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CANTERBURY CHRIST CHURCH UNIVERSITY
SESSIONAL (HOURLY PAID) ACADEMIC STAFF

TERMS AND CONDITIONS OF SERVICE

1. PREAMBLE

This document is to be read in conjunction with the following Joint Negotiating Committee for Higher Education Staff – Academic Staff Sub-Committee (JNCHES) Guidance:
· Fixed Term and Casual Employment Guidance for Higher Education Institutions (June 2002)
· Guidance on Pay for Hourly Paid Lecturers in Post – 1992 Institutions (March 2004)

· Implementing the JNHCES Framework Agreement for the Modernising of Pay Structures – UCEA Guidance (July 2004)

2. INTRODUCTION

This document sets out the main terms and conditions for Hourly Paid (Sessional) Lecturer staff (HPSL’s) employed by Canterbury Christ Church University whether employed on a Temporary / Fixed Term hourly or permanent hourly basis.
These terms and conditions of service have been negotiated and agreed between the management of the University and the recognised Trade Union (UCU) – the ‘parties’ - as part of the implementation of the new pay framework agreement for implementation from 1 August 2007. 

This document is intended to be a workforce agreement for the purposes of Schedule 1 of the Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002 and shall apply from 1 August 2007 to 31 December 2011. The agreement will be reviewed during 2010 in the light of existing legislation at that time.

These terms and conditions apply to all sessional academic staff employed from 1 August 2007. 
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 these 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. 
3. GENERAL POLICY ISSUES

Transitional Arrangements for Transfers to Permanent Fractional Contracts

Subject to the conditions set out in paragraph 11, any academic sessional who works in excess of a total of 200 hours per annum for the University will be invited to attend a transition interview for a fractional appointment. Subject to their personal preference to accept such a contract and to their meeting all the relevant academic and other appointment criteria for a fractional contract, they will be offered a fractional appointment. Where the individual does not meet the relevant criteria a development plan will be agreed with the individual to enable and support the process of transition.
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.
Equal Opportunities

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 this commitment.

The University takes its responsibilities regarding the promotion of equality of opportunity seriously. Any form of harassment, whether based on gender, race, disability, sexual orientation, religious beliefs or age will be treated seriously. 
Pensions

All academic Sessional staff are eligible to join one of the University’s Occupational Pension Schemes, in line with the scheme rules.

Sick Pay
All academic sessionals will be eligible to claim pro rata occupational sick pay.
Health and Safety

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. 
No Smoking Policy

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.

Confidentiality

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. 
Disciplinary Procedure and Rules

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. 
Grievance Procedure

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.

4. DEFINITION OF TERMS

· A Visiting Lecturer is one who is a special / guest Lecturer or prominent or distinguished expert who is paid a one off fee which may be defined by a half day or day rate or pre-agreed Consultancy fee for delivery of a limited number of hours or days of work.

· An Instructor is a practitioner who gives practical (often one to one) instruction who is paid a fee rate which may be defined by an hourly rate, a half day or day rate or pre-agreed Consultancy fee for delivery of a limited number of hours or days of work.

· An Hourly Paid Sessional Lecturer (HPSL) is a Temporary / Fixed Term Sessional Lecturer who is paid on an hourly basis. An hourly paid sessional Lecturer will work a minimum of 50 hours and a maximum of 200 hours per annum. The basic / minimum hourly rate of pay will be based on the formula as set out in the JNCHES agreement [Guidance on Pay for Hourly Paid Lecturers in Post – 1992 Institutions (March 2004)] which equates to spine points 30 on the pay and grading structure. Incremental progression will be available within the Lecturer grade to sp 32 and the bar. Subject to meeting the relevant HERA job and role profile requirements, staff may progress beyond the bar to the maximum of the Lecturer grade (sp 35) via incremental progression (sp 37 with contribution).
An Hourly Paid (Temporary / Fixed Term) Sessional Lecturer may be appointed on a fixed term contract corresponding with an academic year (i.e. for a twelve month period) or for a shorter period, as is appropriate to the requirements of the Department / Faculty / University.

