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WE KEEP THE WORLD MOVING



Welcome to Autotech
Recruit! It’s Great to
Have You On Board!

We’'re looking forward to supporting you
throughout your contracting journey with
Autotech Recruit.

This guide provides all the essential
information you'll need while contracting
with us.

Please take a few minutes to read through it
and check out the links included throughout
the document. We've aimed to cover
everything from how to accept work and
check in on site, to logging your hours,
getting paid, and accessing support
whenever you need it. Each section is kept
short and practical, so it works as a quick
reference, with links to more detailed
guidance if you want to dig a bit deeper.

Let’s go! ~>




What's Inside

Let's Start With a Few Basics
You Are In Safe Hands With Us
How Contracting Works

n Contractor Portal (Check-ins, Timesheets, Availability & Documents)
How to Save Our Contractor Portal as an App on Your Phone

n Contract Agreement & Confirmation

n Client Information & Arrival Checklist

If Things Don't Go As Planned (Notify Us)

Contractor Charter Essentials

How You Should Present Yourself

The Five A’s

Timesheets (and When You're Paid)
Timesheet Submission: Step by Step
Your Payment Options Explained

Shield Scheme: Designhed to Support You

- Free IMI Training Exclusively for Our Contractors

- We Care About Our Contractors
- Keeping in Touch

1 Refer & Earn - Get Rewarded for Recommending Us to Fellow
Technicians and Testers







You Are In Safe Hands
With Us

Since 2010, we've led the way as the first agency to specialise in contract roles
for Vehicle Technicians and MOT Testers, setting the benchmark for quality
and compliance. Backed by multiple industry awards and ISO 9001 and ISO
27001 certifications, we deliver a trusted, secure, and professional service - one
no other automotive recruitment agency can match.

ISO 9001 accreditation

ISO 9001 is a global standard for quality management. It
means we follow clear, consistent processes across
everything we do - from contractor registration and
bookings to our wider HR and IT systems. This helps reduce
issues, improve communication, and ensure a dependable
way of working.

ISO 27001 accreditation

ISO 27001 is an internationally recognised standard for
information security. It means we have strong controls in place
to protect sensitive information at every stage - from
onboarding and training systems to contractor and client data.

Multiple industry awards

We're well known for our work in automotive recruitment
and have won several awards for it. These include Small
Recruitment Agency of the Year (2023), Best Small
Recruitment Business (2024), and Best Specialist
Recruitment Company (2025). As Autotech Group, we were
also named IMI Partner of the Year at the IM| Awards 2025,
reinforcing our leadership and impact across the
automotive sector.

Rated excellent

We're proud of our excellent reviews on Trustpilot and Google.
Our star ratings reflect real feedback from real contractors,
candidates, and clients. Every review you see is genuine and
earned through honest experiences.
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How Contracting
Works

- The basics

e We place you on fixed-term contracts that can last from one day to several
months.

e Each contract day is a minimum of 8 hours, unless stated otherwise in your
contract confirmation.

e We always try to offer work as close to home as possible. Where longer travel is
required, this will usually be reflected in a higher pay rate.

e Some placements are booked weeks in advance, while others may occasionally
be offered at short notice, including same-day placements.

e To help us plan and schedule work effectively, it's important that you keep your
availability clearly up to date via the Contractor Portal.

- Booking contract work

e Your Contracts Manager will contact you when a suitable contract placement
becomes available.

e Bookings are usually offered by phone, but may also be confirmed by text or
email.

e Please let us know clearly and promptly whether you can accept or decline the
work.

e Only accept contracts that you can realistically travel to, complete in full, and are
suitable for your skills and experience. It's always better to decline a booking
upfront than to accept it and later realise you can't attend.

e Before accepting a booking, please consider:

- The location and travel time

- The start time and dates

- The type of work required

- Whether the contract fits your personal circumstances

¢ Note: on rare occasion, clients may cancel bookings up to two working days in
advance. If this happens, we will do our utmost to rebook you on an alternative
contract.
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