





Emp Number (if available in QlikView Casual Directory)

Date 

Personal and Confidential
<NAME>
<ADDRESS>


Dear <FIRST NAME>

Flexible Worker – Terms of Assignment

I am pleased to confirm the offer of ad-hoc work with the University of St Andrews with effect from <START DATE> until <END DATE>. 

This statement lists the terms and conditions applied to your period of engagement with the University as a Flexible Worker. The terms of your assignment are set out below. This is not an employment contract and does not confer any employment rights on you (other than those to which you are entitled to as worker for the duration of the assignment). Nor do these terms impose or imply any “mutuality of obligation,” i.e. the University is not obliged to provide future work, and you are not obliged to accept future offers of work other than the duties required for this assignment. 

This assignment does not confer any service-related benefits or continuous service with the University.

This offer is conditional upon confirmation of your identity and eligibility to work in the UK under the University’s right to work process. The right to work check must cover the entire duration of this assignment. You must not undertake work under the terms of this assignment until your right to work has been fully evidenced. 

DELETE IF NOT REQUIRED
In addition, this offer is conditional upon you having or obtaining a PVG (Protection of Vulnerable Groups Scheme) certificate that is acceptable to the University. An application form to join the PVG Scheme is attached for completion and return to <PVGRETURNTO>

This is a temporary assignment and will automatically terminate once the available work has ceased. Should you choose to accept this assignment you must agree to comply with the terms expressed in this letter of assignment.

You are entirely free to work for or provide services to any other organisation, or to do work on your own behalf, during any periods/hours when you have not agreed to undertake Assignments for the University. Equally, you are free to continue to perform work or provide services for another organisation during the period of any Assignment providing that doing so does not conflict with your performance of this Assignment. 
 
[image: UStA_Foundation_BK]
If you consider that your other commitments may impact upon your ability to perform this assignment you must alert the University before accepting this offer.
______________________________________________________________________________
Human Resources, Walter Bower House, Guardbridge, St Andrews, Fife, KY16 0US, Scotland
T: +44 (0)1334 463096 E: hr.general@st-andrews.ac.uk 
W: www.st-andrews.ac.uk
The University of St Andrews is a charity registered in Scotland, No: SC013532
Information provided within this communication is available in Alternative Format upon request.
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Type of Work
Please select the type of work to be carried out from the below table:

	Job Title
	Standard Rate of Pay
	Type of work for this assignment (please select/tick all appropriate options)

	Clerical
	Grade 1 point 7
	

	Assistant Demonstrator
	Grade 4 point 17
	

	Lead Demonstrator
	Grade 5 point 23
	

	Tutor
	Grade 5 point 23
	

	Research Assistant
	Grade 5 point 23
	

	Lecturer
	Grade 6 point 30
	

	Invigilator
	Grade 2 point 10
	

	Chief Invigilator
	Grade 3 point 16
	

	Telephone Campaign Caller (Development only)
	Various
	

	Ambassador
	Grade 1 point 7
	

	Sports Coach/Fitness Instructor (Sports Centre only)
	Various 
	

	Cleaner flexible worker hours
	Grade 1 point 7
	

	RBS (Residential & Business Services) Catering
	Grade 1 point 7
	

	RBS (Residential & Business Services) Housekeeping
	Grade 1 point 7
	

	Support AUT (if rate requested for support work required does not fall under standard list of options online it is an authorised/agreed rate)
	Various

	


	Academic AUT (if rate requested for academic work required does not fall under standard list of options online it is an authorised/agreed rate)
	Various
	



 The standard rates of pay for flexible workers can be found here.

Please attach any additional authorisation required for an authorised/agreed rate to be used for this work, please see the guidance document for further information.
 
You should use this rate(s) in the Remuneration section below.

Period of Engagement
This assignment would start on <DAY DATE> in the School/Unit of <NAMESCHOOL/UNIT> and, unless terminated early by the University, would end on <END DATE> with no need for notice. This agreement bears no right for you to receive any further assignments from the University following that date. 

You shall not take any annual leave during the period of assignment.

