Casual Workers - Letter of Understanding
Important information

Under the Immigration, Asylum and Nationality Act 2006, it is a criminal offence for an employer to engage individuals whose immigration status prevents them from working in this country. This means that when recruiting a casual worker it is essential that recruiters undertake document checks before the individual commences work in order to ensure that they have the right to work in the UK.

Please read the “Engaging Casual Workers - Right to Work in the UK” for further details.
For more comprehensive information please refer to the “Right To Work In The UK - Guidance For Managers”.

 [To be printed on Imperial College Letter Headed Note paper]
Casual Workers - Letter of Understanding
1.
This letter of understanding is between: 

Imperial College London (“the College”) of [insert relevant address]

and 

[Individual's name and address].
2.
The services to be carried out 

[brief description of services]
3.
Place of work 

[insert work address].  However, the College may choose to offer you work at any of its other campuses in London.
4.
Start Date

Your engagement, as set out within this contract, will commence on [insert date].
5.
Hours 

The nature of the work covered by this contract is casual and intermittent. There is no obligation on the College to offer you work and, where work is offered, there is no obligation on you to accept it. 

6.
Pay 

Your rate of pay will be £XX per hour.

7.
Holidays 

You are entitled to holiday in accordance with your statutory rights. The College will pay you an additional percentage of their normal hourly rate of pay as payment for your entitlement to statutory annual leave; this will be paid at the rate of 12.07%.
8.
Status and Liability 

The parties agree that you are not an employee of the College and that nothing in this letter is intended by the parties to render you an employee of the College and you agree that you will not hold yourself out as such.

You agree that you are not entitled to benefit from or participate in any policies, schemes or other arrangements which exist for the benefit of employees of the College.

9.
Sickness, etc

If you have accepted an offer of work but are subsequently unable to work the hours agreed (for example, due to sickness), you should notify [insert name of individual] as soon as possible. 

As is set out at 6 above, you will only be paid for work actually carried out and will not be entitled to any payment should you be unable to work any agreed hours due to sickness or for any other reason.

10.
Safety

When you are working, you are expected to adhere to the College’s safety procedures.  A copy of the College’s Safety Policy can be obtained from [insert name of individual].
11.
Confidentiality 
It is a condition of your engagement that you must preserve the confidentiality of any personal and/or sensitive information which is made available through the course of your work, whether directly or indirectly. This applies to information about current or prospective staff or students, and applies to information about any person with whom contact is made during the course of your engagement.

12.
Intellectual Property
You hereby assign to the College all existing and future intellectual property rights (including, without limitation, patents, copyright and related rights) and inventions arising from the services carried out for the College. You agree promptly to execute all documents and do all acts as may, in the opinion of the College, be necessary to give effect to this clause 12.

You hereby irrevocably waive all moral rights under the Copyright, Designs and Patents Act 1988 (and all similar rights in other jurisdictions) which you have or will have in any existing or future works.
Notwithstanding the above, the College waives its claim to copyright in any teaching materials, textbooks and research publications (save where such works have specifically been commissioned by the College or are copyright protected works arising from research such as computer software, databases or other copyright materials with commercial potential). In these circumstances you may publish these works to your own benefit. The College will automatically receive an implied worldwide royalty-free licence in perpetuity entitling it to use all such materials for the purpose of research and teaching by the College itself, in all media. It is your responsibility to make any publisher, or any other party interested in the publication of such materials aware of this licence. 
13. 
Data Protection 
You are expected to comply with the principles contained within the Data Protection Act 1998 and with the College Data Protection policy. The College will collect, process and store personal information/data manually and on computers in order to exercise its rights or obligations which are conferred or imposed by law.
14.
Ending the Arrangement

As the College is under no obligation to offer you work and as you are under no obligation to accept work offered to you, the parties may end the arrangement at any time without notice.  

However, as a matter of courtesy, the College will try where possible to inform you should it no longer wish to offer you work and you are asked, albeit not obliged, to inform [insert name of individual] should you no longer wish to accept work from the College.

I have read, understand and accept the terms set out above. 

Signed [individual]: . . . . . . . . . . . . . . . . . . . . Date: . . . . . . . . . . 

Signed [College]: . . . . . . . . . . . . . . . . . . . . Date: . . . . . . . . . …..
