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INTRODUCTION – PRINCIPLES
The University is committed to fair employment and will only use casual worker/hourly paid arrangements
where these are appropriate and in line with the definitions and parameters set out in this document. More
generally the University is committed to engaging all those who work for it on the most appropriate contract
and for the avoidance of doubt, the University does not use zero-hours employment contracts.
This Guidance is applicable to all casual and ad hoc hours appointments made in the UK or for work to be
carried out in the UK. For our overseas campuses, please consult the relevant HR Manager for advice on
local laws and procedures.
The University may use casual worker arrangements in the circumstances set out in Part 1 below.
Individuals working under such arrangements will be free to accept or decline any work offered and the
University is not under any obligation to offer work. However, when doing so, as much commitment as
possible will be given to individuals, setting out the likely levels of work that may be available.
The University is committed to providing its post-graduate students with the opportunity to contribute to
the work of the University by carrying out tutoring or demonstrating as part of their early career experience.
Such work will typically be offered on a casual worker basis.
Except in the circumstance of providing short-term cover, the University will not use casual arrangements
to fill regular established positions which would otherwise be offered on a standard employment contract,
be it either fixed term or open-ended, part or full time.
Prior to scheduling any work on a casual basis, the appropriate internal authorisation must be obtained and
a full Right to Work check must be conducted by either a trained local administrator or a member of the HR
Directorate. Where individuals are working under the terms of a Visa, these must be understood and
followed. If in any doubt advice should be obtained from the HR Directorate prior to work being scheduled.
Offering and scheduling work without the appropriate authorisation and checks puts the University at risk
and may result in action under the University Disciplinary Procedures.
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PART 1 – CASUAL WORKERS
Introduction
The purpose of this Guidance is to set out a consistent approach to the engagement of short-term casual
workers across all Schools and Services and which complies with appropriate legislation.
Prior to engaging casual workers, managers must first discuss the requirements with the HR Directorate to
determine if this type of worker arrangement is appropriate.
The university occasionally requires engaging temporary staff to deliver specified pieces of work that may
be:
• very short-term in duration
• ad hoc as a need arises
• no ongoing defined hours but a one-off piece of work to complete
• occurring periodically but very short-term in nature
• low numbers of hours linked to supporting undergraduate teaching (e.g. demonstrating/tutoring)

As a rule of thumb, work which is temporary and relatively ad-hoc, less than 7 hours per week (0.2 FTE) may
be offered and paid for on a casual worker basis. The only exception to this may be to provide short-term
cover for a critical role due to sickness or resignation. However, such arrangements should still be shortterm in nature and any extended period of cover should be offered on a fixed term employment basis.
Casual and ad hoc hour’s engagements are defined by law as “workers” and are therefore entitled to
certain benefits such as holiday pay and in some circumstances, access to a pension scheme. See section
3 for further information and guidance on how to calculate pay and holiday pay
When to use Casual/ Ad Hoc Hours Engagements
If the work to be carried out falls into one of the following categories, an offer of hours on a casual
engagement basis is likely to be appropriate.
•
•
•
•
•

Offer of work under 7 hours per week for a short period of time.
Discrete pieces of work for a specific period of time or ad-hoc hours which will be offered
occasionally
One-off pieces of work e.g. 3 days (21 hrs) over 2 weeks which is unlikely to be repeated or 4 hrs per
week over 7 weeks (28 hrs).
A flexible agreement which guarantees some work for a discrete and finite period of time but where
a minimum number of hours cannot be guaranteed
Occasional ad hoc work with irregular time commitments, paid for each piece of work undertaken
e.g. student helpers for open days.

It is usually the case that a minimum or average number of hours is offered for each occasion and the hours
are claimed for payment via timesheet. All timesheets must be approved by the hiring manager before being
processed.
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Note. Some individuals may request to be paid via invoice and without the deduction of tax. It is highly
unlikely that such an arrangement will be appropriate for roles supporting the day to day work of the
University. Advice should be sought from HR/Payroll who will work with the hiring manager/administrator
to carry out appropriate Employment Status Checks via HM Revenue and Customs. Even if they were to be
paid via invoice it remains likely that the individual should be classed as employed for tax purposes and any
payments
made
via
payroll
accordingly.

