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INTRODUCTION

This Staff Handbook was produced in accordance with the National Agreement on Conditions of Service for Teaching Staff (1990/91).  It has been updated to reflect changes under the National Framework Agreement, collective agreements and changes to local policies.
The Staff Handbook contains the relevant provisions of the National Agreement as they apply to Middlesex University staff, and local conditions of service which have been agreed between the University Management and UCU. It is the intended purpose of the Staff Handbook to act as a source of information on conditions of service for teaching staff and it should be read in conjunction with the contract of employment and up to date policies found on the intranet. Towards the end of the Staff Handbook, in Section B, a number of Collective Agreements which have been reached on matters of mutual interest have been included for your information. 

Any queries which you may have in relation to this Handbook should, in the first instance, be referred to your line Manager, who may in turn seek advice where necessary from Human Resource Services.

Signed

For the Employers




For the Employees

(Director of HR)




(Joint Secretary of UCU)
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A1  
NATIONAL AGREEMENT
1.
Salary Scales, Rates, Grading Provisions and Allowances

1.1
Payment of Salary: Lecturers

1.1.1
For the purposes of this section, so as to avoid involuntary breaks in service in transferring from one institution to another, the calendar year shall be regarded as consisting of three notional terms as follows:  the spring term from 1 January to 30 April; the summer term from 1 May to 31 August; the autumn term from 1 September to 31 December.

1.1.2
Salary shall be payable by monthly instalments and the lecturer shall receive not less than 
one-third of a year’s salary for each term’s service.

1.1.3
Salary shall be paid:

(a)
if the lecturer commences duty at the beginning of the spring term, from 1 January;

(b)
if the lecturer commences duty at the beginning of the summer term, from 1 May, or 

from the first actual day of term if this is earlier than 1 May;

(c)
if the lecturer commences duty at the beginning of the autumn term, from 1 September, or from the first actual day of term if this is earlier than 1 September;


provided that where the appointment immediately follows a period of employment other than teaching, payment of salary under this agreement shall begin from the date stated in the letter of appointment;

(d)
if the lecturer commences duty during the term, from the first day of duty.

1.2
Scales see 1.6
1.3
London Allowance 

London Weighting is payable to all staff whose principal place of work is within the areas 
defined below:-


Inner London Allowance


Royal Free


Outer London Allowance


Hendon

New Southgate
1.4
Placement on Scales

1.4.1
On first appointment to any scale, the incremental point shall be determined by the 
employer, subject to the following minimum provision:


A lecturer shall be entitled to at least one increment on appointment to the Lecturer Grade where he or she holds:


– a relevant degree; and/or


– a relevant degree - equivalent professional qualification, and/or


– an approved recognised teacher training qualification

1.4.2
Following a break in service, a lecturer reappointed to the same grade with the same employer shall be entitled to placement in that grade at an incremental point at least equivalent to the point achieved prior to the break.

1.4.3
A lecturer shall be entitled to an increase equivalent to at least one increment on 
promotion.

1.5
Incremental Progression

1.5.1
A lecturer whether full-time or part-time shall be entitled to one increment on 1st August following appointment and each year subsequently provided that the lecturer has six months or more service in post on that date, subject to the maximum of his or her scale and to satisfying appropriate criteria for bar progression.

1.5.2
No increment shall be withheld in respect of any year of teaching service unless the service in that year has been declared unsatisfactory by the institution.  In such a case payment of the increment in respect of that year shall be withheld only during the following year unless the institution otherwise expressly determines.

1.5.3
An institution is not precluded from counting a period or periods of secondment or unpaid 
leave from a post as “service in post” where it considers that to be appropriate.

1.5.4
Without prejudice to the lecturer being treated as if she had not been absent from her post in pursuance of sections 33 and 45 of the Employment Protection (Consolidation) Act 1978 or sections 35 and 48 of the Employment Protection Act 1975, a period of absence because of pregnancy or confinement shall count for incremental purposes if either it was provided for in the lecturers’ conditions of service or throughout the period the lecturer enjoyed a right to return to work under the said provisions of the said Act of 1978 or 1975.

1.6
Salary Scales
1.6.1
The following grades apply to Academic Staff:


Lecturer 

– 
Grade 7 

Senior Lecturer 
– 
Grade 8


Associate Professor 
– 
Grade 9

2.
Sick Leave and Sick Pay

2.1
Subject to the provisions of this scheme a lecturer absent from duty owing to illness (which term is deemed to include injury or other disability) shall be entitled to receive sick pay in accordance with the following scale:


during the first year of service:  full pay for 1 month and after completing four calendar months’ service before the start of the period of absence through illness, half pay for 2 months;


during the second year of service:  full pay for 3 months and half pay for 3 months;


during the third year of service:  full pay for 4 months and half pay for 4 months;


during the fourth and successive years:  full pay for 6 months and half pay for 6 months.


For the purpose of calculating entitlement a month shall be deemed to include 22 working days (including Saturday where this is a working day).


This scale is to be regarded as a minimum and the institution has the discretion to extend the scheme in individual cases.  For the purposes of this paragraph of the document, a working day is defined as any day on which the establishment is open but which does not form part of the lecturer’s personal holiday entitlement.

2.2
Sick pay shall include, where appropriate, Statutory Sick Pay, and shall not exceed full 
(ordinary) pay.  Appropriate deductions are detailed in the following paragraphs.

