Belfast City Council

Terms of engagement

Civic Chauffeur (Grade 2)
Casual Post

Office of the Lord Mayor and Civic Engagement

Legal and Civic Services Department
_______________________________________________________________________________

Appointment
The recommendation for casual work will be made by the selection panel but will be subject to ratification by the director of the relevant department.

The relationship between the council and the casual worker shall not give rise to a contract of employment with Belfast City Council. 

The Office of the Lord Mayor and Civic Engagement Section may offer work where it is available however there is no obligation either on the section to offer work or on the individual to accept any work that might be offered.  Allocation of work is entirely at the council’s discretion.  If successful, your name will be on a register of individuals who agree in principle to carry out the work as detailed in the job description. 

Should your email address or your contact telephone number change after having submitted your online application form, it is your responsibility to log onto the Candidate Portal and update this information with your new contact details.
[bookmark: OLE_LINK1]
Job description: please refer to the job description for details of the duties of the post.
Employee specification: please refer to the attached employee specification for details of any experience which is required for the post. 

Remuneration
The salary will be determined by the council in line with that determined by the National Joint Council for Local Government Services, currently Grade 2, SCP 6, £13.4708 per hour plus an additional 12.07% to compensate for untaken leave entitlement, paid fortnightly by direct payment by the Bankers Automated Clearing System (BACS) to a bank or building society account of your choice.

Location
The casual worker will be based at Belfast City Hall but will be required to work at other locations throughout the UK and Ireland.

Pre-employment checks
Prior to taking up duty the casual worker must:
1. Enter into an agreement which sets out the main terms and conditions of engagement.
1. Provide evidence of the right to work and reside in the UK via a digital identity check via the council’s Digital Verification Service (DVS). To use this method, you will need to hold a current UK or Irish biometric passport or passport card. Individuals who are unable to provide evidence of their right to work and reside in the UK via this method, must inform the council and a list of any official alternative documentation will be made available to them. No temporary national insurance numbers can be accepted. 
1. Provide details of the bank or building society account to which your salary or wage will be lodged.
1. Pass satisfactorily a medical assessment by the council’s Occupational Health Service provider.
1. Complete a disclosure of family relationships form.
(f) Complete an Access NI Disclosure Certificate Application Form to enable an enhanced criminal record check without Children’s Barred List Check to be carried out by Access NI operating under the provision of Part V of the Police Act (1997) and subsequently pass this check. This post falls within the definition of ‘excepted’ employment as provided by the Rehabilitation of Offenders (Exceptions) Order (NI) 1979 as amended in 2014. Therefore all applicants who are recommended for appointment to an ‘excepted’ post within Belfast City Council must provide details in respect of all previous convictions including ‘spent’ convictions.  Any disclosed convictions will be taken into account only when the conviction is considered relevant to the post and will be seen in the context of the job, the nature of the offence and the responsibility for the care of existing client/customer and employees. When appointed to an ‘excepted’ post under The Rehabilitation of Offenders (Exceptions) Order (NI) 1979, as amended, you must bring to the attention of your line manager/departmental HR representative any cases pending, cautions, informed warnings, diversionary youth conferences, or any referral to the Disclosure and Barring Service as well as any convictions acquired throughout their employment. Failure to comply with this request can result in a breach of the terms and conditions of employment and may result in sanction or dismissal.  Any information will be dealt with confidentially and help is available.

Most, if not all, of the above pre-employment checks must be submitted online by the recommended for appointment candidate via the council’s Onboarding Portal within 10 working days or consideration will be given to withdrawing the recommendation for casual work and no formal offer of casual work will be made.

Council policies
You will be required to comply with all current and future council policies, procedures, guidelines, agreed working practices and any relevant collective shall apply when undertaking casual work. 

Please note, if you are charged with an act of criminal misconduct, whether on duty or not, you will be required to inform your line manager as soon as possible.  Being charged with a criminal offence is not, in itself, sufficient grounds for dismissal and in all cases the nature of the offence and the effect on the casual work relationship will determine the action to be taken in accordance with the council’s HR procedures.  