Table 1: Examples of the type of work that may be carried out by casuals and/or on an ad hoc hours
basis
Learning & Teaching Support
Demonstration & tutoring/teaching
assistance
Delivery of specified teaching modules
Delivery of one-off lectures
Invigilating
Marking Exam Papers, conducting vivas
and external examiner duties

Professional Services Support
Conference and special events catering
Student Ambassadors/Graduation Choir/Student Helpers
Staffing phone lines for, e.g. Development & Alumni events
Library Shelf Stacking

Any work offered must be paid at the appropriate hourly rate for the role. Generic role descriptions are
available for the roles most commonly offered on this basis and advice should be sought from Reward team
for help at reward.wellbeing@hw.ac.uk with regard to the appropriate rate for other roles. (see Part 2
below)
Examples of the type of work that should not be carried out by casuals or on an ad hoc hours basis is work
as follows:
• More than 0.2 FTE (i.e. at least 1 day per week) for any extended period,
• Maternity/paternity/adoption/shared parental leave cover
• Long-term sickness absence cover
• Backfill for secondments (whether within HWU or to an external organisation)
• Research work associated with a Grant unless genuinely ad-hoc in nature
• Work that would otherwise be filled by an employee i.e. a job even if temporary in nature.
The default position is to employ the individual on a fixed-term contract of employment for the specified
period. Full employment terms and conditions will apply. See the Fixed Term Policy and Fixed Term
Procedures for further detail. Approval for recruitment and employment on fixed term contracts must be
obtained via VMG following the Hiring Manager raising a request on iRecruit and by following standard
recruitment practice: https://intranet.hw.ac.uk/ps/hrd/recruitment/Pages/home.aspx. Similar approval
must also be obtained to cover a role with a casual worker for long term sickness or to cover gaps prior to a
vacancy being recruited. In most cases such circumstances will result in a fixed term employment contract
being offered.
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Summary of Key Points to consider when engaging casual and ad hoc hours staff
• Prior to offering any work on a casual basis approval must be sought from the budget holder and
appropriate procedures followed (see Part 3 below)
• There is no obligation on the part of the University to offer work to any casual worker either on a
one-off, continuing or repeat basis.
• There is no obligation on the individual to accept the work offered on each occasion but if it is
accepted, the individual must perform the work in person.
• Learning and Teaching engagements must be appointed from the Approved Tutor, Approved
Teacher, Approved Demonstrator and Approved Marker lists held by Academic Registry.
• Right to Work checks must be carried out prior to work starting and any visa restrictions in terms of
hours worked or type of work to be carried out must be observed
• All work, whether a one-off payment for a discrete piece of work or based on a number of hours
over a period of time, must be submitted via a timesheet to Payroll to be paid on a PAYE basis
• Payment for work must be on the basis of equal-pay-for-work-of-equal-value. The hourly rate must
be at least equivalent to the National Living Wage and match the appropriate rate for similar (like)
roles within the University as per the agreed casual rates of pay (see section 2). If the work cannot
be identified from the casual workers rate table, please contact a member of the Reward team for
help at reward.wellbeing@hw.ac.uk
• If an individual has previously worked for Heriot-Watt University but left under a Settlement
Agreement for any reason, they are normally prohibited from re-engagement as an employee or
casual worker for a period of 5 years. Contact HRHelp@hw.ac.uk to check if this clause applies to an
ex-employee.

PART 2 – HOURLY PAY RATES AND JOB DESCRIPTIONS
GENERIC JOB DECSCRIPTIONS
Grades and generic job descriptors for casual work is as follows and can be amended locally to suit other
casual work of a similar nature and grade: <links to be inserted with JD’s attached>
Learning & Teaching Support
• Teaching
• Tutor
• Demonstrator
• Student Helper

Professional Services Support
Student Helper/ Graduation Choir
Conference and Special Events Catering
Library Shelf Stacking
Staffing Phone Lines
Staffing Phone Lines

