[image: image6.jpg]NorthYorkshire

oducation services




PAGE  

Agency Workers Regulations 
Guidance for Schools
	Contents
	Page

	Engaging Temporary Agency Workers process overview
	2

	Introduction
	3

	Who does this apply to?
	3

	Roles and responsibilities
	3

	Reasons for using Temporary Agency Workers
	4

	Complying with Legislative Requirements when engaging Temporary Agency Workers

	5

	Process for an Temporary Agency Worker to obtain compliance information
	9

	Safeguarding and employment clearances
	11

	Health and Safety
	11

	Liability and remedies
	12

	Appendices
1 - Guidance on Day 1 & 12 Week Rights

2 - Guidance on Accrual of 12 week qualifying period

3 - Terms and conditions template

4 - Temporary Agency Workers recording sheet

5 - Temporary Agency Workers booklet

	11

13

14

15

17


Engaging Temporary Agency Workers Process Overview
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1.0
Introduction

1.1
The purpose of the guidance is to outline the Agency Workers Regulations. The guidance will also detail the responsibility of the school in implementing these regulations.

1.2
The Agency Workers give Agency Workers the entitlement to the same basic employment and working conditions as if they had been recruited directly once they have completed a qualifying period of 12 weeks in the same job. 
2.0
Who does this apply to?
2.1
The regulations apply to:-

· The individual who works as a Temporary Agency Worker e.g. supply teachers supplied by agencies (not directly employed)

· Individuals or companies who supply Temporary Agency Workers (supply agencies)
· The Hirer (the school)

2.2
These regulations only apply to people you contract directly from a Supply Agency.  The regulations do not apply to other supply, temporary or relief contracts which you employ and are paid via NYCC payroll.

3.0
Roles and responsibilities
The Agency - responsible for asking the hirer for information about pay and basic working conditions (when it is clear that the agency worker will be in the same job with the same hirer for more than 12 weeks) so that they are treated as if they had been directly recruited to the job.
The Worker – responsible for providing their supply agency with previous placement details on request and adhering to NYCC and Schools processes and procedures when working at their location.

The Hirer – this is the Governing Body of the school.  You will need to provide the agency with up to date information on your terms and conditions so that they can ensure that an Agency Worker receives the correct equal treatment, as if they were recruited directly, after 12 weeks in the same job.  You are responsible for ensuring that all Temporary Agency Workers can access your facilities and are able to view information on job vacancies from the first day of their assignment with you. 
4.0 Reasons for using Temporary Agency Workers
4.1
Temporary Agency Workers should only be used for either emergency or short-term planned purposes such as:-

· New posts being created or difficulties in recruitment.

· Existing staff leaving unexpectedly.

· Skill shortages

· New/increased workloads e.g. new services to deliver or seasonal demands

· Sickness absence and Annual Leave.

· Other leave such as Maternity, Parental, Adoption etc, for up to 12 weeks whilst directly recruiting.
4.2
Engaging Temporary Agency Workers should only ever be utilised as a short-term interim measure and for a maximum period of up to 12 weeks. If a requirement may be longer than 12 weeks direct resourcing should be utilised. Engaging Temporary Agency Workers whilst this direct recruitment takes place can be utilised.

4.3
Before deciding whether to use Temporary Agency Workers it is useful to consider the following:-

· Length of placement - if you need cover for more than 12 weeks then recruiting to the vacancy directly is advised.  

· Redeployees - Suitable redeployees should always be considered prior to utilising Agency Workers, whilst appreciating the practicalities of emergency/immediate requirements.

· Apprentices – This would provide you with the opportunity to grow your own talent whilst also supporting a young person to develop skills and at a significantly lower cost than an agency worker.
· Work Experience Placements - there are often volunteers looking for the opportunity to gain work experience. This is often a 1-2 week placement and/or student holiday periods and/or 1-2 days per day over a period of 4-6 weeks.

· Internal staff covering workloads from your school? Are there any relief/in house staff you can draw on? 

