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1.​Prepare for the marketplace 
A guide on managing your account for the Care Hires Marketplace. 
 
Want to access more client contracts? Review the following section to understand how to 
maximise your chances of viewing and receiving new client contracts on the Care Hires 
Marketplace! 

1.1 Update your supply locations 

Assignments posted will be visible to those agencies who supply within the assignment 
locations only. To view all potential assignments for your agency, update your staffing 
locations, staying true to where you have staff readily available. 
 
Click here for a detailed guide to adding new locations to your account. 

1.2 Update your staffing overview 

It’s important we understand the fulfilment potential for your agency, so you can access 
opportunities that meet your staffing pool and agency charge rates by location.  
Include the worker skills and the minimum agency charge rate you can accept from a 
client for this worker type.  
 
Click here for a detailed guide to updating the staff overview to your account. 

1.3 Update your User details 

Keep up with new assignments, jobs and bookings for your agency. Ensure your team is 
set up to receive notifications when new clients join! Where you have added new 
locations, remember to assign the correct locations to the user, as per your company 
structure. 
 
Click here for a detailed guide to add or update users on your account 

1.4 Upload your suitable staff 

All assignments will detail the roles, training and skills a client is seeking. To increase your 
chances of joining the clients PSL, staff must match the client requirements 100%. 
Update the skills, role and training certificates on your workers profile.  
 
Click here for a detailed guide to add your workers to your account 
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1.5 Register with Care Academy 

Help your agency stand out from the crowd and gain priority access to our client’s 
preferred supplier lists - Manage your staff’s e-learning via Care Academy. 
 
To assure staff quality and 100% compliance for all workers under their PSL, some clients 
may request training to be completed via Care Academy as a pre-requisite to join their 
panel.  
 
Look out for this information on the assignment details. 
 

 
 
 
Get ahead of the curve and register today, to train and upskill your workers..  
 
With Care Academy providing e-learning courses that are CPD accredited and Skills for 
Care endorsed, all courses are globally recognised, which means they are accepted by all 
care providers, both with Care Hires or on your private portfolio. 
 
To support our network of agencies, Care Hires will throw in a FREE compliance dashboard, 
accessible to Care Academy agencies only.  
 
Check out some more information on Care Academy and the compliance dashboard 
feature by booking in a call, and fast-track your way to a new client contract. 
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2.​ Update your supply locations 
This section will allow you to keep Care Hires informed of your supply locations, therefore 
allowing you to access the new client assignments within your staffing locations. 
 

 

2.1 Adding New Supply Locations 

To add new locations, please begin by selecting                                . This will show the 
following form: 

You will then need to enter the location name (‘Business Location’), followed by selecting 
the location from a drop down (‘City/County’). You’ll notice there is also 3 spaces for 
emails, see their designations below: 
 
Business Email Address: Where you would like us to send new business opportunities; 
Job Notification Address: Where you would like us to send notifications of job postings for 
this area (once you are engaged with a client); and 
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Approval Notification Address: Where we should send notifications of job approvals 
(once you have suggested workers for shifts). 

2.2 Updating Existing Supply Locations 

If you would like to make changes to locations you have already added, including the 
notification emails, please select                           , this will display pencil icons         next to 
each of the locations. Simply click on the location you wish to edit, and it will bring up a 
form at the top of your screen: 
 

 
 
Simply change what you need to and click                        to lock in the new details. 
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3.​ Update your staff overview 
This section will allow you to keep Care Hires informed of which worker types you supply in 
each location indicated in the previous tab. It is incredibly important that you keep this 
section up to date, as it will affect which/how many clients we introduce you to. 
 

 
 
  
 
 
 

3.1 Adding Worker Supply Capabilities 

If you begin supplying a new worker type to one of your supply areas, please add it to this 
section by clicking                           so we know to begin keeping you informed of new and 
relevant opportunities in this area. 
 

 
In this section, you will need to inform us of: 
 

​​ Location of supply, this drop-down will only display locations that you have added 
to the ‘Locations’ section (see 2.1 of this document); 
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​​ Worker Type, this drop-down will display all the worker types we currently work 
with at Care Hires; 

​​ Number of Workers you have available in this area; 
​​ Worker Skills, if your workers have any of the training listed on the drop down, 

please select it as a lot of our clients look for specific training like CPI or PBS; 
​​ Monthly Hours Available for this worker type, this will allow us to understand your 

capacity;  
​​ Minimum Charge Rate, essentially what the lowest rate you would accept for this 

location/worker type; and 
​​ Employee Type, whether they are PAYE or PSC/Umbrella, this will allow us to see if 

you’re compatible with clients, based on their IR35 status. 
 
