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Grades 6-10 
Terms and Conditions of Employment
Academics only:

Research Leave – particulars will be stated in the letter of appointment


Policies harmonised across all grades

Maternity Leave

Flexible Working

Adoption Leave

Paternity Leave

Grievance & Discipline Procedures 
A copy of these policies can be requested from HR Services or can be found on the HR Website under Policies and Procedures http://www.hr-services.stir.ac.uk
Duties:
The duties of the post are as determined by the University Secretary or Head of School/Service Director.  These will remain within the range of the evaluated grade. 
Duration:
Unless otherwise stated in the letter of offer, appointments are made on a permanent basis.
Probation:
Appointments will be subject to satisfactory completion of a 6 month probationary period.

Academic Probation:
Details of the Academic Probationary Process will be detailed in the letter of appointment.
Hours: 


For full time -  posts the hours of work are undefined.



Part Time posts -  the hours are specified in the letter of appointment.
Salary:
The salary will be within the grade relevant to the post.  The initial salary is as stated in the letter of appointment and will take into account the relevant qualifications and experience of the appointee.


University salaries are paid in arrears into the employee’s bank account on the 28 of each month (or the last working day prior to the 28 if that date falls at a weekend or other day of bank closure).

Increments:
Annual increments are granted on 1 August annually until the maximum of the scale is reached, subject to six months service in the grade (whether the grade had been attained by appointment, promotion or regrading).

Overtime:
No entitlement to overtime payments or time off in lieu. However, those members who, by virtue of their role, are contractually required to regularly perform duties out with normal working hours will be reviewed on an individual basis and appropriate compensatory payments applied.

Call Out/Standby:
Where an employee is contracted to participate in a call out/standby arrangement this will be negotiated locally by School/Service.
Annual Leave:
Leave is at the rate of 30 days holiday plus 4 floating and 10 fixed public/university holidays.
The University leave year will commence on 1st October and from that date there shall accrue one-twelfth (1/12th) of the annual entitlement for each completed month of service.  The accrued sum shall be paid to the employee if the appointment is terminated during the year, subject to deduction for holidays actually taken since 1 October.  Holidays must be taken when conditions within the School/Service permit in agreement with the line manager/Head of School/Service Director.  Any holidays not taken by 30 September following shall normally lapse.  
For employees working full time on the usual full year basis leave is 44 days made up at the rate of:

· 30 days holiday

· 10 fixed public/University holidays

· 4 “floating” days as follows:

· 1 day in March or April

· 1 day in May or June

· 1 day in July or August

· 1 day in October or November

Annual Leave, Public and University holidays are pro-rated for part-time working arrangements.  All Schools/Services will use the Annual Leave calculator which can be found on the HR Website.  http://www.hr-services.stir.ac.uk
The University reserves the right to deduct salary for overpayment of annual leave which had been taken before it has been accrued.  Any such payments will normally be deducted from your final salary payment or offset against your notice period.




No long service days applies to these grades.
Absence:
On account of absence due to illness or injury an employee must inform their Head of School/Service Director, or nominated deputy, without delay. For a period of between 0.5 and 7 calendar days (inclusive of Saturdays and Sundays) a ‘Notification of Absence/Self Certification Form’ should be completed by the employee and sent to the Line Manager who will conduct a Return to Work Interview. A copy of the University’s Sickness Absence Procedure and Notification of Absence/Self Certification Form is available at http://www.hr-services.stir.ac.uk
Sick Benefit:
In the case of absence due to illness the salary shall be continued in full for three months and of half salary for a further period of three months during the first three years of service.  After the completion of three years service, salary will continue to be paid in full for a period of six months and of half salary for a further period of six months.
Years 1-3
3 months full pay; 3 months half pay




Years 3+
6 months full pay; 6 months half pay
The period that entitlement will be paid in respect of any absence due to illness will be based on the employee’s service on the first day of absence less any periods of illness during the twelve months immediately preceding the first day of absence.
Pension:
The Universities Superannuation scheme (USS) is the main national pension scheme for the HE sector and it is open to all members of staff.  You will be automatically entered into the scheme and membership will start on the date of your appointment.
From October 2011 the USS pension scheme has two sections: Final Salary Benefits Section and the Career Revalued Benefits Section (CRB)

Final Salary Benefits Section 

Changes for existing members include an increase to the contribution rate of 7.5% for employees, however the University contribution rate remains at 16%.

