RENEWAL LETTER






Dear

I write to enquire whether or not you wish to remain on the list of potential workers who are prepared to undertake (designation) duties on a casual as and when required basis with effect from 1 April ...... until 31 March ........... Here are the details which would apply to any period of employment offered to you:
Job Title:



Click here to enter text.
Team/Division/Service:

Click here to enter text.
Choose an item.
Work Location:
You may work at any of the Council’s workplace locations relevant to the post.
Post ID:



Click here to enter text.
Post Grade:



Click here to enter text.
Hourly pay:



£ 


Optional statement:  If your basic hourly rate is below the living wage, you’ll be given a top-up to take your salary to £9.07 per hour. We review the living wage rate regularly and can change or remove it at any time.

Appointment Status:

Casual

We may contact you if any period of appropriate employment becomes available, however please be aware that we do not have to offer any employment and equally, you do not have to accept any offer

Under Working Time regulations, you will accrue annual leave entitlement against any time worked. This will be calculated as a percentage of hours claimed and displayed separately on your payslip.  You are not entitled to notice, paid sick leave (other than Statutory Sick Pay where applicable) or public holidays.
Please complete a timesheet for each period worked and submit this to your Manager for authorisation.  A supply of timesheets is available from your Manager.  You will be paid directly into your bank account through BACs on a monthly basis and your pay will be subject to appropriate National Insurance and Income Tax deductions.

Note: 
· Where PVG or Disclosure is required and the individual has lived abroad for a period of 3 months or more,  insert the following text: If you have lived abroad for a period of 3 months or more within the past year, you must notify your manager. Where this is the case, continued inclusion on this list is subject to satisfactory overseas criminal records checks.

· Where PVG Membership is required, insert the following text:  You must maintain a PVG scheme membership while in this post as it is exempt from the provisions of The Rehabilitation of Offenders Act 1974. If you don’t maintain this registration, you may be dismissed. Your PVG membership number will be held in your personal file.
You must conform to Service requirements in relation to Code of Conduct, Drug and Alcohol Policy, Smoking at Work Policy, Driving at Work Policy, Equal Opportunities Policy and Health and Safety (& any other Specified Service Rules e.g. confidentiality, data protection).  No other conditions of employment will apply.  

Please confirm whether you wish to continue to be included on the list of potential workers by signing the enclosed copy of this letter and returning it to <NAME>. 

As you are aware, the list of casual workers is subject to annual review.  If you have not undertaken a period of casual employment with the Council in the previous 6 month period, you will be automatically removed from the casual employment list.

May I take this opportunity to wish you every success if you are required to work within Falkirk Council.

Service Director/ Head of Service

I confirm that I wish my continued inclusion on the list of potential casual workers on the conditions outlined above.

Signed
.......................................................
Date
.......................................  
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