR administrator.
Managers must not engage directly with the agency.
4. Policy Statements & Procedure
Step 1: Business Case and Executive Approval
Managers requiring agency support must:
· Prepare a business case outlining the operational requirement
· Include a role profile, proposed contract duration, and justification
· Submit the request to the Executive Team for consideration
The Executive Team will review the request at the next scheduled Executive Team meeting.
Requests may be approved or declined at the discretion of the Executive Team.
Step 2: Submission to HR
Upon approval:
· The Executive Team will notify the manager of the decision
· The manager must submit the following to the HR administrator: 
o	Proof of Executive Team approval
o	Approved role profile
o	Expected start date
o	Length of contract
No recruitment activity may commence without proof of approval.
Step 3: Agency Instruction
Upon receipt of the required documentation, HR will:
· Contact the designated Agency Executive
· Provide: 
o	Role profile
o	Contract length
o	Expected start date
The Agency Executive will then advertise the role and source candidates through approved recruitment channels.
Step 4: Candidate Screening
· The Agency Executive will receive applications directly
· All applicants will be screened by the agency
· Suitable candidate CVs will be forwarded to HR
Step 5: CV Circulation
· HR will share shortlisted CVs with the hiring manager
· CVs should be provided in batches, ideally 3–4 at a time, to support timely review
Step 6: Interview Shortlisting
· The hiring manager will review CVs
· The manager must inform HR of the candidates they wish to interview
Step 7: Interview Arrangements
· Interviews may be conducted in person or online
· HR will: 
o	Coordinate interview logistics
o	Share the interview details and Microsoft Teams link (if applicable) with: 
-	The hiring manager
-	The Agency Executive (for onward communication to candidates)
Step 8: Interview Process
· Interviews will be conducted by the hiring manager
· HR attendance is optional unless otherwise required
Step 9: Selection Decision
Following interviews, the hiring manager must:
· Advise HR of the selected candidate
· Confirm the preferred start date
Step 10: Offer and Communication
· HR will notify the Agency Executive of the selection decision
· The Agency Executive will: 
o	Inform successful and unsuccessful candidates
o	Confirm acceptance of the offer
· The Agency Executive will revert to HR
· HR will update the hiring manager on the outcome
Step 11: Contract Preparation
· Upon acceptance, HR will liaise with Finance to: 
o	Prepare the contract documentation for the agency worker
o	Ensure rates and terms align with approval and budget
Step 12: Commencement and Timesheet Approval
· Agency workers must submit a weekly timesheet via the agency platform
· Timesheets must be submitted each Friday morning
· The hiring manager is responsible for: 
o	Reviewing and approving the timesheet each Friday
o	Ensuring accuracy and timely approval to avoid payment delays
5. Roles and Responsibilities
· Hiring Managers: Business case preparation, interviews, selection, timesheet approval
· Executive Team: Approval of agency engagements
· Human Resources: Process coordination, agency liaison, compliance, contracts
· Finance: Contract and financial governance
· Recruitment Agency: Candidate sourcing, screening, and communication
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