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Hourly Occasional Staff 

contract of employment
School/Department _________________    Staff No. (if known ) _______________   Student No. __________________
Name _______________________________________________________________  PPS No. _____________________
Address _______________________________________________
Course/Module ___________________________
Start date of contract ____________________________
End date of contract ______________________________

Job Title (as per agreed UCC categories)   
(1) ________________ (2) _______________ (3) _______________


Rates of Pay (as per agreed UCC rates of pay)
(1) ________________ (2) _______________ (3) _______________

Proposed hours per annum (approx) _____________________________ Total Payment_________________________

Pay Arrangement:  Hourly Timesheet  FORMCHECKBOX 

Salaried  FORMCHECKBOX 
 
If  salaried, over how many months _________________

Objective grounds for contract  (please see Policy for Recruitment of Hourly Occasional Staff, 
( http://www.ucc.ie/en/hr/policies/). 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

Terms and conditions of Employment of Hourly Occasional Staff

1. Hourly rates are sessional in nature and do not refer exclusively to student contact time.  Proposed hours detailed above are envisaged but not guaranteed.

2. The above rates will be subject to National Wage Agreement increases as and when applicable.

3. The Organisation of Working Time Act 1997 limits the maximum average working week to 48 hours.  

4. Employees are obliged to sign this contract of employment.   Payment is subject to PAYE and PRSI (Class A) deductions and employees are paid on a monthly basis via Paypath.

5. Under the Organisation of Working Time Act 1997, an hourly occasional member of staff is entitled to annual leave at the rate of 8% of hours worked.   

6. When an employee is commencing employment with the University, a probationary period of six months shall apply which may be extended at the discretion of the University.

7. Dismissal procedure for the purpose of section 14 of the Unfair Dismissals Act, 1977 – 2001: the relevant terms of the University’s Disciplinary Procedure will be followed before a decision to dismiss an employee from his/her employment is taken.  (see http://www.ucc.ie/en/hr/policies/). The University’s policies, applicable to all employees, are available on request from the Department of Human Resources or please see http://www.ucc.ie/en/hr/policies/. 
8. The terms of the University’s Grievance Procedure applies to all employees (see http://www.ucc.ie/en/hr/policies/).
9. All employees are obliged to comply with current health and safety legislation/regulations.

10. The University reserves the right to terminate this contract prior to the specified date in accordance with the provisions of Minimum Notice and Terms of Employment Acts, 1973 – 2001. 

11. This position is pensionable under the Personal Retirement Savings Account (PRSA) facility.  Details of this Scheme will be forwarded to you by the Department of Human Resources on request/or alternatively, you can access information from the following website: http://www.ucc.ie/en/hr/pensions/ .
12. Membership of the Group Personal Accident Scheme shall apply to all employees, subject to the terms, exclusions and conditions of the insurance policy.  The salary quoted is subject to a deduction from salary at the rate of .06 of 1%.  Signature of the Occasional Staff Contract authorises deduction of same (see http://secretary.ucc.ie/). 
13. UCC will keep personal information on employees and provide such information only on a need-to-know basis as and when required.  All employees have the right to inspect such information and, if necessary, to require correction should such records be incorrect.  By accepting a job offer, employees expressly agree to our retaining such information which can include sickness and health records, ethnic origin, membership of a trade union and disciplinary matters, if any.
Confidentiality: There is a general obligation on all staff to respect the confidentiality of the business of the University.  If approached by the press or communications media for comment concerning the business of the University, staff should refer enquiries to the Office of Media  and Communications.

Signature of Employee __________________________________________________ Date ____________

Signature of Head of School/Department/his or her designate _________________  Date ____________
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