· Temporary increase in hours - Offering a temporary increase in hours to part-time employees already in your employment

· Secondments – Are individuals from other schools available to cover?

4.4
Agency workers should only be utilised for unanticipated emergencies or short term requirements. If you regularly need to use agency workers you should consider the following:

· Do you have the right level of staffing? Do you need to increase the number of direct employees whether on a permanent or temporary basis?
· Do you need to review patterns of work?
· Do you need to change the type of contract that staff are on to create flexibility and better meet the service demands?

· Do you need to set-up a relief pool which can be regularly utilised for short notice requirements?

· Do you need to have a process of ongoing speculative applications for work to reduce the time to recruit to posts where you have regular and high volume requirements?

5.0
Complying with Legislative Requirements when engaging Temporary Agency Workers
What are Temporary Agency Workers entitled to?
5.1
The legislation is aimed at achieving equal treatment for Agency Workers when compared with directly employed staff.  This has a significant impact on the processes, procedures and cost implications of utilising Agency Workers.

5.2
From day 1, Temporary Agency Workers are entitled to be treated no less favourably than a comparable worker or employee in relation to access to facilities such as staff canteen, common rooms, car parking etc. They will also have the right to be provided with information about any relevant job vacancies either within the School or NYCC.

5.3
After 12 weeks in the same job the Temporary Agency Worker is then entitled to the same basic terms and conditions of employment as if they had been employed directly by the school, these are:-

· key elements of pay

· duration of working time

· night work

· rest periods

· rest breaks

· annual leave

· paid time off for ante natal appointments
5.5
Further details are shown in appendix 1.

5.6
There are some exemptions as these rights do not cover all NYCC and STPCD terms and conditions of employment:-

· They are only comparable to what a permanent NYCC employee would get if operating in the same role.  It does not cover entitlements that other employees doing different roles/grades would get.

· They do not provide automatic entitlements or enhancements e.g. if a permanent member of staff doing the same role is not automatically entitled to a car park space then an Agency Worker will also not be.

· These rights do not change the status of Agency Workers who do not have the right to claim unfair dismissal, redundancy pay, maternity leave or pension provision. These are associated with a long term relationship between an employee and employer.

Calculating the 12 week qualifying period

5.7
The key criteria for these rights to take effect are the Temporary Agency worker must have:

· Worked in the same comparable role

· With the same Hirer i.e. NYCC (across all directorates, services and schools as NYCC is the overarching parent employer)

· For 12 weeks - 1 week counts as any time worked in a 7 day period from first day of placement.  There can be breaks for various reasons that will still count as 1 placement with accumulating weeks. Weeks are a 7 day period and will not default to week commencing. 

5.8
The range of criteria for accumulating the 12 week qualifying period is complex and the analogy of a clock is used to simplify the explanation.  The clock or 12 week qualifying period can change in 3 ways:

· Can ‘tick’ e.g. time worked and service accumulates

· Can ‘pause’ at current week e.g. Break for up to 6 weeks from last time worked in that role

· Can ‘reset’ to 0 weeks service e.g. complete change of role or break over 6 weeks

5.9
More details are available in appendix 2.

Anti-Avoidance Tactics

5.10
You may decide not to hire a Temporary Agency Worker after the 12 week qualifying period and release the Agency Worker after 11 weeks. However there are significant anti-avoidance measures in the Agency Workers Regulations 2011 which do strictly address any situation where a pattern of assignments emerge that are designed to deliberately deprive an Agency Worker of their entitlements. For example, an agency worker completes 2 or more assignments with the same hirer, where they have already worked for 11 weeks with a 6 week break and then a further 11 weeks with another 6 week break. If the Agency Worker is then taken on for a third assignment, this could be considered an attempt to avoid the completion of the qualifying period and an avoidance tactic to withhold Agency Workers from their rights.  This would be a matter for an employment tribunal to decide in the event of a claim.

