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Conditions of Employment for Support Apprenticeship


1. General 

1.1  
Appointment is to the staff of the University of Northumbria at Newcastle. 

1.2 
Whilst allotted on appointment to a particular Department/Service/Section staff may be required to serve their apprenticeship in another part of the University. 

1.3  
Working is under the general control, direction and supervision of the Head (or other designated member of staff) of the Department/Service/Section to which allotted. Duties and responsibilities are as described in the position description for the post and in accordance with the requirements of the relevant apprenticeship programme. 

1.4  
This document is a general statement of conditions of service for all posts in this category. Further details relating to your post are contained in your letter of offer of employment. 

2. Terms and Conditions and Continuous Service 
2.1  
The Conditions of Service are those for Support Staff of the University of Northumbria at Newcastle. Any changes will be in accordance with those agreed by the Board of Governors of the University which will consider as appropriate any national recommendations arising from negotiations between the Universities and Colleges Employers Association (UCEA) and the recognised Unions. 

2.2  
For staff new to the employment of the University on or after 1 April 1995, in accordance with the collective agreements on conditions of service the University recognises and aggregates your previous continuous service, for sickness allowances and maternity benefits, with other Universities, and Further and Higher Education Institutions. For notice, annual leave and probationary period, service is counted with the University of Northumbria. In the event of redundancy, qualifying service for redundancy payment would be based upon service with the University of Northumbria, but calculation of any redundancy payment would be done in accordance with the regulations of the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999, which aggregates continuous service with other local government and related employers. 

2.3  
For staff in the employment of the University before 1 April 1995, in accordance with the collective agreements, the University recognises for sickness, maternity, annual leave purposes, previous service with other local government and related employers to which the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999 applies. In the event of redundancy, qualifying service for and calculation of the redundancy payment would be based upon service in accordance with the regulations of the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999, which aggregates continuous service with other local government and related employers. 

2.4  
Employment is in the service of the University; staff should not undertake any additional employment which would be detrimental to their full-time appointment. Patent rights in any invention produced by any member of staff in the course of employment vest in the University. 

3. Medical Fitness 
3.1  
Appointments are subject to certification of medical fitness by the University's Occupational Health Medical Officer. This involves completing a medical questionnaire and may require undergoing medical examination and/or chest X-ray. Further medical examination may be required for subsequent appointments to other positions in the University, or at any time when unable to perform duties as a consequence of illness. 
4. Provision of Documents/Certificates 
4.1  
Appointments are subject to the provision of the signed acceptance of employment offer, original birth certificate and relevant qualification certificates. (See "New Appointment: Administrative Actions and Information".)(*) 

5. Working Arrangements and Leave 
5.1  
Standard office hours are 0830 - 1700 Monday to Thursday and 0830 - 1630 on Friday. The normal working week for full-time staff is 37 hours. 

5.2  
If your post has fixed hours of work details will be provided in your letter of offer of employment. Posts which have fixed hours are not included in the flexible working hours scheme. All staff are required to use the automatic time recording system. 

5.3  
Where a flexible working hours scheme applies to your post you will be provided with details from your local manager.. Where the standard scheme applies, and subject to management requirements, staff are able to vary their hours of working within stipulated limits although they must be at their place of employment between 0931 and 1159 hours and between 1431 and 1559 hours. It is also possible, within certain limits, for credit to be accumulated and taken as half or whole days leave to a maximum of one day per accounting period (i.e. four weeks), provided that the average weekly commitment is not less than 37 hours (and pro-rata for part-time staff). 

5.4  
The leave entitlement is a basic leave of 25 working days for staff with less than five years service and leave of 30 working days for staff with 5 years service or more. Service is counted from the beginning of the leave year. Leave is to be taken on dates to be agreed and formally approved in advance by management. Except under the circumstances described in paragraph 5.5 there is no carry over of leave between leave years. The University's leave year runs from 1 September to 31 August each year. 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 entitlement in hours
full time weekly hours (37)              

5.5  
New entrants are entitled to annual leave proportionate to the completed months of service during the leave year of entry, although normally no leave may be taken until six months service in the post has been completed. An apprentice who has less than six months service at the end of the leave year and who has not been allowed to take annual leave may carry such leave forward to the following year. 

5.6  
There are a total of 11 days (occasionally 12) of fixed holidays for Public, extra statutory and institutional holidays. The days are Christmas day (or equivalent week day); Boxing Day (or equivalent week day); New Year's Day (or equivalent week day); two extra statutory days between Christmas and New Year; one and occasionally two institutional days fixed between Christmas and New Year; Good Friday; Easter Monday; Early May Bank Holiday; Late May Bank Holiday; Late August Bank Holiday. The Christmas closure dates are notified to Departments each year by the Director of Human Resources. 

5.7  
Members of staff who leave the service of the University before the end of the leave year shall be required to make the appropriate refund in respect of any annual leave taken beyond the number earned pro-rata during the leave year. Staff who are prevented by management because of the needs of the service or because of absence due to ill-health from taking their full entitlement will receive payment in lieu. 

5.8  
Compassionate leave of up to one week may be allowed at the discretion of Management. 

5.9  
Service in non-regular forces attracts one weeks' paid leave and one week taken from annual leave or as unpaid leave per annum. 

6. Probation and Termination of Employment 
6.1  
All apprentices will be employed on a fixed term contract, the duration of which is directly related to the length of the programme and apprentices will be required to undergo a six month probation period. Continuation of employment thereafter will be dependent on the achievement of agreed theoretical and practical programme outcomes.

6.2  
Employment following successful completion of the apprenticeship is not automatic, but is dependent upon the existence of an appropriate vacancy.  Seniority is not a determining factor and the University will endeavour to find permanent employment for all apprentices on expiration of their fixed term contract.

