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1.
INTRODUCTION

return to index
The terms and conditions of service set out in this handbook apply to all staff directly employed by Canterbury Christ Church University unless expressly stated otherwise.
The exceptions to this, where specific variations apply, are in relation to:

a) senior academic and management staff whose terms are governed by the Remuneration Committee and the Vice Chancellor and Principal.

These terms and conditions of service have been negotiated and agreed between the management of the University and the recognised Trade Unions (UCU, AMICUS and UNISON) – the ‘parties’ - as part of the implementation of the new pay framework agreement and in the light of relevant JNCHES and other national agreements.
These terms and conditions apply to any staff employed from 1st August 2006 or such other date as agreement is reached with the relevant Trade Unions. 
These terms and conditions may be amended by agreement between the parties as may be necessary from time to time.

The Director of Human Resources will be responsible for maintaining an up to date record of the terms and conditions agreed between the parties. Copies of the most up to date agreement will be made available from internal Libraries and will also be available on the University web pages.

2.
GENERAL POLICY ISSUES
1. return to index
2.1 
Staff Development

The University is committed to the ongoing education and development of all its staff. The Staff Development policy can be found on the University website.
2.2
Equality and Diversity
2. return to index
Inspired by our Church of England Foundation and the aspirations of our students and staff, our mission is to pursue excellence in academic and professional higher education, thereby enriching both individuals and society. The promotion of equality of opportunity for all staff and students in their learning or working environment is an integral part of the University’s mission and values.
In line with the relevant statutory Regulations which require non-discrimination and promotion of equality of opportunity and the prevention of less favourable treatment, part-time and casual members of staff will have their entitlements, where appropriate, to pay, terms and all benefits calculated on a pro rata basis to their full time colleagues.
The employment of Sessional academic staff is covered in a separate handbook.
The University takes its responsibilities regarding the promotion of equality of opportunity and diversity seriously. Any form of harassment, whether based on gender, race, disability, sexual orientation, religious beliefs or age will not be tolerated in any circumstances and will be treated seriously.

2.3
Health and Safety

3. return to index
The University will do all that is reasonably practicable to ensure the health and safety of its staff. In addition to this, each member of staff has a responsibility to look after their own health and safety and those of other colleagues. All staff are therefore expected to familiarise themselves with safety procedures, particularly those relating to fire, to adhere to relevant policies and procedures and are required to attend any relevant training which is necessary for the role. Members of staff should report any dangerous hazards, occurrences or accidents promptly. Further information about these matters is available on the Health and Safety web site.

2.4
No Smoking Policy

return to index
The University has a No Smoking Policy which all members of staff are expected to comply with. A copy of the Policy is available on the HR web site or on request from the HR Department or via the University Library.

2.5
Confidentiality

return to index
Members of staff shall not, except as authorised by the Vice Chancellor and Principal or required by their duties, use for personal benefit or gain or divulge to any persons, firm, company or other organisation whatsoever any confidential information belonging to the University or relating to its affairs or dealings which may come to the persons knowledge during the course of employment. This restriction shall cease to apply to any information or knowledge which may subsequently come into the public domain other than by way of unauthorised disclosure. 
Any confidential records, documents and papers (together with any copies or extracts thereof) made or acquired in the course of employment shall be the property of the University and must be returned on termination of employment.

What is ‘confidential’ will be anything specifically designated as ‘confidential’ by the University and any information which relates to the commercial and financial activities of the University, the unauthorised disclosure of which might embarrass, harm or prejudice the University. It does not extend to any information which is already in the public domain, unless such information was arrived at by unauthorised means. In case of doubt, ‘confidential’ will be determined in relation to an individual employee according to their status, responsibilities and the nature of their duties.

Notwithstanding this, academic staff have freedom within the law to question and test received wisdom and to put forward new ideas and controversial or unpopular opinions, without placing themselves in jeopardy of losing their jobs or privileges.

2.6
Disciplinary Procedure and Rules

return to index
The University has a Disciplinary Procedure and a set of Disciplinary rules and a Code of Conduct. The Disciplinary rules and Code of Conduct are available from the HR Department or HR web site or the University Library. 
2.7
Grievance Procedure

return to index
The University has a Grievance Procedure by which staff may complain about or challenge decisions which may be made. The Procedure operates on the basis of a simple three stage process progressing from informal to formal, with appeals processes. Further details of this procedure are available from the Libraries, from the Human Resources web site or on request from Human Resources.

2.8
Retirement Policy 
return to index
The normal age of retirement is 65. The University will consider written requests from staff should they wish to continue working beyond the age of 65 in line with the requirements of the Age Regulations (2006).

3
CONDITIONS OF APPOINTMENT

return to index
All appointments made by the University are subject to the following conditions being met:

a) Receipt of satisfactory medical clearance as fit to work.

b) Providing proof of identity / right to work in the UK.

c) Clearance through any externally or internally required recruitment checks and processes as may be in force at the time.

d) Production of original documentary evidence of qualifications relevant to the appointment.

e) All of the employee’s documentary evidence on which the offer of employment is made by the University being full and truthful.

f) Successful completion of a probationary period (where appropriate) as stated in the appointment letter or statement of main terms issued.

g) Meeting any conditions which may be set out in the letter of appointment or statement of main terms. Examples of such conditions might be achievement of a Higher degree, completion of the Post Graduate Certificate in Learning and Teaching (HE).

h) Maintenance of relevant professional registration, other professional or vocational qualification or licence as may be required to practice or to teach or to otherwise lawfully and / or competently to undertake the duties of the post.

i) Continuing competence and capacity to perform the full duties of the role.

j) Residence within reasonable travelling distance of the place of work at the University to the extent that any travel to your work does not interfere with the capacity to undertake the full duties in accordance with the contractual requirements. 

k) Compliance with the University’s Policies and Procedures and in particular, its disciplinary rules and Staff Code of Conduct. 
4.
HOURS OF WORK.
return to index
The standard weekly hours of work are 37 per week for all staff (pro rata for part-time staff).
The standard working hours exclude all breaks. An employee aged 18 years or over is entitled to a 20 minute undisturbed break for every 6 hour shift they work.  An employee aged less than 18 years old (from the minimum age of leaving school) is entitled to a 30 minute undisturbed break for every 4.5 hour shift they work.  The normal lunch break is 1 hour but this may be varied within reason by mutual agreement to suit local circumstances.
The University is committed to ensuring that working hours and rest breaks meet with or are more favourable than the statutory requirements as detailed in the Working Time Directive.
Staff may take such other breaks in addition to the lunch break as they and their managers jointly deem necessary to maintain effective working arrangements and to comply with any health and safety requirements. This is, however, subject to the minimum contractual hours of work being completed.

Staff paid on spine point 30 or above are expected to work their hours flexibly and in such a way as to perform their duties effectively.
4.1
Academic Patterns of Work

return to index
The teaching year is flexible and does not necessarily correspond directly to fixed terms.
The pattern of work over which the standard / minimum contractual hours are divided across the course of a week will vary from Department to Department, as required. 
For staff whose current employment with University began prior to the date of implementing the new Terms and conditions (1 December 2006) their standard working hours will be as currently defined within their existing terms and conditions or by existing custom and practice (excepting at Salomons where this applies from 1 August 2006). However, the University reserves the right to consult and to implement changes to working practices for ALL staff (old and new) where this is necessary for business reasons.

For staff whose date of employment with the University falls on or after the implementation of the new terms and conditions of employment (1 December 2006), and for staff offered a new role within the University through internal recruitment commencing on or after 1 December 2006, the standard hours may be worked over any pattern based on any 5 days out of 7 subject to compliance with the Working Time Regulations.