Further role descriptors are being developed
AGREED HOURLY RATE
The rate of pay appropriate for the work
Rates of pay for the work offered must be consistent with the University’s current pay and grading structure
and grading standards. As a minimum the National Living Wage must be adhered to for all roles.
All staff engaged on a casual basis will be paid at the entry level of the relevant grade. Incremental rises do
not apply to any worker engaged on a casual basis who has undertaken work for the university over several
years. The hourly rate of pay will increase in line with the annual uplift applied to the national pay spine.
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It's recognised that there may be a need to offer some work at a higher hourly rate but to protect the
integrity and fairness of the University pay systems, prior to offering an hourly rate above the minimum of
the appropriate grade, advice should be obtained from a member of the HR Reward and Wellbeing team.
Agreed Rates and allocation of hours
All work must be offered on the basis of a number of hours and not as a fixed fee for a piece of work. The
number of hours offered should therefore make an allowance for tasks such as preparation and marking. It
is recognised that this may vary but the guidance below is provided to ensure a fair and transparent
framework within which all departments are expected to operate. (See Table 3)
Table 2 below outlines the list of agreed rates payable for casual work which should be applied at all times.
Please note that all prep, marking and administrative time will be payable at the same rate applicable to the
type of work being undertaken i.e. teaching staff will be paid the same hourly rate for any time spent on
prep, administration, tutoring or marking.
➢ Teaching & Tutorial Staff - For hourly paid colleagues engaged in learning, tutoring and graduate
teaching related activities, this includes being paid agreed appropriate time for preparation,
administration and marking in addition to their teaching or class contact time.
The table below provides guidance regarding the amount of time which should be applied to a range
of teaching/tutoring and teaching support related activities for which payment should be processed
at School/Service level accordingly.
For Learning and Teaching activities, the agreed grades and level descriptors for Teaching Assistant
and Assistant Professor should be followed. Grade 8 is the maximum salary level payable on the
basis that the higher grade requires responsibilities for course leadership, which are not appropriate
for casual or ad-hoc hours teaching commitments.
The maximum salary will also apply to former employees of Heriot-Watt University who are reengaged to carry out specified teaching duties, regardless of the grade or salary on which they were
employed at the time of leaving the University. Hence a former Professor (or Professor of a different
institution) should not typically be paid at a Grade 10 level for carrying out ad-hoc tutoring or
marking cover which would otherwise be offered at Grade 7.
➢ Demonstrators – Payment for demonstrating related work and any other exceptional activities is
based on actual hours worked and the nature of this work does not normally involve significant
preparation, administration etc.
➢ For Professional Services roles, the hourly rate should match the nearest grade and level descriptor
to the work being undertaken. This will usually match a specific role or job description but if the
work required is only a part of a standard office or campus services role, please seek advice from
the Reward team for help at reward.wellbeing@hw.ac.uk, for the most appropriate rate to pay. In
all circumstances, at least the current National Living Wage (https://scottishlivingwage.org/) should
be paid.
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Specialist Skills and Market Supplements
There may be occasional circumstances where casual or ad-hoc hour’s staff with specialist skills and
knowledge are essential for the piece of work to be carried out. In such cases, and where the maximum
University rate is uncompetitive in a wider labour market, the University may consider paying market
supplements. Such arrangements should be discussed with the Reward team and will require the approval
of the Vacancy Management Group prior to offering or paying for the work in order to maintain equal pay
for work of equal value commitments. Such approval may be obtained via VMG email consensus. In all
cases the work must be offered as a number of hours which will then be shown on the individual’s pay slip.

Table 2: Grades/Hourly rates
Type of Work
ACADEMIC
Teaching Staff
Tutor
Scribe/Reader
Demonstrator/Lab Helper/Tutorial
Assistant
Student Helper
PROFESSIONAL SERVICES
Clerical Support

Hourly Rate of Pay / Equivalent Grade Entry Level*
Grade 7, Spine point 28
Grade 5, Spine point 16
Grade (pending Hera evaluation outcome, expect Grade 5)
Grade 4, Spine point 11
Grade 2, Spine point 4
Grades 2-4 depending on level of clerical activity

The HWU UK salary scales (with hourly rate included) can be found by clicking:
https://www.hw.ac.uk/services/docs/hr/policies/WEBCOPYAugust2019salaryscaleallpointswithhourlyrat.p
df
A 12.07% uplift is applied to each hourly rate for holiday pay, which is effectively paid in lieu recognising that
each assignment carried out may be the last one worked. This will be applied by payroll on receipt of
authorised timesheets indicating hours of work and hourly rate per activity. A calculation for holiday pay
should not be included in timesheets however Schools should include this in their budget costs for casual
workers.
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Table 3 Guidance on the allocation of hours for work carried out

Time Allocation
Contact time

Rate
All scheduled time for teaching or demonstrating should be paid at
the normal hourly rate i.e. as actual time.
Up to 30 minutes per hour of teaching/tutoring contact time is
payable for preparation relating to tutorials. It is also recognised
that such time may also be allocated to administration and/or
student support as well as preparation. It is important that
preparation time is reduced accordingly for repeat courses and
where little or no preparation may be required.

