
 

Kushti Bok Engaging Consultants Policy 

A consultant is an external individual or firm contracted to provide specialised 

expertise, advice, or services to Kushti Bok on a temporary basis.This policy 

provides guidelines for engaging consultants effectively to support our mission 

and objectives, and serves as a framework to ensure transparency, 

accountability, and efficiency while safeguarding the interests of Kushti Bok. 

Exceptions to this policy may be granted under exceptional circumstances with 

the approval of the Board of Trustees. Engaged consultants will comply with all 

relevant laws, regulations, and Kushti Bok policies. 

Engaging Consultants Process 

1.​ Agree the need for consultancy support; how much budget is available (including 
cost of advertising if necessary); and when we need the work to be done by. 

2.​ Agree who will read the submissions and interview candidates (if we have 
decided on the need for interviews). 

3.​ Produce a Consultancy Brief document which includes: 
●​ A description of the agreed need for a consultant 
●​ The outputs we want the consultant to deliver 
●​ A desired timeframe for the activities to take place 
●​ A budget available for the work 
●​ A main contact who will receive submissions and act as project manager  
●​ A description of how we want prospective consultants to apply for the 

work (for example with a CV and two pages of text describing how they 
would carry out the work) 

●​ The deadline for submitting applications 
●​ A date for interviews if we are planning to interview prospective 

consultants 
4.​ Decide where the consultancy opportunity will be advertised and share the 

consultancy brief. 
5.​ Review submissions and interview if required.  
6.​ Appoint the consultant. 
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The Consultancy Contract 

A formal contract must be developed based on the consultancy brief outlining 
project scope, deliverables, timelines, payment terms, confidentiality agreements, 
and termination clauses. 

Payment terms will be outlined in the contract and adhered to strictly. 
Consultants may be reimbursed for reasonable and pre-approved expenses 
incurred during the course of their work. 

Contracts must be approved by the Chair and signed by the consultant and the 
Chair or CEO before the work begins. 

Managing the Consultant 

The named project manager will establish communication with the consultant 
and agree how and when communication will take place to support and manage 
the consultant in their work for Kushti Bok.  

Progress towards project goals and deliverables will be monitored regularly. Any 
deviations or concerns will be addressed promptly. Feedback mechanisms will 
be in place to evaluate consultant performance and ensure satisfaction with their 
work. 

In case of disputes or conflicts, Kushti Bok will seek to resolve issues through 
constructive dialogue and mediation.  

Upon project completion, a review will be conducted to assess outcomes, 
consultant performance, and value for money. 

Complying with Kushti Bok policies 

Consultants must adhere to ethical standards and practises consistent with 
Kushti Bok’s values.They will be given sight of all relevant Kushti Bok policies 
including data handling and secure storage; EDI; confidentiality; and privacy 
policies.  They will be required to sign a confidentiality agreement to protect 
sensitive information and data shared during the engagement.  
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