An Hourly Paid Sessional Lecturer is expected, as far as possible, to undertake all aspects of the appropriate role profile (Lecturer grade). In specific terms, this means that the Hourly Paid Lecturer is expected to engage in scholarship and study to maintain their professional knowledge. However, they are not necessarily required to engage in formal research or to contribute to the Research Assessment Exercise (RAE) process.

5. ROLE PROFILES

Role profiles for each of the above roles (excluding Visiting Lecturers / Instructors) have been established as part of the implementation of the New Pay Framework (August 2006) using the Higher Education Role Analysis (HERA) scheme. Copies of these are attached to this document - Appendix 1.

6. APPOINTMENT REQUIREMENTS
Temporary Hourly Paid Sessional Lecturers will be recruited by Heads of Department or at Faculty level under procedures agreed with Pro Vice Chancellors and the Strategic Director (Resources).

Sessional Lecturers who convert from temporary / fixed term sessional employment will be required to complete a full, normal selection process for an established, permanent academic appointment prior to being confirmed in post.

Any sessional member of staff may apply for any permanent full academic role via the normal process of response to an advertised vacancy.

Sessional staff will be eligible for incremental progression within the Lecturer grade subject to the continuity of service requirements set out in paragraph 12. Further progression beyond the Lecturer grade within the Academic grading structure will only be available to substantive members of the academic staff who meet the relevant appointment / role / job criteria for appointment.

There is no process of automatic transition from a sessional contract to a permanent, full academic role. 

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) 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) or the equivalent internal programme for sessional staff.

g) 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.

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

i) 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. 

j) Compliance with the University’s Policies and Procedures and in particular, its disciplinary rules and Staff Code of Conduct. 
In recruiting hourly paid staff, managers are required to comply with the University’s equality policy and practice.

In recruiting hourly paid staff, managers must ensure that all hourly paid staff are interviewed and that an application form or CV including two referees (who must be contacted) be obtained prior to appointment.

7. HOURS OF WORK
Canterbury Christ Church University employs temporary / fixed term sessional lecturers on an hourly paid basis to supplement the core teaching staff base, to provide specialist input to courses and to meet unpredictable short-term demands e.g. short courses, to cover for short term sickness absence, maternity cover or to sustain part of a programme course pending a vacancy being filled.

Although Canterbury Christ Church University recognises that temporary / fixed term hourly paid sessional lecturers are a significant and important input to a large number of courses, it believes that there should be limits on the annual hours for such hourly paid lecturers. 
Canterbury Christ Church University and UCU therefore agree the following annual maximum hours for hourly paid lecturer employment;

	Maximum hours per year (all contracts held with the University)
	

	In excess of 200 hours per annum
	Exceptional circumstances may include cover for maternity leave, long term sickness or other extended leave or to provide specialist input from practitioners where internal expertise is not available. Regular contracts above 200 hours per annum would normally require consideration for a permanent fractional appointment, subject to the normal appointment criteria being met.

	50 - 199 hours per annum
	To cover short term absences / vacancies including: study leave; secondment; vacancy; provision of short term cover while an academic is engaged on other duties; delivery of short courses

	49 hours or less per annum
	Exceptionally to cover very occasional duties limited to a specific number of lecturers or events rather than the support of an entire course or programme.


Departments/Faculties are responsible for the recruitment of hourly paid sessional lecturers 
within the above designated maxima in accordance with advice and guidance issued by the Human Resources Department.

8. VARIATIONS IN HOURS OF WORK

It is in the nature of sessional employment that hours of work may be varied. This will normally be done by agreement and following consultation but if necessary for operational reasons, hours of work may be reduced following one months notice. Wherever possible, hour of work will not be varied substantially in the course of an academic year but only in a subsequent academic year. Reductions of hours within the range of 1 – 200 will not incur any eligibility for redundancy payment unless the whole contract is terminated.

9. TEMPORARY / FIXED TERM AND PERMANENT ACADEMIC SESSIONAL DUTIES

Hourly Paid Temporary / Fixed Term Sessional Lecturers will undertake duties as set out in the agreed role profile. This will include:

· Preparation for teaching

· Teaching

· Setting and marking of projects and assignments

· Supervision of examinations

· Completion of registers

· Provision of data and related course administration

· Keeping up to date with knowledge of the subject

· Scholarly activity

Permanent Sessional Academic staff will undertake all of the above duties but may also be required to undertake one or both of the following, with mentored support or under supervision of an experienced member of the Academic staff.

