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Conditions of Employment for Academic Management Staff – Dean of School 



1
Appointment

1.1
You are employed by the University of Northumbria at Newcastle Higher Education Corporation (hereinafter referred to as the University) under the following main terms and conditions of appointment. The description of your post is enclosed with this contract and forms part of it.

2
Continuous Employment


2.1
Your period of continuous employment dates from the commencement of your continuous employment with the University as stated in your letter of offer of employment.


2.2
In the event of your being made redundant, you will be entitled to aggregate any relevant local government service with your continuous employment under Clause 2.1 above for the purposes of calculating your entitlement to redundancy pay, in accordance with the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999.

3
Duties

3.1
You are employed as a Dean of School.  It is recognised by the Board of Governors that this is a professional academic and managerial post in which you will be required to show a professional commitment and to maintain high professional standards. 

3.2
You will be required to perform all such duties as may be assigned to you by the University and are reasonably consistent with your post. Your duties will be carried out under the direction of the Vice Chancellor. The University reserves the right at any time reasonably to assign duties of a different nature to you, either in addition to or instead of those referred to in your Job Description, it being understood that you will not be assigned duties which you cannot reasonably perform and which are not consistent with your post, experience and skills.


3.3
You will be required to comply with any appraisal and/or staff assessment systems operated by the University in relation to your personal performance and to the personal performance of staff under your management or direction.


3.4
The University operates a Management Development programme for senior staff, as part of a continuing commitment to management development.  You are expected to show your support for staff development by participation in the programme.


3.5
The University will require to examine your birth certificate and any relevant qualification certificates either during your appointment procedure or at any time during your employment.


3.6
Staff employed on professional contracts are not permitted to engage in any activity which is liable to damage the credibility of the University or to bring it into disrepute.

4
Place of Work

4.1
You may be required to work at any premises which the University may from time to time occupy. If a change of workplace involves you in additional travelling expenditure the University will reimburse this for a period of two years from the date of change.

5
Hours of work 


5.1
The nature of your post is such that you will be expected to work such hours as are necessary in order to fulfil your duties in the professional manner expected from you.  The hours of work will be negotiated with the Vice Chancellor.


5.2
In order to concentrate effectively on internal management, Deans of School will be expected to spend the majority of time in the University.  External commitments are normally expected to be those which are an essential part of the University or School development as appropriate, and would not normally be expected to exceed one day per week during the academic term.


5.3
You must obtain prior approval of the Vice Chancellor to be absent from the University during the working week. Such approval will not be unreasonably withheld.


5.4
It is expected that Deans will co-operate in providing essential senior management cover within the University during the vacation periods.  You are expected to arrange and take part in a rota with your Associate Deans to provide management cover in the School.  The OVC's must be notified of these arrangements.

6
Remuneration


6.1
Your salary is at the annual rate notified to you individually in writing. It is payable monthly in arrears by direct credit transfer. Salary reviews will take place annually on 1st August each year and will be linked to individual appraisal.

7
Holidays
7.1
The holiday year for your post runs from 1 September to 31 August during which period you are entitled to 30 working days paid holiday. This paid leave is in addition to the Statutory Public Holidays normally applicable in England and the University Christmas closure. Annual leave is calculated in hours for part time staff using the following formula:



Weekly contracted hours

full time annual leave entitlement



_____________________
x
in days x 7.4 = annual leave



full time weekly hours (37)

entitlement in hours

Public Holidays (including Christmas closure days) are calculated on a pro rata basis for part-time and part-year contracts using the following formula:

Contracted hours per week x Contracted number of weeks x (Number of Public Holidays) x (Contracted hours per day) Working week hours (FTE)

Weeks per year


7.2
The timing of all holiday is subject to the reasonable approval of the Vice Chancellor.

7.3
In the holiday years in which your employment commences or terminates, your holiday entitlement will accrue on a pro rata basis for each complete month of service.


7.4
If, on the termination of your employment, you have exceeded your accrued holiday entitlement, the excess pro-rata salary equivalent will be deducted from your final salary payment.  If you have holiday entitlement still owing the University will require you to take your holiday during your notice period.


7.5
Holiday entitlement for one calendar year must be taken in the same calendar year. In exceptional circumstances the Vice Chancellor may vary this provision.

8
Sickness, Maternity and other Leave


8.1
You shall be entitled to such sick pay as is prescribed from time to time in the University Sick Pay Scheme and subject to the University rules relating to the notification of sickness absence.  Details of the Sick Pay Policy and Absence Notification Rules are contained in the document "Absence from work and sickness allowances", a copy of which is enclosed with this document. The University reserves the right to require you to undergo a medical examination by a doctor or consultant nominated by it at any time during your employment, in which event the University will bear the costs of the examination.


8.2
Detailed provisions for Maternity, Paternity, Adoption and Compassionate Leave arrangements are contained in the Staff Handbook.

9
Pension

9.1
You shall be entitled to participate in the Teachers' Superannuation Scheme, subject to its terms and conditions from time to time in force.  The scheme is contracted out of the State earnings related scheme.  Should you choose not to join the Teachers' Superannuation Scheme, you must be contracted into the State Earnings Related Scheme or take out an approved personal pension plan.

