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POLICY  

1. Purpose and Core Principles 
 

1.1 The purpose of this policy is to provide a framework for the engagement of casual 
workers to undertake work within our University via our Student Services Job Shop.  This 
policy supports our employability strategy and framework by enabling students and 
alumni to gain valuable paid work experience.   

 

1.2 The Job Shop supports our students and alumni to increase their employment related 
knowledge and skills and encourages work based learning.  Casual workers’ 
assignments are normally for a maximum of 12 weeks which is consistent with the 
purpose of the Job Shop to solely meet short-term staffing needs and to facilitate 
opportunities for our University’s students and alumni to access employment 
opportunities. 
 

1.3 This policy also enables our University to address short term staffing resource needs 
and maintain an effective service to our customers.   
 

1.4 The accompanying procedure provides information on the application of this policy and 
outlines the processes to be followed when the need for engaging a casual worker 
arises. 

2. Scope 
 

2.1 This policy and procedure covers the engagement of casual workers to undertake work 
within our University via our Student Services Job Shop.  A separate policy exists for the 
engagement of agency workers (who are engaged via an external agency/supplier). 

 

3. Responsibility 
 

3.1 This policy will be promoted by our Student Services Job Shop and Human Resources.  
Advice and guidance on the application of this policy and procedure will also be provided 
to managers and casual workers by our Student Services Job Shop in the first instance.  
The Job Shop may seek advice from Human Resources.   
 

3.2 All managers involved in the engagement of casual workers are responsible for 
implementing and adhering to this policy and procedure. 

 

4. Review 
 

4.1 This policy and procedure will be monitored on an annual basis and reviewed a minimum 
of every three years or sooner, in light of legislative changes and organisational 
requirements as appropriate. 
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PROCEDURE 

5. Appointment of Casual Workers 
 

5.1 Prior to engaging a Casual Worker through our Student Services Job Shop, managers 
should explore the possibility of using existing staffing resources. 

5.2  The Job Shop maintains an active register of individuals who are interested in obtaining 
casual work. To register, individuals must be students or alumni (graduated within the 
last 5 years) of our University and must be at least 18 years old.  The Job Shop also 
ensures satisfactory references have been obtained and undertakes checks associated 
with the eligibility of individuals to undertake work in the UK in accordance with the 
requirements of the Asylum and Immigration Act (2006) and related statutory 
requirements.   

5.3 Approval to engage a casual worker must be obtained in advance in all cases, prior to 
any individual being engaged on a casual basis.    Non-compliance with this requirement 
for approval in advance may lead to immediate notice to terminate the contract pending 
correct approvals.    

5.4    A casual worker may be engaged to cover specific work/role for a maximum period of 
up to 12 weeks.   

5.5 Casual workers must not be used to cover any long-term vacancies such as maternity 
leave or secondments.  Instead managers should instigate ‘Vacancy Review Panel 
(VRP)’ processes to seek approval to fill any such vacancy.  Information on the roles for 
which a Casual Worker can be engaged is provided in Appendix 3.   

 

5.6 In particular, casual workers must NOT be used for: 
 

 Cover for part-time lecturers/visiting lecturers 
 Maternity cover or cover for other long-term absences 
 Long term vacant posts/secondments 

 
5.7 Existing part-time employees (who are also students or alumni of our University) wishing 

to take on additional hours through the Job Shop are able to register as a casual worker.  
However, any individual doing so must ensure they are working in accordance with the 
‘Working Time Regulations’, and must not work more than 37 hours per week in total at 
our University.     

 
5.8 Registered casual workers are only eligible to apply for internal vacancies whilst 

undertaking casual work within the University. In such instances, an application can be 
submitted by a casual worker for any internal vacancies advertised and the application 
will be considered in accordance with our University’s Recruitment & Selection policy 
and procedure. 
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6 Assigning Casual Workers 
 

6.1 Managers should complete the ‘Casual Worker Approval Form’ (Appendix 1) and submit 
this to the Dean/Director of the School/Service (or nominee) for initial authorisation and 
then to the Job Shop.  Failure to provide an authorised approval form through the Job 
Shop in a timely manner will result in a delay in assigning a casual worker.  If the Job 
Shop is unable to provide a suitable casual worker within the required timescales, the 
manager will be notified.  In such cases Human Resources will be able to provide further 
advice and a manager may also wish to consider requesting approval to engage an 
Agency Worker (see separate policy and procedure on Engagement of Agency 
workers). 
 

6.2 The Job Shop will only assign casual workers and process payments, following full 
completion of approval processes, for a maximum period of a total of 12 weeks.  This is 
to ensure that any longer term requirement for staffing resource is considered through 
the Vacancy Review Process and progressed through standard recruitment and 
selection processes as is appropriate.  
 

