
University of Northumbria at Newcastle

Guidance for Managers on Joint Appointments

A number of ‘joint appointments’ have been made at Northumbria in recent years, often to encourage collaborative working with other organisations, mainly NHS Trusts. As this is a relatively new method of appointing staff, the arrangements have tended to be on an  ad-hoc basis, rather than following a set procedure.

A ‘joint appointment’ refers to an employment situation where one employer officially holds the contract, but it is based (usually) on a 50/50 basis between two organisations, including the funding of salary and on-costs. (For example, an appointment involving a 50% Senior Lecturer role and a 50% Physiotherapist Practitioner role.)

This document sets out the responsibilities and aims to provide guidance to Managers and Human Resources staff on best practice when making appointments of this nature in future.

1. Agreeing the joint appointment

The line manager is responsible for agreeing with an external organisation that a particular post shall be filled as a joint appointment, usually on a 50/50 basis.  The manager will also be responsible for ensuring the funding for the costs of the post are agreed by both parties.

2. Memo of Agreement

The manager will then be responsible, on behalf of the University, for drawing up a ‘memo of agreement/collaboration’ with the other organisation, in order that the parties involved fully understand the obligations on either side. This must include reference to the fact that University policies and requirements must be followed by the appointee whilst working under the University element of the contract. 

It should also be explicit that the ‘non-employing’ organisation is responsible for issuing an Honorary Contract to the appointee. 

 This should be signed by both parties and a copy retained by each.  

3. Recruitment and Selection

The manager is responsible for agreeing with the other organisation the process for recruiting and selecting a candidate for the post.  This may be following the policy at UNN or the policy of the other organisation, depending on the circumstances.  If the process followed is that of the other organisation however, a representative from UNN must be involved in the shortlisting and be a member of any selection panel.  Where external advisers are needed for the panel, care should be taken to ensure any individuals chosen are genuinely external to both organisations.

It will be necessary to complete a Criminal Records Bureau check for some posts (e.g. all HCE academic and research staff) and references must be taken up before any formal offer is made.

4. Job Description and Person Specification

The manager is responsible for drawing up and agreeing with the other organisation, a joint job description and person specification for the post, in accordance with the guidelines of the official ‘employer’.  This should incorporate the relevant criteria, roles and responsibilities of the work in both organisations.

5. Terms and Conditions

The manager is responsible for agreeing with the other organisation the appropriate set of main terms and conditions (depending on which organisation is the official employer), including salary, of the joint post.  

6. Contract

The manager should inform the HR Manager of the intention to recruit to a joint appointment post and the appropriate person to contact in the other organisation (usually a member of HR.)  The HRM will then liaise with this person to draw up and formalise an agreed joint contract, encompassing the relevant terms and conditions as agreed by the managers. The contract will be drawn up around the standard contract of one organisation and this organisation will be deemed the ‘employer’ of the individual in legal terms.  The ‘employing’ organisation will be determined between the line managers at the start of the process.

It is expected that the contract should include explicitly, the following terms relating to the University:

Name of employer

Start date 

Continuous service date

Hours of work

Holidays

Place of work

Travel and expenses

Appraisal

Pension 

Retirement age

Confidential information

Copyright

Research and Scholarly Activity Time Entitlement

Health and Safety

Sickness notification

Sick pay

Notice of termination

Rules and Standards expected

Disciplinary and Grievance Procedures

7. Discipline

Where there is an issue of poor performance or conduct within one organisation, that is being dealt with through a formal procedure, this must be disclosed to the other party, (unless it is of a minor nature.)  Where a formal disciplinary procedure needs to be applied, this will usually be the procedure of the ‘employing’ organisation, with the involvement of management from the other organisation in the investigatory stages and potentially in any subsequent hearing, as appropriate. Depending on the circumstances, this may include immediate suspension from patient care. 

8. Payroll and Pension 

The organisation which is the ‘legal employer’ and is deemed to hold the contract, will also payroll the salary for the appointment and give the postholder access to the pension scheme they use.  If the postholder has been appointed from an NHS Trust for example, they often wish to retain their NHS pension rights.  

9. Research

Where the University is not deemed the legal employer, as may be the case with some joint appointments, the individual may be eligible for inclusion, but may not feature as a volume measure for calculation of funding, following RAE.  Where such an individual is research active, their name can be added to a UNN employee who is counted on the RAE, in the short term.  In the longer term, this contractual issue may no longer bar someone from being counted on the RAE, or the individual and UNN manager may wish to examine ways of transferring the joint contract so that the University is the legal employer.

10. Payment and invoicing of salary

Where the other organisation holds the contract and payrolls the salary of the joint appointment, HR administration will inform the organisation of any increments or pay awards due.  The other organisation will then invoice the University for the relevant salary and on-costs. 

Where the University holds the contract, HR admin will ensure the joint appointment is set up on payroll.  The other organisation should ensure any salary changes they make are then notified to the University HR department.  The line manager at UNN will make arrangements for the other organisation to be invoiced for the relevant salary and on-costs.

11. Administration

HR administration will input the details of the joint appointment onto the Oracle system and set up a personal file in the normal way, regardless of who the legal employer is deemed to be. Copies of the following documents should be included on the file:

Application form

Recruitment and selection papers

Contract

Memo of agreement

Job description and person specification

Honorary contract (where appropriate)

12.   Honorary contract

Where the other organisation is the legal employer, the line manager within the School should issue an Honorary contract to the joint appointee, detailing the start and end date, what the individual is allowed to do, who their supervisor is, procedures to follow etc. Sample doc, see Appendix 3.
Where the University is the legal employer, the other organisation should issue an Honorary contract to the joint appointment. This must include intellectual property and research governance procedures and responsibilities if they are to interact with individuals in a way that has a direct bearing on the quality of care.

The School must send a copy of the Honorary Contract to HR, to include on the individual’s personal file.

The School should keep a central record of all individuals with an honorary contract, including the start and end dates of each. (It may be possible to hold this data on Oracle HRMS at a later date.)

13.   Appraisal

The appraisal of an individual on a joint appointment must be conducted jointly between the two organisations. Initially this may be separately with each line manager, then jointly with both to discuss areas in common or that overlap. The individual and both line managers should have a copy of the final appraisal document. 

One organisation may fund staff development where this is specific to one element of the post, or the cost may be shared where appropriate.

Consultant Medical A+B appointments

Where senior level appointments are made on a joint appointment basis, they should ideally not be appointed on the Lecturer/Practitioner model (where in most cases the Trust will hold the contract), as the individual may be eligible for inclusion, but may not feature as a volume measure for calculation of funding following RAE.  They should be set up as an A+B appointment and can therefore be included in HEFCE numbers for funding.
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