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GENERAL CONDITIONS OF SERVICE APPLYING TO HOURLY PAID STAFF ENGAGED TO PROVIDE TEACHING SERVICES – Grade 6
Termination of Employment

If you wish to terminate your employment with the University, you are required to give 1 weeks notice in writing to the Head of Department.  Should the University wish to terminate your employment before the end of the fixed term stated in your letter of appointment, for any reason other than gross misconduct, you will be entitled to 1 weeks notice.

Holiday entitlement and holiday pay

i.
You have an entitlement to paid holiday arising from the Working Time Regulations.  However, as it is not possible for you to take holiday on days when you are required to work at the University you must take your holiday on a day when you are not required for work here.

ii. Holiday pay is calculated in the following way and is included in the hourly rate for your duties and is therefore paid in advance.  This means that no further pay will be due at the times when holiday is taken.  The leave entitlement for a full-time member of the academic and related staff in the University is 30 days in addition to 14 days when the University is closed.  Since this is the equivalent of 20.37% of annual salary the proportion of the hourly rate paid in respect of holidays is calculated as follows: hourly rate x (20.37/120.37) or 0.17. 


iii. You holiday pay does not form part of your remuneration in respect of any period of work. It is paid in respect of holiday.

iv.
You will not be required to work on public holidays or days on which the University is closed.

Sick Leave and Sickness Benefit 



There is no entitlement to paid sick leave.  Normal eligibility rules for Statutory Sick Pay will apply and you should contact the Salaries Section of the Finance Office in case of sickness.
Superannuation

You will be eligible to remain in/join the Universities Superannuation Scheme.  The USS scheme is amended from 1 October 2011. If you are a new entrant, you will join the Career- Revalued Benefits section of the scheme. However, if you have been a member of USS in the last 30 months, you can rejoin the Final Salary section by informing the University.  For information regarding the scheme, please visit www.uss.co.uk.  For information regarding the scheme, please visit www.uss.co.uk. Enrolment into the scheme is not automatic.  You should complete form MJ05 if you wish to be enrolled into the scheme.  All pension forms are available on www.lboro.ac.uk/staff/new/forms/.   

Collective Agreements

There are no collective agreements affecting your terms and conditions of employment. 

Grievances




Should you have any grievance relating to your employment you should raise the matter with your Head of Department.  Failing resolution at this stage the issue may be raised with the Registrar.

Disciplinary Procedure

i.
In the event of formal disciplinary action being considered necessary, the normal sequence of events will be:

a.
A verbal warning, normally given by the Head of Department or Section, in the presence of the employee and a colleague selected by the employee.

b.
A written warning from the Head of Department which shall include the possible consequences of future indiscipline or poor performance.


c.
For further indiscipline or poor performance, the employee may be dismissed with the appropriate period of notice.

ii.
In the event of gross misconduct, it may not be practicable to follow the sequence given above and the University reserves the right to suspend the employee whilst investigating the matter and, subsequently to dismiss the employee without notice.  The employee has the right to be accompanied by a colleague of his/her choice for the purpose of making a statement during any investigation. 

iii. An employee wishing to appeal against any formal disciplinary action should notify the Director of Human Resources within ten working days of the action being taken.  The appeal will be considered by the Chief Operating Officer whose decision is final.

Probation


This appointment is not subject to probation. 
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