Extra-Curricular or Outside Work
(a) Members are encouraged to undertake such paid extra-curricular activities as are normally associated with holders of academic posts in universities e.g. authorship external examining book reviewing advising on publications providing articles broadcasts and lectures and committee work provided that in sum these activities do not adversely affect the proper prosecution of their University duties. Unlike outside work no special permission to undertake such activities is required but Members will notify their Head of Department of the extent of their commitments and Heads of Departments will notify their own commitments to the Vice- Chancellor.
(b) Members are encouraged to undertake consultancy work provided that it does not adversely affect the proper prosecution of their University duties. The arrangements under which outside work, including consultancy work, may be undertaken are those approved by University Council and set out in the Appendix. All staff wishing to undertake such activities are required to follow carefully the procedures there laid down. Consent to undertake outside work may at any time for sufficient reason be withdrawn. 
(c) Where permission is granted to an individual to undertake outside work in a private capacity, the work must emanate from the individual’s private address and it is the responsibility of the individual member of staff to inform the client in writing in advance of undertaking the work that the member alone is responsible for the advice given and that the University accepts no liability. Furthermore, the member of staff is required to provide the University with a written indemnity in respect of any liability attaching to the University when permission to undertake the work is being sought.
Outside Work Procedures - Appendix
1. Introduction
The University’s policy on outside work is contained in the Second Report of the Working Group on Consultancy approved by Council on 15 July 1992. The rules relating to outside work and the procedures to be followed when a member of academic staff proposes to undertake such work are set out below. It is the responsibility of individual members of staff to acquaint themselves thoroughly with these procedures and to ensure that they are carefully followed.
2. Scope
1) The term ‘outside work’ covers work for any organisation or person other than the University undertaken by members of staff which (a) results in remuneration or benefits in kind for the individuals concerned over and above their University salary, (b) does not form part of the mainstream academic activities of their department and (c) involves a significant input of their time.
2) Although outside work will not be part of the mainstream academic activities, it must be within the staff member’s area of expertise in order to be classified as a primary purpose activity for corporation tax purposes.
3) Outside work includes situations in which members of staff wish to involve themselves in a company or business (e.g. act as directors or partners in a firm) or form a company of their own.
4) Heads of Departments, in consultation with the Chief Operating Officer, have discretion to exclude other outside work from the framework, particularly work that attracts only token remuneration or reward for the individual.
5) It should be noted that special arrangements apply to short courses (see 7 below).
3. Channels open for outside work
1) Outside work may be undertaken normally in one of two ways:-
(a) through Loughborough University Enterprises Limited (LUEL) or another University company set up for this purpose.
LUEL is available to assist University staff in all disciplines undertaking consultancy work and will operate a scale of charges appropriate to the involvement of the company. Further information is available from the General Manager.
(b) in a purely private capacity where all the proceeds are retained by the individual but where all the costs and liabilities attach also to the individual. Outside work undertaken privately must emanate from the individual’s private address and it is the responsibility of the member of staff to inform the client in writing in advance of undertaking the work that he/she alone is responsible for any advice given and that the University accepts no liability whatever. 
It is essential that individuals undertaking outside work have appropriate insurance protection. Where the work is being undertaken through LUEL this is provided. In cases in which individuals are acting in a private capacity they are required to provide the University with a written indemnity in approved form in respect of any liability attaching to the University when permission to undertake the work is being sought (see Annex). 
2) In all cases in which it is proposed to use University departmental facilities or staff in support of extra-curricular or outside work, arrangements must be approved in advance and the University will require the recompense for departmental resources used.
4. Limitation on time spent on outside work
1) The amount of outside work as defined in 2. above shall not normally exceed 30 days per year for academic staff. For this purpose the year runs from 1 January and a day is defined as a working day, i.e. a day upon which an individual could be expected to be present in the University undertaking their normal duties.
Exceptional permission is required from the Head of Department to exceed this limit and the Head will in turn draw attention to such exceptions in making the annual return to the Vice-Chancellor (see 6 below).
2) If it is proposed to undertake outside work during a period of sabbatical leave or leave of absence, permission must be sought and the arrangements approved in accordance with the rules governing Study Leave or Leave of Absence.
5. Applications for permission to undertake outside work
1) In all cases applications to undertake outside work are to be submitted in advance on the official form. Applications must be submitted to Heads of Department or, in the case of Heads of Department, Deans or Pro-Vice-Chancellors, to the Vice- Chancellor. The Vice-Chancellor shall apply to the Chairman of Council for permission to undertake outside work.
2) Staff are required to disclose on the form details of time to be spent and, where it will exceed 20% of gross salary after taking into account the level of previously agreed outside work, the gross remuneration expected for the work. Significant other emoluments and benefits in kind should also be notified. All staff undertaking outside work are obliged to disclose details of their remuneration, emoluments or benefits in kind at any time if so requested should the Head of Department have good grounds (which should be disclosed to the individual) for believing that the outside work is conflicting with the individual’s University activities.
3) The decision as to whether or not to grant permission to undertake the work will be taken by the Head of Department or in the case of a Head of Department, Dean or Pro-Vice-Chancellor, by the Vice-Chancellor. 
6. Annual Reporting
Heads of Department are required to submit a brief annual report in standard format to the Vice-Chancellor on the outside work which they have permitted individuals to undertake.
7. Short Course Activities
1) In any case where individuals are remunerated personally, teaching on non-award bearing short courses and on award-bearing courses run on a self-funding basis outside FRASL (under rules approved by the University) is treated as outside work and the rules relating to outside work apply - i.e. the permission of the Head of Department is required, it is counted under the 30 day limit and details are included in the Head of Department’s annual return to the Vice-Chancellor.
2) Short course activity for which individual members of staff do not receive personal remuneration (e.g. where funds are held in a departmental account) are not treated as outside work.
3) Staff are not permitted to organise and run short courses outside the University on a personal basis. This includes the booking of accommodation off campus for such a purpose. This is different from contributing to a course off campus run by an outside organisation (which would be subject to the normal outside work rules).
Indemnity - Annex
I, of , 
in consideration for Loughborough University (the University) granting permission pursuant to the provisions of Condition 31 of my Conditions of Service to carry out private outside work for namely,
hereby agree and undertake:-
1. To indemnify and keep indemnified the University from and against all liability loss damage costs expenses claims or demands of whatsoever nature and howsoever arising and which arise out of or as a result of the carrying out of or the failure to carry out the said outside work
2. To effect and maintain at my own expense such policy or policies of insurance to cover my liability in respect of any act or default for which I may become liable to indemnify the University under the terms of this indemnity and if required to do so to produce to the University such evidence as they may require that insurance cover has been effected.


dated This Day Of 20__

Signed _________________________________________________________________________
Address ________________________________________________________________________