2.3
For the purpose of calculating entitlement to sick leave under paragraph 1 the year shall be deemed to begin on 1st April of each year and end on 31st March of the following year; provided that, in the case of a lecturer whose service commences on a date other than 1st April, such service shall be deemed for the purpose of this scheme, to have commenced on the preceding 1st April subject to the completion of four calendar months’ actual service before half pay can be claimed, and provided also that in the case of the lecturer who is absent owing to illness on 31st March of any year, such a lecturer shall not begin new entitlement to sick leave in respect of the following year until he or she has resumed teaching duty, the period from 1st April until the return to duty deemed to be part of the preceding year for the purpose of this scheme.  In the case of a lecturer transferred from the service of one HEI to that of another, any sick pay paid during the current year by the previous HEI shall be taken into account in calculating the amount and duration of sick pay payable by the new HEI.

2.4
For the purpose of paragraph 2.1 “service” means employment with this institution and such 
other period of employment as this institution may approve.

2.5
The following deductions shall be made from sick pay where it is of an amount equal to full 
pay:

2.5.1
the amount of sickness benefit receivable under relevant legislation (provided, however, 
that 
in any case where sickness benefit is, or may subsequently prove to have been, 
receivable 
in respect of the first three days of any sickness, the amount of benefit 
receivable shall be 
deducted from such pay only if such benefit has in fact been received in 
respect of any 
such period of three days);

2.5.2 
The dependency element (but not the disability element) of any treatment allowance 
received from the Department of Social Security.

2.6  
Deduction shall also be made from sick pay where it is of an amount less than full pay if a 


lecturer would otherwise with the benefits receivable in respect of insurance under the 
relevant legislation become entitled to an amount exceeding the sum of his/her full 
(ordinary) pay.

2.7
 Benefits are regarded as receivable at the full rate in circumstances in which a lecturer has 

opted under National Insurance regulations to put himself or herself outside of benefit at 
the full rate.

2.8
Subject only to the proviso in paragraph 2.5.1 the deductions enumerated under paragraphs.


2.5, 2.6 and 2.10 will be made if the lecturer is eligible to receive such benefits, payments or   allowances whether or not he or she takes the necessary steps to obtain them.

2.9
For the purposes of this scheme a lecturer shall be under an obligation to declare to the satisfaction of the institution his or her entitlement to benefit under the foregoing Acts (paragraph 2.5 above) and any subsequent alteration in the circumstances on which such entitlement is based, in default of which the institution shall be entitled to determine the benefit by reference to the maximum benefit to which the lecturer appears entitled under the statutory provisions governing such benefits.

2.10
Deductions equivalent to those set out in paragraph 2.5 above shall be made from the sick pay of a lecturer who is a married woman or a widow and has elected to pay reduced contributions under the terms of the Social Security Act 1975 and Social Security Contribution Regulations 1979, provided that, where a widow is in receipt of a widow’s or a widowed mother’s allowance or widow’s pension, regard shall be paid in calculating the amount of sick pay only to such part of the national insurance benefit receivable as is in excess of the amount received by the lecturer from the Department of Social Security in weeks of full normal employment.

2.11
Whilst sickness during a period when the institution is closed or a period forming part of the lecturer’s personal holiday entitlement will not affect the period of his or her entitlement to sick leave under paragraph 2.1, it will be relevant so far as deduction of benefit is concerned.  Thus the rate of sick pay applicable to a lecturer in respect of sickness during a period of closure or a period forming part of his or her holiday entitlement is the rate applicable to him or her on the last day before that period.  Where a lecturer, therefore, is ill immediately preceding such a period and:


–
the lecturer is on full sick pay:


he or she shall continue on sick pay, but the closure or holiday period is not counted 

against entitlement under paragraph 2.1.


–
the lecturer is on half sick pay:




he or she shall continue on half sick pay, but the closure or holiday period is not 

counted against his or her entitlement


–
the lecturer has exhausted his or her sick pay entitlement and is not receiving any 

pay:




he or she shall continue to receive no pay.


Where a lecturer is either on half pay or is not receiving pay he or she may be put on full pay by the procedure in para 2.12.

2.12
When a lecturer is ill immediately preceding a period of closure or a period forming part of his or her personal holiday entitlement, and has exhausted his or her sick leave entitlement, or is on less than full pay, and recovers during the above period, the lecturer shall be deemed, for the purpose of calculating the amount of salary due, to have returned to duty on the day the lecturer is authorised medically fit to do so by means of a doctor’s statement obtained for that purpose provided that he or she actually returns to duty on the first day after the said period.

2.13
If, during a period of closure or a period forming part of the lecturer’s personal holiday entitlement he or she falls ill and becomes entitled to Statutory Sick Pay or becomes, or would but for election to be exempted from liability to pay contributions, become entitled to claim any of the benefits referred to in paragraph in A2 section 4  (maternity leave and pay) it shall be his or her duty to notify thereof (in accordance with paragraph 2.14 as if the days of closure or personal holiday were working days) so that the institution may either pay Statutory Sick Pay (where appropriate) or make the appropriate deductions.

2.14
 A lecturer who is absent for more than three working days owing to personal illness shall submit such statements as the institution at its discretion shall require provided that a doctor’s statement shall not be required, save in special circumstances, more frequently than on the eighth day of absence, at the end of each month of absence and on return to duty, unless fitness for return to duty has already been ascertained and the lecturer returns to duty on the date specified on the previous doctor’s statement.  In the case of a prolonged or frequent absence a lecturer may be required at any time to submit to examination by an approved medical practitioner. The lecturer’s own doctor may be present at such examination on the lecturer’s request.

2.15
A lecturer entering hospital or a similar institution shall submit a doctor’s statement on entering and on discharge in substitution for periodic statements.