6.3 The Casual Workers Claim Form (Appendix 2) should be fully completed by a Casual 
Worker and authorised by the appropriate manager before being submitted to the Job 
Shop for payment on a weekly basis, following the previous week’s work.  Original forms 
should be forwarded to the Job Shop for processing.   

 
6.4 The Job Shop will not process any payments for Claim Forms, if a fully authorised 

Casual Workers Approval Form is not available. 
 

7 Requirement for additional staffing resource beyond 12 weeks 
 

7.1 Should a manager anticipate a need for staffing resource beyond a period of 12 weeks, 
the Vacancy Review Process should be instigated immediately in order to seek approval 
to fill the vacancy through our University’s Recruitment & Selection processes.   
 

7.2 Managers should note that the Job Shop is not authorised to process payments for 
Casual Workers beyond a period of 12 weeks, unless specific authorisation has been 
provided by the Director of Human Resources.  
 

8 Ending Assignments 
 

8.1 Casual workers should be informed of the end date of their assignments by the manager, 
in line with the period approved on the Casual Worker Approval Form and the Casual 
Workers Terms of Engagement. 
 

8.2 Should there be a need to end an assignment earlier than anticipated, managers should 
notify the casual worker and the Job Shop that the casual worker is no longer required.   
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9 Rates of Pay and Entitlements 
 

9.1 All casual workers should be appointed on the relevant fixed casual pay rate, according 
to the type of work being carried out for each assignment, (see University pay scales).  
The corresponding hourly rate is payable for all hours actually worked (lunch breaks will 
not be paid). 
 

9.2 All casual workers are paid holiday pay as an additional element to the basic hourly rate 
and this is paid at the same time as pay for each hour worked.  
 

9.3 In addition to holiday pay, casual workers will also be entitled to Statutory Sick Pay (SSP) 
and Statutory Maternity Pay (SMP) in accordance with the criteria for receipt of these 
payments. 
  

10 Roles & Responsibilities 
 

10.1 The following responsibilities apply in relation to the application of this policy and 
procedure.  

 
10.1.1 Managers 

 

 Ensure that the engagement of any casual worker is in accordance with this policy; 
 Should seek approval prior to engaging a casual worker through completion of the 

Casual Worker Approval form; 
 Should hold regular meetings with the casual worker to clarify expectations and 

provide any necessary support; 
 Instigate the Vacancy Review Process immediately if there is the potential for the 

need to have coverage for a post/additional work for a period longer than 12 weeks; 
 Take responsibility for the Health & Safety of casual workers in accordance with 

our University’s Safety, Health and Wellbeing Policy; 

 Must not continue to engage the services of a casual worker beyond a period of 12 
weeks, without specific authorisation to do so from the Director of Human 
Resources; 

 Ensure that effective monitoring processes are in place locally to ensure 
compliance with this policy and procedure. 

 

10.1.2 Job Shop 
 

 Liaison with the manager should any anomalies arise with completed Casual 
Worker Approval Forms and resolve these, prior to a casual worker being assigned 
and/or any payments made; 

 Ensure the appropriate rate of pay is identified, in accordance with pre-determined 
Casual Rates of Pay and provide guidance to managers on appropriate rates of 
pay, in accordance with role duties; 

 Ensure that no placement of a casual worker is extended beyond a 12 week period, 
without specific approval from the Director of Human Resources; 
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 Ensure appropriate checks are undertaken (references/DBS etc.) and documents 
obtained (for example confirming permission to work in the UK) prior to the 
registering of any individual on the Job Shop register of Casual Workers; 

 Issue all casual workers with the Terms of Engagement for Casual Workers;  
 Periodic monitoring of hours worked by casual workers to ensure compliance with 

the Working Time Regulations.  
 

10.1.3 Human Resources  
 

 Provide advice to managers who identify a need to cover additional work or a 
vacancy on a short-term/casual basis; 

 Ensure advice is provided about approval from the Director of Human Resources, 
if the need for the staffing resource is anticipated to go beyond a 12 week period; 

 Provide guidance to managers on appropriate rates of pay, in accordance with 
role duties. 
 

10.1.4 Casual Workers 
 

 Must complete and submit claim forms/timesheets to the Job Shop, in accordance 
with set deadlines, ensuring that they are signed and fully authorised by the 
appropriate manager; 

 Claim forms/timesheets must be submitted on a weekly basis, covering the 
previous week’s work; 

 Casual workers must provide documentation to the Job Shop which demonstrates 
that they have appropriate permissions to work in the UK.  