The precise make up of an individual’s academic duties will be determined on appointment and thereafter, as required in discussion with the Head of Department / Faculty. An academic work plan should be established for each academic in line with the relevant Department’s timetabled requirements.
Academic members of staff are expected to work such hours as are reasonably necessary to fulfil their duties and responsibilities. There is no formal arrangement for time off in lieu. Academics are expected to use such flexibility as is available to them to manage their overall working hours through discussion and agreement with their Head of Department. Managers may use their discretion particularly for part-time members of staff to adjust their working patterns to meet both the needs of the University and the individual.
Formal scheduled teaching responsibilities should not exceed a total of 550 hours out of a normal 1600 working hours in the teaching year.
Academic duties include:

· Teaching and other forms of scholarly activity

· Marking

· Tutorials

· Examining

· Curriculum development

· Administration and related activities

Any dispute over hours of work will be resolved via the Grievance Procedure if it is not resolved informally.
4.2
Professional and Support Staff Patterns of Work

return to index
The pattern of work over which the standard / minimum contractual hours are divided across the course of a week will vary from Department to Department, as required. 

The normal ‘core’ service hours are deemed to be between 8.00 a.m. and 20.00 p.m, 7 days per week. Standard office hours are from 9.00 a.m. to 17.30 pm Monday to Thursday and 9.00 am to 17.00 pm on Friday.

For staff whose current employment with University began prior to the date of implementing the new Terms and conditions (1 December 2006) their standard working hours will be as currently defined within their existing terms and conditions or by existing custom and practice (excepting at Salomons where the new terms and conditions apply from 1 August 2006). However, the University reserves the right to consult and to implement changes to working practices for ALL staff (old and new
) where this is necessary for business reasons.
For staff whose date of employment with the University falls on or after 1 December 2006, and for staff offered a new role within the University through internal recruitment commencing on or after the implementation of the new terms and conditions of employment, the standard hours may be worked over any pattern based on any 5 days out of 7 subject to compliance with the Working Time Regulations.
For the 5 days out of 7 pattern, it will normally be the case that this will be within a predetermined, stable and predictable pattern of working days / weekly cycle / roster. ‘Any 5 days out of 7’ does not mean that staff will be subjected to frequent or unpredictable changes in working patterns. However, any member of staff may be asked or required to change their working patterns on a long-term basis, following reasonable prior discussion and consultation, to suit the needs of the business, around the pattern of any 5 days from 7. Managers are expected to ensure that working arrangements for staff are well planned, stable and predictable and that staff are not subjected to unreasonable short term demands or changes. 

In making any such changes, the University will also take proper and serious account  of particular responsibilities for any dependents and will seek to minimise or avoid changes for individuals which would compromise pre-existing carer arrangements or other necessary commitments.

4.3
Flexible and Mobile Working

return to index
The University is developing a policy on flexible, mobile and home working which is designed to mutually benefit the University and staff who work for the University in the delivery of services. A copy of the policy will be available on the HR web site or on request from the HR Department or via the University Library.
5.
PAY AND GRADING STRUCTURE – AN OVERVIEW

return to index
The University and the recognised Trade Unions have agreed the pay and grading structure attached as Appendix 1 to these terms and conditions (Appendix B of the New Pay Framework agreement). This pay spine is based around the national pay framework model and rates will be uplifted effective from 1st August each year, in line with national agreements, but at the absolute discretion of the University.

The main pay structure consists of two job families, one for ‘academics’ and the other for ‘professional and support’, both of which are based on a single common pay spine and these terms and conditions.
The ‘academic’ grading structure consists of nine main grades, Research Fellow, Senior Research Fellow, Principal Research Fellow, Lecturer grade (a scale with a bar point), Senior Lecturer grade, Principal Lecturer or Reader (1) and Principal Lecturer or Reader (2). There is also a grading structure for hourly paid (sessional) academics whose terms and conditions of service are dealt with in a separate document.
The ‘professional and support’ grading structure consists of twelve grades from A to L. 
For each of these respective grades, there are a number of annual increments and a number of discretionary contribution points. Further details of arrangements for normal advancement within the pay spine are set out below (see paragraph 5.2), as are the criteria and process for determining eligibility for contribution points (paragraph 5.3).
Grading on the pay structure is underpinned by the University’s job evaluation methodology which is currently the Higher Education Role Analysis (HERA) scheme. 
The University has adopted a partnership approach to pay and grading with the Trade Unions fully involved in the determination of grading outcomes arising from the HERA system. As part of this certain national or local role profiles have been developed. These may be varied from time to time by agreement between the parties, as required. 
Joint arrangements which determine arrangements for the assessment of grades and appeal mechanisms are set out in Appendix I of the local NPF agreement.
5.1
Appointment

return to index
Appointments to an approved grade will normally be made at the minimum of the grade. However, managers will have discretion to appoint to the first or second point of a grade where this reflects either the person’s current earnings or particular level of experience. If the manager wishes to appoint the successful candidate to the third or a higher point on the approved grade, approval must be obtained from the relevant Senior Management Team member. Managers will have regard to internal relativities in making appointments and in offering starting salaries above the minimum of the scale in order to avoid any difficulties in retaining existing staff.
5.2
Annual Increments

return to index
Annual increments will be awarded in all cases for both academic and support staff effective from 1st August each year.
An individual will progress from their appointed spine point to the maximum spine point for their grade via annual increments.
Annual increments are awarded subject to satisfactory performance. Increments will only be withheld where formal action has been initiated in line with the University’s Disciplinary or Capability Procedure.
Where a member of staff has been in post for at least a complete 7 months by 1st August, he / she will be entitled to an incremental rise providing he or she is not already at the maximum point for the normal range of their grade (i.e. their start date must be prior to or include 31st December).
Where a member of staff has not been in post for 7 months by 1st August and started at the University at any time between 1st January and the 31st July, they will receive an increment the following August and each August thereafter.
5.3
Contribution Increments

return to index
5.3.1
Criteria for Access to Contribution Pay

return to index
Contribution increments shall be open to all staff who have reached the maximum point of their grade via automatic increments, but not otherwise.

Staff who reach the maximum of their scale will automatically be regarded as eligible for contribution increments but must elect to participate in the scheme. 

5.3.2
Process for Awarding Contribution Increments
return to index
Staff will be notified in March (Year 1) that they will reach the maximum of their scale via automatic increments effective from 1st August and that they are then eligible for a contribution increment in the following year. Details of the scheme will be given to them. 

Specific success criteria for assessment over the course of the next twelve months must be agreed between the member of staff and their Head of Department by 31st July (Year 1).

If judged appropriate, when assessed against the agreed success criteria, a contribution increment (or increments) may be awarded from the following 1st August (Year 2, i.e. twelve months after the award of the final automatic increment).

5.3.3
Timetable / Cycle

return to index
The timetable / cycle for the contribution process will be as follows:

	Yr 1
	January - April
	Appraisals take place

	Yr 1
	March
	Staff will be notified that they will reach the maximum of their scale via automatic increments effective from 1st August and that they are then eligible to be considered for a contribution increment in the following year. Details of the scheme will be given to them. Staff elect to be considered for a contribution increment between April and the end of June.

	Yr 1
	April to 30th June 
	Staff elect to be considered for contribution increment. Manager and member of staff agree success criteria and objectives set for the coming twelve months (to following 31st July – Yr 2).

	Yr 1
	30th  June
	Target date for finalising success criteria to be used for assessment for award of a contribution increment.

	Yr 1
	By 31st July
	Managers and HR confirm those staff who are ‘registered’ for a contribution increment and managers confirm that success criteria have been agreed.

	Yr 1
	1st August
	Final automatic increment awarded

	Yr 2
	By 30th June


	Managers make assessments against criteria agreed in year previous (Yr 1) and make recommendations to SMT members for approval for payment of contribution increments.

	Yr 2
	By 31st July


	SMT members confirm details of those who are successful / unsuccessful and inform HR for any necessary Payroll changes.