2.16
In the case of absence due to accident attested by an approved medical practitioner to have arisen out of and in the course of the lecturer’s employment, including any extracurricular or voluntary activity connected with the institution, full pay shall in all cases be allowed, such pay being sick pay for the purposes of paragraph 2.2 to 2.13 subject to the production of self certificates and/or doctor’s statements from the day of the accident up to the date of recovery and not exceeding six calendar months, after which the case will be reviewed for a decision on any extension of the period of sick pay. Absence resulting from such accidents shall not be reckoned against the lecturer’s entitlement to sick leave under 2.1 though such absences are reckonable for entitlement to Statutory Sick Pay.

2.17
When the approved medical practitioner attests that there is evidence to show a reasonable probability that an absence was due to an infectious or contagious illness contracted directly in the course of the lecturer’s employment full pay shall be allowed for such period absence as may be authorised by the approved medical practitioner to be due to the illness, and such absence shall not be reckoned against the lecturer’s entitlement to sick leave under 2.1, though such absences are reckonable for entitlement to Statutory Sick Pay.

2.18
Where the absence is attested by the approved medical practitioner to be due to pulmonary tuberculosis and the lecturer carries out an approved course of treatment, full salary shall be paid in 
respect of the first twelve calendar months of the period of absence after attestation and further full or half pay shall be allowed at the discretion of the institution.

2.19
A lecturer residing in a house in which some other person is suffering from an infectious disease shall at once notify the Human Resources Department and the lecturer shall, if required, take such precaution as may be prescribed provided that if in the opinion of the approved medical practitioner it is considered inadvisable, notwithstanding such precautions, for such a lecturer to attend duty, full pay shall be allowed during any enforced absence from duty, such pay being sick pay for the purposes of paragraph 2.2 to 2.13.  This provision will also apply where, in the opinion of any approved medical practitioner, it is inadvisable for a lecturer to attend duty for precautionary reasons due to infectious disease in the workplace.   The period of absence under this paragraph shall not be reckoned against the lecturer’s entitlement to sick leave under paragraph 2.1, though such absences are reckonable for entitlement to Statutory Sick Pay.

2.20
If the absence of the lecturer is occasioned by the actionable negligence of a third party in 
respect of which damages are recoverable, he or she shall advise the institution forthwith, 
and it shall be competent to the institution to require the lecturer to refund a sum equal to 
the aggregate of sick pay to him or her during the period of disability or such part thereof as 
is deemed appropriate but not exceeding the amount of the damages recovered.  In the 
event of the claim for damages being settled on a proportionate basis, the institution will 
require full details and will determine the actual proportion of sick pay to be refunded by the 
lecturer.

2.21
A lecturer who is absent from work because of injury in respect of which a claim will lie in 
the Criminal Injuries Compensation Board, and is otherwise qualified to receive sick pay, 
shall receive such sick pay without the lecturer being required to refund any proportion of it 
from the sum which the Compensation Board may award.

2.22
Where an award has been made by the Compensation Board the institution shall be free to 
discount wholly or partly the period of sick leave occasioned by the injury in calculating the 
lecturer’s entitlement to pay as they may see fit on consideration of all the material 
circumstances.

2.23
If the institution is of the opinion that the disability which has occasioned the lecturer’s 
absence from work is due to his or her other misconduct, or if the lecturer has failed to 
observe the conditions of this scheme, or has been guilty of conduct prejudicial to his or her 
recovery the payment of any sick pay under the scheme may be suspended provided that 
in any such case the institution shall inform the lecturer of the grounds upon which the 
payment of sick pay has been suspended and that the lecturer may, at his or her option, 
have recourse to the grievance procedure.

2.24
Sick pay shall not be paid in case of accident due to active participation in sport as a 
profession.

2.25
Where there has been a period of unpaid absence e.g. Sickness on nil pay or half pay, additional payment can be made to make up the loss of contribution.  HR should be contacted for further information.

3. 
Notice Periods

The academic contract shall be terminable by the staff member by giving the University three 
months’ notice in writing with a last day of service to coincide with the end of a term.  For 
these purposes the end of a term will be 31 December; Good Friday; and 31 August.


The academic contract shall be terminable by the University by giving the employee three 
months' written notice, except in case of probation, dismissal for gross misconduct, or where 
the Academic was in post on 1 April 1989, (see Redundancy below).

After following the Academic Probation Policy, if the employee is not confirmed in post the 
University will give one month’s notice to terminate the contract.  


After following the Disciplinary Procedure, the University reserves the right to terminate the staff 
member's contract without notice if the staff member has been found guilty of gross misconduct.

4.  
Redundancy

If, in accordance with the existing contract of employment as a result of the transfer to the 
Institution on 1 April 1989, an individual is entitled to one year’s notice in the eventuality of 
redundancy under the Terms of Appendix II of the “Conditions of Service for Lecturers in 
Further Education” then that entitlement shall remain in force notwithstanding the fact that 
the individual has transferred to the agreed Contract of Employment under the provision of 
Phase Two of this Agreement.

A2 
LOCAL AGREEMENT
1.
Copyright* (see Intellectual Property Rights and Revenue)

2.
Exclusivity

2.1
General Principles

2.1.1
The Agreed conditions of service provide for exclusivity of service in the context of a developing professional contract of employment. The University, however, encourages staff to engage in paid and unpaid external work of a professional nature (hereinafter referred to as “external work”). External work is recognised as supportive to the carrying out of professional duties, enhancing staff development, and generally offering advantages to both staff and the institution.

