Part-time Lecturers: Guidance on Use, Contracts and Payment
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1.
Introduction

The Part-time Lecturing contract is a means of permitting flexibility in managing the delivery of the Academic Programme. It allows the University to broaden the scope of teaching by including specialist contributions and, more usually, it provides a way of dealing with contingencies such as unexpected absence or unplanned but temporary increases in workload.

The University has certain obligations, arising from both its general approach in seeking to be a good employer, and from legislation.

It is important, therefore, to remember that these flexible arrangements are governed by University policy, audit regulations and employment law.  

This short guide is intended to help managers to comply with the various requirements.

2.   Reasons for employing Part-time Lecturers   

The employment of Part-time Lecturing staff should be a short-term casual arrangement. For this reason, the use of this category of staff is compulsorily restricted to the following:

· Temporary cover of an absent Full-time or Associate Lecturer (e.g. sickness leave, maternity leave, secondment)

· Temporary increase in workload

· Response to an unplanned/unexpected situation as a short term contingency plan

· Specialist input

· Temporary cover until recruitment processes are completed

· Short term measure during recruitment difficulties

· Teaching hours are so irregular, i.e. without an established pattern, and are not guaranteed

Deans/Budget Holders and managers to whom they delegate authority are required to request express permission from their HR Manager if they intend to employ a Part-time Lecturer for any reason not listed above. This permission is to be sought before any offer of employment is made either verbally or in writing.

The annual planning exercise should encompass planning for the potential appointment of Part-time Lecturers and also review the usage for the current year. The University employs a very high number of hourly paid staff and the planning and use of the employment of these staff must be robust.

If evidence emerges that a Part-time Lecturer is undertaking the same or broadly similar work to a Full-Time or Associate Lecturer, then serious consideration should be given to converting the appointment to an Associate Lecturer (fractional) contract. 

Similarly, this consideration should be given if it is established that the employment of a Part-time Lecturer is likely to continue beyond one academic year.  This is because the individual is likely to be able to demonstrate that they have continuous service with the University which will afford these staff additional employment rights. These rights include the right not to be unfairly dismissed (after one year’s continuous service) and the right to receive redundancy payments (for staff that have two or more year’s continuous service). 

Advice and guidance should be sought from your HR Manager if either of these situations is likely to/does arise. 

The Human Resources Department will review the use of Part-time Lecturers on a regular basis to ensure that the guidelines and other requirements are being adhered to.

3. Rate of Pay

Please refer to the salary scales held on the HR Website.

Part-time lecturing appointments are made according to student contact hours; the rate of pay includes remuneration for all of the associated duties i.e. preparation, marking, setting of examination papers etc. 

Attendance at meetings of Boards of Examiners and attendance at one Course Committee per term will be re-imbursed at the normal hourly rate.

The rates of pay change annually in line with the academic pay award.  The pay award is due on 1 August each year. When a backdated pay award becomes effective, payroll section will automatically pay arrears to Part-time Lecturers still on the payroll.  Anyone who has since left the University will need to write to the payroll section to claim arrears.

4.
Pre-Employment Checks

Responsibility for the appointment of Part-time Lecturers rests with Deans/Budget Holders and managers to whom they delegate authority.  This responsibility includes the need to ensure that an individual is eligible for employment with the University before any offer is made whether verbally or in writing.  Certain essential checks should take place before administrative staff become involved in the process of raising a contract.  Systems in place in each School should ensure that academic staff understand their responsibility and that the following pre-employment checks are carried out at the appropriate time.

4.1.
Age Eligibility

It is University policy not to employ staff who have reached the age of 65.  Whilst a person’s date of birth is confidential and should not be formally requested prior to the issue of a contract, the appointee should be notified of this policy and requested to confirm their eligibility for employment.

4.2.
Previous Employment with the University

It is University policy not to re-employ any former employee who either:

· Left the University on grounds of redundancy or

· Retired early with pension enhancements

If there is any doubt about an individual’s eligibility for re-employment, please contact your HR Manager for advice before an offer of employment is made.