Pregnant temporary workers and anti-natal appointments
5.11
It is the Temporary Agency Workers responsibility to inform both the Supply Agency and the School in writing of their pregnancy.  

5.12
Either the School or the Supply Agency could identify risks associated with conducting the necessary duties of the placement.  You must therefore conduct a risk assessment to assess if there is a Health & Safety Risk and explore adjustments to remove the risk. 

5.13
If an adjustment is not possible or reasonable and would not remove the risk you may have to inform the Supply Agency who will offer suitable alternative work if available.  If the Supply Agency is not able to find suitable alternative work then the Temporary Agency Worker’s placement is ended on maternity related health and safety grounds.

5.14
The pregnant Agency Worker will continue to accrue weeks of service during this period and the Supply Agency will be required to pay the Agency Worker at the same rate for the duration of the terminated placement or likely duration of the terminated placement if there is no end date

5.15
Antenatal care may include relaxation or parent craft classes as well as medical examinations, if these are recommended by the agency worker’s doctor.  Directgov advice to individuals is to try to avoid taking time off work where they can reasonably arrange classes or examinations outside working hours.

5.16
If necessary payment will be the Agency Worker’s current hourly rate and must be paid for each hour that she misses of her placement.  Temporary Agency Workers should be asked to give an estimate of how long an appointment will last and how long it will then take her to return to work.
5.17
The Temporary Agency Worker will be required to provide evidence of her appointment (not for the first appointment which is usually to confirm the pregnancy). 

What information does the School (as the ‘Hirer’) need to provide?

5.18
At the start of the assignment the School (as the ‘Hirer’) must provide the following information:-

· The identity of the hirer, nature of business and location

· Start date and anticipated duration of the assignment

· Job role, responsibilities and hours

· Experience, training, qualifications and any authorisation which the Hirer considers are necessary, or required by law, or by a professional body in order to work in that position 
· Any risks to health and safety known to the Hirer and what steps have been taken to prevent or control such a risk

· Any expenses payable by or to the work-seeker

5.19
In addition the School will need to provide the following details if and when an agency worker completes 12 weeks in a given job:-

· The level of basic pay (based on the annual salary an Agency Worker would have received if recruited directly) if and when there are overtime payments and shift/unsocial hours allowances or risk payments for hazardous duties

· Types of bonus schemes the hirer operates (and how individual performance is appraised and information on annual pay increments)

· If they offer vouchers which have monetary value

· Annual leave entitlement (if applicable)

5.20
Template documents for providing information are at appendix 3 

What information does the School (as the ‘Hirer’) need to retain?

5.21
The School as ‘hirer’ are required to maintain accurate records to enable them to meet their requirements and have a robust defence in the event of a dispute/claim. Robust information should be recorded from day 1 and throughout the assignment and will be required to gain key information from their supplying agent, template proforma attached at Appendix 4:

· Comparable post title

· Comparable post grade/pay rate

· Hours/Shifts

· Assignment start date

· Assignment end date

· Agency worker pay rate (provided from supplier) day 1 and week 12

· Agency workers status paye/ltd (provided from supplier)

· Agency worker supplier charge rate (provided from supplier) day 1 and week 12

· Any other previous assignment to be taken into account (at school or in alternative but comparable post – require info from supplier)

5.22
The transparency and recording of agency supply is key. This will enable Schools to be much more aware of the service and commercial cost structures involved in agency supply and aid the management of agency costs. Agency costs are likely to increase as a result of the implementation of the Agency Worker Regulations, it is therefore important for schools to fully understand and manage agency supply.

6.0
Process for a Temporary Agency Worker to obtain compliance information

6.1
Temporary Agency Workers are entitled to information relating to their equal treatment entitlements, if they believe their entitlements under the regulations have been infringed.  The process to obtain the information depends on what aspect they are referring to:-

· Day 1 entitlements – the requirement to provide the information lies with the School (as the ‘Hirer’) and can be requested any time after the start of the assignment.  You can provide this directly to the worker or via the agency.  (Recommend the provision of temporary agency worker booklet to both the supplying agency and to the temporary agency worker – template available at appendix 5)
· After 12 weeks qualifying period – the requirement to provide the information lies with the Supply Agency and the Agency Worker can only request information after the 12 weeks have elapsed.