· Elements of course management / leadership

· Assisting with the development of course programmes

For those offered a permanent fractional or sessional contract, their job role may represent the 
early stages of an academic career.  They may engage in a combination of teaching and research, with appropriate agreement and support for these activities together with the provision of opportunities to promote the development of external networks, consultancy and income generating activity. 

10. PERIODS OF WORK
Temporary / Fixed Term Hourly Paid Sessional Lecturers may be employed for a fixed term period of twelve months from 1 September to 31 August but contracts may be for a period shorter than a full year.

Fixed term contracts may be renewed for a further year or shorter period as appropriate.

11. CRITERIA FOR ESTABLISHING A PERMANENT FRACTIONAL APPOINTMENT OR PERMANENT SESSIONAL LECTURER.
The criteria for transition to permanent fractional Lecturer or permanent Sessional Lecturer status are:

· That there is a clear and substantial ongoing commitment for the hours of work (i.e. in excess of 200 hours per annum)

· That ongoing funding is available / identifiable to cover the costs of the appointment

As part of the transitional arrangements for conversion, a formula for conversion from an hourly paid contract to a fractional contract will be discussed and agreed with UCU but which will also allow sufficient flexibility to take account of individual circumstances.
For those offered a permanent fractional or sessional contract, their job role may represent the 
early stages of an academic career.  They may engage in a combination of teaching and scholarship, with appropriate agreement and support for these activities together with the provision of opportunities to promote the development of external networks, consultancy and income generating activity. 

12. CONTINUOUS SERVICE

The annual pattern of employment of hourly paid lecturers may give rise to continuity of service but it is not envisaged that such contracts will automatically give rise to continuity of service. In some cases, sessional members of staff are employed for relatively few hours, infrequently in the course of a year. In other cases, they may undertake regular commitments throughout the course of a year but have an extended break in service before their next contract commences. Continuity of service provisions are governed by statute but are also legally complex, particularly in the Higher Education sector and with fixed term contracts and renewals. 

The following provisions will apply in term of the locally agreed interpretation for assessing continuity of employment for hourly paid casual staff:

A sessional member of staff will be deemed to have continuity of service where they have undertaken work for the University of not less than 110 hours actual paid teaching within the taught academic year (i.e. excluding the effect of any multiplier). Where a sessional member of staff is deemed to have achieved continuity of service, then the hourly paid lecturer will receive incremental progression at 1 August.

Continuity For the Purposes of Redundancy Pay

Continuity for the purposes of redundancy pay will be calculated in line with the Statutory provisions.
13. PAYMENT
The pay of fixed term and casual hourly paid Lecturing staff is based on the guidance agreed by the Joint Negotiating Committee for Higher Education staff (March 2004). A copy of this guidance is available on request from the University’s HR Department.

In calculating a comprehensive scheduled teaching rate for Hourly Paid lecturers undertaking the full range of duties identified in the agreed role profile, Canterbury Christ Church University will use the JNCHES nationally agreed formula to calculate the equivalent full time academic hourly rate (i.e. the multiplier of 2.5 
recognising that each hour of teaching is supported by 1.5 additional hours, including annual leave allowance). However, this level of pay will also equate to the relevant Lecturer grade on the agreed pay spine. 

For Sessional academic staff, the minimum hourly rate of pay, inclusive of all duties and holiday pay, will be spine point 30 on the common pay spine.

14. HOLIDAY

Holiday Pay will be paid in line with UCEA guidance in line with guidance issued by the European Court of Justice.
 In essence the contract will therefore state that:
· Holidays can only be taken on days when there is no work required at the institution

· Payment for holiday will be deemed to be claimed / taken on days when no work was required

· Claim forms will allow transparency so that sessional staff may see how their holiday pay has been calculated and how it is accrued.

