New Contractor Information Pack

About This Document

This pack has been designed to provide you with a complete set of information relating to your new contract. 

Please keep it safe as it not only provides you with a complete record of the documentation that you have provided us with including your contract, it also serves as a source of reference for contact points at Summit, invoicing procedures etc.
Check list

	Document


	Action by Contractor

	· Contract
	· Sign, return to Summit

	· Registration Form
	· Complete in full, return Summit

	· Certificate of Incorporation (copy)
	· Enclose if applicable, to Summit

	· P45 (original, if applicable)
	· Enclose if applicable, to Summit

	· Time sheets Online/Paper
	· Complete and Return to Summit, passing a copy to your Client's accounts dept.
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Contract (x 2) including Terms and Conditions of Engagement if posted to you.
Information for new Contractors 

Introduction

It is the objective of Summit Computer Recruitment Ltd to provide a service of consistently high quality to their Clients and to ensure compliance with applicable codes, standards and regulatory requirements.  We wish to achieve consistent quality through honesty, high ethical standards and a systematic, disciplined approach by all staff in all activities associated with the customer's requirements.

Summit Consultancy Code of Conduct

Nature of Assignment

We will do our utmost to give a detailed specification for each assignment undertaken by our contractors.  You should make every effort to understand the nature of the assignment, but please contact us should you run into any difficulties in fulfilling the assigned tasks.

Purchasing 

If as a contractor on assignment for Summit you are asked to purchase something on our client’s behalf you are to obtain from the client their company policy on purchasing and abide by that procedure exactly. You are not to deviate from their purchasing process or approved supplier list. To avoid doubt it is expressly forbidden to obtain free gifts of any description or in any manner from client suppliers. If you are inadvertently in receipt of any free gift from a supplier then they are the property of the client and are to be declared to the client for them to distribute as they see fit. Failure to do so may result in dismissal. 

If you are able to introduce them to a new supplier where you can obtain the goods or services at better value for the client, then you are to obtain direct authorisation from your line manager in advance prior to purchasing. The rules for free gifts as described above remain the same. 

Health & Safety

Our Client is committed to the prevention of all accidents, personal injury and damage to goods and personal property. You should familiarise yourself with, and strictly observe the particular health and safety rules and regulations that apply within the work premises.

Success in matters of safety in the work place, depends largely on good management at all levels; but it is also of extreme importance that all contractors and Client employees recognise that every person has a positive duty to take reasonable care of themselves at work, and to have equal care for the health and safety of others who may be affected by what you do (or leave undone).

Mode of Dress

Please always dress in a manner appropriate to professional people, having regard to our Client's wishes in this matter. If they permit a “casual” dress code please can you make sure that your attire still reflects the professional that you are for example shirt and trousers rather than jeans and t-shirt. 
Personal Telephone Calls

Personal emergencies aside please can you ensure that personal calls are conducted out side of your working hours and not made during billable time. Should you need to make or receive a personal call during the working time please ensure that it is kept to as short a time as possible and the time taken not charged to the client. 
Email

Please do not send or receive personal email via the clients systems or access your personal account without the prior approval of the client to fit in with their personal email policy.

Web

Please do not use the web for personal use via the clients systems or access your personal online messaging account without the prior approval of the client to fit in with their personal web policy.

Alcohol

As a supplier of professional contractors we ask our contractors to please refrain from drinking alcohol during the working day and lunch time. 
Use of Software

The loading or use of software not provided by the customer on the customer's equipment is forbidden (other than with the express written authority of the responsible Client manager).

Smoking
In line with legislation, our Client operates a no smoking policy. This should be observed inside Client premises. Please can you make yourself familiar with the clients smoking policy and comply with that.  Please respect local guidelines about smoking outside Client premises. 

Again as suppliers of professional contractors we ask you to refrain from smoking during the working day (unless on an authorised break) and remember the professional service you are providing to the client. 

Before you start
Contracts

Please sign both copies and return one copy of the agreement to Summit. We cannot pay you without it!