6.2
Agency Workers should be encouraged to talk to the Supply Agency in the first instance to resolve matters informally however the regulations do not require an informal approach.  The table below summaries the process and information required.

	Entitlement
	Who must provide written information
	When can the agency worker challenge their treatment on assignment

	Day 1 entitlements
	The School (as the Hirer)
	Can be challenged from day 1.  The Schools (as the ‘Hirer’) has 28 days from receipt of the written request to respond in writing

	Entitlements after 12 weeks qualifying period
	Agency in first instance; then Hirer
	Can only be challenged after 12 weeks qualifying period.  The Supply Agency has 28 days from receipt of the request to respond in writing.  If the Agency Worker does not receive a written response from the Agency they can then write to the School (as the ‘Hirer’) requesting the same information.  The Hirer (School) has 28 days to respond


6.3
If the Agency Worker is unsatisfied with the response or does not receive a response they can bring a claim to an Employment Tribunal.

7.0
Safeguarding and Employment Clearances

7.1
Safeguarding remains the responsibility of Head Teacher therefore you should ensure you are satisfied with the checks undertaken by the supplying agency in relation to safeguarding, employment clearances and CRB.

8.0
Health and Safety

8.1
The School and the agency supplier have a dual responsibility for the health and safety of agency workers.

8.2
The agency supplier who pays the worker is legally the employer for tax and NI purposes; however both the School and the agency supplier have a shared duty to ensure the health and safety of agency workers, regardless of where contractual obligations lie.  It is important that both parties clarify and agree the practical arrangements for day-to-day information, instruction, supervision and control of the agency worker. 

8.3
Under the Management of Health and Safety at Work Regulations 1999 (MHSWR), Regulation 15 - Temporary Workers, the School must provide agency workers and the supplying agency information about any risks, and the measures taken to control them, before starting the placement.  

8.4
In addition, the School must provide both the agency and the agency worker with information on any special occupational qualifications or skills required to carry out the work safely.  They should also be given details of any health surveillance required.  Even though agency workers are not the Schools employees from a legal stance, as the hiring organisation the School has control over their activities and the environment they work within on a daily basis and should consider them as such for health and safety purposes.

8.5
The Employment Agencies Act 1973, and supporting regulations, requires that agencies supply workers to carry out only tasks for which they are suitable.  Prior to supplying the worker, the agency should obtain information about the risks entailed in the work and the measures taken to control them, and they should provide this information to their worker.

8.6
You must inform agency workers about any risks to their health and safety, and you must instruct them on any control measures used to reduce the risk to a reasonable level.

8.7
This information can be provided as part of a local induction on their commencing assignment within your School. During induction you should consider various issues relating to:

· Emergency Procedures 

· The risks from the tasks they will be undertaking and their control measures 

· The environment in which they will be working 

· The work equipment they use 

· Any substances they may come into contact with at work 

· Local procedures applicable to the team they work for 

· Any additional training requirements identified 

· Communication and consultation arrangements 

Please note that the checklist is not exhaustive and the nature and scope of the induction is very much dependant on local circumstances.

9.0
Liability and remedies

9.1
Liability rests with the School (as the ‘Hirer’) for failure to provide Day 1 entitlement.  

9.2
Failure to provide details of entitlements after the 12 week qualifying period rests with either the Supply Agency and/or with the School (as the ‘Hirer’).  The initial responsibility is with the Supply Agency however they will have a defence if they can show they took reasonable steps to obtain the relevant information from the Hirer and treated the Agency Worker accordingly.  It is therefore imperative that Schools provide relevant information in a timely manner and maintains records regarding agency assignments.
9.3
If an Employment Tribunal upholds an Agency Workers complaint the Tribunal will be able to award financial compensation and penalties in certain circumstances.  The Agency Worker will be compensated for any loss of earnings related to their entitlements under the regulations, or receive an appropriate level of compensation, for example if they have been denied access to a facility.  There is no maximum award but there is a minimum award of two weeks pay regardless of the value of the loss, unless a Tribunal finds that the Agency Worker behaved unreasonably, having the power to reduce the award if it is just and equitable.

