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Introduction:
Definition of a Casual Worker:

A casual worker is an individual who the Council directly engages from time to time, to undertake work of a short-term casual nature, ‘as and when’ the need arises.  A casual worker is not an employee of the Council.  In some departments casual workers are referred to as “relief staff”.   

An individual who undertakes casual work does not have entitlement to the contractual benefits that a Council employee is entitled to under a Contract of Employment, such as occupational sick pay and contractual annual leave.  A casual worker does have statutory rights, however, such as statutory sick pay (subject to meeting statutory qualifying conditions) and statutory paid holiday.
Any reference to ‘you’ relates to the manager responsible for engaging the casual worker. 

Principles and Responsibilities:
You are responsible for:

	Whom
	Responsibilities

	Manager
	Casual workers, are recruited solely on the basis that they meet the criteria outlined in the person specification, e.g. that s/he has relevant experience and qualifications, skill, aptitude and other objective criteria



	Manager
	All applicants for casual work should complete an application form  - applicants aged under 16 should be referred to HR for advice.


	Manager
	All appropriate documentation should be obtained from and in respect of each candidate, in accordance with the section entitled ‘Pre-engagement Screening’, prior to the casual worker starting work



	Manager
	All documentation is checked, copied as necessary, and retained in the event of a subsequent query, such as internal or external audit e.g. by the Home Office



	Manager
	Criminal Records Bureau Disclosure (where the casual worker will be working with children, young people or vulnerable adults).  Please note that a Disclosure should not only be taken up pre-appointment but should thereafter be obtained on an annual basis, in line with legislation governing obtaining Disclosures for Agency Workers



	Manager
	The terms of an offer of work are specified in writing.  Please note that any offer of work is provisional, as it is subject to you establishing that the candidate is suitable for the work offered.  Model – Offer Letter & Forms


	Manager
	All documentation in the Casual Worker Starter Pack is completed and sent to Human Resources - Resourcing.

	Manager
	The casual workers receives an induction and training for the job role, including any training that is necessary under Health and Safety legislation


Pre-engagement Screening:
Pre-engagement screening involves obtaining and evaluating information, as listed below, to establish whether an individual is suitable for the work s/he has been offered:

1. Proof of identity

2. Evidence that s/he has the legal right to work in the United Kingdom  

3. References about past performance, conduct and sickness absence

4. Information about any convictions, cautions, reprimands or final warnings that s/he has or any court cases that are pending

5. Evidence of professional qualification/s and registration (as necessary)

6. Pre-employment Health Questionnaire
7. Criminal Records Bureau Disclosure (where the casual worker will be working with children or vulnerable adults).  Please note that a Disclosure should not only be taken up pre-appointment but should thereafter be obtained on an annual basis, in line with legislation governing obtaining Disclosures for Agency Workers

8. Confidentiality Agreement (for use, for example, where the job provides access to information defined in the Data Protection Act as ‘sensitive’) 

For further information about checking a candidate’s suitability, please refer to the Council’s Pre-employment Screening Policy.
The Pre-employment Health Questionnaire you should use is outlined below:

	Form
	When to use


	HM 030
	All casual workers must complete this form



	HM 301 – Health Assessment Addendum
	Casual workers, working in safety critical roles, at heights, vocational driving or in confined spaces

Note: the casual worker must also complete the HM 030



	HM 302 – Health Assessment Addendum
	Casual workers, working with children, young people and vulnerable adults
Note: the casual worker must also complete the HM 030


Casual Worker’s Starter Pack 

For audit, records and pay purposes it is essential that Human Resources receive a completed Casual Worker Starter Pack from you to provide and / or confirm that:

· All appropriate pre-engagement documentation has been received 

· The documentation has been checked and you are satisfied that the individual is a suitable person to undertake the casual work that has been offered 

· Details of the post

· Next of kin (emergency contact)

· Bank / building society details

· Equalities and diversity monitoring information

You should ensure that Human Resources receive the pack and the pre-engagement documentation in good time, taking into account the Payroll deadline of 10th of the month.
Payment:
In view of the casual nature of the work there are no ‘normal’ hours of work and therefore payment cannot be paid via the normal monthly payroll.  The casual worker completes a timesheet and is paid monthly for any hours that s/he may have worked during that month.  The Council is under no obligation to provide further work, nor is the casual worker under any obligation to accept work that is offered.  

Induction:
All casual workers must receive an induction into the job role.  You are responsible for ensuring that casual workers understand the following:

· health & safety procedures

· equality in the workplace

· code of conduct

· performance standards

· what is required in order to perform effectively in the job role.

You are also responsible for identifying the training needs of the casual worker, and developing a suitable training plan.  You may find the Casual Workers Induction Checklist useful.  It is important to note that casual workers training must only relate to essential development to enable the individual to complete the job role.

Statutory Paid Holiday Entitlement:
In accordance with the Working Time Regulations 1998, workers have a statutory entitlement to paid holidays / leave.

The Council has a duty to ensure that casual workers take their paid holiday entitlement.  Workers should not be paid for their holiday entitlement.  It is important that the casual worker does not work for the Council during paid holiday.  This is to ensure that the Council is complying with the Working Time Regulations.

You must keep an up-to-date record of the hours each casual works, the leave that has accrued and when the leave is taken.   A spreadsheet is available on Enfield Eye for recording hours worked, calculating accrued leave entitlement and logging when leave is taken.