Timesheets

NO PAYMENT CAN BE RELEASED TO YOU WITHOUT PRIOR APPROVAL OF AN OFFICIAL SUMMIT ONLINE OR PAPER TIMESHEETAPPROVED OR SIGNED BY AN AUTHORISED CLIENT SIGNATORY.

Before you commence if you are on the online timesheet system you will be issued with a login, password and instructions on how to use the online system.
If using a paper based system when your timesheet is completed please leave a copy with the client, retain a copy for your own records, and return the original to the Summit Accounts Department for payment.

As you are operating as a Limited Company we will need a copy of your Certificate of Incorporation for our records before we can pay you. We cannot pay you on a sole-trader basis.

Registration Form

The registration form is very important as it gives us all the information that we need to pay you. Please note that we cannot pay funds due to a Limited Company into a personal bank account. Please take a few minutes to complete it accurately remembering to advise us of a contact number in the event of an emergency, and forward to Summit.

Payment Terms
PLEASE NOTE AS PER THE TERMS & CONDITIONS THAT OUR PAYMENT TERMS ARE 21 DAYS FROM RECEIPT OF INVOICE.

A timetable outlining the payment dates is available on our web site www.summit-recruitment.co.uk . Please refer to this timetable to clarify any queries as to when to expect payment.

Your first day

On your first morning, you should give yourself enough time to allow for unforeseen travel delays. First impressions really do count! 

The name to whom you should report to is shown on the covering letter; if for whatever reason that person is unavailable or has been delayed please call us from reception and we should be able to give you an alternative point of contact.

When you have been shown to your desk and have settled in, we would appreciate a phone call so we know your direct line and can call you from time to time to ensure that everything is satisfactory. We will also let you know who else in your area is a Summit contractor.

....and beyond
Timesheets and Invoicing

Summit Computer Recruitment Ltd offers to all of its contractors on assignment with our Client, a payroll service via the BACS credit transfer system on a weekly basis. The Accounts Department contact is Sharon. 

Any queries with regard to payment of invoices please can you contact Summit Computer Recruitment Ltd in the first instance rather than discuss this with the client.
Completing the Timesheet

For the online system please complete as guided in the separate instructions sent to you.

For the paper system please ensure that the following details are included on every timesheet you send to us,

· Your name (please print) and signature

· The week ending date (Saturday)

· Timesheets should only be authorised by the manager once they are fully complete

· All amendments on timesheets should be individually initialled by the authorising manager

· Correcting fluid should not be used on timesheets

· If asked fill in a client timesheet please can you do so along with the Summit timesheet

As you are operating under a Limited Company we will also require a separate invoice.  This must be addressed to Summit Computer Recruitment Ltd and should include the following information:

· Limited Company name

· Address

· Company Registration number

· VAT registration number (if applicable)

· Details of services provided, including the dates worked.

Expenses

All expenses must be detailed on either the online timesheet system and then submitted for online approval or on a paper Client expense form, signed by the client and submitted to Summit for payment with the relevant receipts.

Please note that any travel on behalf of our Client should be authorised in advance by local management on every occasion.

Renewal of Contract

We will contact you approximately between 4 and 6 weeks before the scheduled end of your contract to discuss this.

Progress Reviews

On a quarterly basis we ask your immediate manager to complete an assessment on you.  There are a number of criteria, which include, initiative, technical ability, value for money and time keeping.  

Useful contact points and addresses
Managing Director

Simon

Recruitment Consultant

Lee

Accounts


Sharon
Office Administrator

Tina

Researcher


Ben
Met Office Contact

Colin
Sustainability Division

Miles 
	       Summit Recruitment 

       Suite1, 
       5 Scarne Court

       Hurdon Road

       Launceston

       PL15 9LR
0800 043 1090 (01566 776 888)
     
[image: image1.wmf]            01566 776 252
mail@summit-recruitment.co.uk


We recognise that contractors are professional people who want to focus on the task for which our Client has contracted their services.

Please remember that we are here to help!
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