	Yr 2
	1st August
	Contribution increments are applied

	Yr 2
	September
	Any appeals regarding contribution increments are heard.


5.3.4
Objectives / Areas for Assessment

return to index
Any three of the following list of areas may be used to set objectives / assess performance for contribution increments using the form attached  – see Appendix E to the NPF agreement.

	Teaching
	Leadership
	Technical skills

	Research
	Budget Management
	Quality of work

	Pedagogy
	People Management
	Commitment

	Academic leadership
	Planning
	Achievement of tasks / objectives

	Innovation
	Service delivery
	Continuous development

	Entrepreneurial
	Risk Management
	Teamwork

	Income generation / student numbers
	Corporate Representation
	Outstanding reliability

	Any other relevant objectives / areas agreed between postholder and Head of Dept


For contribution increments to be awarded, achievement in three of these areas must be considered to be over and above that which would normally be achieved. The emphasis is on particular success, effectiveness and merit.

If ‘in year’ changes to the areas / objectives / success criteria are required, these should be recorded promptly and signed off by agreement.

5.3.5
Assessment Processes

return to index
Management and Trade Unions of the University will work together to jointly agree guidance and appropriate training for managers and staff about the Objectives / areas for assessment and processes for assessment of contribution.  This joint work will be facilitated by The Work Foundation supported by funding from UCEA for this purpose. This guidance and training will have particular regard to equal opportunity issues. The production of this guidance will be completed during 2007 before the scheme goes ‘live’. The contribution scheme will be jointly reviewed after the first twelve months of operation.
The contribution assessment form (see Appendix E to the NPF agreement) should be completed and signed by both the assessor and the person being reviewed firstly at the outset when agreeing the success criteria and secondly at the point of assessment. The same form (unless amended in year) will be used to assess performance against the criteria. The member of staff and manager will make their respective assessments independently and will then meet to discuss the respective assessments. A single signed form will be submitted to the SMT member showing the respective assessments of the member of staff and the Head of Department. If there is any level of disagreement about the final assessment, the member of staff may make comments on the second part of the form (Appendix E to the NPF agreement) which will then be submitted to the SMT member who will make the final decision.
Heads of Department will make recommendations to their SMT member with regard to all applicants for contribution points under their jurisdiction. For direct reports to the SMT member, the relevant SMT member will determine whether the person concerned is successful or not.

SMT members in determining the submissions made to them by their Heads of Department will establish small contribution advisory committees for their Faculty / area which should consist of one senior independent person from outside the Faculty / area and one representative from HR. Any final decision will rest with the SMT member, not the panel.

Successful candidates will be expected to achieve excellence in all three criteria identified to be awarded a contribution increment.

5.3.6
Transparency

return to index
Once decisions on the award of contribution increments have all been completed, all staff will be notified of the outcome in writing and unsuccessful applicants will be given written reasons why they were unsuccessful and offered an opportunity for feedback if they wish. 

The anonymised results / statistics of successful / unsuccessful / total number of applicants will be published and made available annually on the HR web site.

5.3.7
Other Issues

return to index
Contribution increments, once awarded, are permanent additions to pay which will not be taken away. They are pensionable.

5.3.8
Appeals Against Decisions Not To Award A Contribution Increment

return to index
Appeals against decisions not to award Contribution Increments will be heard by a member of the Senior Management Team not previously involved with the decision. A representative from HR will also be present. The appeal may consist of written representations only from the manager and the member of staff concerned or written and personal representations. The decision from that appeal will be final with no further right of appeal under this procedure, nor the University’s Grievance procedure.
5.4
Pay on Internal Promotion

return to index
On promotion to a higher grade, the individual will normally be appointed on the minimum point of the pay scale in the new grade. If (because of overlapping contribution pay for example) this would not result in any additional pay, the person shall be appointed to the next payscale on the grade which will result in one additional increment on the pay spine.

Exceptionally, an individual may be appointed to a higher point on the new grade subject to the agreement of the relevant member of the Senior Management Team or the Vice Chancellor and Principal.

5.5
Acting Up Pay & Additional Responsibility Allowances 

return to index
From time to time it is necessary for staff to ‘act up’ into posts on a higher grade or to take on additional substantial responsibilities. This can occur for a number of reasons. 

Acting up payments or additional Responsibility Allowances (ARA’s) will NOT generally be made where this is due to providing cover:

a) during annual leave of a more senior colleague or

b) during periods of short term sickness

Acting up payments or ARA’s MAY be made where the person providing cover:

a) has clearly taken on additional duties and responsibilities commensurate with a / the higher grade

b) is covering for long term annual / sick leave (longer than four weeks)

c) is covering a vacant post or a post from which someone has been seconded

5.5.1
Acting Up Pay and Additional Duties and Responsibilities

return to index
For an acting up payment to be made the individual concerned must be undertaking additional duties and responsibilities commensurate with either the full role or a substantial part of the more senior post. Where only part of the role is being fulfilled an ad hoc part payment reflecting that may be made. The HR Department must be consulted in this event prior to the acting up or ARA payment being offered.

5.5.2
Acting Up or ARA Where The Difference Between Grades Is Just One Grade

Under these circumstances, the payment will normally be based on the minimum of the next scale (subject to the requirement that the individual must receive the benefit of at least one increment). 

In exceptional cases, the individual may be placed on a higher point than the minimum in the higher scale. This must be approved by a member of the Senior Management Team, with advice from Human Resources. 
Such allowances are normally only payable for a maximum of twelve months.
5.5.3
Acting Up or ARA Where The Difference Between Grades Is More Than One Grade

return to index
Under these circumstances, the payment will normally be based on the minimum of the higher scale. However, where an individual is undertaking a part of the role rather than the full role, it may be appropriate for the payment to be based on an intermediate grade between the two grades. Acting up payments under these circumstances will require the approval of a member of the Senior Management Team.

Alternatively, payments may be made with the authority of the relevant Senior Management Team member which are based on a proportionate set financial amount.

5.6
General Principles of Pay Progression (Progression Between Grades) – Job Evaluation and Grading

To be eligible for progression from one grade to a higher grade, staff must be required to undertake the full range of roles and responsibilities of the relevant grade as set out in the job description / role profile for that role and in line with the HERA role analysis for that grade.

Staff may apply for a review of their grading at any time subject to the support of their Head of Department and the relevant member of the Senior Management team. However, this is subject to:
a) the fact that for any grading change to be applied, it must be a requirement / need for the University to have tasks performed at that level – the University may limit the duties undertaken by an individual within any post to that which it consider appropriate and fit for purpose and:
b) the fact that once a grade has been reviewed, that individual may not seek a further review of their grade for at least two years (unless it is agreed by the Head of Department and SMT member that there has been substantial changes to their role which warrant a further review within the two year period).

5.6.1 Pay Progression (Progression Between Grades) – Academic staff

In terms of arrangements for academic career progression, the following additional criteria will need to be met:

For staff appointed in the lower half of the Lecturer scale to progress through the bar point to the higher half of the Lecturer scale they must be able to demonstrate (as a condition of appointment or as a probationary requirement):

· Progression towards achievement of any conditions set on appointment and

· Progression towards a Higher Degree [Masters] (where the individual does not possess a higher degree already). (It is not necessary for this purpose for the individual to have obtained / completed the Higher Degree) and

· Progression towards PGCE HE (LT). (It is not necessary for this purpose for the individual to have obtained the PGCE HE (LT)).

For staff to progress from the Lecturer scale to the Senior Lecturer scale they must the demands of the Ac3 / SL role profile. Guidance will be issued to managers to facilitate progression from Lecturer to Senior Lecturer.
For staff to Progress from Senior Lecturer to Principal Lecturer 1 they must meet the additional responsibilities required for academic or managerial leadership as set out in the University’s Principal Lecturer promotion regulations and the role profile requirements in line with the HERA job grading system.

