


CASUALS APPOINTMENT LETTER 

Post Number:	«REF»

Private & Confidential

<<NAME>>
<<ADDRESS>>

<<DATE>>

Dear <<NAME>>
Casual Staff Appointment

I am pleased to offer you a position as a << Role>> in the << School/Directorate>> from << Date>>.  You will be paid for any hours you work at a rate of £<<hourly rate>>.  Your hours of work will be by arrangement with your line manager.  

Please note that as this is a casual appointment the University has no obligation to provide you with work and you have no contractual obligation to make yourself available for work.

If you hold a Tier 4 visa you are permitted to work a maximum of 20 hours per week (this includes paid or unpaid work at this or any other organisation), except during vacation periods when full time hours may be worked.

You are entitled to holidays on the basis that you accrue 1 hour entitlement for every 8.3 hours you work.  You are required to submit a timesheet (form CAS4) to claim payment for any hours worked. Payment will be paid monthly by credit transfer into your bank or building society account. 

Please complete and return the enclosed forms CAS2 (personal details) and CAS3 (bank details) to me as soon as possible. You must provide a P45 or P46 and a DSS certificate of reduced/no liability (if applicable).

[bookmark: _Hlk180661594]This offer is also subject to you providing evidence of your right to work in the UK before you start work with the University. In most cases we will just need to see your passport, however, please read the enclosed list of ‘Identification required under the Immigration, Asylum and Nationality Act 2006’. If you are unable to provide one of these documents, please contact me to discuss. You will not be allowed to start work until you have produced these documents. You must take these documents to People Services, 2nd Floor, Simon Building, Brunswick Street.

Confidentiality
In the course of your engagement, you may be exposed to information about the University and its subsidiaries, suppliers, customers, students or employees which is confidential or is commercially sensitive and which may not be readily available to other organisations or the general public. 
You shall not, except in the proper course of your duties, either during this appointment or after its termination (however arising), use or disclose to any person, company or other organisation whatsoever (and shall use all reasonable endeavours to prevent the publication or disclosure of) any confidential information.  This includes (but is not limited to) financial information; details of employees, suppliers, customers or students and any information which you have been told is confidential or which you might reasonably expect to be confidential.
This will not prevent you from making a protected disclosure within the meaning of section 43A of the Employment Rights Act 1996.

[bookmark: _Hlk180661785]Data Protection
[bookmark: _Hlk180662462]The University will collect and process information relating to you in accordance with the Staff Privacy Notice which you are required to read. This can be found on 
You shall comply with the University’s Data Protection policy when handling personal data in the course of your employment including personal data relating to any employee, student, customer, partner, supplier or agent of the University. You will also comply with the Information Security Policy, Acceptable Use Policy - IT facilities and services and social media policy.
Failure to comply with the University’s Data Protection policy or any of the policies listed above will be treated very seriously and may, depending on the circumstances, amount to serious/gross misconduct leading to summary dismissal. 

Pension
Will auto-enrolment apply to me? Yes, if you are an Eligible Jobholder - which means that you: 
· Are between 22 years old and state pension age; and 
· Earn over £833 a month in the 2021/22 tax year; and 
· Are currently not in a pension plan. If you meet the auto-enrolment conditions at the first assessment, we’ll enrol you into NEST and let you know that we have done this. If you don't meet the conditions at the first assessment, we shall continue to assess you and, if you become an Eligible Jobholder at a later date, we shall then auto-enrol you. Alternatively, you may join NEST voluntarily at any time.
Pension information for Casual Employees
There are no other conditions of employment attached to this appointment.
Please sign the declaration below and return a copy of this letter to me with the requested documents.

Yours sincerely


Employing Manager

I wish to accept this position as a casual on the terms set out above.
I can confirm I have read, understood and agree to abide by the terms of this agreement whilst I am contracted to work on behalf of The University of Manchester. 
I also enclose the relevant completed forms and documents. 

Signature _________________________________ Date _____________________
Print Name _______________________________








Enclosures:

1. Approved CAS1 (this form shows that your position has been authorised by management and must be given to HR Services with the rest of your documents)
2. CAS2
3. CAS3
4. ‘Identification required under the Immigration, Asylum and Nationality Act 2006’ list
5. Pension information for casual staff



For office use only and kept on file: 
Division:	_______________________________________________________
Line Manager:	_______________________________________________________
Date started: 	_ _ / _ _ / _ _			Date left: 	     _ _ / _ _ / _ _
DP training needed? 	Y/N                             Date completed if necessary: _ _ / _ _ / _ _