4.3.
Eligibility to Work in the UK
The Immigration, Asylum and Nationality Act 2006 makes in an offence to employ a person with no immigration authorisation to work in the UK. In addition to a financial penalty (for which the individual making the appointment may be liable), the reputation of the University may be called into question for this serious action.

It is essential that our recruitment procedures ensure compliance with this Act but it is equally important that they do so in a way, which is non-discriminatory.  For this reason you should ask all potential appointees to provide a document, or combination of documents, as required by the UK Border Agency. Details of acceptable documents can be found at: 

http://www.northumbria.ac.uk/static/worddocuments/hrdocs/illegal.doc.
These checks must be made and the relevant documents photocopied and held within the School before and work is undertaken. If a work permit is required, you should contact your HR Manager for advice before and offer of employment is made.
5.
Induction Programme

It is a requirement that Part-time Lecturers paid on an hourly basis attend the Part-Time Teacher Induction Programme if they do not have relevant prior experience of higher education teaching and are contracted for more than 3 hours per week for more than 6 weeks.

They are required to undertake this induction as soon as possible after their engagement and are only required to attend one session.  Academic Registry will pay an attendance fee as agreed by the University Learning and Teaching Committee (12 July 2004).

6.
Request to Issue a Part-time Lecturing Contract

Once the pre-employment checks are complete, a “Request to Issue a Part-time Lecturing Contract” form must be completed, authorised by the budget holder and then sent to the School Administrator.

No offer of employment is binding until confirmed in writing by the authorised representative of the Director of Human Resources so the request form should be completed in advance of when the teaching duties are due to commence.

It is the responsibility of the manager making the appointment to ensure that the appointee knows when and where they are expected to teach.

Details of who completes the financial information vary from School to School (Administrators should consult their line manager if they are uncertain about their local arrangements) but all other details should be completed before the form reaches the Administrator.  It is the responsibility of the School Administrator to check the completeness and accuracy of the information before the form is forwarded to the Human Resources Department.

6.1.
Appointee Personal Details

All personal details requested must be completed.

The address given on the form must be the individual’s home address; payment notifications cannot be sent to a business address.

6.2.
Appointment Details

Modules

The bulk of contracts are for teaching on modules will be issued on the basis that each module taught is recorded as a separate commitment.

To avoid confusion, the module code and title must be shown for each commitment.

Non-module Teaching

In cases of non-module teaching, the nature of the teaching should be described in such a way as to make it readily identifiable.  For short courses etc, details of the course/subject are required.

Dates and Hours Worked

The maximum number of hours Part-time Lecturers can be employed per academic year is 550 hours.

To enable a contract to be produced which meets statutory requirements, details of the start and end dates and the hours worked must be completed in all cases.  Where the hours may vary from week to week, you should show the maximum which will be required in any week.  Contracts are issued for full or half-hours only.

For most lecturing contracts, the hours shown will be student contact hours.  

7.
Contractual Information

7.1.
Appointee

The appointee will be sent the following information:

· A contract letter which identifies each of their teaching commitments and notifies them of the administrative actions they need to take in relation to the contract.

· A copy of the Conditions of Service relating to their appointment.

· A list of the claim deadlines for the current year.

· A form on which to notify Payroll of their bank details (this applies to new starters only).  Please note the only method of payment is by direct credit to a bank or building society account.

· Information about the Teachers Pension Scheme and details of how to apply for membership of the Scheme (this applies to new starters only).

The Human Resources Department can identify new starters.

In order to accept the appointment, the lecturer should return a signed copy of the contract within 7 days.  The appointee must also return their bank details to Payroll before payment can be made.

7.2.
School Administrator

For each contract issued, the School Administrator will receive a Contract Monitoring Form from the Human Resources Department. This serves the following purposes:

· It confirms that the contract has been issued

· It allows School Administrators to record when the lecturer accepts the contract

· It provides a means of monitoring claims against each contract

8.
Changes to Teaching Commitments

Where there is a change to the contracted commitments, a replacement contract must be issued.  A change to the start or end date or the total number of contracted hours requires such an amendment.  Managers should ensure that the documentation clearly identifies that a replacement contract is requested.  Each contracted session has a unique “session ID” which is shown on the Contract Monitoring Form, managers also need to let the Human Resources Department know which session they are replacing.

