Appendix 12 Consultancy Checklist
	Tick each box as the task is completed.



	Selected Consultant (Clause 1)


	Name and Address 

	

	Service (Clauses 2, 3, 4 and 6)


	Full description of service, including outcomes identified
	

	Have meetings been identified that the consultant will be expected to attend:

	

	Has it been discussed how the consultant will organise the work?

	

	Contract Start Date: 

	

	Contract End Date: 

	

	Have the total number of days/hours been identified?

	

	Has the Consultant’s employment status been identified?

	

	Have the products of work been identified, including what will be provided by

a) The Children’s Centre

b) The Consultant 


	

	Payment (Clause 5)



	Have you agreed Payment frequency?

	

	Have you agreed payment terms (number of days within which agreed invoices will be paid)?

	

	Have you agreed the Consultant’s rate (per hour, per day)?

	

	Have you agreed expenses to pay (travel etc…)? 
 
	

	Total cost of consultancy work (including expenses).

	

	Ownership (Clause 7)


	Have you established who will own the copyright in any work resulting from the consultancy contract?

	


	Insurance (Clause 11)

	Professional Indemnity Amount:

	

	Public Liability Amount:
 
	

	Employer Liability Amount: 

	

	Details regarding any specific Insurance’s required for piece of work

	

	Termination Periods (Clauses 13.2 and 15)


	Have you agreed the number of days after written notice specifying breach of contract that will be given to consultant to remedy the breach before termination of contract occurs?

	

	Have you agreed the number of days notice agreed in which to remedy situation if consultant fails to provide any part of the service? After this time payments can be withheld and a deduction of the cost of remedying the failure can be deducted from any payments owing to the consultant.

	

	CRB (Clause 24)


	Does the work involve contact with children or other vulnerable groups? 
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