Preparation Time

Development
materials

Marking

of

Demonstrator roles do not typically require preparation time
however, if attendance in the lab is required ahead of the session
this time should be credited and claimed as actual time.
teaching The amount of time allocated for developing a lecture / course /
programme will vary but should be based on the local practice for
workload modelling. Time allocation may increase for development
of an entirely new syllabus or decrease for updating an existing
syllabus.
The allocation of such work to a casual worker and the level of
hours to be offered, must be approved in advance by the Head of
Subject/Budget Holder or relevant Senior member of Academic
Staff.
Time allocated for marking should be based on the average number
of scripts to be marked per hour and not on the actual time spent.
It is recognised that some individuals may take slightly more or less
time, but time should be based on the average.

Training/ Attending Meetings
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Scripts marked per hour may vary between disciplines and the level
of complexity involved i.e. basic assessment papers will require less
marking time than dissertations and subsequently an adjustment
should be made to the average time. Clear marking guidelines
should be provided and the hourly rate consistent across the
various Schools/Directorates.
Allowance should be made for attendance at department meetings
(typically paid in units of 30 minutes). Similarly, casual workers
should be paid if they are required to attend training courses. Class
based training should be paid at the standard hourly rate for the time
(usually in units of 30 minutes) whilst an average typical amount of
time should be allocated for on-line e-learning.
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Where the number of hours to be allocated is not clear advice should be sought from the Director of Learning
and Teaching and Head of Subject who are responsible for the fair and consistent allocation of time. The
Head of Administration should also be informed from a budgeting perspective.
PLEASE NOTE: All time spent on preparation/administration and marking duties should be agreed in
advance based on the work being allocated. Each activity should then be entered as a separate entry on
the timesheet alongside the actual contact time to assist in monitoring approved time worked.

Fixed-Fee Payments for Casual Work
A single “fee” may be paid as a one-off payment for casual work such as external examiners, where one
payment is made regardless of the number of hours worked. However, under HMRC rules, this payment
must also be shown on the timesheet and the payslip as hours.
Academic Quality and Payroll have agreed a “designated” hourly rate to be used purely for
timesheet/HMRC purposes:
External Examiners: Fee Structure

Number of Graduating Students
Examined (FTEs)
1-20

Fee

Hourly Rate

= No of Hours

£500

Grade 9, Sp 44

15.7

21-100

£750

Grade 9, Sp 44

23.6

101+

£1000

Grade 9, Sp 44

31.4

Chief External Examiners: Fee Structure

Number of Graduating Students
Fee
Hourly Rate
Examined (FTEs)
1-100
£1000
Grade 9, Sp 51
101-200
£1500
Grade 9, Sp 51
201-300
£2000
Grade 9, Sp 51
Plus £250 for every additional 50 students or part
Grade 9, Sp 51
thereof

= No of hours
27.5
41.2
55
6.9

Timesheets for External Examiners
When you put through a timesheet for an External Examiner where a set fee is payable, please use the
appropriate hourly rate of sp 44 or sp 51. Holiday pay (at 12.07%) is included in the above hourly rate and
no separate uplift will be applied. As with hourly rate payments, no holiday pay should be included in the
timesheet, payroll will administer the payment.
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You should apply a similar nominal rate for PGR External Examiners who are paid a set fee as their hours
worked will also need to show on their payslip and therefore a nominal rate which is inclusive of a 12.07%
uplift for holiday pay, as set out above will also need to apply.
If your School operates a different fee structure, the Director of Admin should contact Maggie King in
Academic Quality for further advice.
It is important to remember that it is the set fee that is constant; the hourly rate is a “false construct” for
HMRC purposes. If an external examiner works many more or many fewer hours than this hourly rate
might imply, the set fee and hourly rate does not change. It is very unlikely that the amount of time taken
to carry out the work will fall foul of the minimum wage. The hourly rate, which is inclusive of holiday pay
for HMRC purposes, where a fee is paid, the payslip will show this as two elements: holiday pay and fee
pay which make up the total value of the fee paid.
Annual Leave –Entitlement for Casual Staff
Casual Workers are entitled to the statutory annual leave entitlement, based on a pro rata of 28 days per
annum. The payslip should reflect the element of pay received as accrued holiday.
The annual leave hours accrued will be paid monthly or at the end of the engagement whichever is earlier.
No allocation for annual leave should be added to timesheets. This will be applied at payroll on approval of
completed timesheets and calculated at 12.07% of the total hours worked in each engagement or month.
Access to Pension Schemes
NEST is available to all casual workers who meet the Eligible Job Holder Criteria. For further details, follow
this link: https://intranet.hw.ac.uk/ps/hrd/REE/Pages/Pensions-at-Heriot-Watt-University.aspx