For staff to Progress from Principal Lecturer 1 (spine point 46) to Principal Lecturer 2 (spine point 47) they must meet at least 75% of the additional PL2 responsibilities required for academic or managerial leadership as set out in the University’s Principal Lecturer promotion regulations and the role profile requirements in line with the HERA job grading system, having also completed at least twelve months in post on spine point 46. Subject to the role profile requirements being satisfied, progression from PL1 to PL2 is encouraged and expected.
Promotion from SL to PL will take place as part of an annual assessment or advertisement process within the University.

5.6.2 Conferment of the Title of Reader or Professor

The titles of Reader or Professor may be conferred on an academic by the University in line with its published Regulations and subject to compliance with the agreed role profile. Readers will be appointed on the PL 1 or PL 2 scale as appropriate and will be subject to the same progression arrangements as other academic staff. 

The title of Professor may be conferred on an academic by the University in line with its Professorship Regulations. Professors will be appointed on an appropriate point on one of the Professor scales as determined by the Vice Chancellor.

Appointments to Reader and Professor are competitive and are not guaranteed.

5.7
Payment of Salaries

return to index
Salaries of permanent or fixed term contract staff of more than three months (including academic sessional staff) will be paid monthly, in arrears, on the last day of the month (except in December when a notification is sent out about paydate).
Salaries of casual staff who have a contract for less than three months or who work irregular hours (such as ‘as and when’) will be paid weekly.
The annual salaries of employees who are paid monthly shall be apportioned as follows:

· For each calendar month one twelfth of the annual salary.

· For each odd day (including Saturdays and Sundays in the case of a working week of 5 days) the monthly sum divided by the number of working days in the particular month.
The University will work towards standardising payments on a monthly basis as the norm. However, where staff are paid weekly, the annual salaries shall be apportioned as follows:

· For each week, (annual salary / 52) / 37 x no of hours worked Saturday to Friday
· For each odd day (including Saturday and Sundays in the case of a working week of 5 days) the annual salary divided by 260.
5.8
Payments in the Month of Joining or Leaving for Part-Time Staff

return to index
As per the above apportionment for odd days.
Arrangements for Sessional academics are covered in a separate handbook.
5.9
Payment Method

return to index
Payment is made via BACS direct to personal bank accounts.
5.10
Overpayments

return to index
The University reserves the right to recoup payments made in error. Arrangements regarding re-payment will be made by agreement with the person concerned, in line with the University’s Policy on overpayments. Staff who receive any unusual or larger than expected payments should check with the Payroll Office as necessary that the payments are correct.
5.11
On-Call and Emergency Call Out Pay
return to index
Where staff are required to participate in on-call arrangements, this will be specified in their job description and letter / contract of appointment.
Payment for being available on-call outside of normal core hours (as defined above – para 4.2) will be 10% of the individual’s normal hourly rate of pay for each hour on-call.

Payment for work done when called out for an emergency when on-call will be as follows:

	Hours worked
	Days worked
	Enhancement

	20.00 – 07.59
	Monday – Friday
	time and a half for all work done

	00.01 – 23.59
	Saturday
	Time and a half for all work done

	00.01 – 23.59
	Sunday
	double time for all work done

	00.01 – 23.59
	Bank Holidays and Christmas closure days
	double time for all work done.


The times above shall include travel time with a minimum payment of 2 hours when called out. Travel claimed for call-outs should be normal home to work mileage or home to University location mileage or actual miles travelled, whichever is the less.
In addition to the above payment, compensatory rest will be provided in line with the Working Time Regulations, if possible, immediately after the period of time worked. Precise arrangements for compensatory rest will be determined within each Department. 

In addition a days TOIL (or proportion thereof) will be granted to staff undertaking on-call during the whole or a part of a Bank Holiday or Christmas closure day(s).

5.12
Time Off In Lieu (TOIL) and Overtime / Unsocial Hours Overtime
return to index
Where staff employed on spine point 29 or below are required to work hours in excess of 37, time off in lieu will be granted. Time off in lieu will be calculated on a straight hour for hour basis irrespective of when it was worked.  The only exception to this is that staff in Grade G who are on contribution points 30 or 31 will also be eligible for TOIL.

Hours of work accumulated for time off in lieu (TOIL) should normally be taken at the earliest opportunity by mutual agreement between the manager and the member of staff concerned and at any event, no later than a period of four weeks from the date the additional hours were worked. Requests for TOIL hours will not be unreasonably refused.
If the TOIL hours could have been taken but have not been taken within a period of four weeks without good reason by the member of staff, those hours will be forfeited.

When TOIL cannot reasonably be taken or where there are specific service / contractual arrangements in place to pay overtime, payments will be at PLAIN TIME rate irrespective of when the work was undertaken. The plain time rate shall be based on the basic normal pay and shall exclude any market supplements or other payments which normally apply. Special arrangements apply with regard to public holiday working, on-call and emergency call outs (see section 5.10 above and 5.12 below).

5.13
Unsocial Hours Overtime Payments and Bank Holiday Working

return to index
Unsocial hours are regarded as being those outside of the core hours, namely between 20.00 and 07.59.

Where staff are rostered / contracted to work some or all of their normal weekly hours during unsocial hours, all payments made for work in those unsocial hours shall be at plain time rates.

Where staff work overtime hours (i.e. hours in excess of their standard working week [minimum 37 hours]) then the following enhanced rates will apply for work done: 

	Hours worked
	Days worked
	Enhancement

	20.00 – 07.59
	Monday – Friday
	time and a half for all work done

	00.01 – 23.59
	Saturday
	Time and a half for all work done

	00.01 – 23.59
	Sunday
	double time for all work done

	00.01 – 23.59
	Bank Holidays and Christmas closure days
	double time for all work done.


For the avoidance of doubt, a part time member of staff will receive plain time rates of pay until their hours exceed the normal weekly maximum standard hours unless they engage in unrostered / unsocial hours overtime during outside the core hours when the rates as shown above will then apply.
No member of staff may qualify for an on-call payment and for an unsocial hours payment for the same period of work.

5.14 First Aid Allowance

Staff who act as first aiders will be paid an annual allowance (paid monthly) of £150.  The allowance is not pro rated for part time staff although staff below 0.4 wte will not be eligible to act as First Aiders.
5.15 
Attendance Allowance for Security / Health & Safety

Staff who are required by the University to be available for duty on a regular basis throughout break periods (including lunch breaks) for health and safety or security reasons will be entitled to an annual attendance payment.

6.
ANNUAL LEAVE, PUBLIC HOLIDAYS AND CHRISTMAS CLOSURE

6.1
Annual Leave

return to index
The leave year operates on a cycle in line with the academic year, commencing on 1st September and ending on 31st August following.
Subject to the needs of the service, staff will be entitled to annual leave as set out in the tables below:

	
	On appointment
	After 5 years service

	Professional and support staff grades A to L
	25 days
	27 days

	Academic and Research staff
	35 days
	35 days


Leave dates must be subject to the needs of the service and must be agreed in advance with the relevant Head of Department. Requests for leave will not be unreasonably refused.
Subject to the organisational requirements of the University, individuals may request that up to 6 weeks of normal academic leave entitlement be taken in one continuous period, and such a request will not be unreasonably refused.
Requests for continuous leave of three weeks or more for professional and support staff will be subject to agreement by the relevant Head of Department subject to the operational requirements of the institution.
In considering leave requests, Heads of Department will act consistently with the equal opportunities policies of the University.
In the holiday year in which employment commences or terminates, entitlement will accrue on a strict pro rata basis for each week of service and will be rounded down or up to the nearest half day.
6.2
Annual Leave Application Procedures

return to index
Requests for annual leave of 5 days or more should be made on the appropriate form normally at least 10 days before the commencement of the proposed leave. In certain Departments, it may be necessary for operational reasons to require that more advance notice is given of annual leave to assist with planning. This is permitted subject to the staff being notified of the requirement in writing.
6.3
Carry over of Annual Leave Entitlement

return to index
Up to 5 days annual leave may be carried over from one leave year to the next by agreement with the Head of Department / line manager. Requests to carry over of annual leave in excess of 5 days will be exceptional and must be approved by the relevant Senior Management Team member.
6.4
Calculation of Holidays and Bank Holidays for Part-Time staff and Job Sharers

The calculation of holidays for part-time staff is pro rata.
The calculation of Bank Holiday entitlement is based upon days that the individual would normally be required or rostered to work. If a Bank Holiday falls on a day that a person is normally required to work, they will be entitled to be paid for that Bank Holiday. If the Bank Holiday falls on a day that the person would not normally be required to work, they will not be entitled to be paid for that day.