Place of Work
Your normal place of work is <ADDRESS>

OPTIONAL – DELETE IF NOT RELEVANT
 You may be required to work at <ALTERNATIVE ADDRESS>

Line Manager
For the duration of this assignment, you will report to <LMNAME>, <LMJOBTITLE>

Remuneration
£<RATE> per hour (Grade X point Y).
Hours are paid by timesheet submission monthly, in arrears based on the timesheet cut-off dates, on the second last working day. In addition, a further 12.07% shall be paid with your salary as rolled up holiday pay.
Cut off and payments dates can be viewed here.

Hours of Work 
It is anticipated that your working days will be <WORKING DAYS> and daily working hours will be <DAILY WORKING HOURS>. Please note this is an estimation and not a guaranteed number of hours for payment, your actual hours worked will be recorded weekly and submitted monthly for payment. 

Your hours and/or days of work may vary, for example if you work on a rota system. We will endeavour to communicate changes to your working days and hours as soon as reasonably practicable, giving reasonable notice. 

Holiday Entitlement
You are entitled to the equivalent of 5.6 weeks’ annual holiday, including bank holidays. Holiday entitlement is calculated at 12.07% of your hourly rate. This is paid to you monthly, along with your salary payment in lieu of holiday. You will not be entitled to take holidays during this assignment, unless otherwise agreed with your line manager.

Pension
If you are over aged 22 and below State Pension Age, and currently earn over an agreed minimum per month, by law, the University must automatically enrol you into NOW: Pensions. However, you can elect to opt out. For more information, please refer to the Pensions webpage - http://www.st-andrews.ac.uk/staff/money/pensions/

Absence and Sick Pay
[bookmark: _vk9hv67tuksj]If you are absent from work for any reason, you must inform <ENTER CONTACT NAME> by telephone <TEL NO> or email <EMAIL> within one hour of your agreed start time. 
You must inform you line manager when you are fit to return to work.

Subject to eligibility requirements set out in legislation from time to time, you may be entitled to be paid Statutory Sick Pay (SSP) if you are not able to work due to sickness or injury (‘incapacity’) during this assignment. Please contact Pay and Pensions for further information on your eligibility to claim SSP. You are not eligible for the University’s sick pay scheme.

Other statutory leave
Subject to eligibility requirements set out in legislation from time to time, you may qualify for the following statutory leave, some of which may be paid at the statutory rate:

Maternity
Adoption
Shared Parental
Paternity
Parental Bereavement 

Please contact Pay and Pensions for further information on your eligibility to claim these benefits.

For avoidance of doubt, as you are not an employee of the University, you will not be entitled to any benefits or any paid leave other than those specifically set out in this letter.

Probation
There is no probationary period associated with this assignment. 

Training
[HoS/Unit to complete relevant training requirements below, delete if not applicable]

You are required to complete [list compulsory training courses that the university will pay for, for example induction training]. You will be paid for the hours required to complete this training.

Notice Period
The University may end this assignment by giving you statutory notice, e.g. one week for assignments of 1 month or more duration.

The notice you are required to give to end this assignment is one week, after one complete month of work.

Grievances
Any concerns or grievance you have regarding your work environment, the conduct of your colleagues should be reported your Head of School/Unit in the first instance for resolution, if resolution is not reached you should refer the matter to Human Resources. 

Disciplinary and dismissal
There are no disciplinary procedures in place for Flexible Workers. If any concerns are raised regarding your conduct, these will be investigated and addressed with you by your line manager. 

Confidentiality
During the period of this assignment, you may have access to and be entrusted with confidential information. In respect of all such Confidential Information. You may not at any time (expect in the proper performance of our duties, and then only to those who need to know such information) or afterwards (otherwise than with the prior written consent of the University of as required by law) use or disclose any Confidential Information to any third party. 
 
You should also ensure that all notes, memoranda, and other records (including those stored on computer software) made by you whilst providing services to the University belong to the University and should be handed over to it upon request and in any event, at the end of this assignment. 

