[image: image1.png]



Conditions of Employment for Graduate Tutors




1
The Employer


University of Northumbria at Newcastle, referred to in this document as "The University".
2 
The Employee

As stated in the attached letter.
3
Date of Commencement

Date of commencement of employment is the date of commencement with The University of Northumbria or its constituent previous institutions with which it merged or the City of Newcastle upon Tyne Council prior to 1.4.89.
4
Continuous Employment

Continuous service with other HEFCE institutions, Universities or Further Education establishments will be counted in calculating sickness and maternity entitlements.  In the case of redundancy, payment will be calculated in accordance with the Redundancy Payment (Continuity of Employment in Local Government, etc.) (Modification) Order 1999.
5 
Duties, Hours and Place of Work

5.1 As a Graduate Tutor you are expected to work such hours as are reasonably necessary in order to fulfil your duties and responsibilities in a normal working week of 37 hours. Those duties include teaching and tutorial guidance, preparation and marking of such teaching and related activities. You are expected to work flexibly and efficiently, and to maintain the highest professional standards in discharging your responsibilities.  You will be required to take part in any relevant training programmes as required by the University.

5.2 You are expected to register for a higher degree by research at the University and your appointment will be terminated if you withdraw from or fail to register for the higher degree. 


5.3
The make-up of your duties will be determined from time to time by your Dean of School in consultation with yourself, and will be reviewed regularly through the staff appraisal system. 


5.4 
Your teaching year will not normally exceed 38 weeks and you will be required to undertake up to a maximum of 230 teaching hours in the year. 

5.5 The University is committed to a Policy of Equal Opportunities. All staff are expected to familiarise themselves with the published policy and are obliged to adhere to it.
6
Leave of Absence and Holidays

Annual Leave
6.1 The University's leave year runs from 1 September to 31 August. In addition to Statutory Bank Holidays, local discretionary holidays and days when the University is closed in the interests of efficiency, you are entitled to 35 working days paid annual leave. Unused annual leave entitlement may not be carried forward into the next leave year. In the leave year in which your employment commences or terminates, your leave entitlement will accrue on a pro-rata basis for each complete month of service; on the termination of your employment, pay for annual leave not taken will be worked out on a similar basis.  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 holiday (including Christmas closure days) are calculated on a pro-rata basis for Part Time and Part Year contracts as follows:

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


6.2 
The timing of your annual leave is subject to the agreement of your Dean of School (or other member of staff to whom this is delegated). Subject to the organisational requirements of the University you may request that up to 6 weeks of your leave entitlement be taken in one continuous period, and such a request will not be unreasonably refused.


6.3 
The University is closed on 8 statutory Bank and Public Holidays: Christmas Day; Boxing Day; New Years Day; Good Friday; Easter Monday; Early May Holiday; Late May Holiday; August Bank Holiday.  The University is also closed for a complete week over the Christmas/New Year period which fixes three (and in some years four) days as additional holiday.
7
Maternity, Paternity & Other Leave 


7.1
Detailed provisions for leave arrangements are contained in the Academic Staff Handbook.

8
Remuneration

Salary for Graduate Tutors is detailed in the written offer of employment and is payable monthly in arrears by direct credit transfer. 

9
Sickness

Subject to the provisions of the Sick Pay and Sick Leave Scheme, you are contractually entitled to time off with pay if you are absent from work due to illness or injury. Full details of your entitlements are included in the Academic Staff Handbook.

10
Exclusivity of Service
Other paid work may not be undertaken without the prior approval of the University. Before you enter into an obligation to undertake any external work, including consultancy, you must apply to the Dean of School in the first instance.

11
Confidential Information

11.1     You shall not, except as authorised by the University or required by your duties hereunder, use for your own benefit or gain or divulge to any persons, firm, company or other organisations whatsoever any confidential information belonging to the University or relating to its affairs or dealings which may come to your knowledge during your employment.  This restriction shall cease to apply to any information or knowledge which may subsequently come into the public domain other than by way of unauthorised disclosure.


11.2
All confidential 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.

12
Copyright

12.1
Subject to the following provisions, the University and you acknowledge sections 11 and 15 of the Copyright, Designs and Patents Act 1988.


12.2
All records, documents and other papers (including copies and summaries thereof) which pertain to the finance and administration of the University and which are made or acquired by you in the course of employment shall be the property of the University. The copyright in all such original records, documents and papers shall at all times belong to the University.


12.3
The copyright in any work or design compiled, edited or otherwise brought into existence by you as a scholarly work produced in furtherance of your professional career shall belong to you; 'scholarly' work includes items such as books, contributions to books, articles and conference papers, and shall be construed in the light of the common understanding of the phrase in higher education.


12.4
However, the copyright in course materials produced by you in the course of your employment for the purposes of the curriculum of a course run by the University and produced, used or disseminated by the University shall belong to the University, as well as the outcomes from research specifically funded and supported by the University.

13
Pension


13.1
You are 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 join the State pension scheme or take out a personal pension.


13.2
The University has a flexible approach to retirement.  Members of staff may choose when they wish to retire by submitting a letter of resignation, with due notice, to their Dean/Director.

Staff can apply for phased retirement, in accordance with the University’s Guidelines for Retirement.
14 
Probationary Period

14.1
A probationary period of 6 months will apply to you. During the probationary period your suitability for the post will be assessed according to agreed procedures which are available from Human Resources.  The University reserves the right to extend your probationary period, if, in its opinion, circumstances so require.

            14.2       During your probationary period your employment may be terminated by the 

                         University on giving one month’s written notice.

15         Discipline & Grievance

15.1
Details of the disciplinary rules and procedures are included in the Staff  

                        Handbook.


15.2     If you have a grievance relating to your employment you are entitled to make

                        use of the Grievance Procedure which is explained in the Staff Handbook.

16
Duration of Contract and Termination of Employment

16.1     Graduate Tutor appointments are for a fixed-term. Your employment will start and end on the date specified in the attached letter of offer of employment unless for the reasons specified below, your employment is terminated earlier.

             16.2     You may terminate your employment by giving two months notice in writing to 

The University.

             16.3     Your appointment shall be terminable, except in the case of probation or 

dismissal for gross misconduct by the University giving you two months' notice in writing. 

17
Health and Safety at Work

             You are expected to adhere to the University’s Rules and Guidelines on Health and

             Safety at work.  A copy of the booklet is enclosed with this document.

18
Collective Agreements

Your conditions of service are negotiated between the University and recognised trade unions. Staff are encouraged to join and participate in the lawful activities of recognised trade unions. Agreements reached as a result of national or local negotiations between the employer(s) and the recognised unions shall, after adoption by the Board of Governors, be automatically incorporated into your contract.


This contract may be varied with the agreement of both parties.

Director of Human Resources


Amended September 2011, para 13.2


01 June 2010