The University will review its approach to the calculation of Bank Holidays for part time staff in line with guidance from the DTI and CIPD and will ensure that its arrangements are in line with best practice. This review will be completed by August 2007. Any changes to existing practices will be discussed with recognised Trade Unions via the Joint Negotiating and Consultative Committee. Until this review is completed, any existing arrangements / practices may remain in place undisturbed.
6.5
Bank Holidays

return to index
The University recognises the main national Bank Holidays (i.e. Christmas Day; Boxing Day; New Year’s Day; Good Friday; Easter Monday; May Day; Spring Bank Holiday; Late Summer Bank Holiday). Those who wish to take alternative religious days instead of any of the above Bank Holidays may do so by prior agreement with their manager as long as it practical for them to work on the official Bank Holiday instead. 

6.6
Christmas Closure

return to index
The University normally closes over the Christmas period. At the absolute discretion of the University, the Vice Chancellor and Principal may grant additional discretionary leave days to be taken during the Christmas closure period. If staff are required to work by the University during the Christmas closure then for each day worked or proportion thereof a day will be added back into annual leave entitlement.
7
OTHER LEAVE
return to index
7.1
 Developmental Leave (Study Leave)
All staff are eligible to apply for Developmental leave as continuing education is strongly encouraged. Details of the Development Leave scheme and applications procedure are available from the Staff Development office. The University will jointly review with recognised Trade Unions arrangements for Development / Study Leave during 2007 / 2008.
7.2
Leave For Jury Service

return to index
The University is obliged under the Juries Act 1974 to co-operate with the courts over summons made for its staff to serve on a jury. Requests for release for jury service should be made to the Head of Department and a copy of the Court summons should be provided together with some indication, if known, of the likely duration of the case. Leave for jury service will generally be granted but the University reserves the right to request of the Court that the employee be released from jury service if the person’s attendance will cause difficulties in the provision of services.
The member of staff called for jury service should submit a claim to the court for loss of earnings. The employee will continue to be paid whilst on jury service at his / her normal rate of pay, subject to the deduction of any monies received from the court in respect of loss of earnings.
If on any day the employee’s services are not required by the Court, he / she shall be required to return to work for that day.
7.3
Leave For Service As A Justice Of The Peace (JP)

return to index
Any member of staff hoping to become a Justice of the Peace should first consult their Head of Department. University policy on release for service as a Justice of the Peace is that agreement will normally be given. This is however, subject to Departmental and service considerations.
The amount of leave that will normally be supported on a paid basis is 26 half days in any one year. Members of staff are not expected to commit to a greater commitment than this without further discussion with the relevant Head of Department and Senior Management Team member.
7.4
Leave to Attend Territorial / Reserve Forces Training or Mobilisation

return to index
There is no legal obligation on the University to allow time off, paid or unpaid, for involvement in Territorial or Volunteer forces. Leave for attendance at exercises is discretionary. Therefore, members of staff who wish to become involved with TA / Volunteer forces should in the first instance discuss the implications of this with their Head of Department.
If a member of staff is called up due to a mobilisation, the University will allow that person unpaid leave of absence and will hold that person’s post open until such time as they are able to return to work or until six months after demobilisation, whichever is the earlier.
7.5
Urgent Domestic Leave

return to index
Members of staff have a statutory right to request short term domestic leave.  Examples include:
· A dependent who has fallen ill, involved in an accident, assaulted, hurt or distressed
· When a dependent is having a baby
· To make longer term care arrangements for a dependent who is ill or injured
· To deal with an unexpected disruption or breakdown in carer arrangements
· To deal with an incident involving the employee’s child during school hours.
It is not the purpose of this leave to allow the individual to provide the care or cover (other than for the very short term), but to allow the individual the opportunity to put in place alternative arrangements.
The leave should be agreed with the Head of Department and should not exceed a maximum of two days of paid leave in any one year. Any further leave required should be unpaid. 
7.6
Special Compassionate Leave

return to index
Employees may request compassionate leave to deal with bereavement or other serious domestic or family circumstances. The leave should be agreed with the Head of Department and should not exceed a maximum of five days paid leave for any one event. Further unpaid leave may be granted at the discretion of the Head of Department. Exceptionally, the relevant Senior Management Team member may agree an extension to the paid compassionate leave, specifying an upper limit of days. This may be appropriate in cases where a member of staff is supporting someone who is seriously or terminally ill.
7.7
Partner Leave

return to index
Members of staff may take either one or two weeks paid Partner Leave (Statutory Paternity pay or normal pay, whichever is the lesser) immediately following the birth of a child, subject to the following conditions:

· That they are the biological father of the child, or are the mother’s husband or partner
· That they have or expect to have responsibility for the child’s upbringing
· That they have worked continuously for the University for 26 weeks at the 15th week before the child’s expected week of birth.
The employee may be asked to provide written confirmation / certification to the Head of Department that they meet the relevant condition(s).

Normally, odd days may not be taken but only one or two weeks leave of 7 or 14 calendar days respectively. 
Leave may start on any day of the week but must be completed within 56 days of the actual date of birth or the expected week of birth if the child is born early.
7.8
Leave for Medical and Dental Appointments

return to index
Reasonable paid time off will be granted for medical and dental appointments. Wherever possible such appointments should be made outside of normal working hours and if this is not possible, at the start or end of the normal working day.
Where appointments are more extensive due to a longer period of ongoing care being required, the Head of Department and the individual should agree what arrangements best suit these circumstances. It may be that it will be possible to make the time up easily in all cases. If this is not the case, then treating the absences as short term sick leave or as special compassionate leave should be considered. Where these arrangements are not considered appropriate, leave should then be unpaid.
7.9
Unpaid Leave

return to index
Requests for unpaid leave may be made only once annual leave entitlements have been exhausted. Unpaid leave will be granted only on an exceptional basis.
7.10
Maternity Leave

return to index
The University operates a maternity leave policy which reflects and enhances the minimum statutory provisions. 

The arrangements for maternity leave are complex because of the relationship between statutory and University provisions. Entitlement to Statutory Maternity Pay (SMP) and Occupational Maternity pay (OMP) is subject to statutory and contractual requirements. Full details of the scheme are available from the Human Resources Department or from the University Human Resources web site.

The basic entitlements for children born on or after 1 April 2007 :

	Service
	Ordinary maternity leave
	Additional maternity leave
	Maternity pay

	less than 26 weeks service at the 15th week before the expected week of confinement
	26 weeks
	26 weeks
	No entitlement to maternity pay although maternity allowance may be payable and should be claimed from the benefits agency

	more than 26 weeks service but less than 52 weeks service at the 15th week before the expected week of childbirth
	26 weeks
	26 weeks
	Entitlement to statutory maternity pay paid for XX weeks 

	more than 52 weeks service at the 15th week before the expected child birth
	26 weeks
	26 weeks
	Entitlement to statutory maternity pay paid for XX weeks. Further entitlement to occupational maternity pay subject to return to work of a period not less than 13 weeks. 