10
Exclusivity of Service


10.1
You will be required to devote your full time, attention and abilities to your duties during the working week and to promote and act in the best interests of the University at all times. 


10.2
Other paid employment is not permitted unless specifically approved in advance by the Vice Chancellor.  Such approvals are reviewed annually and are given on the basis that the work complies with the following conditions.



10.2.1 
It does not adversely affect, through its call on your time or otherwise, the effective discharge of the duties of the post.



10.2.2 
It is not undertaken in conjunction with any person for whom a management responsibility is held.



10.2.3
It does not conflict or compete with the interests of the University or bring it into disrepute.



10.2.4 
It does not involve the use of University resources except those approved on the basis of full reimbursement of the costs.
11
Disciplinary Matters


11.1
You are subject to the University disciplinary rules and procedures as agreed with the recognised trade unions from time to time.


11.2
Details of the disciplinary rules and disciplinary procedure applicable to you can be obtained from the Director of Human Resources.

12
Grievance Procedure

12.1
If you are unhappy about any aspect of your employment or any disciplinary decision relating to you, you may raise the matter at first instance with the Vice Chancellor.  If this does not produce a satisfactory resolution of your grievance, you should obtain details of further stages of the grievance procedure from the Director of Human Resources.

13
Confidential Information


13.1
You shall not except as authorised by the University or required by your duties herein, use for your own benefit or gain or divulge to any person(s), firm, company or other organisation whatsoever, any Confidential Information belonging to the University or relating to its affairs or dealings which may come to your knowledge during your employment.  You shall treat the same with complete secrecy.  This restriction shall continue to apply to any information or knowledge which may subsequently come into the public domain, other than by way of authorised disclosure.


13.2
"Confidential Information" shall include, but not be limited to information concerning staff and student records, services offered or provided by the University on a commercial basis, lists of clients, students or customers, client or customer usages and requirements, pricing structures, marketing strategies, information concerning the University finances and financial plans, any document marked 'Confidential' or any information which you are told is 'Confidential' or which you might reasonably expect to be regarded by the University as 'Confidential'.


13.3
All records, documents and other papers (together with any copies or extracts thereof) made or acquired by you in the course of your employment shall be the property of the University and must be returned to it on the termination of your employment.  The copyright in all such records, documents and papers shall at all times belong to the University.
14
Termination of Employment

14.1
Your contract of employment shall be terminable by yourself or the University by three calendar months' written notice.


14.2
The University reserves the right to suspend your contract without notice if it has reasonable grounds to believe you are guilty of gross misconduct or gross negligence or other substantial reason affecting the performance of your contract. Such action will be taken within the framework of the disciplinary procedures of the University.


14.3
The University reserves the right to pay you salary in lieu of any period of notice which it or you are required to give and/or to require you not to attend work and/or not to undertake any work during any period of such notice.

15
Probationary Period

15.1
The first nine months of an initial appointment to the University as a Dean of School is a probationary period, during which your suitability for the position to which you have been appointed will be assessed.  The University reserves the right to extend your probationary period by no more than twelve months if, in its opinion, circumstances so require. 


15.2
During your probationary period, your employment may be terminated by the University on giving twelve weeks' written notice. Internal rights of appeal may be exercised against this decision.

16
Copyright, Inventions and Patents


16.1
All records, documents and papers (including copies and summaries thereof) made or acquired by you in the course of your employment shall be the property of the University.  The copyright in all such records, documents and papers shall at all times belong to the University.


16.2
The provisions of Sections 39 and 40 of the Patents Act 1977 ('the Patents Act") relating to the ownership of employees' inventions and the compensation of employees for certain inventions are acknowledged by the University and by you.


16.3
You agree that by virtue of the nature of your duties and the responsibilities arising from them you have a special obligation to further the interests of the University.


16.4
Any invention, development, process, plan, design, formula, specification, program or other matter of work whatsoever (collectively "the Inventions") made, developed or discovered by you, either alone or in concert, in the course of your employment by the University shall forthwith be disclosed to the University and shall belong to and be the absolute property of the University.


16.5
You shall at the request and cost of the University (and notwithstanding the termination of your employment) sign and execute all such documents and do all such acts as the University may reasonably require:



16.5.1
to apply for and obtain in the sole name of the University (unless it otherwise directs) patent, registered design, or other protection of any nature whatsoever in respect of the Inventions in any country throughout the world and, when so obtained or vested, to renew and maintain the same;



16.5.2
to resist any objection or opposition to obtaining, and any petitions or application for revocation of, any such patent, registered design or other protection; and



16.5.3
to bring any proceedings for infringement of any such patent, registered design or other protection.


16.6
The University shall decide, in its sole discretion, whether and when to apply for patent, registered design or other protection in respect of the Inventions and reserves the right to work any of the Inventions as a secret process.


16.7
The provisions of this clause 16 do not apply to books or articles save that a proper charge may be made at its discretion by the University in respect of the use of any material University resource or time.

Director of Human Resources

19.5.92,

amended 29.7.92

amended 8.3.94

amended 20.5.94

para 3.7 added 16.6.94

para 7.1 amended 9/1/07



01 June 2010