Appendix 1 – Guidance on Day 1 & 12 Week Rights

	When Accrued
	Rights Entitled to
	Rights Not Entitled to

	Start Date of Temporary Placement
	· canteen or other similar facilities

· a workplace crèche

· transport services (e.g. in this context, local pick up and drop offs, 

· transport between sites – but not company car allowances or season ticket loans)

· toilets/shower facilities

· staff common room waiting room

· mother and baby room

· prayer room

· food and drinks machines

· car parking

· The right to know information on how to access job vacancies however NYCC reserves the right to select criteria and advertising methods alongside ring fencing opportunities for redeployees e.g. NYCC Permanent employees under notice of redundancy.
	· Occupational sick pay is not the responsibility of the hirer. Agency workers have a statutory entitlement to SSP which is paid by the agency.  

· Statutory and contractual redundancy pay

· Pension provision

· Other contractual/statutory forms of leave (e.g. compassionate leave, paid time off for union duties, jury service etc) are not the responsibility of the hirer. The employing agency would be responsible for any provision due to the individual.
· Agency staff do not need to be paid occupational maternity, paternity or adoption pay. The regulations do not, however, affect an agency worker’s statutory entitlements to these various payments which would be calculated and paid by the agency. 

	After 12 qualifying weeks in same role
	· Annual salary converted into a daily/hourly rate.  

· Overtime

· shift or unsociable hours allowances

· annual leave (extra above stat that must be taken could either include in hourly rate or pay in lieu at end of placement)

· bonuses linked to job performance or appraisal (increments)

· duration of working time e.g. if working is limited to a maximum of 48 hours a week

· night work

· rest periods

· rest breaks e.g. lunch break

· Annual Leave

· Paid time off for ante-natal appointments and ante-natal classes when on placement.

· Pregnant workers if they can no longer complete the duties of the original placement for health and safety reasons, they will also need to be found alternative sources of work, paid at the same rate or higher than the original placement. If alternative work cannot be found, then the pregnant woman will have the right to be paid for the remaining expected duration of the original placement.


	· 


Appendix 2 – Guidance on Accrual of 12 week qualifying period

	Key
	Reason
	Criteria
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Clock continues to ‘tick’ and accrue service to 12 weeks
	Temporary worker changes location worked at, Line Manager or Job title
	Must do same duties.

	
	Breaks due to pregnancy, childbirth or maternity
	Takes place at start of pregnancy and up to 26 weeks after childbirth (earlier if returns to work).

	
	Adoption leave or Paternity leave
	If Temporary worker has contract with agency & is entitled to this leave.
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Clock ‘Resets’ to

0 weeks service
	Temporary worker begins a new placement with a new hirer i.e. NYCC
	Temporary worker has not worked for NYCC in last 6 weeks or more.

	
	Temporary worker currently with NYCC but changes role
	For the role not to be the same you would need a combination of factors below:

1. Are different skills and competences used?

2. Is the pay rate different? 

3. Is the work in a different location/cost centre?

4. Is the line manager different?

5. Are the working hours different?

6. The role requires extra training - and/or a specific qualification that wasn’t needed before?

7. Is different equipment involved?

	
	Break between temporary placements 
	6 weeks or more and reason not stated which ‘pauses’ or continues to ‘tick’ the clock
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Clock ‘Pauses’ and continues service accrual later
	Break between temporary placements
	Any reason where the break is no more than six calendar weeks.