Other Policies and Procedures
During the period of this assignment, you ae required to abide by the following policies regarding behaviours at work. These can be found here, on the Human Resources web pages, unless otherwise stated. These polices are available in alternative format if required. 
· Equality Statement  
· Health & Safety Policy (http://www.st-andrews.ac.uk/media/environmental-health-and-safety-services/H&S-Policy-2017.pdf) 
· Data Protection Guidance (http://www.st-andrews.ac.uk/dataprot/)
· Use of e-mail and IT Policy  (http://www.st-andrews.ac.uk/staff/policy/computer/)
· Dignity and Respect at Work Policy
· Gender-based violence (including Sexual Misconduct)
· Personal Relationships at Work Policy

Tier 4 Visa Holders*
Please note that if you are working under a student visa (Tier 4), you are responsible for ensuring that you do not exceed the statutory limits e.g. 20 hours per week during term time and 40 hours during the vacation period. You must provide a copy of your weekly hours worked to each School/Unit you have accepted assignments from. Any breach of these conditions may result in your visa being revoked. 

Timesheets
[bookmark: _Int_6z7LiCKY]Timesheets should be submitted on a monthly basis* for the work undertaken by you. Completed timesheets should be submitted to your manager for processing prior to the cut-off date listed on the webpage below. Time sheets can also be obtained from this webpage: https://www.st-andrews.ac.uk/hr/payandpensions/timesheethome/. 

*Unless you are a Tier 4 student who is required to submit a weekly timesheet to the relevant School/Unit and Human Resources. 

Accepting this assignment
Please note that there is no requirement on you to accept this assignment. If you do wish to accept this assignment you must let me know by completing the attached form and returning it to me by [DATE] for processing. However, once you accept this assignment you are expected to complete the assignment in full unless you wish to resign from this assignment.

Personal Details
Should you accept this assignment, you must check that your personal details, such as contact details, bank details, equal opportunities, are up to date in HR Self Service. These details will be used to process your pay and therefore it is important that you ensure that these details are accurate and up to date.

If you do not have a current record in HR Self Service, please complete the attached Personal Details Form and submit to <CONTACTNAME> prior to the Flexible Worker contract cut-off date published on the HR web pages.

Access to HR Self Service (payslips/future address) 
If you wish to make an address change via HR Self Service or print historic payslips/P60s for future reference, your Self-Service account will remain active until your last working day.  Thereafter, if you are unable to access any pay related documentation, please contact the Pay and Pensions Team by email at  salaries-cc@st-andrews.ac.uk.

Data Protection
The data that the University collects about you, during your working relationship with the University, will be held, electronically, for the purposes of the administration and management of its staff and for compliance with applicable laws, procedures, and regulations. 

For full details of all the purposes of processing and the associated legal basis, please see the University’s legal basis for the processing of personal data can be viewed here on the University’s privacy and data protection web pages.

If you have any queries, please do not hesitate to contact me on <CONTACT DETAILS>

Yours sincerely



Head of School/Unit/Designated Officer


To be completed by the Flexible Worker: 
	Do you hold any other role with the University 	
	Choose an item.
	ID Number (if applicable)
	Click or tap here to enter text.
	Are you a current student at the University?
	Choose an item.
	Student matriculation number (if applicable)
	Click or tap here to enter text.

		
I hereby understand and accept the offer of this temporary assignment and agree to abide by the terms stated herein. 

I understand that by signing this acceptance I am certifying that all the information provided by me in the context of my application for temporary work is to the best of my knowledge and belief correct and complete. I understand that it is my responsibility to inform the University immediately of any change to my circumstances, which may affect this engagement.

If you are a Tier 4 visa holder, signing this letter confirms that you understand that it is your responsibility to adhere to working restrictions applied to you. You confirm that during term time periods, you will not exceed the restrictions on working hours, and you acknowledge that during the vacation periods, you can work full time hours (36.25 per week in the University) if the terms of your visa allow you to do so. You understand and accept that should you violate these terms; your visa may be rescinded by UKVI. Please see https://www.ukcisa.org.uk/Information--Advice/Working/Tier-4-work for further information


Signed: ......................................................................		Date: ......................... 
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