Conditions of Service for Operational Services and Administrative Services Job Families
1. General

The service of every Member is also subject to the University’s Charter, Statutes, Ordinances, Regulations and Policies.

2. Medical Clearance
All new appointees are required to complete a medical questionnaire and return this to the Occupational Health Unit to ensure that they are appropriately supported whilst at work and that their work does not create any risk to their health. In some cases, it may be necessary for the new appointee to have an appointment with the Occupational Health Physician.
3.	 Probation
 
All newly appointed staff, (including internal appointments and promotions, unless the appointment panel determines that it should be waived) will be required to undertake a probationary period before the appointment can be confirmed.  The procedures governing the process, including the duration of the probation, are outlined in the University’s Procedure for Probationary Appointments.
4. 	Performance and Development Review
Every Member’s post-probationary service shall be supported through an annual Performance and Development Review (PDR), in accordance with the procedures set out in the Performance and Development Review Guidelines, a copy of which shall be made available to all staff.
5.	Duties
Each member of staff shall be generally responsible to the Council for the performance of their duties and shall undertake such duties as may be reasonably required by the Head of Department or Dean of School. 
6.	 Hours of Work
The basic working week is 37 hours. Hours of work are laid down by the Head of Department or Dean of School and are subject to the Working Time Regulations (1998). The nature of a Member’s duties may require, from time to time, work during hours outside of the normal requirements of a post. Hours worked in excess of the contracted requirement will attract time off in lieu or additional payment at the appropriate rates. Payment for overtime is at plain time where the weekly contracted hours and overtime hours total less than 37 hours per week.  Further details may be found in the Overtime Policy.
7. 	Residence 
All members of staff are required to make such arrangements in regard to place of residence as will allow them to carry out effectively all their University duties and responsibilities and play a full part in the work and life of the University as appropriate to their job. The allocation of duties and responsibilities between staff cannot normally be modified to take account of residential factors.
8.	Relocation Expenses
Subject to conditions promulgated by Council, the University will reimburse expenses incurred in the removal of household furnishings and effects by a Member when relocating to take up an appointment of at least two years in the University. A resettlement grant, of up to the equivalent of one months’ gross salary as at the time of appointment, may also be payable in respect of legal or other fees. 
9.	Holiday Entitlement
a) The annual holiday entitlement for full time staff is as follows
	Basic Annual Leave entitlement

	20 days 

	Annual leave entitlement after 5 years’ continuous service (Increased holiday entitlement is not pro-rated on the basis of qualifying service being completed within a current leave year.)  
	25 days

	Annual leave entitlement after 30 years’ continuous service (Increased holiday entitlement is not pro-rated on the basis of qualifying service being completed within a current leave year.)  
	27 days


b) The leave year runs from 1st May to 30th April.  Specific holiday arrangements are left to the discretion of the Head of Department or Dean of School concerned. Annual leave accrues at the rate of one-twelfth of the annual entitlement per month. A pro-rata entitlement, rounded down to the nearest half day, will accrue where employment begins or ends part way through a month.
c) Members of staff are entitled to carry over five days’ unused holiday from one leave year to the next (pro rata if part time). On the termination of employment a member will be entitled to take paid holiday (or to receive payment in lieu) for any outstanding holiday entitlement. Where a member has exceeded their proportionate entitlement an appropriate deduction will be made from their final salary.
d) Where staff are required to work on a shift rota, exact details of their holiday arrangements will be set out in their letter of appointment. 
e) There are also 14 other days’ holiday in each year, being public or statutory holidays and such other days when the University closes at its discretion. 
f) Members employed on a part-time basis will receive a pro rata entitlement to the above.
10. 	Remuneration
a) Salaries are paid in arrears, in equal monthly instalments, on or before the last day of each month, by direct transfer to private bank accounts. (Some staff are paid four weekly in arrears and this will be set out in their letter of appointment). Every Member shall receive a copy of their salary/wage slip.
b) The remuneration of Members shall be in accordance with the current national scale negotiated between the Universities and Colleges Employers Association and the trade unions.
c) For staff on incremental scales, the normal incremental date is 1 August except that a Member appointed on or after 1 March in any year shall, where applicable, receive a first increment on 1 August the next year. The incremental date shall be taken into account when determining a starting salary.
d) Lump sum payments, accelerated increments and advancement to or through the contribution section above a grade may be agreed in accordance with the Reward Review procedures. The appropriate University Committees shall consider annually proposals for these awards. Proposals shall normally be made by the Head of Department or Dean of School, but any Member shall be entitled to make a self- submission to the appropriate Committee.
e) Grades are determined by the job evaluation scheme introduced in 2006. Proposals for re-grading must include evidence of the development of a member’s role to include substantial aspects of a higher grade as shown in the appropriate job family
11. 	Retirement and Superannuation
a) All members of staff employed for three months or more will normally be enrolled in the Local Government Superannuation Scheme, the occupational pension scheme adopted by the University. Contributions at the appropriate rate will be deducted from your salary for this purpose. The Local Government Superannuation Scheme is contracted out of the State Earnings-Related Pension Scheme (SERPS). You have the option of joining/remaining in the Local Government Superannuation scheme or of making other arrangements for your pension and should indicate whether you wish to join/remain in/or leave the Local Government Scheme by completing the appropriate parts of the Pension Option Form and returning it to Human Resources in advance of taking up your appointment in the University. Any questions you may have regarding your pension arrangements should be directed to the Superannuation Officer in the University Finance Office. 
b) From 1 October 2011, the University will not have a normal retirement age for staff. Any member who wishes to retire may do so by giving the appropriate contractual notice.
12.	 Death Benefit
In the event of a Member dying whilst in the service of the University before retiring on pension, the University may at its discretion pay to such one or more of the dependants of the deceased Member sums as follows:
	During the first year of service
	1 month’s salary

