


OFFER LETTER OF ENGAGEMENT - CASUAL WORKER TEMPLATE


PRIVATE & CONFIDENTIAL 
Sara Wilson
Sara.Wilson@ggc.scot.nhs.uk


9th September 2022

Dear Sara,
Casual worker letter of engagement 
Following your discussion with Elaine Gardiner, I am very pleased to set out the terms and conditions on which you may be offered casual work with Diagnostic Imaging at Glasgow Caledonian University (the “University”).  The engagement is to undertake 6 hours (approximately) to carry out the assignment of GCU Occasional Lecturer/GCU Specialist Advisor between 28/09/2022 and 28/09/2022.   This letter supersedes any other discussions you may have had regarding your engagement at the University. If you no longer wish to be considered for casual work and/or your circumstances change during the assignment, you should inform the appointing manager as soon as possible.
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This offer of work will be treated as a completely separate engagement (an “Assignment”) from any other Assignment you may have had with the university in the past.  The terms of this agreement shall apply to each Assignment but there shall be no continuing contractual relationship between us after the end of one Assignment and before the start of any subsequent Assignment.  

Although you may have completed work for us before, it is entirely at the University’s discretion whether to offer you work and it is under no obligation to provide work to you at any time. The University reserves the right to give or not to give work to you at any time and is under no obligation to give any reasons for such decisions. There is no obligation for you to accept work on any particular occasion.

We may vary the terms of this agreement at our discretion.

Status
Your status at the University is that of a worker.  You have no further entitlement to benefits, payment or any other arrangements provided or operated by the University beyond those detailed in this letter.

You will not be our employee and at no time will there be any mutuality of obligation between us.

Rate of Pay
You will only be paid for the hours that you work.  Therefore, you will be paid following the submission and authorisation of a Casual Hours Form, one month in arrears on or about the last working day of each month by credit transfer into your nominated bank account.  The rate of pay will be defined by the appointing manager at the start of the Assignment, in line with the University’s guidance.  Your hours need to be approved by the appointing manager prior to you working with them.

If the University makes any over payment to which you are not entitled, it reserves the right to recover such overpayment by making a deduction from your pay.  This does not affect our rights to recover any amounts you owe us in any other way.

Holidays
You may accrue annual leave during an Assignment.  Annual leave is calculated on a pro-rata basis based on the full-time equivalent of 28 days' holiday per year (including all public and bank holiday entitlements), depending on the number of hours that you actually work.  Your holiday entitlement is therefore equivalent to 12.07% of the hours that you actually work, accruing at the rate of 1/12 of the full year's entitlement at the beginning of each month.    

At the end of each month, we will pay you in lieu of any accrued holiday pay.  

Right to Work Check
You confirm that you are legally entitled to work in the UK without any additional immigration approvals and agree to notify us immediately if you cease to be so entitled at any time.  Your engagement is subject to us receiving documentary evidence of your right to remain and to undertake paid work in the UK.  You must provide documentary proof of eligibility to live and work in the UK as part of the casual worker appointment process.  It is mandatory that this pre-employment Eligibility to Work in the UK check is carried out before any work is undertaken and non-compliance with this will result in payments being withheld. 

As a result you must show the University your passport (which we will then copy and return to you). If you do not hold a British passport, a passport from a country within the European Economic Area (EEA), or a passport from a non-EEA country which gives you the right to work in the UK, the University will need to see one or more additional documents. 

If your visa states any restrictions such as working a limited number of hours per week during term time, it is your responsibility to ensure that you adhere to this. This restriction relates to the combination of any work you may undertake for the University or elsewhere. 

Other conditions of engagement
Prior to starting work you must provide a copy and evidence of relevant qualification(s): A PVG Check may be required through Disclosure Scotland dependant on the type of work you are undertaking.  Please note it is mandatory that this evidence is provided before any work is undertaken and non-compliance with this will result in payments being withheld.

You confirm that you are able to accept each Assignment without breaching any legal restrictions on your activities, such as restrictions imposed by a current or former employer.
Statement of duties
This appointment is for a limited period.  If the University chooses to offer you any additional work we will provide you with details of the specific tasks via your appointing manager (or nominee), including the hours and duration of each Assignment and the place that the Assignment is to be carried out.

During each Assignment you will be responsible to the appointing manager (or nominee).

An Assignment may be terminated immediately at any time and without notice for any reason, at our discretion.

Sickness absence
Once an Assignment has been accepted, if you are unable to attend on a day that you have agreed to provide your services through illness you should notify the appointing manager as soon as practicable of the reasons for the absence and how long it is expected to last.  You must keep us informed about your absence, if it affects the Assignment, and the date you expect to resume your services to the University. 