PART 3 - RECRUITING CASUAL WORKERS
The Head of School/Director of Service and the relevant Finance Manager are normally expected to approve
the use of their budget for this purpose. Such approval may be delegated but no offer of work may be made
without the appropriate approvals. Note that VMG approval is required to fill an established role with a
temporary casual worker arrangement.
If the role is not on the list of those typically offered on a casual basis advice must be sought from HR in
regard to both the appropriateness of the use of a casual arrangement and the appropriate grade for the
role. This should be done prior to advertising/recruiting for the work.

Engaging Students – Visa restrictions
As noted above, many such casual roles may be carried out by students. Students from overseas may have
strict limits on the number of hours they may work. Typically, those on Tier 4 visas must not work more
than 20 hours in any week, including any unpaid work.

Given the context in which casual work is offered and controlled (i.e. low numbers of ad-hoc hours) this
should not typically occur however these requirements must be adhered to at all times and any manager
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offering work to such students must ensure that fulfilling this work would not result in a breach of these
restrictions. The Student also shares in this responsibility, is required to complete a declaration form and
must not accept any work that would result in such a breach. Full details are set out in Part 3 below.

Offer of Casual Work to PhD Students
Where the levels of available work permit, all current PhD students should have the opportunity to
undertake teaching opportunities as part of their scholarship/career development opportunities. Students
will normally be in their second or third year of full-time study or third to fifth year of part-time study.
They will therefore normally have completed at least one year (full time or part time) of study by the time
teaching/demonstrating begins.
Schools will advertise tutoring / demonstrating work which is expected to be of interest
to current PhD students in at least the relevant Subject Area in order to give all eligible students equal
opportunity to apply.
The relevant job description for the casual work will normally be included in the invitation to apply, and
will be based upon the available generic job descriptions. Similarly, Professional Services will arrange for
work opportunities suitable for students to be advertised appropriately.
Each School/Professional Services Directorate will ensure that a fair and transparent selection process is
carried out for each role as per the University’s recruitment and selection guidelines and that candidates
are assessed appropriately to ensure suitability for the work being offered. The hiring manager must
ensure that full Right to Work checks are carried out by a trained administrator or member of HR prior to
any work being scheduled. Additionally, a standard letter of engagement should be issued indicating as far
as possible the level of work that is likely to be offered (See below).
Payment for work will be based on hours worked and in accordance with the hourly rates set out in table 2
& 3 above (see Part 2).
Multiple Assignments – Casual Workers on multiple assignments where hours per week are more than 7
will be monitored both for Tier 4 workers (as per below) and in general where longer hours may be impacting
work expected from PhD Students in terms of their other commitments.
Tier 4 Students
Tier 4 students may ONLY carry out a maximum of 20 hours per week during term-time of any and all
work. This includes students engaged on a 10-hour per week Warden contract, who may also be marking
and demonstrating, and others who may work elsewhere outside of the University. The 20-hour limit is
absolute and not an average and it includes unpaid work as well as paid work.
Please be mindful when allocating work in particular any that attracts a payment for prep and marking
time e.g. Teaching/Tutoring. For example, a 1-hour lecture where prep and marking time equates to 5
hours paid time, a Tier 4 student doing NO OTHER work in a week could only deliver 4 lectures before
being in breach of their visa.
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On confirmation of an offer of casual work
A New Staff Details form https://www.hw.ac.uk/services/docs/hr/policies/NewStaffDetailsForm.docx
should be completed and provided to the manager/administrator when the casual worker has not worked
at Heriot-Watt University before. A revised form should be completed if the casual has worked before but
any of their personal details, including address, bank or visa documents have changed.
The Right to Work and Qualifications documents should also be presented and checked – see sections below.
Carrying out Right to Work Checks
Under the Asylum and Immigration Act 2006, ALL offers of work, whether paid or unpaid, must not be paid
for, nor the work started until the employer has carried out the appropriate check to ensure the individual
has both the right to work in the UK and is eligible to carry out the work being offered. For further details
about how to carry out checks, see the guidance on Immigration and Eligibility to Work in the UK on the
HR website; also ensure the individual completes the appropriate form BEFORE starting the work:
• Declaration of Eligibility to Work in the UK - Casual Staff
• Declaration of Eligibility to work in the UK - External Examiners
• Declaration form for Tier 4 Students Undertaking Work or Voluntary Work at Heriot-Watt
University in the UK
The Right to Work check must be carried out by a trained administrator or member of the HR Directorate
and full documentation uploaded on to the iHR system along with the relevant declaration forms.
Note that if a casual worker is working in the UK but not at any of our campuses, a verification check may
be carried out over Skype but it MUST be done with the administrator/ HWU employee having the original
document/s in their possession and checking it against the casual worker via Skype. The original document
can then be scanned and signed and returned safely to the casual worker.