	One to two years’ service
	2 months’ salary

	Two to three years’ service
	3 months’ salary

	Three to four years’ service
	4 months’ salary

	Four to five years’ service and thereafter
	5 months’ salary


The word ‘dependent’ shall, in this context, have the same meaning as it has for the purposes of Income Tax rules and if, and to such an extent as, such meaning does not include any person who is or was wholly or in part dependent on the earnings of the deceased Member, the expression includes any such person by way of addition.
13. 	Family Leave 
The family leave procedures set out the University's current arrangements for a variety of family leave, in accordance with statutory provisions, including:
· Maternity leave 
· Paternity leave 
· Adoption leave 
· Keeping in Touch days 
· Parental leave 
· Time Off to Care for Dependents
14. 	Special Leave and Leave of Absence
a) Special Leave is leave, with pay, for specific purposes as set out below:
i. To attend courses, conferences or other meetings associated with their work.
ii. To attend to urgent family affairs or because of the prolonged illness of a member of the family. Normally such compassionate leave will be granted without reduction of salary and allowances for a period not exceeding two weeks. The granting of compassionate leave does not affect any entitlement a Member may have to paternity leave, unpaid parental leave and for unpaid time off to care for dependents.
iii. To undertake civil or public duties. 
iv. To discharge duties as an officer of a recognised trade union.
v. To participate as a member in the affairs of a recognised trade union.
vi. To seek alternative employment or to arrange re-training for such alternative employment where the Member has been made redundant.
vii. To visit other institutions (either UK or overseas) on an exchange, secondment or other basis, not being Study Leave or Leave to Accept an Externally-funded Award as described in Ordinance XV. 
b) Leave of Absence may be applied for, normally without pay, for purposes not included in (a) above or in Ordinance XV (Study Leave and Leave to Accept an Externally-funded Award), for example, to have a career break to devote an extended period to child or elder care.
c) Conditions
i. Special Leave and Leave of Absence for any period up to four weeks may be granted at the discretion of the Head of the Department for the purposes set out above, subject to the Dean or the Chief Operating Officer (for support services staff) being informed and, except in the case of compassionate leave, to suitable arrangements being made to cover the applicant’s duties. Written applications, stating the purposes for which leave is sought and the proposed arrangements for meeting those purposes, should be made as far in advance as possible. Normally, except for compassionate leave, no less notice should be given than the length of time for which leave is sought. If the Head of Department declines to approve the application, the Member may appeal to the Dean or the Chief Operating Officer (for support services staff), to override the Head of Department’s decision.
ii. Special Leave and Leave of Absence, on financial terms to be agreed, for periods greater than four weeks, but less than nine months, may be granted at the discretion of the Dean or the Chief Operating Officer (for support services staff). Application shall be made in writing through the Member’s Head of Department, stating the purposes for which leave is sought, as soon as possible and normally no less than six months in advance. The applicant’s Head of Department shall be required to express an opinion to the Dean or Chief Operating Officer on the application, particularly in regard to the proposed period of leave and to any arrangements for discharging the member’s duties within the University during such a period. If the Dean or Chief Operating Officer declines to approve the application, the Member may appeal to the Deputy Vice-Chancellor to override the decision.
iii. All applications for Special Leave and Leave of Absence for periods greater than nine months and also any applications which the Dean or Chief Operating Officer considers to raise issues of principle shall be referred to the Deputy Vice-Chancellor for consideration.
iv. All decisions on applications for Special Leave or Leave of Absence in excess of three months shall be reported to Council.
v. An employee who is granted special leave or leave of absence in excess of six months shall be deemed to have resigned from any committees or other bodies of the University to which they may have been elected, appointed or co-opted with effect from the first day of their leave, and shall forego active participation in the affairs of any committee or University body of which they are an ex-officio member during the period of their leave.
15.	Sick Leave and Sickness Benefit
a) In the event of  absence due to sickness or injury, notification must be given, by telephone or in writing, to the Head of Department or Dean of School on the first day of absence, or as soon as reasonably practicable thereafter. In the case of late notification of incapacity without good cause, the University may withhold an appropriate amount from any payment of sickness benefit. Employees should use a self-certification form to cover the first 7 days of absence.  For absences of more than 7 (calendar) days, employees will be required to submit a medical certificate from a doctor to the Head of Department or Dean of School. 
b) Members of staff are entitled to the following sickness benefit subject to the required medical certification of absence:
	During the first year of service
	One month's full pay and (after completing four month's service) two months' half pay 