If you become pregnant, it is helpful to contact the Human Resources Department and your manager as soon as possible. If you wish to discuss your options in confidence with a Human Resources Advisor first you may do so.

If you are pregnant you have a right to return to your existing job or a suitable alternative with the same or no less favourable terms.
7.10.1 Ante Natal Care

return to index
Pregnant employees are entitled to paid time off during normal working hours to receive ante natal care. Wherever possible appointments should be arranged at the start or end of your working day. Ante natal care includes appointments with your GP and hospital clinic and if advised by your GP or midwife, relaxation or exercise classes.
7.10.2
 Sickness

return to index
If you are ill in the four weeks before the expected week of childbirth for a reason related to your pregnancy, the University has the right to treat this absence as the beginning of your maternity leave, thus triggering the start of your maternity leave earlier than you may have requested.
7.10.3 Annual Leave

return to index
You will accrue paid annual leave entitlement whilst you are on ordinary maternity leave but not whilst on additional maternity leave. 

Staff returning from maternity leave will be expected where possible to take any accumulated annual leave entitlement upon or as soon as possible after their return to work.
Staff on maternity leave will be subject to the provision relating to the carry over of annual leave. See section 6.3.

7.10.4
 Returning to Work

return to index
You are not permitted to return to work in the two weeks following the birth of your baby.

If you wish to return sooner than your originally intended date, you must give 28 days notice of the new date, in writing.

7.10.5 Deciding Not To Return to Work

return to index
If, having stated that it was your intention to return, you later decide not to return you are required to give notice in accordance with your contract of employment. You may also be liable to reimburse payments which have been made to you, which are no longer due.

7.10.6
 Flexible Working

return to index
If you are considering the possibility of returning to work on a part time, flexible or job share basis, you should discuss this in the first instance with your Head of Department. Please refer to the Human Resources Department or web pages for further information on flexible working.

7.11
Adoption Leave

return to index
The University has a policy on adoption which is available on the HR web site or on request from the HR Department or from the University Library.
An employee with the required length of service at the University who has adopted a child (or who as part of a couple have jointly adopted a child) has the right to take up to 26 weeks Ordinary adoption Leave followed by 26 weeks Additional adoption leave, subject to satisfying the eligibility criteria as set out in the table in section 7.10.

An eligible employee will also be entitled to Statutory and Occupational Adoption pay in line with that defined under the Maternity provisions.

Where both adoptees are members of staff, the right to adoption leave is available to one member only of a couple who adopt a child. The other partner of the adopting couple may qualify for Paternity leave.

7.12
Leave For Trade Union Duties and / or Activities
return to index
The University will permit paid and unpaid time of in accordance with the ACAS Code of Practice and any local agreements with regard to time off for Trade Union duties and / or activities with regard to the recognised Trade Unions.

Permission for such leave must be requested and agreed in advance. It is the responsibility of the relevant manager / Head of Department, with advice from HR, as appropriate, to be clear about whether the leave is paid or unpaid.

8
OCCUPATIONAL SICK PAY

return to index
8.1
Conditions

The University will pay occupational sick pay (OSP) to staff as detailed below subject to the following conditions:

a) that the absence is notified to the relevant Head of Department personally by the individual via telephone or e-mail as promptly as possible on the first day of absence or if it is not possible to do it personally that notification is sent as soon as possible on the first day of absence via a third party.

b) That the notification should include advice about the likely duration of the sickness and the likely date of a return to work.

c) A self certificate form is submitted from the first day of absence to cover up to the first 7 days of absence. The self certificate form may normally be completed retrospectively on return to work. 
d) If the sickness continues beyond seven calendar days, a certificate signed by a registered medical practitioner must be submitted as soon as practicable (i.e. on the eighth day) and provided at regular intervals thereafter.

e) That, subject to a reasonable request being made in line with the Code of Practice on Information about Worker’s Health, the member of staff agrees to allow and co-operates with the University to obtain confidential medical advice about the prognosis for a return to work and management of the condition via an occupational health referral or appropriate independent medical practitioner. 

f) That the person does not engage in any activities whilst absent on sick leave which might inhibit their prompt recovery and a return to work, including any temporary and / or secondary employment.

The University reserves the right to withhold sick pay if the above notification and certification procedures are not adhered to.
The University is not obliged to make retrospective payments under this scheme if medical certificates are not received promptly.
8.2
Sick Pay Allowance

return to index
The University will pay sick pay in accordance with the following schedule:

	Service
	Sick pay allowance

	Less than 3 months
	two weeks full pay (3 days sick pay only in first 3 months unless medical certificate supplied).

	Over 3 months and up to 

12 months
	one month’s full pay and 2 months half pay.

	Over a year and up to 

2 years,
	2 months full, 2 months half pay

	Over 2 years and up to 

3 years
	4 months full, 4 months half pay.

	Over 3 years and up to 

5 years
	5 months full, 5 months half pay. 

	Over five years
	six months full, six months half


For periods of absence of longer than one month, a medical certificate may be required on return which confirms that the doctor (GP) or the University’s Occupational Health Medical Advisor considers the individual fit to resume work.
If the University considers that the level of sickness absence in a particular area is higher than might reasonably be expected, management may introduce such control measures as they see fit, which may include (for example) Occupational Health referrals, compulsory return to work interviews, requirements to produce medical certificates from the first day of absence and / or use of the Capability procedure, as appropriate. Where such additional requirements are introduced on a Departmental / collective basis, the locally recognised Trade Union representative will be consulted and informed. Such control measures should only continue for as long as is required to ensure the proper control of the absence. In introducing any such control measures, particular regard will be paid to the University Equal Opportunities policies and the provisions of the Disability Discrimination Act.
8.3
Recognised Previous Service for the Purposes of Sick Pay Entitlement

return to index
Members of staff who join the University from the following organisations with continuous service (i.e. a break of no more than 3 months) will have their previous service recognised for the purpose of calculating sick pay with the University. They are Education sector including Higher and Further Education and schools, NHS and Local Government.
8.4
Infectious Diseases

return to index
If an employee is a carrier of a notifiable infectious disease or has been in contact with such a disease and if that individual or the University is advised that that person should not work, that person will not be required or permitted to work but shall be treated as being on medical suspension or sick leave. 

8.5
Absences Arising from Accidents Whilst Away from Work

return to index
Where an employee is absent from work, due to an accident unrelated to work, the University will review such absences.  After investigation, should the University deem it necessary, occupational sick pay may be withheld. The University would expect staff to have appropriate insurance for chosen activities which carry a risk of accident.

8.6
Returning to Work After a Lengthy Absence / Illness & Rehabilitation

return to index
Where a member of staff has been absent from work through ill health for a period of time it may be in the University’s and employee’s interests to consider a phased return to work.

A phased return to work occurs when an employee, for a defined period of time, returns to work on less than their contracted hours and / or reduced duties. These afford the employee an opportunity to re-acquaint themselves with the work, any changes that may have occurred in their absence, and ensures, as far as possible, a long term return to full health.

Phased returns are usually, but not exclusively, the result of a recommendation from the Occupational Health Advisor (OHA). The OHA may also advise on specific adjustments to the work or work environment that should be considered, for example limited time spent standing/sitting or an inability to drive.