Qualifications
Prior to the work starting, the manager offering the work should ensure that the individual can demonstrate
s/he holds an appropriate qualification for the work in question, if such a qualification is required (for
example, Teaching Qualifications, Hygiene Certificates, etc.).
When offering learning and teaching work, the Tutor, Teacher, Marker or Demonstrator must be on the
University’s Approved List. For full details see the guidance on Academic Registry web-page:
http://www1.hw.ac.uk/quality/approved-teachers.htm

PVG (Protecting Vulnerable Groups) checks
If you believe that a temporary role may involve working with protected and/or vulnerable groups, whether
paid or unpaid, please discuss with the Recruitment team. They will clarify with you if a PVG check will be
required PRIOR to work commencing. The Protecting Vulnerable Groups (PVG) scheme is managed and
delivered by Disclosure Scotland.
Criminal Convictions

Revised October 2020

12

All necessary criminal conviction checks will be undertaken by HR prior to commencement of any casual
engagement.
When offering learning and teaching work, the Tutor, Teacher, Marker or Demonstrator must be on the
University’s Approved List. For full details see the guidance on Academic Registry web-page:
http://www1.hw.ac.uk/quality/approved-teachers.htm

PART 4 – TERMS AND CONDITIONS OF ENGAGEMENT
When offering work on a casual basis the Line or Hiring Manager offering the work must ensure that a
letter is issued to the individual being offered the work outlining the work on offer, the commitment
(expressed as full-time equivalent wherever possible), the length of the arrangement/requirement for
work and the associated remuneration including reference to the calculation for accrued holiday pay (see
Appendix A). A template letter is available here https://heriotwatt.sharepoint.com/sites/hrihrsystems/SitePages/Casual-Worker-Request-Form(1).aspx
Induction
The manager offering the work is responsible for ensuring that clear guidance and instruction is provided to
the casual worker along with any necessary briefing or training.
The manager offering the work should ensure that the individual is taken through emergency procedures
and basics for health and safety on the first day. H&S induction leaflets may be found here:
https://intranet.hw.ac.uk/ps/gls/safety/Pages/default.aspx
https://intranet.hw.ac.uk/ps/gls/safety/Pages/Contractor-Management.aspx.
Additionally, the manager should ensure that the individual has read and understood any risk assessment
in place, which is related to the work s/he is undertaking. For further help and advice on H&S matters,
please contact Safeguarding Services at HealthandSafety@hw.ac.uk
If the casual worker requires IT access as an essential part of the role, the manager should also ensure the
casual has read and understood the “IT Acceptable Use Policy” which can be found here:
http://www.hw.ac.uk/documents/it-communications-facilities-acceptable-use.pdf
Appendix A: Links to template letters to be inserted here
https://heriotwatt.sharepoint.com/sites/hr-ihrsystems/SitePages/Casual-Worker-Request-Form(1).aspx

*This guidance will regularly be reviewed and updated
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