Once all information has been entered, please click                       . You can update this 
information at any time, similar to how you update existing supply locations (see 2.2) 
 
📒 NOTE

 

We do not have a ‘Nationwide’ option. Keeping information local, allows us to better 
understand your supply as an agency. We will still inform you of clients who may be 
looking for rates a little lower than yours, but it is completely down to you as to whether 
you’d like to work with them. 
 
The minimum charge rate is not the worker pay rate. This rate must include worker 
oncosts and your company margin, taking into consideration NMW. This will not act as the 
final rate for your client applications, however will mean all assignments available at this 
rate or above will be visible to you on the marketplace). 
 
Agencies who provide rates that do not factor in NMW will be removed from the 
application process, and account placed under review 
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4.​ Update your Users 
Use this section to manage who has access to your Care Hires account. 

4.1 Adding New Users 

If you would like to add a new user to your Care Hires account, begin by clicking                          
next to ‘Agency User Management’ and entering the users email address: 
 

 
 
You will then need to click ‘Validate Email’, which will bring up a short form for you to 
complete: 
 

 
You will be given a few options as to the User Level Access for this individual. To find out 
more about what each level of access entails, please click the link seen on the right-hand 
side of the drop down: 
 

 
 
Once the user’s information has been added, please click                      to send the user their 
login details via email. 
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5.​ Uploading Workers 
A guide on how to add your workers to the Care Hires portal. 
 

1. Getting Started 

To begin uploading your worker, please log in to your Care Hires account and navigate to 
the ‘Workers > Create - Individual’ section: 
 
 
 
 
 
 
 
 

2. Basic Information 

The first section you will need to complete is ‘Basic Information’, beginning with the 
worker’s Agency Information: 

2.1 Agency Information 

This section is asking what locations this worker can supply to, please select as many as is 
applicable to the worker 
 
 
 
 
 
 
 
 
Can’t see a location you want to add? Please update your supply locations in the 
‘Organisation’ section. 
 
If you are uploading a worker for an existing agreement, make sure that the location 
selected here is the one allocated in the agreement section under ‘Agency Location’. 
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2.2 Personal Information 

In this section, you will need to include the worker’s name, contact details, date of birth, 
gender, and nationality. This are unique identifiers and are vital to Care Hires’ 
compliance/vetting process.  
 

 
 
💡TIP

 

When entering the worker’s date of birth, please ensure you use the calendar picker, this 
will ensure that the date is formatted correctly - alternate formats will cause errors and 
not allow you to proceed. 
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2.3 Residential Address Information 

You’ll now need to enter the worker’s current home address. When entering information, 
please take the following steps: 
 

-​ Enter country; 
-​ Enter postcode; then 
-​ Select street address from the drop down. 

 
You will also need to attach a proof of address document, this could be a utility bill. 
 

 
 
💡TIPS

 

This section will request for 5 years of address history as a standard. However, this is only 
required if you are uploading the worker for a children’s service. If this is not the case, 
simply extend the ‘From’ date to increase the ‘Duration in Address’ to 5+ years. 
 
 
 
When entering the date, 
remember to use the 
calendar function - much 
like when entering the 
worker’s date of birth. 
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2.4 Employment Information 

This section will ask you to identify the worker type, payment method, skills, and regulatory 
settings for this worker. 
 

 
 
💡TIP

 

This section will impact whether this worker appears as eligible for certain shifts, make 
sure that this section reflects the shift specification of the job you are trying to put the 
worker forward for. 

2.5 Passport, Visa & DBS Information 

Here we will need to get a closer look at your workers eligibility to work in the UK. 
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This section will have all of the above entry sections if they are not British. Otherwise, it will 
be limited to just the worker’s National Insurance/DBS numbers and conviction status. 

2.6 Travel & Other Information 

This is the final sub-section to the ‘Profile’ segment, we will need you to let us know how far 
the worker can travel from their home address (Preferred travel distance in KM), and 
whether or not they have a Full UK Driving License. 
 

 
 
📒 NOTE

 

We cannot accept a Provisional Driving License as proof of a driving licence, the only 
acceptable forms are a Full UK Driving License or an International License. Proof to be 
uploaded in the ‘Documents’ section. 
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3. Documents 

In this section, we will need you to upload the worker’s proof documents, including their: 
 

-​ Curriculum Vitae (CV), with a minimum of 6 months work experience in the UK 
care sector (ensure the location is on the worker’s CV); 

-​ Disclosure Barring Service (DBS) certificate, if this certificate was not issued by 
your agency, it will need to be on the Update Service; 

-​ Passport, if the worker does not have a passport, you will need to upload their Birth 
Certificate and a Photo ID such as a Driving License; 

-​ National Insurance Document, a letter containing their NI number, P45 etc; 
-​ Proof of Address, such as a utility bill or bank statement; 
-​ COVID-19 Vaccination Proof (not mandatory); 
-​ Reference Proof (not mandatory in this section); 
-​ PVG Certificate (Scotland only); and 
-​ Evidence of Regulatory Setting where selected (not mandatory) 

 

 
 
🧠 REMEMBER

 

You will need to enter the expiry date of the DBS Certificate and Passport Document, 
please use the calendar function to enter dates - this will ensure that it is formatted 
properly.  
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4. Certificates 

You will now need to add all of the mandatory training for this worker. To add a new 
certificate, please select                                in the top-right of this section. 
 