Casual Workers Accrued Holiday Guidance Notes


Casual Workers Accrued Holiday Form


Time taken off as holiday should be paid at the normal hourly rate of pay.

The casual worker does not have to take paid holiday on a day that s/he would ordinarily work.  For example, a casual worker who only works Saturdays, from time to time, may decide to take Tuesday as paid holiday and s/he should be paid for the Tuesday.

The holiday year for all existing casual workers will commence on 1 October and end on 30 September.

The holiday year for all newly engaged casual workers commences on the date they start working for the Council and ends exactly one year later.

You may establish your own start and end dates for the holiday year for casual workers, provided holiday accrual is monitored in accordance with these principles.

Casual workers should accrue holiday before they are permitted to take time off as paid holiday.

To ensure that casual workers are paid for holiday, the manager is to complete the Monthly Paid Additional Hours - Overtime Claim Form and submit it to Payroll using the email address on the form.

Casual workers engaged to work at more than one site 
In certain departments casual workers are engaged to work at various sites. This means that they are paid on a number of cost centres.  To ensure that holiday pay for casual workers is charged to the correct cost centre you should keep a record of hours worked at each site/ cost centre.

For example, Jack Jones has worked the hours listed below, week commencing 1 October at the following sites:

· Site ABC – 6 hours

· Site DEF – 4 hours

· Site GHI – 3 hours

· Site JKH – 5 hours

You will need to insert the hours Jack Jones has worked on the spreadsheet for each site/cost centre.

Rest breaks 
You should note that all workers aged 18 or over are entitled to: 

· 1 day's rest in 7 (or 2 in a fortnight)

· 11 hours' rest between working days

· A 20-minute rest break if the working day exceeds 6 hours (However, it is Council policy that all workers have a 30 minutes break)

· Health assessments for night workers 

· An 8-hour limit on night working in any 24-hour period.

Further information on the working time directive, including engaging young workers can be found in Directgov - Working time limits (the 48-hour week).

Regular Patterns of Work:
You should take care when engaging casual workers.  Workers must not be taken on to work regular patterns.  Casual workers should only be used on an ad hoc and as and when basis.

If a casual worker establishes a regular pattern of work for a period of 12 months or more, then s/he may acquire rights, for example, occupational sick pay, under employment legislation.  In the event of doubt or difficulty, please contact Human Resources for further information.

Conduct, Attendance and Performance:
Casual workers are not subject to the Council’s principles of managing Absence and Conduct, Attendance, Capability, or Grievances.

If there are issues regarding the performance of a casual worker, or a complaint is received you should consider the impact on service delivery and the team.  You will need to decide whether it is reasonable in the circumstances to continue to engage the casual worker.  It is not necessary to instigate any formal procedures to terminate the engagement.

However, if you think that the casual worker may have acquired employment rights you should contact Human Resource for advice before taking action.

If a casual worker makes a complaint about bullying or harassment this should be dealt with in accordance with the Dignity at Work Principles.
Notice:
No notice is required from either party to end any periods of engagement. 

Casual Social Workers:
You should note that if an incident occurs whilst a social worker is engaged as a casual worker there may an obligation to report this, as it may impact on the social workers’ registration.  Therefore, in the event of an incident, you must contact Human Resources for further advice.

Maintaining Up to date Records:
You should review any lists you have of casual workers on a regular basis, and complete a SAP Leaving Notification form in respect of any casual worker who was hired for a one-off event and / or who has not worked in the previous six months.  Please ensure that the casual worker receives full payment for any outstanding leave (this includes, payment for any hours of leave or part thereof that may be due).
The above action is also appropriate where the casual working arrangement is ending because the casual worker has been offered employment with the Council.

Please note that where, contrary to the principles that casual engagements are to be ad-hoc or short-term, a casual worker has already or is about to establish a regular pattern of working, for example, s/he has continually worked 3 days a week for a period of ten months, you should review the worker’s performance and discuss with Human Resources whether a permanent contract of employment is appropriate.

Engaging Casual Workers - Flowchart
 
















The need has arisen to cover specific duties, a project or seasonal work on an ad hoc basis – Casual Work





You should ensure that all applicants for casual work complete an application form
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Pre-engagement Screening Process





Proof of identity


Right to work evidence 


References about past performance, conduct and sickness absence


Information on criminal history if any


Evidence of professional qualification/s and registration (as necessary)


Pre-employment Health Questionnaire


Criminal Records Bureau Disclosure (this should also be undertaken on an annual basis)


Confidentiality Agreement























Obtain the following documentation as part of the Pre-engagement Screening process











You should check documentation and copy as necessary and retain in the event of a subsequent query





Complete all documentation in the � HYPERLINK "http://enfieldeye/downloads/file/5376/casual_worker-starter_pack" ��Casual Worker Starter Pack� and send to Human Resources - Resourcing








You should specify the terms of an offer of work in writing





(Any offer of work is provisional, as it is subject to you establishing that the candidate is suitable for the work offered)








Hours and Payment





There are no ‘normal’ hours of work and therefore payment cannot be paid via the normal monthly payroll.  The casual worker completes a timesheet and is paid monthly for any hours that s/he may have worked.





Induction





The casual workers receives an induction and training for the job role, including any training that is necessary under Health and Safety legislation
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