📝 ACTS Scotland CiC – Sessional Worker Agreement
Date: [Insert Date]
Between:
ACTS Scotland CiC (“the Organisation”)
and
[Name of Sessional Worker] (“the Worker”)

1. Purpose
This Agreement sets out the terms under which the Worker provides sessional support to ACTS Scotland CiC.
The aim is to ensure clarity and fairness in line with UK employment law and HMRC guidance.

2. Role
The Worker will provide the following services:
[Example: Deliver Employability Skills Development sessions for young people aged 16–25; prepare materials; support participants during workshops.]
The role may involve evening or weekend sessions as agreed.

3. Duration
This Agreement begins on [start date] and will continue on a sessional basis until [end date or “until terminated by either party”].
Each session offered and accepted will form a separate engagement.

4. Payment and Expenses
OPTION A – PAYE Sessional Worker (Employee/Worker)
· You will be paid £[rate] per hour/session/day] through ACTS Scotland CiC payroll.
· Tax and National Insurance will be deducted at source.
· You will be entitled to holiday pay based on statutory accrual.
· The organisation will reimburse pre-approved, evidenced expenses (e.g. travel) in line with the Volunteer & Staff Expenses Policy.
OPTION B – Self-Employed Sessional Contractor
· You will be paid £[rate agreed] per session/day/hour] upon submission of a valid invoice.
· You are responsible for your own Income Tax, National Insurance, and pension contributions.
· You confirm you are registered with HMRC as self-employed and will provide a Unique Taxpayer Reference (UTR) if requested.
· You may claim and invoice for pre-approved, reasonable expenses incurred while delivering agreed sessions (with receipts).

5. Status of the Agreement
· This Agreement does not create an employment relationship beyond the terms set out.
· You are not entitled to sick pay, redundancy pay, or other employee benefits unless covered under PAYE.
· Acceptance of sessional work does not guarantee future engagements.

6. Responsibilities of the Worker
The Worker agrees to:
· Deliver sessions to a professional standard;
· Maintain confidentiality of participants and organisational information;
· Adhere to ACTS Scotland CiC’s Safeguarding, Health & Safety, and Data Protection policies;
· Report any concerns to the Programme Lead or Safeguarding Officer.

7. Responsibilities of the Organisation
ACTS Scotland CiC will:
· Provide a safe and supportive working environment;
· Supply necessary resources, materials, and guidance;
· Provide clear schedules and expectations in advance;
· Pay agreed fees or wages promptly after each session (or on invoice approval).

8. Termination
Either party may end this Agreement with [one week’s] notice in writing.
The Organisation may terminate immediately in cases of misconduct, breach of policy, or safeguarding concerns.

9. Insurance
· The Organisation maintains Public Liability and Employer’s Liability insurance.
· Self-employed sessional workers are advised to hold their own Professional Indemnity or Public Liability insurance if delivering specialist content.

10. Confidentiality and Data Protection
You must treat all personal information about participants, staff, or volunteers as confidential and handle it in accordance with UK GDPR and the Data Protection Act 2018.

11. Safeguarding
The Worker must have a PVG membership (Protecting Vulnerable Groups Scheme) appropriate to their role and comply with ACTS Scotland CiC’s Safeguarding Policy at all times.

12. Acceptance of Terms
By signing below, both parties confirm they have read, understood, and agree to the terms of this Agreement.
Signed for ACTS Scotland CiC:
Name: ___________________________
Position: ________________________
Signature: _______________________
Date: ___________________________
Signed by Sessional Worker:
Name: ___________________________
Signature: _______________________
Date: ___________________________