	
	Incapable of work because of Sickness, Injury or Jury Service
	A break of up to 28 calendar weeks

	
	Annual leave 
	Entitled to & Authorised by Agency

	
	Regular and planned shutdown of the workplace
	School Holidays or Christmas Closedowns

	
	Disruption of work outside of Temporary Workers control
	strike, lock out or other industrial action at the hirer’s establishment


Appendix 3 – Terms and Conditions template 

	Name and address of School
	

	Contact name and job title
	 
	Tel. Number
	

	Email Address
	

	Terms and Conditions effective from:
	

	
	

	Supplying Agency
	


Information required at day 1
	Start date of assignment


	

	Anticipated duration of assignment or end date

	

	Job title


	

	Responsibilities


	

	Hours of work and working pattern


	e.g. 37 hours

Monday – Friday

08:30 – 17:00

With 1 hour for lunch



	Experience and qualifications required if appropriate (or required by law)
	

	Training to be undertaken if appropriate (or required by law)
	

	Any known health and safety risks and steps taken to prevent or control the risk
	

	Any expenses payable


	e.g. mileage rates




Information required after 12 weeks
	Basic pay (based on annual salary the worker would have received if recruited directly)
	e.g. Classroom teacher – MPS £21,588 - £36,756 (pro rata) depending on experience 

e.g. non teaching – Band 4 - £13,589 - £15,444 (pro rata)



	Overtime payments if applicable

	e.g. teaching – N/A

Non teaching – paid at plain time


	Shift/unsocial hours payments if applicable
	

	Details of performance management arrangements and annual pay increments
	e.g. teaching – increments applied annually at 1st September

Non teaching – increments applied annually at 1st April subject to performance criteria



	Annual leave entitlement (if applicable)

	e.g. teaching – not applicable

Non teaching – 23 days per annum pro rata




Appendix 4 – Temporary Agency Worker recording sheet
	Name of School
	

	Job Role


	

	Contact Name
	 
	Tel. Number
	

	Email Address
	

	Terms and Conditions effective from:
	

	
	

	Supplying Agency
	


	Post title


	

	Pay grade/pay rate


	

	Hours/Shifts


	

	Assignment start date


	

	Assignment end date


	

	Agency worker pay rate (School to obtain details from the supplier)


	At day 1 – 


	At week 12 – 



	Agency workers status PAYE/Ltd (School to obtain details from the supplier)


	

	Agency worker supplier charge rate (School to obtain details from the supplier)


	At day 1 – 


	At week 12 – 



	Details of previous assignments with School or alternative comparable posts within NYCC Schools or wider authority (School to obtain details from the supplier) 

	


Appendix 5 – Temporary Agency Worker Booklet
Welcome to (name of school)

We have created this booklet to welcome you to your assignment and help provide some assistance regarding common questions you may have.  

Generally we require temporary agency workers to cover job roles on a short term or emergency basis whilst undertaking a recruitment campaign, covering short term absence such as holiday and sickness cover or a peak in demand. Your commitment and standard of work on this assignment is therefore critical to our service users. 

Temporary agency workers terms and conditions are governed by your contract with your supplying agent and not (name of school). However whilst your agent has assigned you to us it is important that you follow our policies and procedures to ensure a successful assignment for the benefit of yourself, and (name of school).

Whilst you are not an employee of (name of school), we very much appreciate and value the contribution you will make during your short term assignment with us and hope that you will enjoy working with us.

We have a long standing tradition of treating all temporary agency workers with respect and dignity and as a consequence you will be entitled to use the same facilities as permanent school employees from the moment you start your temporary placement us.  More details will be provided in this booklet

If you have any questions or concerns please direct them to your temporary employment agency or if appropriate please contact details of school contact person

We hope that you enjoy your assignment with us.