	During the second year of service
	Two months' full pay and two months' half pay 

	During the third year of service
	Four months' full pay and four months' half pay

	During the fourth and fifth  years of service
	Five months' full pay and five months' half pay

	After five years of service
	Six months' full pay and six months' half pay


The Council has discretionary powers to extend these benefits. 
The full pay allowance is the amount which when added to statutory sick pay, state sickness or invalidity benefits,  compensation payments or any other  payments under any Social Security or Compensation legislation is the equivalent of the Member’s normal full pay.
The half pay allowance is a sum equal to half normal pay plus any of the above benefits received, or receivable, provided that such sum shall not exceed normal full pay.
The entitlement during any period of absence shall be ascertained by deducting from the Member’s entitlement any periods of paid sickness absence during the twelve months’ immediately preceding the first day of the current absence.
c) A Member who is absent as the result of an accident shall not be entitled to sickness pay if damages may be receivable from a third party in respect of the accident. In such event the University may, having regard to all the circumstances, advance to the Member a sum not exceeding the sickness allowance otherwise payable under this Condition, subject to the Member undertaking in writing to refund to the University the total amount of such sum or proportion thereof represented in the damages received. Any period of incapacity for work in such a case where a refund of the sum advanced to the Member is made in full shall not be recorded for the purpose of this Condition. Where however a refund is made in part only the University shall have discretion as to what extent the period of incapacity shall be recorded.
d) Qualifying days for payment of statutory sick pay shall be those days on which the Member is normally required to work under a contract of employment.
e) Any Member who is unable to perform their normal duties as a consequence of a medical condition may be required to undergo an examination by a medical practitioner nominated by the University at any time. The costs of any such examination will be borne by the University.
f) Detailed guidance can be found in the Sickness Policy.
16. 	Notice period  
An appointment is subject to one calendar month’s notice on either side.  The University will give one calendar month’s notice, rising by one week for each successive year's continuous service, to a maximum of twelve weeks' notice after twelve years' continuous service.
17. 	Grievance procedure
An employee may raise a grievance about action which the University has taken or is contemplating taking in relation to them, or the actions of work colleagues.
· Informal stage.  In the first instance an employee should discuss the matter informally with their immediate Supervisor or line manager. 
· Formal stage.  If the matter is not resolved and the employee wishes to raise a formal grievance they must set out the details in a written statement that should be sent to their Head of Department.  [If the grievance refers to the actions of their Head of Department/Section the statement should be sent to the Dean of the Faculty or in the case of non-Faculty sections, the Chief Operating Officer]  The person considering the grievance will meet the employee to discuss the matter within 10 working days of receipt of the written statement.    The employee may be accompanied by a work colleague or a union representative at this meeting.  In some cases it may be necessary to adjourn the meeting to allow for an investigation of the issues to take place.  Within 10 working days of the meeting, or any resumed meeting, the person considering the grievance will send the employee a written statement of their decision and the reasons for it.  The employee will be notified of their right to appeal if they are not satisfied with the outcome. 
· Appeal stage.  An employee who is not satisfied with the decision reached at the first formal stage will have 20 working days in which to lodge an appeal by submitting a written statement stating the grounds for the appeal.  If an appeal is not lodged within this period no further action will be taken on the grievance.  All interested parties will be informed that the grievance procedure has been concluded.  