2.1.2
The University also recognises that conflicts of interests may arise in connection with external work, and that this gives rise to the need for information and careful judgement on such matters. Staff are therefore required to provide information on all professional external work. Permission to engage in external work will not be unduly restricted nor unreasonably withheld.  Please see Conflict of Interest and Commitment Policy on the intranet.  
2.1.3
The University recognises the need for equity and the balance of interests in dealing with returns on paid external work. Benefits derived from such work shall be distributed so as to reflect the interests of the Staff Member(s), the School, the Faculty, and the University. In considering these returns a prime concern shall be to ensure the continued encouragement of staff in developing external work. Please see Intellectual Property Rights and Revenue Policy on the intranet.
2.2
Processes

2.2.1
Please refer to Intellectual Property Rights and Revenue Policy on the intranet 


2.2.2
Staff are required to notify the Dean, normally through their Head of School, of all external 
work. Permission to engage in paid external work must be sought through the Head of 
School.

2.2.3
Permission to engage in external work shall not be unreasonably withheld. Where 
withholding permission is contemplated the Dean of Faculty must endorse any decision 
made.

2.2.4
A member of staff seeking permission to engage in paid external work shall not be faced 
with undue delay. If five working days elapse without a response to a staff member’s 
application they may 
assume permission is granted pro tem.

2.2.5
Staff members retain the right to use the individual Grievance Procedure on issues relating to exclusivity of contract. Where groups of staff are involved in an issue it may be appropriate to use the Collective Disputes Procedure.

2.3
Rules

2.3.1
All full time staff, engaged in or contemplating external work relating to their professional employment with the University, are expected to make themselves familiar with and to comply with the above General Principles and Processes.

2.3.2
Associate Lecturers by definition are not full time members of staff and cannot be legally 
bound by the same exclusivity conditions.  

2.3.3
All external work undertaken shall form part of an individual’s staff appraisal and 
development assessment, and may form part of their development programme.

2.3.4
Unauthorised and undeclared external work which can be related to professional 
responsibilities may result in the use of disciplinary procedures.

2.3.5
External scholarly work NOT requiring authorisation extends to the following: external examining, assessing, moderating, the writing of books, articles or papers, other personal creative work of the visual and performing arts.

2.3.6
Significant changes of circumstances may cause staff to withdraw from external work, or management to withdraw authorisation; both sides shall give reasonable notice of any intended change.

3.
Holiday Arrangements


See Annual Leave Policy on intranet 

4. 
Maternity, Paternity and Adoption provisions

Please see the Maternity, Paternity, Adoption and Parental Policy on the intranet: 
5.
Research and Scholarly Activity

5.1
Principles


The following principles are stated in the Nationally Agreed Contract:

5.1.1
As part of their duties, lecturers will normally be expected to engage in research and scholarly activity.  The nature and extent of this will vary with the nature of the subjects they teach and the full range and balance of their other commitments.

5.1.2
While it is in the nature of research and scholarly activity that it may take place throughout the year and be integrated into the overall pattern of the individual lecturer’s activities, it is envisaged that normally the period(s) of the year outside normal teaching weeks (see Staff Loading) and their holiday entitlement (see Holiday Arrangements) will primarily be devoted to research and scholarly activity.

5.1.3
Research and scholarly activity will be principally self-managed.  In addition, these activities and their relationship with other duties will be considered as part of the staff appraisal and development system, under which objectives for the coming year (or other appropriate period) can be set and achievements over the past year can be assessed.  Middlesex University undertakes to give such support as is reasonable in the circumstances in order to help lecturers realise the objectives so set.

5.1.4 
It is also stated in the Staff Loading Agreement (below) that:

5.1.5
Schools are required to include research and staff scholarship in their analysis of projected 
commitments each year.

5.1.6
The University recognises the importance of staff development and research in underpinning the curriculum and providing a high quality environment for staff and students.  Accordingly, the University will require all Heads of School to allow and account for time devoted to such activities when determining overall School workloads and agreeing individual work programmes.

5.1.7
The University’s Research Policy states that:

5.1.8
Middlesex University believes that research is vital to the provision of a stimulating learning environment in which staff and students, including research students, flourish and fulfil their 
potential.  Research contributes to staff confidence, competence and development and supports the professional health of staff.

5.1.9
The University accepts that the nature of research differs from discipline to discipline and 
covers a wide range of scholarly and intellectual activities.

5.2
Processes

5.2.1
The Head of School shall ensure that research and scholarly activity are taken into account in determining each individual lecturer’s work programme and analysing the overall commitments of the School.  Particular attention is drawn to the Agreed National Text incorporated in the Staff Loading section of this Handbook at 9.2.1 - 9.2.4.

5.2.2
Since these activities are primarily self-managed, no specific provision for the allocation of time is 
required, other than that these activities do not prevent the lecturer from carrying out agreed teaching or other specifically timed duties.


Permission for attendance at conferences, seminars or colloquia during times allocated for teaching or other duties shall be obtained from the Head of School, and suitable arrangements made in consultation with the Set or Programme Leader(s) where absence from teaching is involved.

5.2.3
The dates of the individual lecturer’s ‘Research and Scholarly Activity Period’ falling between normal teaching weeks and the individual’s holiday entitlement (5.2 above), usually c. 20 working  days a year, shall be recorded as agreed when the lecturer’s application for annual leave entitlement is agreed.

5.2.4
If an emergency arises in which the lecturer is called upon to do teaching, administrative or other work for the University during the planned  ‘Research and Scholarly Activity Period’, the equivalent 
number of days shall be allowed for the interrupted activity from some other period(s) of the lecturer’s working year.  The University will make every effort to avoid such emergencies causing 
serious disruption by ensuring that Heads of School construct an ‘availability plan’ for administrative and other duties outside normal teaching weeks.

