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Part Time Staff – Good Practice Guidelines
When a member of staff works on fewer than 37 hours a week or for a reduced number of weeks of the year they are employed on a part time contract. Part time working can be for the benefit to the University (e.g. where a post is advertised as part time) and/or the member of staff (e.g. when a member of staff returns from maternity leave, has caring responsibilities or is approaching retirement).
· Pay and Benefits

A member of staff on a part time contract will receive the same hourly rate as a full time member of staff doing the same role and will not be treated less favorably in their contractual terms and conditions than a comparable full time worker, unless different treatment is justified on objective grounds. Part time staff are entitled to the equivalent pro rata annual and public holiday leave entitlement.
A full list of benefits available for staff are described on the Reward web page at: http://www.northumbria.ac.uk/sd/central/hr/totalreward/rewben/?view=Standard
· Workload

The composition of the workload of a part time member of staff will be discussed between the employee and the line manager before the work commences. Part time academic staff will have a proportionate amount of teaching, research and administrative responsibilities.
· Meeting Times

All team and department meeting times should take into account staff availability to ensure that where possible part time staff can contribute to discussions. In relation to deadlines and turnaround times the availability of part time staff should also be taken into account. When organising committee meetings part time staff may be assisted to attend by rotating the days and times of meetings.
· Communication

Even when a part time employee is not physically present at work their needs should be taken into account when decisions could affect them. Keeping work schedules to hand and having regular contact either by email or phone or by copying the member of staff into memos and updates will facilitate inclusion. 
Communication between full time and part time staff should be promoted. It is important that staff know the responsibilities of those in the team and they are kept informed of changes to work schedules. 
· Training
It is important to keep staff engaged by making them feel an equal part of the team.  Opportunities for professional development through the University Training and Development Programme will also encourage inclusion and support part time staff in their career progression. 
Summary
It is important to:

1) Give the employee specific responsibilities.
2) Be clear about the days and hours the employee works.
3) Let the employee know how important their work is and how they fit into the team.
4) Make sure the employee knows what is expected of them.
5) Focus on results.
