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Conditions of Employment for Hourly Paid Teaching Staff 


1. Appointments are for up to one academic year only.  An appointment against a vacancy for a full time teacher or during the absence of a full time teacher, is normally terminable on commencement/return to duty of the full time teacher.
2. No class will be considered to be formed unless sufficient enrolments are received during the first two weeks of the academic year to warrant the formation of the class and no appointment may be held to have been made if a class is not so formed.
3. After the classes have been duly formed, one week’s notice on either side will be required to terminate the engagement.  The teacher is considered to hold a separate appointment in respect of each subject taught.
4. The teacher is to be regularly in attendance at least ten minutes before the time fixed for the commencement of the class, in order to afford opportunity for consultation to students who may have experienced difficulties and also to make preparation for the class.
5. If a teacher is compelled to be absent from duty on any occasion, seven days notice in writing must be sent to the Head of Department and it will be the duty of the class teacher to propose a qualified deputy.  The notice should include the name, private address and qualifications of the proposed deputy.  If a teacher is unable to propose a deputy, he/she must communicate with the Head of Department to allow a supply teacher to be obtained.
6. Each teacher appointed will be responsible for marking the class registers for his/her class according to regulations of the University.
7. Each teacher will normally be required to set homework each week, to examine it and to keep a record of the marks awarded. He/she will also be required to record on a form provided for the purpose, a synopsis of the work done at each class meeting.  These must be entered in ink.  Each teacher will be required to be familiar with the regulations of the University as set out in the prospectus, or other set of regulations, and to see that all such requirements are carried out.
8. The duties and responsibilities of a teacher also include the setting of examination papers and the marking of scripts, as necessary and payment for these activities is included in the hourly rate provided.  Please note that there will be no further reimbursement for these activities even if they are undertaken after the date at which your contract with the University expires.
9. Please note that the hourly rate of pay includes an allowance of 15% in lieu of your entitlement to annual leave under the Working Time Regulations.
10. Attendance at meetings of Boards of Examiners and attendance at one Course Committee per term will be reimbursed at the hourly rate shown on the contract.
11. Additional attendances for the purpose of invigilation of examinations will be the subject of separate arrangements and payment will be at the agreed hourly rate for invigilators.
12. Each register and all homework and other records must be completed in every respect and returned to the Head of Department within three days after the class is closed.  Such records must be kept up to date throughout the session.
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