Career Revalued Benefits Section 

If you join USS on or after 1 October 2011 and have not been a member previously you will be eligible to join the Career Revalued Benefits Section.  The contribution rate for employees is 6.5% and the University contribution rate is 16%.  

A Guide for member’s booklet will be issued with the appointment letter.  Further information is available from HR Services.
Termination
Unless the employment is terminated immediately for gross misconduct the University 
of Employment:
undertakes to give permanent employees not less than 3 months written notice.  Employees are required to give the University the same written notice of termination.  In special circumstances a reduced period of notice may be accepted at the discretion of the University Secretary.  

Lecturing and Teaching employees will be given notice in writing of three months within the teaching semesters.  Employees will also be required to give the University the same written notice of termination.
An employee who is dismissed is entitled to appeal against this decision.  Arrangements for an appeal have been agreed with the recognised Union and details of these are available from the HR Services.
Termination of fixed term appointments before the due date ‑ Contracts for less than 6 months service will be terminable only by mutual agreement, except that the University reserves the right to terminate a contract immediately for gross misconduct.  Contracts for longer periods will be terminable as provided above for permanent staff.
Retirement:

There is no default retirement age
Outside Work:
Appointees shall give their whole time to the duties of the appointment and shall not undertake any other work, paid or unpaid, without the agreement of the Principal.  In granting such permission the Principal may stipulate conditions and, where appropriate, may require any remuneration obtained to be shared with the University.  In such cases any member of staff undertaking such outside work, whether it is paid or unpaid, may be required by the Principal to inform the concern or person for whom it is undertaken that it is being undertaken privately, and that the University will not in any circumstances accept any responsibility for the work.
Changes in 
Any change which applies to your post only will be notified to you, but changes 
Terms & Conditions:
generally will be notified in an appropriate manner, for example, on the University Notice Boards or by circular.  These Terms and Conditions are subject to change following negotiation between the University and the recognised Union.
An updated copy of the Terms and Conditions applicable to the post can be seen on application to the HR Services Office or via the HR Services website http://www.hr-services.stir.ac.uk.

Personal Details:
Changes of address and any personal details e.g. title, name should be notified to the Head of School/Service Director and HR Services.
Fixed Term
Details of the duration of fixed term contracts will be specified within the letter of 
Employment:
appointment.  It should be noted that fixed term contracts of 12 months continuous service or more have the right to a formal consultation process to discuss any extension or expiry of the contract.

An employee whose fixed term contract extends beyond two years is entitled to receive a statutory redundancy payment if the reason for non-renewal is redundancy.  

A copy of the Fixed Term Policy can be obtained from the HR Services office or via the HR Services website http://www.hr-services.stir.ac.uk 

Trade Union
It is not a condition of employment that members of staff should join a trade union, but 

Membership:
employees have the right to be members of any Trade Union.
The University, as your employer, supports the principle of collective bargaining and of solving problems arising between employer and employee by discussion and agreement with a recognised trade union.
The University is associated with others in a national negotiating body, the Joint National Committee for Higher Education Staff (JNCHES). JNCHES is the Joint Negotiating Committee for Higher Education Staff and comprises Universities & Colleges Employers Association (UCEA) and the five trade unions representing staff in the higher education sector: Unite, EIS/ULA, GMB, UCU and UNISON.

Health & Safety:
In addition to specific safety responsibilities placed on Senior Management, all staff have some responsibility for their own safety and the safety of others who may be affected by their actions. All staff are required to follow the arrangements put in place for safety by the University and which are detailed in the University's Safety Policy.
All staff are responsible for:
· Co-operating with University management to enable them to carry out their health and safety responsibilities.
· not interfering with or misusing anything provided in the interests of health and safety.
· reporting accidents and potential hazards.
· following any established safe systems of work.
· acting responsibly so as not to put themselves or others at risk
· disclosing details of any medical condition which makers them unfit for or specifically at risk from any particular work activity.
All staff are issued with a copy of the Safety and Environment Guide which details the University Safety Policy, supporting information and arrangements. This information can also be found by visiting www.she.stir.ac.uk 
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