9.
Payment

The lecturer must complete a claim form for the hours worked each month; this should be authorised by the budget holder and sent to the School Administrator for processing.  

Final deadlines for the return of claims must be adhered to. Claim forms not received by the due date cannot be processed until the following month.

Audit regulations at the point of payment prohibit the material involvement of Payroll staff in the payment process.  This means that claims which are incomplete or incorrectly authorised must be returned which could also mean that the payment deadline is missed.

The checks which should be undertaken by the School Administrator on receipt of a claim are as follows:

9.1.
Personal Details

The details should be complete and the employee’s payroll ID entered (unless it is the employee’s first claim).

9.2.
Employment Details

School Administrators need to know whether a Part-time Lecturer is also employed in a Support capacity at the University – if they are, a check needs to be undertaken to ensure that the individual is only claiming for Part-time Lecturing done outside their normal working hours (or during properly authorised annual leave).  Support staff cannot undertake lecturing work during flexi-leave.

In certain exceptional cases an employee may undertake lecturing work during their working day with the prior approval of their line manager.  School Administrators need to check that such approval has been obtained and notify Payroll to ensure correct payment.  In such cases, the employee would be paid the normal lecturing rate for the teaching hours but payment of their normal salary would be withheld for that period.  This is such an infrequent occurrence that the form has no specific section to cover this situation – this needs to be clearly marked on the form or a memo attached.

9.3.
Teaching Details

School Administrators need to check that:

· The individual is using the correct form (not to be confused with Visiting Lecturer forms). Academics and Researchers should use Additional Payment forms (see below).

· A contract has been issued and accepted which covers all of the duties claimed.  Schools may exercise discretion in dealing with minor variations in the hours worked in an individual week but additional commitments or changes to start and end dates or total hours worked, require the issue of a new contract.

· The work has actually been completed i.e. the individual is not claiming in advance.

· The individual has not added claims after the form has been signed by the Budget Holder.

· The number of hours matches the times shown and the hours are totalled correctly.  N.B. whilst there are presently no hard and fast rules about the hours Part-time Lecturers may work, it may be necessary to question some claims on the grounds of what is reasonable e.g. claims for 8 hours days worked without a break.

· The claim has been properly authorised by the Budget Holder.

· The correct rate of pay and finance code/s are entered and accurately totalled.

10.
Maintaining Information

It is of course essential that records held by Human Resources and Payroll Section are kept up to date, any changes of address, bank details etc must be notified promptly.  There is a form for this purpose obtainable from the Payroll section.

11.
 Additional Payments to Academic/Research staff

Academic and Research staff cannot be issued with Part-time lecturing contracts.  If they are required to undertake additional teaching duties, they should claim on an “Additional Payment” form.

11.1.
Associate Lecturers

Associate Lecturers, like other academics cannot hold a Part-time Lecturing contract - they should claim for extra work on Additional Payment forms.  The general guidance in relation to Associate Lecturers has always been that they should not work so many additional hours that they earn more than a full time member of staff.

Associate Lecturers should not work more than 6 additional hours per week teaching the Academic Programme (although they can participate in activities which generate additional income).
11.2.
Research Staff

Please note that the Conditions of Service for Research staff state that up to 6 hours teaching per week may be included as part of their normal duties – claims may only be made for teaching over and above their contracted duties.

The responsibilities of School Administrators in terms of checking Additional Payment claims are similar to those for Part-time lecturing claims.  It is important that claims from Research staff is for teaching as Researchers use the same form to claim for teaching paid at the Part-time Lecturer rate and additional project work paid at their normal hourly rate.

Where an individual is working for a different department/division they require a signature from their own manager (to indicate the work was done outside their normal hours) and the signature of the Budget Holder whose account will be debited.
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