Whilst the detail of a phased return to work plan would very much depend on the reason for absence and the type of contracted work, certain principles should be applied consistently:

· The terms of any phased return to work will be agreed by a Head of Department or more senior manager in discussion with the employee and after advice from Occupational Health and Human Resources.
· Phased returns would normally range between 4 weeks and a maximum of 12 weeks, dependent upon the seriousness and length of the absence, after which the employee would be expected to return to their full contracted hours. Phased returns to work beyond 12 weeks would have to be agreed by the relevant member of the Senior Management Team. 
· During a phased return to work the employee will receive pay equal to their entitlement to contractual sick pay or the hours worked which ever is the higher.
· During the period of the phased return, the employee will be entitled to use any untaken annual leave as an alternative to reducing salary
· Account will be taken, as appropriate, in relation to the duty of reasonable adjustment under the Disability Discrimination Act.
8.7
Pay during a phased return to work

return to index
During a phased return to work the employee will receive pay equal to their entitlement to contractual sick pay or the hours worked which ever is the higher.

8.7.1
SMT member discretions

return to index
Discretionary payments by the relevant SMT member should not exceed 12 weeks and in all cases annual leave should normally have been exhausted before any discretions are applied.

8.7.2
During periods of half contractual sick pay.

return to index
Where the hours worked are half or less of the normal contracted hours and the contractual entitlement to sick pay has reduced to half and there is evidence that half pay may be causing financial hardship the relevant SMT member may agree to pay two thirds of the full contractual sick pay until the member of staff returns to normal contractual hours.

8.7.3
During periods of nil contractual sick pay.

return to index
Where the hours worked are less than half of the normal contracted hours and the contractual entitlement to sick pay has been exhausted and there is evidence that pay for the hours worked only may be causing financial hardship the relevant SMT member may agree to pay half of the full contractual sick pay until the member of staff returns to normal contractual hours.
8.7.4
Future Calculation of Contractual Sick Pay.

return to index
For the purposes of future contractual sick pay entitlements, calculated by Payroll based on previous length of service and past sickness record over the previous twelve months, the total pay during a period of a phased return to work shall count at half the rate towards any reduction in future contractual sick pay entitlement.

8.8
Sickness Occurring During a period of Annual Leave

return to index
Where a member of staff is prohibited by sickness from actually travelling or taking a booked holiday, the annual leave period shall be counted as sickness. A medical certificate or evidence of consultation must be provided. When sickness occurs during a period of holiday this will normally continue to be treated as annual leave and not as sick leave.
9
NOTICE PERIODS

9.1
Permanent staff

return to index
The following requirements for notice shall apply:

a) Notice to be given by the University to the employee

	Common Pay Spine (CPS) Grades
	Notice period on appointment
	Thereafter

	A – G and Grades RA and RF
	One month
	One additional week for every year of continuous service after four years service to a maximum of twelve weeks.

	H – L and Lecturers,  Senior & Principal Research Fellows, Senior Lecturers and Principal Lecturers
	Three months
	N/ A


A shorter period of notice may be negotiated by mutual agreement between the University and the individual.

b) Notice to be given by the employee to the University

	Common Pay Spine (CPS) Grades
	

	A – G and RA and RF
	One month

	H- L and Lecturers, Senior & Principal  Research Fellows, Senior Lecturers and Principal Lecturers
	Three months


A shorter period of notice may be negotiated by mutual agreement between the University and the individual. 

9.2
Staff on Probation.

return to index
The following requirements for notice shall apply:

Notice to be given by the University to the employee and by the employee to the University

	CPS Grade
	

	A – G and RA and RF 
	During probationary period of 6 months, 2 weeks notice by either party.

	H – L and Lecturers,  Senior & Principal Research Fellows, Senior Lecturers and Principal Lecturers
	During probationary period of 9 months, 1 month’s notice by either party


9.3
Fixed Term Employees 

return to index
Fixed term employees shall be required to be given and to give one month’s notice. However, on the employer’s side, the exception to this will be where, via continuous employment, a higher rate of notice is required under the statutory provisions (i.e. one additional week for every year of continuous service after four years service to a maximum of twelve weeks notice).

9.4
Payments In Lieu of Notice

return to index
The University reserves the right to make payment in lieu of worked notice.
10.
ACCOMMODATION, TRAVELLING AND SUBSISTENCE ALLOWANCES FOR BUSINESS PURPOSES

return to index
Staff are expected to make the most economical arrangements possible with regard to business accommodation, travel and subsistence. All reasonable expenses will be reimbursed subject to the condition that if actual expenses are less than the specified amounts referred to here, the amount to be reimbursed will be the actual costs incurred. The amounts specified here indicate the maximum that will be reimbursed for these purposes.
As there are many cheap air carriers and alternatives available, arrangements for reimbursement of travel expenses outside of the UK will be subject to prior agreement between the person undertaking the travel and their Head of Department / Senior Management Team member. Reimbursement will be subject to actual expenses incurred (which must be receipted) and should be the most economical alternatives available.
10.1
Accommodation – within the UK

Where an overnight stay is required, the member of staff should agree in advance with their Head of Department the type of accommodation which is acceptable. A member of staff may stay in a higher grade of accommodation than that approved by the manager but the amount to be reimbursed will be limited to the amount agreed below.
	Central London
	Up to £95 per night

	Other UK
	Up to £75 per night

	Overseas
	Equivalent to UK 3 Star Standard


Receipts must be provided for accommodation claims to be authorised.
10.2
Travel Expenses – within the UK

return to index
The University has a Policy on Travel and Business Expenses. That Policy sets out the full arrangements for reimbursement of travel expenses.
Staff are expected to use the most efficient and economical method of transport for business travel. Normally this will equate to a standard / second class fare. The University reserves the right to limit reimbursement to the most economical fare / cost as appropriate.
In all cases, it is the responsibility of the employee to ensure that they carry valid and appropriate business user insurance and that their vehicle remains appropriately maintained.

There will be two rates of payment for car travel: a standard user rate and a regular user rate. Users shall agree a classification with their Head of Department at the start of each new financial year based on the previous year’s claims.
The current rates for reimbursement of travel expenses are as follows:

Cars

· A standard user rate of 45 pence per mile where annual mileage is expected to be up to 5,000 miles p.a. or less. Under current HMRC arrangements, these payments are tax free.
· A regular user rate
 of 43 pence per mile where annual mileage is anticipated to be in excess of 3,500 miles p.a. A lump sum ‘maintenance’ allowance of £90 per month will also be payable to regular users. A rate of 23 pence per mile will apply to all mileage claimed after 10,000 miles. Under current HMRC arrangements, amounts paid in excess of the permitted allowances are liable for tax.
A classification may only be changed at the start of a new financial year by agreement between the individual and their Head of Department. New rates will be applied prospectively and not retrospectively (i.e. no refunds will be required).
Passengers

In addition to the above rates, where a business passenger is carried, an allowance of an additional £0.05 per mile may be applied.
Motorbikes

· 26 p per mile where annual mileage is 5,000 p.a. or less and 10 p per mile thereafter

Pedal bikes
· 20 p per mile

Any mileage claimed will relate to the tax year in which it is claimed as opposed to the when the mileage is actually incurred.
Approved mileage rates for claims are as follows between:

                      Canterbury and Broadstairs: 
           19 miles

                      Canterbury and Salomons:

           50 miles

                      Canterbury and Medway: 


31 miles

                      Broadstairs and Medway:                         45 miles

                      Salomons and Medway:                           32 miles

                      Salomons and Broadstairs:                       64 miles

                      Canterbury and Hall Place:                        2 miles

                      Canterbury and Folkestone:                      18 miles

                      Broadstairs and Medway:                        45 miles

10.3
Subsistence Rates - within the UK
return to index
Subsistence expenses will be payable to staff who are away from the University on official business.
Subsistence expenses will not be payable where a suitable meal is provided during the course of the member of staff’s duties away from the University, nor when meals are taken at another campus within Canterbury Christ Church University.
In exceptional circumstances and where prior written authorisation has been obtained, additional expenses beyond those shown here may be approved. Such authorisation must be attached to any claim for reimbursement of expenditure.
The subsistence rates which may be claimed are as follows:
	