   5.2.5
The University has an agreed sabbatical policy.  Applications for sabbatical periods should be submitted in accordance with the Policy Statements, in good time to the Head of School and reviewed by each School along with the other components of the School’s workload through the processes described in the Staff Loading section of this handbook.

5.2.6
In accordance with 5.1.3 above, objectives for the lecturer’s research and scholarly activity 
shall be set, and achievements assessed, at the Staff Appraisal and Development 
interview.

5.3
Rules

5.3.1
The nationally agreed Contract states that the term ‘scholarly activities’ includes the production of books, contributions to books, articles and conference papers, ‘and is to be construed in the light of the common understanding of the phrase in higher education.’

5.3.2
Any activity may be self-managed scholarly activity, provided that it either contributes to the teaching, scholarly or managerial development of the member of staff concerned, or it supports the effective running of the School.

5.3.3
The University recognises that different disciplines generate different types of scholarly activities, and that many other types of activity may be included:  for example, scientific experiment; creative work; or the maintenance and development of skills, techniques or repertoire.  Bearing in mind the importance of innovation in scholarly and educational activity, no list can be exhaustive, and specific activities may be agreed to be relevant by the School concerned.

6.
Special Leave and Compassionate Leave 

Please refer to Special Leave and Compassionate Leave Policy on the intranet.

Please refer to Time Off for Public Duties (incl. Jury Service).
7.
Staff Appraisal and Development


Please refer to the Staff Appraisal Scheme and the Appraisee Guidelines.


8.
Grievance and Discipline

Please refer to Grievance Procedure 


Please refer to Disciplinary Procedure 
9.
Staff Loading
9.1
Principles

9.1.1
The University seeks to ensure that all schools, as soon as is practicable and in accord with the schedule as determined for the whole institution, carry out a full analysis of their projected commitments for the forthcoming academic year. The analysis shall take account of at least the following elements:


teaching bids; assessment requirements; research; staff development; staff scholarship; curriculum review and development for modules, sets and programmes; short course work; all forms of student counselling; admissions work; administrative and managerial duties; committee work for the school/faculty/university; educational and industrial liaison; other external activities connected with the University; a contingency allowance for short term working groups, late teaching bids, and unforeseen needs.

9.1.2
It may become apparent from the analysis of projected commitments that initial bids for teaching and 
administrative duties cannot be met without creating undue pressure on staff. If such a position arises the Head of School shall alert those responsible for bids as soon as is possible, in order to seek agreed modification which is compatible with the delivery of the Academic Programme and the resource constraint encountered.

9.1.3
The University recognises the importance of staff development and research in underpinning the curriculum and providing a high quality environment for staff and students. Similarly, it recognises that the provision of good management and proper support for academic administration is vital to the wellbeing of the Academic Programme. Accordingly, the University will require all Heads of School to allow and account for time devoted to such activities when determining overall school workloads and agreeing individual work programmes.

9.1.4
The University recognises that agreed staff work programmes are an essential element to success in meeting school workloads. Equally important is that school members share the fullest information on 
workloads and on the arrangements made to meet them. The wider involvement of school members does not reduce the requirement to seek agreed work programmes with individual staff members, nor does it change the agreement to provide information on work programmes to accredited NATFHE representatives.

9.1.5
The wider interests of the University and effective corporate operation require proper consideration 
by schools of bids which cross school or faculty organisation. In determining staff work programmes the internal or direct concerns of a school shall not therefore be prioritised over the wider interests of the University. 

9.1.6
The University is developing a Business Planning Process which will progressively involve schools, faculties and the wider institution. A premise of the Process is that resources follow students. This means that staffing levels will be determined through a planning mechanism designed to achieve fairness in the allocation of resources and equity in the resulting staff work programmes. Such a planning mechanism should, at the institutional and school levels, bear a clear relationship to the income the institution receives for teaching the students for which each school is responsible and to the overall balance in the institution’s academic programme.  Teaching methods and student group sizes will be those which are, or may be, agreed at faculty/school level with the prime purpose of sustaining quality assurance in educational standards.

9.2
Processes

9.2.1
The Head of School shall ensure a full analysis is done of the Schools workload for the forthcoming academic year. This analysis shall cover all matters referred to in 9.1.1 above and such other matters as the Head or Members of the School consider appropriate.

9.2.2
A full analysis of a school workload shall be made available to school members prior to the determination of individual staff work programmes. It is therefore appropriate for the workload to be discussed at school meetings, when errors or omissions can be identified.

9.2.3
In determining individual staff work programmes Section 1.5 of the Agreed National Text says “Determination of a lecturer’s duties will normally be achieved by annual consultation between the Head of School and the individual lecturer, and should be linked to the institution’s procedures for staff appraisal. However, there should be fairness in the overall allocation of duties and equal opportunities for all staff to develop their professional skills. Moreover, it will be important to maintain an ongoing review of the situation so as to adjust to changing circumstances and to deal with any difficulties which occur”.