   
A full list of required certificates can be found in the Compliance Checklist document 
shared with you after your account was set up. If you would like another copy, please 
email supply@carehires.com. 
 
For Support Workers, you will require the following: 
 

​​ Care Certificate (Standards 1-15) 
​​ Moving & Handling Theory 
​​ Moving & Handling Practical 
​​ Fire Safety 
​​ First Aid 
​​ Autism Awareness 
​​ Food Hygiene 
​​ Mental Capcity Act 
​​ Deprivation of Liberty Safeguards (DoLS) 
​​ English Assessment (non-British nationals only) 

 
💡TIPS

 

The English Assessment can be evidenced by any formal qualification undertaken in the 
UK, including a GCSE, BTEC, A-Level or Degree. Alternatively, workers can complete a free 
test using the following link: 
 

English Test Link ✏️ 
 
Learning Disabilities and Autism Awareness are not mandatory for Welsh services. 
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5. Emergency 

In this section, please provide the emergency contact details of the worker. You can do 
this by clicking                        in the top-right of this section. 
 

 
Please remember to click                      when all information has been entered. 
 

6. Medical 

This section will cover the workers full medical and vaccination history. 
 

 

6.1 Medical Questionnaire 

This section is not mandatory, but if you would like to add your workers medical history, 
please click                                          and the system will email a form to the worker for them 
to complete. This will be automatically added onto the worker’s profile. 

6.2 Vaccine Information 

Again, this section is not mandatory, but adding any vaccination information may open 
your worker up to services who require a COVID-19 vaccination. To add a vaccination, 
please select                                and fill out the form within, attaching proof documents 
where required. 
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7. Employment 

This section will ask you to detail your workers employment history, including references 
as proof. 
 

 

7.1 Worker History 

Please add your workers employment history within the UK care sector to this section. We 
will require a minimum of 6 months experience. Your worker’s employment history can be 
added by clicking                            . 

7.2 References 

We will also require you to upload 2 references to this section, as proof of employment. At 
Care Hires, we require a minimum of 1 professional references which can be 
accompanied by either another professional, character, or academic reference. Much like 
the above, references can be added by selecting                           . 
 
📒 NOTE

 

Our compliance team will review the references uploaded and check that it meets our 
requirements, and matches the reference type selected by you. Once this has been done, 
it will be marked as                    . 
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6.​ Apply for an Assignment 
Now that the Care Hires Marketplace is live, it’s time to see what you can get involved with! 
To get started, please navigate to the all new Marketplace tab, found on the left-hand 
side of your screen when you log into your Care Hires account. 

 
 
 
There are 3 tabs for you to explore: 
 
Overview - giving you a dashboard of 
open bids, assignments, and activity; 
 
Assignments - allowing you to see 
new client opportunities; and 
 
Bids - providing tracking and actions 
for your ongoing assignment bids. 
 
 
 
 

To pick up new assignments please select Assignments - which will navigate you to the 
below screen: 
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🚨IMPORTANT
 

You will only be able to see open assignments for locations that you have added to your 
Care Hires account. If you’re unsure how to do this, please see 2.1 Adding New Supply 
Locations. 

 
 
 
 
Each assignment summary will cover the 
worker type, rate indication, and location 
information for the contract. 
 
To find out more information and to bid 
on the contract, please click the arrow on 
the bottom-right hand corner (see red 
box on image). 
 
 
 
 

You’ll now be able to see a full breakdown of location, role, and rate details. This should 
provide a great indication as to whether this client is a good fit for you. Want to get 
involved? Scroll down and there will be a few boxes to fill in and kick things off. 
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You’ll be greeted with this Earning Potential box, allowing you to calculate your total 
earning potentials using figures on your rate, number of and hours per worker for the area.  
 
Once, you’ve entered the relevant information, you can proceed to the bid submission by 
selecting ‘Proceed to Bid’. 

 

22 



 

1. Choose Workers 

The Marketplace will now ask you to put some suitable workers forward, this is going to 
allow us at Care Hires, and the client, to ensure that your workers are going to be a good 
fit for this assignment. 
 

