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Conditions of Employment for Casual Staff 


1
A casual appointment is made for a specific reason:

a)
to provide cover during the absence of a permanent employee on a very short term basis


b)
to provide additional effort during a short period of exceptionally high activity.


c)
where there is a very irregular, intermittent need for the hours to be worked.

Therefore by its very nature, a casual appointment is temporary and for a limited short period.

2
Wherever possible the length of a casual appointment is specified in the initial letter of appointment and no further notice of termination of the appointment will be given. However, if the need for the casual appointment ceases before the date specified (eg: the permanent employee returns to work), or the person is unsuitable then one hour's notice (or if the person has already worked for four week's then one week's notice) of termination will be given by the University. Staff wishing to leave before the end of the appointment are required to give the University at least one week's notice.

3 Staff on casual appointments are not eligible for occupational sick pay from the University. They may qualify for Statutory Sick Pay. Therefore, staff who are unable to attend work MUST comply with the absence procedure outlined in the leaflet "Absence from Work and Sickness Allowances". 

4 You are eligible to join the University's pension scheme if you so wish, if your contract of employment is for 3 months or more.  If you wish to join you must inform Human Resources who will send you an 'Opt In' form to complete and arrange to begin making the relevant contribution deductions from your pay. If you do not positively elect to join the scheme you must contribute to the State's additional pension scheme which is included in the National Insurance Contributions. 

5 Staff on casual appointments will only receive payments for the public holidays and the two extra-statutory holidays assigned to the Christmas closure, if they are contracted to work the working days before and after the holiday. (Paid concurrently). 

6 Staff on casual appointments are eligible for "paid leave" in proportion to the actual length of the appointment ie: one twelfth of 25 days (or pro-rata entitlement in hours for staff that work part time) for every completed calendar month of service. Annual leave may only be taken in arrears by arrangement with the immediate supervisor. Staff who are prevented by management because of the needs of the service or because of absence due to ill-health from taking their full entitlement will receive payment in lieu. 

7 Wherever possible the duration, duties, hours and rate of pay for the casual appointment are outlined in the initial letter of appointment. However, the immediate supervisor will specify the detailed working arrangements of the appointment (ie: starting/finishing times and duties). 

8 A "Timesheet for Casual Appointment" MUST be completed each month and submitted to the immediate supervisor for verification and the authorising signatures. The timesheets must be received in the Payroll Section of the Finance Department by the published deadline for payment to be made at the end of the month (otherwise payment will be delayed for another month).
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