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Consultants Recruitment
Why use a consultant?
In any organisation the resources in terms of staff time or finance are a crucial issue and Community Action Northumberland (CAN) is no different than other organisations. Where tasks are needed to be done then it is better that the need is met from within current resources but that is not always practicable, especially in the current climate of restricted resources and increased demands on staff time. Often an organisation can lack the staff time or specialist knowledge to do a project or specific job of work, especially if the project is experimental or a one-off task. It is also sometimes the case that the demand for some work is uncertain and it would be beneficial for an organisation to evaluate the job before it commits additional permanent staff to it.
In those circumstances it might not be practical to employ someone on a short-term contract or find a person with specialist skills. A practical solution for this situation may be to employ a consultant to undertake specific tasks or develop a role and evaluate the viability of it.

The practicalities of the current funding crisis also means that organisations are not in a position to make long-term commitments to project work so the need may be better serviced by the use of consultants on short-term contracts until more permanent solutions develop. 

By using a consultant we mean engaging a person on a self-employed basis, or engaging an organisation or business to carry out work for CAN. This means that we are effectively buying in that service therefore this procedure will form part of the Financial Procedures of CAN.
Procedure
The circumstances for employing a consultant can be many and varied therefore it is important that any procedure remains flexible enough to cover as many eventualities as possible. It is also important to Trustees that a procedure is in place to indicate what steps should be taken when it is decided a consultant is the best solution for the organisation at a given time.

Set out below is a series of actions to ensure that the use of contractors within CAN remains focused and helps deliver value for money.

Actions 
· It is important that it is clear why a consultant is being employed in these circumstances therefore a case should be presented to the Strategy Sub-committee. The submission should clarify: the work required; the expected duration of the contract; detail how the work will be evaluated. Contingent on the nature of the work the Strategy Committee should determine the process for selecting the consultant, i.e. whether a specialist consultant is approached or a bidding process is used. Levels of delegated financial decision making, laid out in the Financial Policies and Procedures, should apply to the procurement of these services.
· When agreement is reached then a brief should be created to submit to consultants, taking care to ensure that any special requirement imposed by funders is highlighted and built into the project brief. This document should identify the precise issues to be addressed, set out the aims of the project and what the consultant is expected to achieve. It could also set out how the work might be carried out and include a budget and timescale. If there are occasions where projects may include follow-up work, this can also be determined at this time.

· In all cases the consultant should be asked to submit a proposal detailing how they intend to approach the work, how they will report during and after the project, how long they will take, their fee and if VAT will be charged. If the Strategy Committee has decided that two or more consultants should be approached then this will be the first part of the selection process. Care should be taken to ensure that the bids for work are practicable and fit in with budget constraints. The evaluation team may then decide to interview the consultants involved.

· Once established who should be appointed then ideally the consultant would accept a contract prepared by CAN. (Some consultants may require CAN to adopt their form of contract; if so it should include everything that CAN would normally put in their own contract.) Part of the contract will detail the CAN policies and procedures the consultant must adhere to.
· It should be remembered that consultants are not employees of CAN therefore they are required to manage their own National Insurance, pensions etc. CAN will retain its duties under the Health and Safety policies. 

· It is essential to let everyone in CAN know about the consultant and the nature of the work. If the consultant is to work within the CAN premises, working space should be provided as well as any equipment or materials required. Appointments should be made for staff to see the consultant if the project involves gathering information. A main contact person should be appointed who will keep CAN informed via feedback sessions and make sure everything is running smoothly. Any problems should be discussed and addressed as they arise rather than waiting until the end of the project.
· It will have been agreed with the consultant what the final form of their report will be. This could be just in written form, or, more usefully, a presentation to those involved within CAN, backed up by written conclusions for consideration and implementation. It is often better if the consultant remains involved to see the recommendations put into place and to overcome any minor hiccups which their introduction may cause.
· Finally it is important that the work done by the consultant is evaluated against the original proposals to ensure value for money has been obtained and lessons for future projects are learnt.
Conclusion
CAN should continue to strive to deliver outcomes and outputs through the permanent staff however in the event of resource shortfalls, management will use consultants to help bridge any gaps that may occur.