	UK & overseas

	Breakfast
	Up to £7.50

	Lunch
	Up to £10.00

	Evening meal
	Up to 15.00


If actual expenses are less than the above amounts only the actual expenditure will be reimbursed.
Receipts must be provided for subsistence claims to be authorised.
11
MARKET SUPPLEMENTS 
return to index
11.1
Criteria / Process for Introduction of a Market Premia Payment

Market premia for skills may be paid subject to an assessment against the following criteria:

a) The post has been advertised / market tested externally 

b) There is some evidence (exit questionnaires, market surveys etc) that the current pay rate of the job on offer is below what appears to be the market rate 

c) The post(s) is / are ‘business critical’ and it is not practical to consider re-designing the post(s) / role(s) and meeting the need in a different way

d) It is agreed that payment of a market rate supplement will not have significant internal repercussions on other posts where there is no market supplement or it is justifiable to pay the supplement also to a limited number of existing internal staff to ensure both recruitment and retention
e) The market rate payment is internally justifiable in terms of enabling the meeting of key strategic objectives. This might include being a means to achieving the management of internal change to new or revised pay arrangements

f) Initial proposals are developed by agreement between the Head of Department, the Director of Human Resources and the relevant Senior Management Team member.

g) The proposals are subject to consultation with Departmental staff and the relevant Trade Unions and have their support.

h) The payment of the market supplement is considered to be ‘affordable and necessary’ and is approved by the Senior Management Team.

11.2
Market Supplement Payments

return to index
The market supplement to be applied may be normally up to and not exceeding 25% of salary. (Payments would therefore increase automatically in line with cost of living increases).

Payments may be made:
1) On a single ‘up front’ non-recurring lump sum basis or 

2) On a split, non-recurring lump sum basis over a period not exceeding three years (e.g. as per the current approved ‘Golden Hello’ scheme), or 
3) By dividing that amount and making the payment on a regular monthly basis, in salary, over any period of up to three years.

Alternatively, the Senior Management Team may approve specific market supplements designed for purpose.

Market supplement payments will be subject to the annual cost of living review.

Such payments will be taxable and pensionable.
11.3
Monitoring and Records
return to index
All local market supplements will be approved by the Senior Management Team and reported to the Employment and Staffing Committee who will monitor and review their application and use on a regular basis.

The Director of Human Resources will be responsible for recording market supplement payments and for recoding the rationale with regard to their use.

11.4
Procedure for Withdrawal of Payments of Market Supplements

return to index
a) A proposal to withdraw a market supplement must be based on clear evidence (exit questionnaires, market surveys etc) that demonstrate that continuing payment of the market supplement is inappropriate given local labour market rates.

b) Staff affected must be consulted

c) The Director of Human Resources must be consulted.

d) The Joint Negotiating and Consultative Committee (JNCC) must be consulted as well as local trade union representatives at the campus / site in question prior to any final decision being made.

e) Final approval of a decision to withdraw the payment will rest with the Senior Management Team.

Where market supplements are paid on an upfront ‘Golden Hello’ basis (options 1 and 2 above) at the start of employment, these will not be repayable unless the person leaves the employment of Canterbury Christ Church University within a period of three years from the date of the first payment of the Golden Hello supplement. Repayment shall be calculated on 1/36 for of the total original payment for each complete month short of three years service.

Where market supplements are paid on a monthly basis, they may be withdrawn from individuals following 13 weeks written notice, irrespective of the person’s length of service. Following completion of notice, payments will not be withdrawn immediately but in the following staged way:

	During notice period
	100% paid

	1st and 2nd months after expiry of notice
	75% paid

	3rd and 4th months after expiry
	50% paid

	5th & 6th months
	25% paid

	7th month
	0% paid


Alternatively, where agreed between both parties in writing, the payment may be withdrawn by payment of a lump sum (taxable etc) equivalent to the amount that would be payable, as above.

12.
GEOGRAPHICAL PAYMENTS
return to index
The University has discretion to introduce geographical payments where it considers this to be appropriate and necessary.
13.
OTHER CONTRACTUAL RIGHTS AND CONDITIONS

return to index
13.1
Academic Freedom

return to index
The Governing Body shall ensure that academic staff have freedom, within the law, to question and test received wisdom and to put forward new ideas and controversial or unpopular opinions without placing themselves in jeopardy of losing their employment or any privileges they may enjoy at the University.
13.2
Exclusivity of Service



          return to index
External engagements which are supportive of your professional responsibilities are encouraged by the University. However, before you enter into any obligation to undertake any paid or unpaid external work, which may impinge upon your contractual commitments to the University, you must inform your Head of Department and the relevant Senior Management Team member. 

The University will decide as promptly as possible and preferably within a period of 10 days, whether the work is likely to interfere with your contractual responsibilities or compete or conflict with the interests of the University.

If use of any facilities of the University is required in connection with any planned external work then prior approval is also required.

13.3
Patents and Inventions
return to index
The provisions of the Patent Act 1977 will apply.

As an employee of the University, an academic member of staff has an obligation to further the interests of the University.

Any matter or thing capable of being patented under the Patents Act 1977, made, developed or discovered by you either alone or in concert with others, whilst in the performance of your normal duties or when using the University’s facilities shall be disclosed to the University and subject to the provisions of the Patents Act shall belong to and be the absolute property of the University.

A full copy of the contractual requirements relating to patents will be set out in the statement of main terms issued on appointment.

13.4
Copyright 
return to index
The Copyright, Designs and Patents Act 1988 applies.

All records, documents and other papers (including copies and summaries thereof) which pertain to the business of the University and which are made and acquired in the course of employment shall be the property of the University. The copyright in all such original records, documents and papers shall at all times belong to the University.

The copyright in any work or design compiled, edited or otherwise brought into existence as ‘scholarly work’ produced in furtherance of a professional academic career shall belong to the employee. ‘Scholarly work’ includes items such as books, contribution to books, articles and conference papers and shall be construed in the light of the common understanding of the phrase in Higher Education.

The copyright in any material produced by you for personal use and reference, including as an aid to teaching, shall belong also to the employee. However, the copyright in course materials produced in the course of employment for the purposes of the curriculum of a course run by the University and produced, used or disseminated by the University shall belong to the University, as well as the outcomes from research specifically funded and supported by the University.

Further details regarding copyright will be set out in the statement of main terms.

13.5
Post Termination Restrictions

return to index
(Applies only to Principal Lecturers, Head of Subject Departments, Consultants and any other post so designated by the Vice Chancellor and Principal).

The following term and conditions apply to members of staff in the above designated posts:

i) Not to provide teaching or training services in competition with the University to any client of the University whether as an employee, director, principal agent, consultant or in any other capacity whatsoever for a period of twelve months immediately following termination of employment unless the University permits this in writing;

ii) Not to solicit, induce or procure any client in competition with the University for a period of twelve months immediately following the termination of your employment.

For the purposes of the above conditions, ‘client’ shall mean any person, firm company or other organisation whatsoever to whom the University has supplied teaching or training services for payment or other consideration but excluding any person enrolled by the University as a student.

A full copy of the contractual requirements relating to post termination restrictions will be set out in the statement of main terms issued on appointment.

13.6
Consultancy and Entrepreneurial Activity

return to index
The University will be introducing policy arrangements for consultancy and entrepreneurial activity in order to ensure

a) that consultancy and entrepreneurial activity is encouraged and appropriately rewarded within the terms of the employment contract of staff

b) that there is equitable treatment for staff who engage in consultancy

c) that the procedural arrangements are clear for all those involved.
� ‘Old’ is deemed to be those employed prior to 1 December 2006. New is deemed to be those employed after 1 December 2006.


� The Regular user rate will apply at Salomons from 1 August 2006. The Regular user rate will apply to all other areas of the University from 1 August 2007.
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