· The pay slip will show payment of holiday pay separately

15. TRAINING AND DEVELOPMENT

Hourly paid lecturers will have access to internal staff development activities, as appropriate and will receive payment at the relevant training rate (i.e. excluding the normal multiplier for preparation etc) for essential development activities, as agreed with their Head of Department. This will include, as necessary, participation in the PGCE (LT HE) qualification or part(s) thereof. Payment will be at the base training rate relevant for the grade (i.e. will not include the multiplier effect which allows for preparation time and annual leave etc).

16. SICK PAY
Sessional academic staff will be eligible to claim pro rata occupational sick pay subject to confirmation that the teaching hours cannot be re-scheduled.

All staff will be eligible for statutory sick pay.

17. NOTICE PERIODS
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).

The University reserves the right to make payment in lieu of worked notice.

18. LEGAL REQUIREMENTS TO BE MET WHEN TERMINATING A FIXED TERM / SESSIONAL APPOINTMENTS.

Collective Consultation regarding redundancy.

The Trade Union and Labour Relations (Consolidation) Act 1992 requires that collective consultation should take place with union representatives if more than 20 employees are to be dismissed as redundant by an employer within a period of 90 days or less. Consultation must take place at least 30 days before the first dismissal takes effect (or 90 days if the numbers to be dismissed exceed 100 over a period of 90 days
). This can include workers on fixed term contracts, including sessional staff who are employed for more than three months, even if their continuous employment is less than two years. It is therefore likely that during each academic term, there should be a process of collective consultation underway regarding the expiry of fixed term contracts (regarded legally as a ‘dismissal’ and / or a ‘redundancy’). It is very important that this collective consultation takes place with trade union representatives. This collective consultation will need to be undertaken in parallel with any individual consultation.

It has been agreed with UCU that a rolling programme of termly consultation will take place covering the above collective consultation requirements. This collective consultation process will be the responsibility of the Director / Asst Director of HR in conjunction with the HR Manager (Workforce Information). SMT members and Heads of Department will be responsible for informing the Director of HR promptly of the non-renewal of fixed term contracts. 

This process will normally take place between July and December in line with budget setting requirements and information about student numbers being confirmed.

Terminations / non-renewals of contract will take place in accordance with the date fixed in the contract or in August or December as appropriate. Terminations will only take place once the relevant consultation and statutory dismissal processes have been completed.

Individual Consultation and Terminating a Fixed Term Contract (FTC)

The HR Manager (Workforce Information) will produce at the start of each term a list of fixed term contracts which are due to end in the next six months. This list will be provided for three purposes:

i) collective consultation with Trade Union  representatives and

ii) consultation with SMT Members / Heads of Department about whether those contracts are to be made permanent or renewed or not

iii) individual consultation with the postholders

The statutory minimum three step procedure to be followed for the ending of any contract will need to be followed.

19. STUDY LEAVE AND DEVELOPMENT LEAVE
Applications for funding towards courses / professional development activity should be submitted to the Staff Development Office via the relevant Head of Department. Support will generally be restricted to the payment of fees only.
20. SUB-CONTRACTING OF SERVICE

A sessional contract is offered for personal delivery for a service and is not to be sub-contracted to a third part without the prior agreement of the relevant Head of Department or Pro-Vice Chancellor of the University.

21. OTHER CONTRACTUAL RIGHTS AND CONDITIONS
Academic Freedom

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.
Exclusivity of Service 
The University recognises that sessional members of staff particularly may be engaged in employment elsewhere. Secondary employment or other external engagements which are supportive of professional responsibilities and development are encouraged by the University. However, once employed by Canterbury Christ Church University, before a sessional member of staff enters into any additional or new obligation to undertake any paid or unpaid external work, which may impinge upon his / her contractual commitments to the University, they must inform their 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 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.

Patents and Inventions 
The provisions of the Patent Act 1977 will apply.

As an employee of the University, any academic member of staff, including a sessional 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 alone or in concert with others, whilst in the performance of 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.

Copyright 
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 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.

22. RETIREMENT

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).

23. SELF EMPLOYMENT

Sessional Lecturers may elect to deliver their teaching by agreement with the University on a self-employed basis. This is subject to the individual satisfying the relevant Inland Revenue requirements for self-employed status.
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� If the number is 100 or more, there is a statutory requirement to inform the Secretary of State
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