Conditions
The general conditions of service as prescribed from time to time by the National Joint Council for Local Government Services and by the council for its officers shall apply.

Service and hours of duty

The hours of duty will be on a casual basis depending on the operational requirements of the locations. 

The Office of the Lord Mayor and Civic Engagement Section may offer work where it is available however there is no obligation either on the section to offer work or on the individual to accept any work that might be offered.  Allocation of work is entirely at the council’s discretion.  The work concerned may be any of the duties outlined in the job description or a mix of duties during any period of engagement.

As a casual worker, you may not only decline to accept work offered but also indicate the days and times when you will and will not be available to work.  When you are offered work, you will be given as much notice as operationally possible to enable you to accept such work.  In the same way, it is expected that you will give as much notice as possible if you are no longer able to accept the work offered.

The hours of duty will be on a casual basis depending on the operational requirements of the office of the Lord Mayor, Protocol and Civic Engagement. 

Your name will be on a register of individuals who agree in principle to carry out occasional casual services.  You will be invited and may agree to accept such work.  Each time you agree to carry out the duties, it will be regarded as a separate engagement.  These engagements are terminable without notice from either party.

You will be paid only for the hours actually worked. No payment will be made to any individual providing this service should the work be cancelled to which you had been invited and had accepted work.

Annual leave
You will be entitled to 28 days leave per annum pro rata based on actual hours worked.  An additional percentage of 12.07% will be paid on top of the hourly rate to compensate for not taking the leave entitlement.  The appointee is required to provide four weeks’ notice in writing if they wish to revert to taking the leave rather than receiving the additional percentage payment.  If the appointee decides to revert to take their entitlement to leave, this entitlement will be calculated, on a quarterly basis in arrears, based on actual hours worked in the previous quarter.
 
Sick leave
There is no entitlement to sick pay.

Superannuation
You can opt in voluntarily to become a member of the Local Government Pension Scheme (Northern Ireland) LGPS (NI). However, casual workers will initially receive a notice of postponement in line with automatic enrolment provisions which means that you may be considered eligible under scheme regulations at a later date. The LGPS (NI) is administered by Northern Ireland Local Government Officers’ Superannuation Committee (NILGOSC) (www.nilgosc.org.uk).

Travel
A vehicle will be provided to carry out some of the duties of the post.

Uniform
Uniform clothing will be issued by the relevant department.  The wearing of such uniform clothing will be a pre-requisite of engagement and it must only be worn whilst on duty.  Only in exceptional circumstances will items be replaced. All items of clothing and other issued equipment will remain the property of the relevant department. Facilities for changing and storage will be available.


Canvassing
Canvassing in any form, oral or written, direct or indirect, will disqualify you from engagement. Candidates can, however, contact the relevant department for further information about the post.  The person from the relevant department who provides further information should not be a member of the selection panel.

Interview expenses
Reimbursement of interview expenses is not available.
 
Receipt of applications
Completed applications must be submitted online before 12 midnight on Monday 15 June 2026.

Please note that it is the candidate’s responsibility to ensure that their application form is submitted online by this closing date and time.  No late application forms will be considered.  No application forms or supporting information in respect of an already submitted application form, will be considered after this date and time. No hard copy application forms for this post can be issued or received either by post or by hand-delivery.

Short-listing and interview date
It is envisaged that short-listing for this post will take place on Wednesday 17 June 2026.  While no specific testing or assessment arrangements are anticipated for this post, depending on the volume of applicants, the council reserves the right to include these mechanisms as part of the selection process. It is also envisaged that interviews will be held via MS Teams on Thursday 25  and Friday 26 June 2026. Applicants short-listed to attend for the interview should ensure that they are available to attend on any of these days.  
 
The council will make all reasonable efforts to accommodate applicants who are unavailable on the specified interview date but it is under no obligation to do so.
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