9.2.4
Section 1.4 of the Agreed National Text specifies  “The specific teaching responsibilities of an individual lecturer, and the time to be devoted to duties, is a matter for discussion between the lecturer and the Head of School and will be such as to enable the lecturer to be effective in the overall discharge of his/her professional responsibilities. In allocating responsibilities the following factors shall be taken into account:


i)
 the full range and extent of actual duties to be performed;


ii)
personal development needs both as a teacher and as a specialist, and in relation 

to research and other scholarly activity and to overall career development;


iii)
teaching experience;


iv)
the number of students for whom there would be overall responsibility


v)
teaching group sizes, with particular regard for methods requiring interaction (e.g. 

                       seminars) and assessment regulations;


vi)
differing subject and course needs;


vii)
the teaching methods appropriate;


viii)
the number and range of the curricula to be taught, with particular consideration 



given to the development and delivery of new (for the lecturer) and innovative



courses;


ix)
the desirability of achieving a reasonable balance of activities;


x)
wider internal and external responsibilities;”

9.2.5
The Agreed National Text provides that where differences occur over the allocation of work programmes the institutions grievance procedure should be used to resolve them. The University has both a Grievance Procedure for individual matters and a Collective Disputes Procedure for wider matters. These procedures have been agreed with NATFHE on behalf of staff and accord with the Articles of Government of the University. They entitle staff to representation, or to being accompanied by a friend, at all stages of procedure.

9.3
Rules

9.3.1
The Principles, Processes and Rules on Staff Loading shall apply to all full-time lecturers 
and, as applicable, pro rata to associate lecturers.

9.3.2
Staff Loading as developed here does NOT apply to part-time hourly paid staff.

9.3.3
The teaching staff Professional Contract states “...you are expected to work such hours as are reasonably necessary in order to fulfil your duties and responsibilities. Those duties include teaching and tutorial guidance, research and other forms of scholarly activity, examining, curriculum development, administration and related activities. You are expected to work flexibly and efficiently, and to maintain the highest professional standards in discharging your responsibilities, and in promoting and implementing the corporate policies of the University”.

9.3.4
Attendance at the University is not specified, other than in your work programme. The Agreed National Text (1.3.1) states “On the matter of the working week, it is not appropriate in a professional contract to be specific as to the exact hours of availability for duties; moreover, it is accepted that in the case of the obligation to undertake research and other scholarly activity that obligation will not require attendance at the institution. However, in relation to teaching duties a reasonable norm may be helpful at institutional level.” The University honours the professional contract and expects in return a similar commitment to attend the place or places of work, so as to fulfil the requirements of agreed conditions of service.

9.3.5
The Working Year will “not normally exceed 38 weeks, of which 2 weeks will be spent on teaching-related administration. While some flexibility may be required in organising the teaching year, you will not (except with prior agreement) be required to undertake more than 14 weeks consecutive weeks of teaching... Significant variations to the normal pattern of the teaching year in the University will only be made after consultation with staff and with NATFHE.”

9.3.6
Formal Scheduled Teaching should not exceed 18 hours in any week or a total of 550 hours in the teaching year. Agreed National Text: “Due to the range of teaching and learning methods involved and the different needs in the various subject areas, a precise specification of teaching hours is neither possible nor appropriate in a professional contract. As a general guide, however, an individual lecturer may normally expect to have formal scheduled teaching responsibilities for students within a band of 14 to 18 hours a week on average over the anticipated teaching year of that lecturer.”

9.3.7
Formal Scheduled Teaching shall include the following:


lectures; seminars; workshops; practical classes; fieldwork; studio work; preparation and rehearsal for performance; teaching tutorials; other supervised group work; research supervision; individual or group project / dissertation supervision, assessment work in examination weeks.

9.3.8
Formally assessed placement supervision, e.g. Teacher Training and Social Work, shall also be included in Formal Scheduled Teaching, with the proviso that time allocated to this work shall be within the overall resources of schools concerned, and travelling time shall not form part of Formal Scheduled Teaching.

9.3.9
The following aspects of academic work do not form part of Formal Scheduled Teaching:


other placement supervision e.g. sandwich (including travel time); academic counselling in all its forms; assessment activities other than in 9.3.7 above. These aspects are considered to be of critical importance to the successful delivery of the University’s academic programme and clearly form part of staff work programmes. Schools have a special responsibility to recognise and account for this part of their workload.

9.3.10
The Agreed National Text provides for exceptions to 9.3.6 above in respect to the 550 hours and 18 weekly hours parameters: “this provision will not apply in subject areas where the nature of the curriculum and teaching style make it inappropriate such as aspects of Teacher Education, Art, Design, Performing Arts, Music: in these subject areas scheduled teaching will be determined in accordance with paragraph 9.3.6. The University recognises the traditions and requirements of these subject areas and will ensure that staff loading is negotiated and agreed with staff concerned, having due regard to the principles embodied in the Teaching Staff Contract and this document.  The University will not require staff to exceed the 550 hours of Formal Scheduled Teaching, and such teaching will normally fall within the agreed band of 14 to 18 hours a week. The exception to this in 
these subject areas will be where some work is concentrated into short periods of the year; the 18 hour limit in any particular week may be exceeded to meet such requirements, with the proviso that proper consideration is given to the overall balance of a staff members work programme.

9.3.11
Lecturing staff with major research, administrative, or managerial responsibilities shall have this reflected in their work programmes. This may mean the Formal Scheduled Teaching done by such staff will be significantly less than the contractual 550 hours for full time staff, and pro rata for associate lecturers. Staff involvement in such work shall be properly included in the analysis of school workloads, with this being represented in terms of whole or fractional posts devoted to these tasks. A school should, as a general guide, currently expect to devote some 10% of its staff resources to staff development and research activities, and to adequately provide for academic administration and managerial responsibilities.

9.3.12
In the interests of efficiency and in accord with good management practice, no lecturer shall normally be timetabled to teach on more than one site in any one day. Where this cannot be achieved an allowance for travel time shall be made and set against school workloads.

9.4
The Working Day

9.4.1
Continuous class contact hours shall not normally exceed three, and in no circumstances 
shall a 
lecturer be required to teach for more than four hours continuously.