If you satisfy the legally defined qualifying conditions, you may be entitled to receive statutory sick pay (SSP) at the prevailing rate in respect of any period of sickness or injury during an Assignment, but you will not be entitled to any other payments from the University during a period of sickness absence.

University Pension Scheme
As you are not an employee, you are not eligible for membership of our occupational pension scheme.  The University is legally obliged to administer pension automatic enrolment based on individual’s eligibility against legally defined criteria.  You may be eligible for auto-enrolment into a qualifying pension scheme.  Individuals meeting the criteria will be enrolled into either the Strathclyde Pension Fund or Scottish Public Pensions Agency (Teachers Scheme) dependent on the Assignment.  Information on auto-enrolment will be provided to all individuals meeting the set criteria.  Further details can be obtained from People Services.

Policies, procedures and guidance applicable to casual workers  
As a worker, you are required to adhere to and comply with certain policies, procedures and guidance which shall be notified to you from time to time, including (but not limited to) the University’s:

(a) Health & Safety policy guidance and  the provisions of the Health and Safety at Work Act 1974. Further details can be accessed from: http://www.gcu.ac.uk/peopleservices/informationforstaff/staffpolicies/
(b) Dignity at Work and Study Policy, details of which can be accessed from: http://www.gcu.ac.uk/peopleservices/informationforstaff/staffpolicies/
(c) IT regulations and policies, which can be accessed from: http://www.gcu.ac.uk/staff/it/itregulationspolicies/
(d) Data Protection Guidelines, details of which can be accessed from: http://www.gcu.ac.uk/dataprotection/index.html.

Any reference to “staff” in these policies, should also be taken to refer to you as a casual worker.  Any breach of a relevant policy, procedure or guideline may result in termination of your appointment.

Data Protection Legislation
The University will collect and process information relating to the Worker in accordance with the privacy notice which is held here: https://www.gcu.ac.uk/dataprotection/staffprivacynotice/

The Worker shall comply with the University’s data protection guidelines when handling personal data in the course of the engagement, including personal data relating to any employee, student, worker, contractor, customer, client, supplier or agent. The Worker will also comply with the University’s relevant policies and processes.  

Confidentiality
As a condition of your engagement, you acknowledge and agree that during the course of your assignment and thereafter you:

(i) will treat as confidential all Confidential Information which is obtained by or provided to you in the course of your work for us;
(ii) will not, except with the consent of the University, use or disclose any Confidential Information for your own or a third party’s purpose; and
(iii) will not cause any unauthorised disclosure of any Confidential Information

except as required by law or any regulatory body and without prejudice to the provisions of the Public Interest Disclosure Act 1998.  

These restrictions will apply indefinitely, other than in relation to any information which is made public (unless by your unauthorised disclosure).

“Confidential Information” means any information or matter made available to you or generated or recorded by you when working for us, whether relating to us or otherwise, including but not limited to any information relating to our past, present or potential future students, clients, customers and suppliers, employees, officers and other members of staff, products, services, contracts (including the fact of their existence and any and all of their terms), prices, finances, processes, procedures and other operations, plans and strategies, the affairs of the University Court and any other information which is marked as, or which you are otherwise informed is, confidential (or similar) or which you ought reasonably to otherwise know in all the circumstances is regarded as confidential by us. 

You are only permitted to make, use or copy any notes or memos relating to our business for the purposes of carrying out your services for us. Copyright in such notes or memos will belong to us.

Property
The right to Intellectual Property remains the property of the University upon leaving employment.

All documents (including any documents held electronically) which we provide to you, and any data or documents (including copies) produced, maintained or stored on our computer systems or other electronic equipment (including mobile phones), belong to us.

You will return any property and documents in any medium belonging to us or relating to our business when you are asked to do so and in any event at the end of each Assignment.   

You are personally responsible for all our property which you use or which is given to you including money which you handle, computer equipment and mobile telephone. You must take care of our property.  You will reimburse us for all losses suffered by us if property is lost or damaged (other than by fair wear and tear) as a result of your negligence.

If you have any questions about this offer please contact me at your earliest convenience. Otherwise, I should be grateful if you would confirm your acceptance of this offer as soon as possible.

If you wish to accept this offer of engagement, please sign both copies of the enclosed contract for services and return one to me within 7 days. 
Congratulations on your engagement and welcome to the University. 

Yours sincerely,



Diane Dickson, Head of Department, Diagnostic Imaging


I accept the above terms on which I may be offered casual work with the University.  


Signature  ......Sara Wilson............................                      Print ......SARA WILSON........................................... 


Date           13/09/22..................................... 

Address  9/3, 354 Meadowside Quay Walk………………………………

                    Glasgow …………………………………………

	      G11 6EE………………………..………………
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