6.3 
 An apprentice wishing to terminate his or her appointment must give the University one month's notice in writing, ending on the last day of a calendar month. The form "Notice of intention to resign" should be completed and forwarded to Human Resources through the relevant Head of Department as early as possible. 

6.4 
 Should the University terminate an appointment, apprentices will be given either the same period of notice as in 6.3 above, or one week's notice for every year of continuous service up to a maximum of 12 weeks notice, whichever is the greater. 

6.5  
In cases of dismissal for gross misconduct or other good or urgent cause, no notice may be given. 

7. Salary and Pensions 
7.1  
Salary is in accordance with the agreement, as embodied in the Scheme of Conditions of Service, relating to the grade of the post. Overtime is payable only in respect of posts at Grade 5 and below. 

7.2  
Increments will be paid on the anniversary of the apprentices start date, subject to satisfactory achievement of the specified apprenticeship programme outcomes. 

7.3  
Salary is paid monthly in arrears by credit transfer. 

7.4  
Apprentices can choose whether or not they wish to be members of the Local Government Superannuation Scheme. The regulations also allow all apprentices to opt out of the Local Government Superannuation Scheme at any time in order to make alternative arrangements. A contracting out certificate is in force in respect of the Superannuation Scheme. This means that the Scheme has been approved by the Occupational Pensions Board and that it applies instead of the state additional pensions scheme. 

7.5  
Payment for hours classed as Overtime can only be made if more than 37 hours have been worked in a week. Unless overtime forms part of your contract of employment, approval for overtime must be obtained before it is worked and payment for overtime only applies to staff on Grade 5 or below. 

7.6  
Overtime payment for part-time staff will only be made at times and in circumstances in which a full-time person would qualify. This means that a full week of 37 hours at plain time must be worked before overtime payment is made. 

8. Sickness Allowances, Absence from Work 
8.1 
 If you are absent from work, the procedures to be followed are set out in the document "Absence from Work and Sickness Allowances"(*). Failure to comply with these procedures may result in loss of wages/SSP. 

8.2 
 Sickness allowances are in accordance with the Scheme of Conditions of Service. 

9. Maternity Benefits 
9.1  
Detailed provision for maternity leave arrangements are contained in the Staff Handbook. 

10. Paternity and Adoption Leave 
10.1  
Detailed provision for paternity and adoption leave arrangements are contained in the staff handbook. 

11. Industrial Relations 
11.1  
The University supports the system of collective bargaining in every way and believes in the principle of solving industrial relations' problems by discussion and agreement. For practical purposes, this can only be conducted by representatives of the employers and of the apprentices. If collective bargaining of this kind is to continue and improve for the benefit of both, it is essential that the apprentices' organisations should be fully representative. It is equally sensible for staff too, to be in membership of a trade union representing them on the appropriate negotiating body, and they are encouraged so to be. Staff have the right to join a trade union and to take part in its activities. Details of the specified trade unions on the appropriate negotiating body are available for staff to refer to Human Resources. 

11.2 
 If you have any grievance you can raise this by speaking or writing to your immediate supervisor who will explain the steps to be taken if the matter cannot be resolved at this level and if you wish to take it further. Copies of the Grievance Procedures are available in Human Resources. 

11.3  
The University expects high standards of conduct, performance and attendance at work, and that staff follow its procedures and policies. Where there are serious concerns about these they will be raised with you and may result in action being taken under the Staff Management Procedures. If you are dissatisfied with any decision made under these procedures you have the right of appeal. Details of the Staff Management Procedures are available for your reference in Human Resources. 

12. Safety Policy 
12.1 
 It is the University's policy to ensure, so far as it is reasonably practicable, the health, safety and welfare of its apprentices, students and members of the general public who may be affected by its activities. You are expected to carry out your duties without endangering the health and safety of yourself, your colleagues students, and the general public. You must comply with instructions on safety, all statutory provisions and local codes of practice. Your local manager will provide you with further information as it applies to your place of work. The statement of safety policy adopted by the University is set out in full in the document "Health and Safety Policy and Procedures."(*) 

13. Indemnification against assault 
13.1  
In addition to normal pay the University undertakes to indemnify you against financial loss caused by violent or criminal assault suffered in the course of or as a consequence of your employment. 

14. Other Matters 
14.1  
Candidates who canvass members of the Board of Governors or officers of the University of Northumbria at Newcastle, either directly or indirectly, shall be disqualified from appointment and if appointed, shall be liable to dismissal. 

15. Revision and Reference Information 
15.1 
 Conditions of service for sickness during holidays, the basis for calculating allowances and other matters related to your employment are set out in the documents available for your reference in Human Resources. 

15.2  
Changes in the terms and conditions of service are entered in the Scheme of Conditions of Service or other documents, or otherwise recorded for staff to refer to, within 28 days of the change. 

15.3 
Copies of the relevant documents/explanatory booklet etc are made available for staff reference in Human Resources. Items asterisked (*) are provided to staff on appointment. 

Holiday Entitlement
	Staff with less than 5 years continuous reckonable service at the beginning of the leave year
25 days
	Staff with 5 years continuous reckonable service and over at the beginning of the leave year
30 days

	Completed calendar months
	Annual entitlement
	Completed calendar months
	Annual entitlement

	1
	2
	1
	2.5

	2
	4
	2
	5

	3
	6.5
	3
	7.5

	4
	8.5
	4
	10

	5
	10.5
	5
	12.5

	6
	12.5
	6
	15

	7
	14.5
	7
	17.5

	8
	16.5
	8
	20

	9
	19
	9
	22.5

	10
	21
	10
	25

	11
	23
	11
	27.5

	12
	25
	12
	30
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