9.4.2
Lecturers should have a minimum of one hour free between class contact sessions of two 
hours or more.

9.4.3
Lecturers should not be required to teach for more than three hours in any evening (i.e. 
beginning at or after 5.30pm).

9.4.4
Lecturers shall not normally be required to:


-
teach on more than two evenings in any one week;


-
teach on the morning and evening of the same day;


-
teach in the morning, afternoon and evening of the same day;


-
teach later than 9.30pm.


(The definition of evening for the purpose of this section shall be as above, class contact starting at or after 5.30pm.)

9.4.5
A lecturer shall not be required to teach on more than one campus in any one day without reasonable time for travel in addition to the one-hour break agreed above. Due regard shall be given to the means of transport available.

10. 
Career Break Policy


Please refer to Career Break Policy 

11. 
Dependency Leave Policy


Please refer to Dependency Leave Policy


SECTION B

COLLECTIVE AGREEMENTS

1.
Criteria and Procedures for the Promotion of Academic Staff


Please refer to Academic Promotion
2. 
Procedure for award of the titles professor, visiting professor, honorary professor, 
emeritus professor and reader

Please refer to Award of Professor titles.  
3.
Code of practice related to the employment, appraisal and development of part-time 
teaching staff

3.2
Advertising for and recruiting hourly paid part-time teaching staff

3.2.1
From time to time, as needs and budgets allow, Schools shall place an advertisement in the press, inviting applications from candidates wishing to be included on a register of hourly paid part-time teaching staff.  Reference may be made in such advertisements not only to areas in which teaching opportunities currently exist but also to other areas where future opportunities may arise.

3.2.2
The register of hourly paid teaching staff shall also include the names and details of candidates who approach the University through other channels.  Where there is a shortage of suitable candidates potential applicants may be approached informally and invited to join the register.

3.2.3
The register shall be updated annually and all candidates shall have the right to ensure that 
their names are included and to update details on the file.

3.2.4
Candidates wishing to be included on the register shall be required to submit full curriculum vitae with the names of three referees who can be approached in the event of the applicant being considered for a part-time teaching contract.

3.2.5
Applications received from candidates wishing to be included on the register shall be considered by the Head of Department and the appropriate Set and/or Specialised Award Programme Leader(s).  Candidates shall be informed in writing whether or not they have been included on the register.

3.2.6
When a vacancy for a hourly paid contract arises which is not filled by current part-time, a ‘job description’ and a ‘person specification’ shall be prepared by the appropriate Head of Department in consultation with at least one colleague (usually the Set Leader) who has specialist knowledge of the work needed.  These qualifications shall clearly designate the nature of the contract (including the extent of responsibilities inherent in the appointment).

3.2.7
A short listing process shall be conducted by the appropriate Head of Department.  This shall involve the Head of School, the appropriate Set or Specialised Award Programme Leader and at least one other person.  The short listing group shall be established and operate in accordance with the University’s policies on equal opportunities.  The person specification and job description shall be used to determine the short listing criteria.

3.2.8
Initially, the existing register will be scanned for suitable candidates.  Where there are no suitable candidates on the register or if suitable candidates are not available, a specific advertisement may be placed.

3.2.9
Candidates not short listed for a specifically advertised contract shall be informed by letter.

3.2.10
All candidates short listed for a contract vacancy shall be invited for interview and shall receive appropriate details of the vacancy, the University and the School including the University’s Mission, Values and Vision Statement.

3.2.11
An appointment panel shall be established which normally shall include those involved in the short listing. The Chair of the panel shall normally be the Head of School.  S/he shall be responsible for ensuring that candidates are informed in advance of the appointment and interview process, for documenting the proceedings of the appointment panel, for informing candidates, in writing, of the outcome and for ensuring that the correct contract is issued to the appointed candidate.  Unsuccessful candidates shall have the opportunity to request feedback on their application.

3.2.12
Candidates shall be entitled to the payment of expenses for travel, and where appropriate, 
subsistence.

3.2.13
From time to time, hourly paid teaching staff will be needed at short notice to cover unpredictable 
needs.  In such circumstances the above procedures should be followed as fully as possible but it is accepted that it may not be possible to undertake short listing and interview as detailed above.

3.3
Induction

3.3.1
The Head of School shall nominate a person to act as a mentor for an hourly paid lecturer who has not previously (or recently) worked for the University in this capacity.  The mentor shall initially be responsible for ensuring the hourly paid lecturer is provided with:


appropriate details of the University and School including School organisation charts;


details of contract procedures and means of payment 

necessary information concerning the contracted teaching duties including: syllabus, 

bibliography, assessment procedures, the student handbook, the University 

          
handbook diary, the University catalogue and the University regulations;


an introduction to the administrative services available;


information about the appropriate Campus Information and Learning Resource 
            Centre;


introduction to appropriate personnel; and a tour of the relevant campus.

3.3.2
Immediately before the start of the academic year it is likely that a number of new hourly paid teaching staff appointments will be made.  If numbers warrant it, the University shall co-ordinate a central (but Campus based) induction programme for hourly paid staff.  This shall cover several of the requirements indicated in paragraph 3.3.1.

3.3.3
The appointed mentor shall continue to make regular contact with the hourly paid lecturer to whom s/he has been assigned throughout the period of the initial contract.  The roles and duties of the mentor shall be those detailed in the University Policy on Mentoring.
3.3.4
The mentor shall normally observe the hourly paid lecturer in class situations at least once during each of the first two years of employment on a mutually agreed occasion.  It is accepted this may be difficult for short contracts.

