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Ref 


Date 


Name
Address Line 1
Address Line 2
Post Code					



Dear <Title Surname>

Guest Lecturer – Letter of Engagement

Thank you for agreeing to attend the University to lecture as a guest of the University within the School of <insert name> as follows:

	Title of module: <  >
	

	Date: <  >
	

	Time: <  >
	

	Duration: <  >
	

	Location: <  >
	

	Other provisions: <  >
	



A fee of £###.## (inclusive of VAT) will be paid. 

This letter is subject to the Standard Terms as attached to this engagement letter.

[OPTIONAL DELETE AS REQUIRED: insert details of expenses (travel, accommodation and food only) to be reimbursed where applicable]

If you are willing to accept this offer then I should be grateful if you would sign below and return a copy of the signed letter to <insert name>, School of <insert name>, at the above address, without delay, so that arrangements can be completed.

Yours sincerely




<insert name>
Head of School




I accept the invitation to guest lecturer on the <insert module title/date> referred to above.


Signed  ______________________________		Date  ________________________



STANDARD TERMS FOR GUEST LECTURERS

[bookmark: _Toc256000001][bookmark: _548a4c86-dcf6-4197-8bce-fec241389f0d]COMMENCEMENT AND DURATION 

[bookmark: _Toc256000002]Your engagement under will be for the lecture or lectures (the "Services") as set out in your engagement letter and will terminate at the end of the period of the lecture or lectures (the "Engagement").

[bookmark: _5997720b-c8e2-4634-8892-f6e4c9aae0d6]PROVISION OF SERVICES

[bookmark: _ebe560e2-8991-49fc-a1fa-fd7783fe68d7]Save for this Engagement you agree and accept that there is no contractual relationship between you and Queen's University Belfast (the "University"). 

You agree that there is no obligation on the University to offer you any work and there is no obligation on you to accept any work.  

[bookmark: _667f22d5-2b7c-4b06-9b84-922ae00e3bf2]Where you do accept the provision of the Services as set out in your engagement letter you shall make yourself available to provide the Services, unless prevented by ill-health or accident.

[bookmark: _a1a006d7-caff-4aaf-820e-f7b2d2ca32e9]You will immediately notify the University if you are unable to provide the Services.

[bookmark: _37e7b4d3-37ac-4cbc-9bda-904b2729425c]Apart from agreeing the title and subject area of the lecture(s) your method of work is entirely your own, but you may be required to provide a summary of the subject matter you will cover.  

Whilst on University property you will comply with any reasonable instructions from University staff.

[bookmark: _72b33ca2-c0f9-43eb-a5b4-c36255c2e3f3][bookmark: _bfb59188-25cf-4173-99fc-48efd9200037]You warrant that you will not as a consequence of accepting the Engagement or delivering the Services be in breach of any express or implied terms of any contract, agreement or other arrangement with, or any obligation to, any third party which is binding upon you.

[bookmark: _101885d4-18af-46dd-a2e7-ce22245bf9a8][bookmark: _f74701ce-a2ef-4df8-afba-c2017fdbeb77][bookmark: _Toc256000005][bookmark: _a28f5157-f345-48e4-96df-e47bd3518492]FEES

[bookmark: _566854a3-59ee-442e-9067-d23df7ad2ce2]The University will pay to you in consideration of the provision of the Services a fee as set out in the engagement letter, inclusive of VAT where applicable, payable by bank transfer, in arrears (the Fee)", within 28 days of completion of the Services.

[bookmark: _722b71d2-7448-4b7f-9627-dda0b3ca9f0d]For the avoidance of doubt, if no Services are required, or if you fail to provide the Services (whether due to ill health, accident or other incapacity, or for any other reason) no Fee will be payable.
[bookmark: _Toc256000006]
[bookmark: _f1e60524-6677-41b6-8bd2-87b0e8dc0ee4]EXPENSES

You will be responsible for all out-of-pocket expenses and normal overhead expenditure incurred by you in the provision of the Services, save for any travel, accommodation and food agreed in the Engagement Letter. 

[bookmark: _Toc256000007][bookmark: _a600b97d-6d70-4e6c-9192-d2c9c742ddad]TAX AND NATIONAL INSURANCE

[bookmark: _8f1faeb6-1168-4492-9397-b37873cb6d5a]You acknowledge that the University will not be operating PAYE or making, or deducting, any national insurance contributions in respect of the provision of Services and the Fee.

[bookmark: _59ae82a9-1923-4623-ac8a-371b0d8d85fe]You will be responsible for, and will account to the appropriate authorities for, all income tax liabilities and national insurance or similar contributions payable in respect of the payments made to you under this Agreement.

[bookmark: _b51e2cbe-d09c-4718-a667-7f8204ec1dad]If any claim, assessment or demand is made against the University for payment of income tax or national insurance contributions or other similar contributions due in respect of the payments made to you for the Services, you will indemnify the University against any liability, assessment or claim together with all reasonable costs and expenses and any penalty, fine or interest incurred by the University in connection with, or in consequence of, any such liability, assessment or claim, where such recovery is not prohibited by law.

[bookmark: _Toc256000008][bookmark: _b0d52d4d-ef30-4b75-a970-bac1c61919ba]NO EMPLOYMENT OR BENEFITS

Whilst acting as a visiting or guest lecturer you will be an independent contractor and as such will not be entitled to any other benefits save for the Fee.

[bookmark: _5b31167a-b2d5-4889-8a39-b78a5e981b1c]Nothing in the terms of this Agreement will render you an agent, officer or employee, worker or partner of the University and you will not hold yourself out as such.

[bookmark: _0fe4703d-8f5e-434c-a063-a2b8ea54a89a]You will be fully responsible for, and hereby indemnify the University for and in respect of, any liability (including reasonable costs and expenses) for any employment-related claim or any claim based on worker status brought by you against the University arising out of or in connection with the provision of the Services.

[bookmark: _Toc256000012][bookmark: _5e9e5211-ff42-4061-9ff0-5d589ffeebf6]DATA PROTECTION AND FREEDOM OF INFORMATION

[bookmark: _eaea05f1-70d3-41ac-aa91-4e4756156bae]The University will, due to this relationship in the provision of the Services, process personal data and sensitive personal data (also known as ‘special categories of personal data’) relating to you in accordance with its data protection policy and its data protection privacy notice.   
[bookmark: _Toc256000014]
[bookmark: _1e8a50ad-e98d-4fec-b9f6-4e7fbfd6d639]ENTIRE AGREEMENT

The engagement letter and these terms constitute the entire agreement between the parties relating to the Engagement and supersedes any previous understandings, arrangements, representations, negotiations or agreements between the parties, provided that this will not have effect to exclude the liability of either party for fraud or fraudulent misrepresentation.
[bookmark: _Toc256000022]
[bookmark: _Toc256000031][bookmark: _29bd02b3-9a38-42d7-9e44-65e1de686ae9]GOVERNING LAW

The Engagement, and these terms and any dispute or claim arising out of, or in connection with, it, shall be governed by, and construed in accordance with, the laws of Northern Ireland.
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