Managing External Work

1. The process for managing external work and for authorised additional payments to all staff is set out below.  It replaces previous guidance set out in the staff conditions of service.

2. (a) 
Definition of External Work

External work is all paid work, within or outside normal working hours, undertaken by a member of the University for a third party external to the University which involves the deployment of the professional expertise for which they are employed by the University.  Members of staff who are unclear about what may be classified as external work should consult their Line Manager for confirmation.

(b) 
Permission

All external work  must be approved in advance, in writing, by the member of staff’s

Line Manager. Line Manager is defined for these purposes as the member of staff’s

Dean/Director, with the exception of Deans/Directors/Deputy-Vice-Chancellors/Pro-Vice-Chancellors who will seek approval from the Vice-Chancellor, and the Vice-Chancellor who will seek the approval of the Chairman of the Board of Governors. Approval will not unreasonably be withheld.  Where the work is desirable but is not consistent with the member of staff’s contractual duties, the budget holder will agree arrangements for work cover under Full Economic Costing.  

(c)

Contractual arrangements

(i)
Once permission has been given, contractual arrangements (other than those specified in para (c ii) below) must be approved by either the


-     Research Office (RO):  for all research contracts and grants
-     Regional/European Office (REO):  for all European programme or regional    awards, or
-     Northumbria Commercial Enterprises (NCE):  for all other contracts

Final approval of all contractual arrangements will be subject to the procedures listed in the University Financial Regulations.

(ii) Contractual arrangements are not required for the following:

· external examining

-     assessment/moderation
-    production or editing of scholarly works
-    guest lectures
-    the membership of scholarly or professional body committees

      -    paid part-time or external fractional appointments e.g. membership of a Government body, artist in residence, member of the nursing bank, judicial appointment; provided that: permission has been given by the appropriate line manager (see para 2b); the member of staff completes their full contractual obligation to the University; the Line Manager is satisfied there is no conflict with the University’s interests.  The Line Manager must maintain a register of such permissions.


Fees pertaining to these exceptions will accrue solely to the member of staff


(d) 
Charging

Charges agreed as part of the contractual arrangements will be at least equal to Full Economic Costs, and will state clearly the fees charged by the member(s) of staff carrying out the project.

(e) 
Income

All income generated from external work in Schools and Service Departments will be paid directly to the School/Service unless agreed otherwise in writing by the Dean/Director.  Attributable costs will be borne by the School/Service, and managed through the standard University financial processes.


(f) Payment to Staff



(i) 
Payments will only be made to staff where the work carried out is over and above

that established in their workload allocation, agreed with their line manager at the beginning of the academic year.  As a guiding principle payments will not normally therefore be made for “in-house” work e.g. programme development.  When the budget holder can demonstrate that the “in-time” work is over and above the agreed workload, payments will be made on the prevailing standard hourly rate for the grade.  These payments will be specified in the contract drawn up by the RO/REO/NCE.


(ii)
Payments to staff carrying out external work over and above their workload allocation will be made at a standard rate of 50% of the fee agreed under (d) above, minus the University’s national insurance contributions.   

(iii) Staff who wish to waive their right to personal payment may elect to spend their fee equivalent on research/business travel/conference expenditure.

(g)
Exclusivity of Service

Any member of staff discovered to be undertaking without permission or explicit contractual consent any external work relating to their professional expertise for which they are employed by the University will be liable to disciplinary action. 

Dr Peter Slee
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