3.3.5
It is recognised that it is unreasonable to provide mentors for hourly paid teaching staff who are only contracted for a very small number of hours each year.  Heads of School shall use their judgement in such circumstances.  As a general rule, it is expected that any hourly paid lecturer with a contract totalling more than 20 hours per year will be assigned a mentor.

3.4
Contracted duties

3.4.1
The normal duties of hourly-paid teaching staff include preparation and marking (of course work and examinations) associated with the paid teaching undertaken.  This is in accordance with nationally negotiated conditions of employment.

3.4.2
Hourly paid teaching staff shall not be required to undertake administrative or other duties beyond those related directly to the teaching they are contracted to do.  Any such work shall be subject to a separate agreement and/or adjustment of the contract including extra payments at an agreed rate.  Such work shall include: up to six hours for an initial induction meeting; essential attendance at meetings, including assessment boards; and additional marking contracts for marking work not directly related to the teaching undertaken or arising from excessive marking loads directly from the teaching contract.  The rates of pay for additional duties shall be those published by the University. 

3.4.3
The Head of Department shall be responsible for ensuring that a contract is issued to the hourly paid lecturer.  This shall be completed in advance of the first class.  No payment shall be made to hourly paid staff undertaking any duties unless a contract has been issued or unless the Head of School has indicated in writing that a contract will be issued.  Hourly paid staff shall not undertake any teaching without a contract or an indication that a contract is in the process of being issued.  Similarly any variations to the original contract shall be made or indicated in writing prior to any duties associated with the variations being undertaken.

3.4.4
Payment for contracted duties shall be made at the end of each month in accordance with 
the contract.  Deductions will be made subsequently in the event of any duties not 
undertaken or subsequently made good.

3.4.5
Contracts shall normally be issued to cover either all teaching undertaken in a semester or 
in an academic year (two semesters).

3.4.6
Staff contracted to teach throughout a semester (e.g. 3 hr/wk) shall be contracted for two weeks more than teaching duties to cover assessment duties.  Teaching duties shall be for no more than 14 weeks per semester.  Staff teaching for only part of a semester shall be contracted for the actual number of teaching weeks and hours, plus additional hours equivalent to 10% of the total teaching hours.

3.4.7
Hourly paid staff shall have the full access to the University’s grievance procedures.  

3.4.8
Hourly paid staff shall be subject to the University’s disciplinary procedures including 
those associated with equal opportunities and harassment.

3.4.9
In the event of an hourly paid lecturer resigning during the period of a contract s/he shall submit a formal letter of resignation to the Head of School who shall arrange to terminate the contract and for all outstanding payments to be made.  Staff resigning during the period of a contract shall remain responsible for marking all assessment associated with teaching already completed and shall return such work promptly by the published deadline.  Failure to do so shall represent a breach of contract unless for good reasons (e.g. compassionate circumstances) specific agreement has been reached with the Head of School to reduce or remove this commitment.

3.4.10
Hourly paid staff completing a contract shall be entitled to receive notice, normally prior to completion of the contract, whether or not a contract is likely to be issued for the next academic year.  It is accepted that in some circumstances, this will not be possible (e.g. specific musical instrument tuition) until after students have enrolled.

3.4.11
Hourly paid staff shall carry out their contract duties and responsibilities to the best of their abilities at all times. They shall attend punctually and meet all deadlines associated with setting and marking of assessed work.  They shall meet all other deadlines associated with their contracted work.

3.4.12
Part-time teaching staff who work for the University for up to one academic year and/or for less than 80 hr/year are entitled to receive critical feedback on their performance from the Head of School (or nominee).  Part-time teaching staff contracted for more than 80 hrs per year for more than one year shall be appraised each year in accordance with procedures for associate and full-time lecturers.

3.5
Facilities

3.5.1
Part-time teaching staff contracted on average to teach at least 2 hr/week for at least one 
semester shall normally have the right to:

•
designated office space - usually shared with other part-time teaching staff which 

shall include access to a desk, telephone, PC and a lockable cupboard;


•
a mail file/tray;


•
a library card;


•
photocopy facilities for use in relation to the contracted work;


•
apply for staff development support normally after one year in employment; and to


•
receive copies of School and Faculty mailings.

3.5.2
Part-time teaching staff teaching on average less than 2 hr/week for at least one semester will, wherever possible, be provided with similar facilities to those indicated above, and in any case shall be provided with:


•
a mail file/tray;


•
a library card;


•
photocopy facilities for use in relation to the contracted work;

3.5.3
In common with full-time and associate staff all part-time staff shall have the right to be contacted at work by telephone.  They shall be able to provide external persons with the number of their ‘office’ telephone and, the telephone of the School to which they are assigned.  Any messages left with the School office shall be promptly relayed to the member of staff concerned assuming his/her whereabouts are known to the School Office. 
4.
Travel Allowances
4.1
Business travel expenses necessarily incurred by staff in the performance of their duties will be reimbursed, after authorisation by the University.  See Travel, Subsistence and Expense Policy on the intranet.
4.2
If staff are relocated to a new base campus, and the staff member incurs additional travel between home and work a result of the move, additional travel expenses may be payable.  See Relocation Benefits Policy on the intranet.
4.3
As an alternative to relocation benefits staff may claim a payment towards the cost of moving house to an area substantially nearer their new base campus. See Relocation Benefits Policy on the intranet.

4.4
Staff have access to an interest free season ticket loan from Middlesex University to purchase either a 6 monthly or annual season ticket. The loan is to be paid back by instalments deductible on a monthly basis from the individual’s salary.
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