About (name of school)

You may wish to include a paragraph here outlining the aims and ethos of the school

Assignment Details

Assignment details should be provided by your agency and should include:

· Job Details: Including job title and key responsibilities and tasks

· Who to report to at name of school

· Locations: Specific site location and any special arrangements e.g. travel between sites

· Equipment: Details of any standard equipment that you will be required to bring to your assignment i.e. safety boots

· Hours of Work: Start and finish times

· Pay Rate: Hourly rate of pay for the assignment

· Documentation: such as ID, CRB checks, Professional Registrations, Qualifications, Driving Licence etc.

· Contact telephone numbers: How to get in contact with your supply agency

· Anticipated length of assignment: we only utilise temporary agency workers for short term, emergency requirements hence we anticipate that the forecast length of assignment would be no longer then 10-12 weeks however specific assignment length will be provided in all instances

· Workwear: Dresscode and provision of workwear will be advised by and/or provided by your supply agency. It is important that you attend work in the required workwear.

· Health & Safety Information: any risks, hazards regarding the assignment will be advised to you by your agent prior to start. This is important as you and your agent must ensure that you are not commencing an assignment that could in anyway be detrimental to your health.

If you do not have this information please contact your supply agency immediately.

Absence

We expect that temporary agency workers will attend their assignment as scheduled at all times. In the event of emergency absence due to illness or family emergency you should contact your supply agency as soon as possible and no later then 2 hours prior to the start of your shift to ensure replacement cover can be organised. You should also contact your line manager at the school as soon as possible.

It is not anticipated that you will take leave whilst on assignment however if you need a period of leave you should first discuss this with the Headteacher.

Facilities

(Name of School) has the following facilities which you can utilise:

Please list as appropriate 

· canteen/kitchen/staff room or other similar facilities

· toilets/shower facilities 
· food and drinks machines

· car parking

· staff rest areas

Although you would be entitled to share these facilities alongside permanent employee’s doing the same or similar role it would not provide an additional entitlements e.g. the site has limited parking that operates on a first come first served basis this does not entitle you to parking but just the opportunity to use the facility if not taken by someone else.  If a senior manager doing a different role has a designated car park space then again you would not be entitled because that person is undertaking a different job role to you.

Local rules regarding facilities must be adhered to at all times, for example: car parking: speed limits and designated parking (disabled) restriction must apply etc.

Job vacancies

If you are interested in working directly for NYCC our job vacancies, including school vacancies, are detailed on our website and can be located on the NYCC website - www.northyorks.gov.uk
You can search for jobs by keyword, location, job type, category or salary and apply for our vacancies online.

Applying online provides the following benefits to you

· Automatic job alerts sent in accordance with the criteria you specify

· One Saved application which you can tailor towards your next application, saving you time and effort when applying for multiple roles

· No postage costs or printing costs

· Track your application throughout the recruitment process

NYCC reserves the right to select the most appropriate method to advertise their vacancies.  

NYCC often advertise roles to internal employees only. This practice is designed to support NYCC employee’s who may be at risk of redundancy; require an adjustment at work on the grounds of health or disability and NYCC have a legal obligation to do so. NYCC may also be in a position where we need to reduce headcount and therefore will only accept internal applications.

If a vacancy is advertised to ‘redeployee’s and/or ‘internal staff only’, applications from external applications i.e. non NYCC employee’s and temporary agency workers will not be accepted due to reasons set out above. 

Internal staff moves may create other vacancies and these will be advertised and applications are welcome from external applicants including temporary agency workers as detailed above.

Health & Safety

Health and Safety responsibilities for your assignment are shared. It is important that you are aware of your responsibilities and exercise caution for the health and safety of yourself and others.

Name of school contact will be responsible for the tasks they require you to undertake on a daily basis under their supervision and thus will supply you via your temporary employment agency with the details of any risks, and the measures taken to control them, before starting the placement.

Where appropriate they will instruct you on any control measures used to reduce the risk to a reasonable level.  You must adhere to these control measures and not put yourself or any other person on the premises at risk by your actions.  Any breach of these measures will be taken seriously and your temporary placement may be terminated where negligent behaviour is demonstrated.

