Terms of Engagement as a Casual Worker

This document sets out the terms of your engagement as a casual worker at the University of
Southampton. Please read this document carefully before deciding whether to accept.

For the avoidance of doubt, engagement as a casual worker does not constitute or imply any
contract of employment between you and the University. There is no mutuality of obligation

whatsoever between you and the University. The University is not obliged to offer you work and you
are not obliged to accept any offer of work. Where the University offers you work, it does not give
rise to the presumption that the University will offer you further work. The University offers to
engage you as a casual worker on the terms set out below.
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“Engagement” refers to the period during which you are available to render services to any
part of the University.

“Assignment” refers to individual periods of work you complete for a single or multiple Hiring
Manager(s). Each offer of work which you accept will be treated as entirely separate and
severable. The Terms of Engagement shall apply to each Assignment but there shall be no
relationship between the parties after the end of one Assignment and before the start of any
subsequent Assignment.

“Hiring Manager” refers to the person, department, section, services, group or body of the
University requiring your services.

The University’s address is: The University of Southampton, University Road, Southampton,
SO17 1B.J.

Conditions of Engagement

This offer of Engagement as a casual worker is subject to you providing satisfactory
documentary evidence of your right to work in the UK, in line with current immigration
legislation.

Your details will be held by UniWorkforce as a registered casual worker and you will be issued
with a Casual Worker Permit detailing your right to work and any restrictions that may apply.
You must present your Casual Worker Permit to any Hiring Manager seeking to engage you for
casual work.

Failure to hold a valid Casual Worker Permit may invalidate your right to payment and affect
your eligibility for future work with the University of Southampton.

It is your responsibility to notify UniWorkforce immediately of any changes that may affect
your right to work or the restrictions that apply to you.

It is your responsibility to notify UniWorkforce immediately of any changes to your personal
details (including contact details) and changes to your original health declaration that may
affect your ability to fulfil an assignment.

You will provide your services at such sites as the University may reasonably require.

You will not be an employee of the University. The services you provide to the University are
on an ad hoc and casual basis. It is understood that you may regularly seek and undertake
work from other sources.

2.1

The start date of your Engagement as a casual worker will be shown on your Casual Worker



Permit.

2.2 Your Engagement as a casual worker will end automatically on the end date shown on your
Casual Worker Permit or after six months of inactivity, whichever is sooner.

2.3 Should you wish to extend or recommence a Period of Engagement you must contact
UniWorkforce.

3.1 Each Assignment carries no fixed hours of work. Your hours of work will vary depending on
the operational requirements of the University. The actual hours of work required for each
Assignment will be discussed with you at the point at which any work is offered.

3.2 If you work more than six hours in any one day you will be entitled to an unpaid break of at
least 20 minutes.

3.3 Whilst the University will try to give you as much notice as possible when offering work, there
is no obligation on the part of the University to provide such work nor for you to accept any
work so offered.

4.1 You will be paid at either:

4.2  An hourly rate appropriate to the casual work Assignment you complete; or

4.3  Asessional or daily rate per completed Assignment.

4.4 Rates of pay may vary between Assignments, dependent on the type of work each Hiring
Manager requires you to complete.

4.5 Rates of pay may be reviewed from time to time and may change as determined by the
University. You will be notified of any change to rates of pay.

4.6 Breaks are unpaid.

4.7 There are no enhancements for evening, weekend or public holiday working.

5.1 Payment is on a claimed time basis. You will only be paid for the authorised hours that you
work and claim for.

5.2 You will be paid monthly in arrears by credit transfer on submission of an authorised claim
form by the published payroll deadline.

5.3  You are required to submit claims in a timely manner and as close to the period in which each
Assignment was worked as is reasonably possible. In any event you must submit a claim within
three calendar months of the date of work.

5.4  You must maintain a bank account into which payment will be made and provide details of
this account to UniWorkforce. It is your responsibility to notify UniWorkforce of any changes
to your bank account details by the published payroll deadline.

5.5 Payments will be subject to the deduction of tax, national insurance and any other agreed or

lawfully required deductions, including the deduction of pension contributions where
appropriate. The University reserves the right to deduct any sums that are owed by you,
including any overpayments.
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You are entitled to the equivalent of 5.6 weeks’ (28 days) leave per year (pro rata depending
on hours worked) including all public holidays.

Holiday entitlement will therefore accrue at the rate of 12.07% of the total hours you work.

As the short-term nature of your casual Assignment(s) prevents the taking of paid holidays
during the Assignment, a supplementary payment in lieu will be made to you to recompense
your statutory paid leave entitlement by the end of each Assignment.

7.1

7.2

In the case of absence due to sickness, you should contact the Hiring Manager immediately so
that they can make alternative arrangements.

There is no entitlement to contractual sick pay. However, you may be entitled to statutory
sick pay if you meet the qualifying conditions. UniWorkforce will provide details on request.

8.1

8.2

The University is legally required to automatically enrol workers into a workplace pension
scheme and to make contributions to the scheme, if the worker fulfils certain criteria. The
University must also re-enrol any workers who have opted out of pension membership back
into a pension scheme every three years.

If you meet the qualifying criteria for automatic enrolment into a workplace pension scheme
you will be automatically enrolled into the National Employers Savings Trust (NEST). If you are
not eligible to be automatically enrolled into NEST you may still have the right to opt into the
scheme. Information about NEST is enclosed.

9.1

Your Engagement as a casual worker is not subject to any collective agreements. The terms
and conditions relating to this arrangement are as determined solely by the University.

You may not either during or at any time after the end of your Engagement with the University
disclose to anyone, other than in the proper course of your work, any information of a
confidential nature relating to the University, its funders, collaborators or its suppliers and shall
further not use any such information in a manner which may either directly or indirectly cause
loss to the University.
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If you are provided with any University property it is a condition of issue that this is returned
at the end of each Assignment. Failure to do so may result in the University pursuing recovery
of (or damages equivalent to the value of) any non-returned items (or any costs associated
with their non-return) or to make an appropriate deduction from your pay to reflect the value
of any items retained by you.

12.1

You will comply with the University’s policies, procedures and practices, observing any



12.2

12.3

12.4

relevant rules and regulations of the University to which attention has been drawn or which
you might reasonably be expected to ascertain.

In particular, your attention is drawn to the University’s Ethics, Health and Safety and
Computer Use policies, its Intellectual Property regulations and its guidelines on Consensual
Relationships, copies of which are available from UniWorkforce.

You will ensure that your services are carried out with reasonable care and skill to the
standard reasonably required by the University.

You will ensure that your conduct is not detrimental to the interests of the University.

13.1

13.2

The University may, without prior notice or liability, terminate this Engagement or any
individual Assignment at any time for any reason.

You may, without prior notice or liability, terminate this Engagement or any individual
Assignment at any time for any reason.
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