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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) _______________


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

You may be asked to work during (1) Monday to Friday or (2) Monday to Sunday  (circle which option applies).  
Either Where some/all hours of work are guaranteed:
Number of hours typically expected to work per working day 
______

Number of hours typically expected to work per working week 
_______
OR 

N/A (No guaranteed hours and hours determined solely by mutual agreement)  ________
Proposed total 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/). 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

Garda Vetting

Has the post-holder been Garda Vetted?
Yes
 FORMCHECKBOX 


No
 FORMCHECKBOX 

Not applicable 
 FORMCHECKBOX 

(This requirement applies to anyone who will have regular access to children and/or vulnerable persons in the course of their employment. 
A “child” means a person under the age of 18 years. 

A “vulnerable” person” means a person, other than a child, who (a) is suffering from a disorder of the mind, whether as a result of mental illness or dementia, (b) has an intellectual disability, (c) is suffering from a physical impairment, whether as a result of injury, illness or age, or (d) has a physical disability, which is of such a nature or degree as to restrict the capacity of the person to guard himself or herself against harm by another person, or that results in the person requiring assistance with the activities of daily living including dressing, eating, walking, washing and bathing.)
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. 
The University operates between the hours of e.g. 7am and 11pm, Monday to Sunday.  Your work schedule is variable and any guaranteed paid hours are as set out above.  Remuneration for work performed in addition to any guaranteed hours will be at the appliable hourly rate as set out above.  UCC will adhere to the notice requirements in s.17 of the Organisation of Working Time Act 1997 and will normally give you seven days’ notice of any hours of work, which are available to you. You have the right to refuse or accept these hours. The refusal of hours on your behalf will have no negative consequence on hours being offered to you in the future. Due to the occasional nature of the work schedule, UCC gives no guarantee that any hours will be offered on a regular basis.
2. Employees are obliged to sign this contract of employment.  
3. Your place of work will be the UCC Campus, Cork.   You may also be required, from time to time, to work at UCC's other places of business or/and the premises of such subsidiary companies, organisations or customer premises as UCC may require. You will be given as much notice of any change of place of work as is reasonably practicable
4. Payment is subject to PAYE, USC, PRSI (Class A) and all other statutory deductions (including pension autoenrollment) and employees are paid on a monthly basis in arrears via Paypath. Your pay reference period for the purposes of the National Minimum Wage Act 2000 shall be monthly. Employees who earn less than 150% (1.5times) the national minimum wage may request a written statement of their average hourly rate of pay for a period during the previous 12 months. 
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/). 
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. Public holiday entitlements will arise where the employee works 40 hours in the five weeks prior to the public holiday. 
6. In the event of absence from work you are required to contact your line manager before your scheduled start time. At all times UCC reserves the right to refer an employee to medical practitioner for an independent medical assessment. Paid Sick leave shall be in accordance with the Sick Leave Act 2022.

7. A probationary period of six months shall normally apply which may be extended at the discretion of the University. Termination of employment during the probationary period shall be at the discretion of the University The disciplinary procedure shall not apply to probationary employees. 
8. 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 their 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 People and Culture Department or please see http://www.ucc.ie/en/hr/policies/. 
9. The terms of the University’s Grievance Procedure applies to all employees (see http://www.ucc.ie/en/hr/policies/).
10. All employees are obliged to comply with current health and safety legislation/regulations. Employees have a duty of care to themselves and their colleagues and this includes adhering to specific obligations concerning their own health and safety and that of their colleagues in relation to their specific work area. Further information on this is available from [insert contact]. 
11. 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. 

12. This position is pensionable under the Personal Retirement Savings Account (PRSA) facility.  Details of this Scheme will be forwarded to you by the People and Culture Department on request/or alternatively, you can access information from the following website: http://www.ucc.ie/en/hr/pensions/.  Should you choose not to join the PRSA and make contributions, you will automatically be auto enrolled in My Future Fund, the state autoenrollment retirement savings scheme from 1 January 2026, provided you are between 23 and 60 and your combined wages from all your employments is more than €20,000. You may opt out from this scheme after six months. 
13. The University reserves the right to lay you off from work or reduce your working hours, where through circumstances beyond its control it is unable to maintain you in employment or maintain your hours of work. You will receive as much notice as reasonably possible prior to such lay off or short-time. You will not be paid during the lay off period. You will be paid only in respect of hours actually worked during periods of short-time. 

14. 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.  UCC’s data privacy notice is available https://www.ucc.ie/en/ocla/legal-infocomp/informationcompliance/dataprotectiongeneral/dataprotectionnotices/
15. Any mandatory training which UCC is required by law to provide to enable you to carry out the work for which you are employed shall be provided free of charge during working time and where possible during normal working hours. 

16. UCC reserves the right to make reasonable variations to the terms of this employment contract and to notify any such variations in accordance with the Terms of Employment (Information) Act 1994.  

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 Marketing and Communications.

Signature of Employee __________________________________________________ Date ____________

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