Maternity

If you are pregnant during your placement you must inform both your supply agency and your school line manager immediately. We will conduct a risk assessment to ensure you and your unborn child is not exposed to any preventable risk. In the event that risks cannot be reduced to an acceptable level we will inform your agency who will attempt to find you suitable alternative work. 

Name of school contact should cover basic Health & Safety requirements at the start of your temporary placements such as:

· Emergency Procedures such as fire, accident reporting etc

· The risks from the tasks they will be undertaking and their control measures 

· The environment in which they will be working 

· The work equipment they use 

· Any substances they may come into contact with at work 

· Local procedures applicable to the team they work for 

· Any additional training requirements identified 

· Communication and consultation arrangements 

Please note that the checklist is not exhaustive and the nature and scope of the induction is very much dependant on local circumstances.

Health & Safety Training

The supplying agency has a duty to ensure you are provided with adequate health and safety training.  In practice, they should provide you with basic health and safety training which is relevant to your job at all the places where they will work e.g. manual handling training if the work involves this.  

Your supplying agency should tell us about your skills and qualifications to help all concerned decide what, if any, additional training is required for the worker to undertake the duties of the post safely.  Where necessary an agreement will need to be made between the two parties as to who will provide that training.  We will provide training that is relevant to our site and the activities being carried out e.g. fire evacuation.

Use of computers (DSE)

Your agency should provide information to you about eye tests, training on request, provide an eye test and, if required, corrective appliances (or a contribution towards these) to agency workers:

We will:

· assess the risks from the use of their DSE workstations and provide this information to the agency and the agency worker.

· ensure that all user workstations meet minimum legal requirements 

· ensure that the activities are planned so that agency workers can have breaks from DSE work 

· provide training to agency workers when their workstation is modified 

Personal Protective Equipment (PPE)

Your supplying agency or you as the agency worker must provide suitable PPE for who may be exposed to a risk to their health or safety while at work.  This will involve basic requirements such as safety shoes and we will provide any specialist PPE where the work requires it.

Accidents

Although the supplying agency will be your employer, usually we are best placed to make the report.  Consequently, you will need to complete an Accident Report Form, clearly stating that it is being completed by you as a temporary worker. 

You will also need to inform your supply agency of the accident e.g. by providing them with a copy of the completed accident report form. 

High Risk Roles

Depending upon the nature of the work being undertaken and the associated risks, health checks may be required for certain categories of work e.g. those working with dangerous substances such as asbestos, lead or chemicals that may cause skin irritation or result in asthma.  

Your supply agency is legally responsible for arranging health checks for its temporary agency workers where deemed necessary.  

Questions

If you have any questions relating to your assignment you are advised to contact your supplying agent. As your contractual relationship is with your agent we would always recommend you contact them in the first instance.  

Some questions they may not be able to answer e.g. access to facilities on site, please ask name of school contact in this instance.  

Further information:

For greater awareness of your statutory rights please contact your temporary employment agency or visit the direct.gov website:

http://www.direct.gov.uk/en/Employment/Understandingyourworkstatus/Agencyworkersandemploymentagencies/DG_173252
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Step 1 - Before using agency staff consider:


Length of placement (12+ weeks -advise to recruit non-agency staff via standard recruitment practice)


Consider redeployees 


Consider apprentices 


Using staff within school who can temporarily increase hours








Step 2 - If temporary employment is unavoidable:





Contact the supply agency and provide relevant information using appendix 3


Obtain relevant information from Supply agency:-


Agency worker pay rate 


Agency workers status paye/ltd 


Agency worker supplier charge rate 


Details of any other previous assignment to be taken into account (at school or in alternative but comparable post





Step 3 – Day 1


Record information on Temporary Agency Worker recording sheet, appendix 4


Provide Worker with information booklet, appendix 5








Step 4 – Review of placement


Placement should be reviewed at regular intervals to ensure it is the most cost effective and efficient use of resources.
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