 

11 Related Policies and Documentation 
 

Recruitment & Selection Policy & Procedure 
Engagement of Agency Workers Policy and Procedure 
Safety, Health and Wellbeing Policy 
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APPENDIX 1 

CASUAL WORKER APPROVAL FORM 

To:  Job Shop 
 

New Request 

 
From: 

   

Extension of Existing Booking * (see below) 

Original Start Date: ____________ 

Date:     

 
 
Details of Proposed Assignment  
 
 
Reason for requiring a Casual Worker: 
 
 
 
 
 

Please note that only a limited number/type of roles can be covered through the use of a casual 
worker, with fixed accompanying hourly rates of pay.  No variations to this will be accepted unless 
specific approval from the Director of Human Resources has been obtained in advance. 
 
Proposed Role: 

 

 
Hourly Rate: 

 

 
Specific Role Requirements:       

 

 
Essential Equipment to be used: 

 

Employability skills that will be gained through 
this assignment (e.g. communication skills) 

 

*Please note that it is our University policy that any short term need for staffing resource is 
covered through the use of a casual worker for a maximum period of a total of 12 weeks. No 
extensions beyond this period are permitted without specific approval from the Director of 
Human Resources.   
 
Managers are strongly advised to instigate VRP processes at the earliest opportunity to seek 
approval if there is any possibility of the need for staffing resource beyond a 12 week period.   
 
Date Casual Worker is Required From (week 
commencing Monday or actual date if not full 
week): 

 

 
Proposed End Date (week ending Sunday or 
actual date if not full week): 

 

 
Number of Staff Required: 

 

 
Number of Hours (Approx.) Required Per Week 
(maximum 37): 
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Authorisation/Costing Information 

 
School/Service SBC code which should be charged 
(e.g. AA): 

 

 
Staffing Project code (e.g. 3210):   

 

 
Work location: 

 

 
Contact Name/Ext within the School/Service:  

 

 
Name and Job Title of Dean/Director (or nominee): 

 

 
Signature of Dean/Director (or nominee): 

 

Please return fully completed form to the Job Shop  

PLEASE  NOTE  THAT  THIS  FORM  WILL  NOT  BE  PROCESSED  BY  THE  JOB  SHOP  WITHOUT  FULL 
AUTHORISATION AND SIGNATURES AS REQUIRED ABOVE  

 

 

 
For Job Shop use only 

 
Candidates Name: 

 

 
Pay Reference/New: 

 

 
Appointment set up/Change input by: 

 

 
Date: 

 

 
Name of  Job Shop contact: 

 

 
Signature of  Job Shop contact: 
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APPENDIX 2 
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APPENDIX 3 

CASUAL WORKERS – ROLES 

 
 Cleaner / Porter / General Assistant 

 

 Hospitality Assistant / Campus Services Operative 
 

 Room Surveyor 
 

 Sales / Retail Assistant 
 

 Student Champion / Ambassador 
 

 Administrative Assistant ‐ Level 1* / Receptionist 
 

 Events Assistant ‐ Level 1* / Food Services Operative 
 

 IT Assistant 
 

 Library Assistant 
 

 Administrative Assistant ‐ Level 2* / Secretarial Assistant 
 

 Events Assistant ‐ Level 2* / Hospitality Coordinator 
 
 

*Level 1 involves general administration/reception duties, level 2 includes PA duties and/or banner 

or technical duties. 

 

Details of Casual Worker rates of pay are available as part of the University Pay Scales on the Pay 

and Reward webpage https://www.leedsbeckett.ac.uk/staffsite/services/human‐resources/working‐

here/pay‐and‐reward/payroll‐information/ 
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APPENDIX 4 

PROCESS FOR ENGAGING CASUAL WORKERS 

 

Requirement for a casual worker arises 

Manager discusses requirements with Job Shop 

Manager completes the Casual Worker Approval Form 

and submits to the Dean/Director (or nominee) 

for authorisation and then to the Job Shop to 

initiate the process for engaging a casual worker. 

Manager notified by Job Shop of the name and start date of the casual worker 

On first day, manager carries out induction and, where applicable, takes casual worker to The 

Hub for logins and staff card when working on a long term assignment 

Manager informs Job Shop of any changes to the work that the casual worker is undertaking 

 

Requirement for casual worker or approval period comes to an end 

VRP approval given to fill post on 

a temporary or permanent basis 

(or create a new post) 

Manager liaises with the Job 

Shop to confirm the end of the 

assignment 

VRP 

approval 

not given 

Casual worker given notice 

(usually 1 week) of end of 

assignment by the manager/Job 

Shop 

Standard Recruitment and 

Selection process instigated 

Manager also initiates the VRP process if 

anticipated need for staffing resource 

is beyond 12 weeks

Director  of  HR  approval  to 

extend  casual  worker  for 

specified period  
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