 
💡TIP

 

Workers for the assignment will need to be uploaded (with the suitable certifications) 
before you can apply for the assignment. If you need help uploading workers, please see 
the Uploading Workers section. 
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Once you have identified suitable workers, simply check the box next to their name. When 
all suitable workers have been selected, please select ‘Next’ to continue. 

💡TIP
 

The more workers you submit, that match the full criteria, the higher the chance that you’ll 
secure the assignment. 
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2. Set Rates 

It’s now time for you to submit your rates for this assignment - the client will have already 
submitted a range of rates that are suitable for their service. Use the ‘Estimated Hourly 
Cost’ section to input your standard rate. 

 
 
💡TIP

 

The closer your rate is to the lower end of the rate scale, the higher the likelihood that the 
client will choose your agency. However, make sure that the rate you submit is feasible for 
your agency's business model. 
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If you have enhanced rates on certain days/times of the week - we have included the 
Special Rates section to accommodate for this. Please tick and complete the ‘Hourly Rate’ 
box for any enhanced rates you would like to charge. 
 
Once you have entered and reviewed your rates, please select ‘Next’ to move on to the 
next stage of your bid. 

 
📒 NOTE

 

Clients are likely to accept the Care Hires standard for Bank and Special Holiday Rates, 
these are as follows: 
 
Bank Holidays: 1.5x your regular Hourly Rate 
Special Holidays (Christmas & New Years Day): 2x your regular Hourly Rate 
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3. Signatory 

We will also need you to designate a user as the signatory, this will be the individual who 
will be signing the client-level agreement on behalf of your agency - so whoever is 
allocated must have the authority to do so. 

Once you have allocated your signatory, please click                             to proceed to the final 
part of the bid.  
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4. Review 

We will now need you to have a final look over your bid to this client. Once submitted, the 
client will be able to review, negotiate and/or accept your bid. 

 
 
If you’re happy with your bid, you can click submit.                       .     

 
Congratulations, you have successfully submitted your bid ​

on the Care Hires Marketplace! 🎉 
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7.​ Managing Bids and Negotiation 
This section will provide guidance on how to manage your active bids, and how the rate 
negotiation process works through the Care Hires Marketplace. 
 

1. Viewing your Bids 

 
 
 
To view your current/historic bids, please navigate to the 
‘Bids’ section within the ‘Marketplace’ tab of your Care Hires 
account. 
 
 
 

 
Within this section, you’ll see a list containing all of your bids within the Care Hires 
Marketplace, each with a status - whether that's Submitted, Negotiating, Lost, or Won. If 
you would like to action/review the bid, click the small eye icon on the right-hand side of 
the relevant bid. 

 
💡TIP

 

For each bid, you will be able to review the Details, Negotiate, and Audit Log tabs. You’ll 
notice the above status in the red square is Negotiating, this means that the client has 
proposed an alternate rate to the one you have submitted and vice versa. 
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2. Negotiating Rates 

Within the Negotiate tab, you’ll see a chat-like interface that will let you track the actions 
of your rate negotiation. You’ll see below that the client/admin has suggested an 
alternate rate, providing a note that the rate is “Not Competitive”.  

 
If you don’t like the look of the rate suggested, you can counter it with a negotiated rate of 
your own. In this example, a rate of £14.25 is going to be put forward - with the reasoning 
that the rate the client suggested “doesn’t reflect worker experience level”. 
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If you feel like the rate you put forward isn’t quite right, you can always put in a withdrawal 
request, which will need to be approved by a member of the team here at Care Hires. 
 

 
 
Where you have only provided 1 initial bid, without any negotiations, you will not see the 
withdrawal button. Therefore, please contact supply@carehires.com with a simple request 
to remove your application. 
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3. Cancel your bid or Re-apply 

This is currently a new feature we are working on to release in the coming weeks! 
 
Until then, if your application has been rejected but you do have the correct staff 
available, feel free to contact supply@carehires.com and the team will help push this 
along for you with the client. 
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8.​ PSL Approval 
If your bid is accepted, you will be notified via email - in addition to this, your Bids section 
will display the status ‘Won’ next to any assignment where the client has accepted the 
bids you have put forward. 
 

 
 
If you have been negotiating with the client, you can click the eye icon to view what 
negotiated rate has been accepted. 
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9.​ What’s next? 
Once your bid is ‘Won’ our team will connect with you!  
 
This can be anytime from your bid being accepted - 5 working days post assignment 
closure. 
 
Next steps will include setting up the client contract and introducing you to your Account 
Manager. 
 
Please remain patient for Care Hires to communicate these steps with you. 
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