Appeals against decisions made by Heads of Departments/Sections must be sent to the Dean of the Faculty or in the case of non-Faculty sections, the Chief Operating Officer.  Appeals against formal stage decisions by a Dean or the Chief Operating Officer must be sent to a Pro Vice Chancellor.  The person hearing the appeal must not have been previously involved in any way with the grievance or be a line manager for the employee bringing the grievance.  The person hearing the appeal will meet the employee to discuss the matter within 10 working days of receipt of the written statement.  The employee may be accompanied by a work colleague or a union representative at this meeting.  Within 10 working days of the meeting the person considering the appeal will send the employee a written statement of their decision and the reasons for it.  This decision will be final.
Any person(s) named in a grievance will have the right a) to receive a copy of the grievance statement, and b) to present a written statement answering the grievance with 5 working days notice.  They may also be requested to answer questions at the formal or appeal stage meetings and may be accompanied by a work colleague or a union representative.
In exceptional circumstances it may be necessary to extend the time limits set out in the above procedure.
· Outcomes.  Depending on the nature of the grievance the outcomes from a complaint being upheld may include; an alteration of working practices, a change to conditions of service or disciplinary or other action taken against other employee(s).  
An employee who raises a grievance that is not upheld and is found to be vexatious or malicious may face disciplinary action.
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18. 	Disciplinary procedure
The following procedure applies to all staff in respect of whom the University has granted sole consultative and negotiating rights to UNISON. It does not apply to the termination of a Member's employment for any reason which is not disciplinary, or to the termination of employment on the grounds of failing to complete successfully a period of probation.
In the event of formal disciplinary action being considered necessary, the normal sequence of events will be:
1. A Formal verbal warning given by the employee's Head of Department or Section or his/her nominee in the presence of a Trade Union representative or fellow employee selected by the employee. A record of this warning will be placed on the employee's personal file and removed if no further disciplinary action occurs within the succeeding 6 months.
2. A written warning given by the employee's Head of Department or Section or his/her nominee. A copy of this warning will be placed on the employee’s personal file and if requested by the employee, also be given to the Trade Union representative and a copy placed on the employee's personal file. The warning will be removed from the employee's personal file if no further disciplinary action occurs within the succeeding 12 months.
3. A final written warning given by the Head of Department or Section or his/her nominee which will warn that dismissal, transfer or demotion may take place if there is no improvement in performance/conduct. A copy of this warning will, if requested by the employee, be given to the Trade Union representative and a copy placed on the employee's personal file. The warning will be removed from the employee's personal file if no further disciplinary action occurs within the succeeding 2 years.
4. For further indiscipline the employee may be transferred, demoted or dismissed with the appropriate period of notice.
(b) No disciplinary action beyond a private unrecorded verbal warning shall be taken against an Officer of the University Branch of UNISON until the circumstances have been discussed with the Chairperson and/or Branch Secretary of the Loughborough University Branch of UNISON or in the case of involving the Chairperson and/or Branch Secretary with a full-time official of UNISON.
(c) In the case of serious misconduct, it may not be practicable to follow this sequence of events and the University reserves the right to suspend the Member on full pay whilst investigating the matter and, subsequently, to dismiss the Member with or without notice. Any such suspension shall be notified to the Member in writing and, if he/she chooses, to a representative of the trade union appropriate to his/her employment. The Member will be advised of his/her right to be accompanied by a representative of the trade union appropriate to his/her employment, or other colleague of his/her choice, for the purpose of making a statement, during the investigation, regarding his/her conduct.
(d) The Member shall be entitled to appeal against any formal disciplinary action taken, including dismissal, in accordance with the procedures set out in the document Disciplinary Procedure - Appeals, a copy of which may be seen in the office of the Chief Operating Officer or the Director of Human Resources. In every case where formal disciplinary action is taken, the person taking the action shall furnish a copy of the appeals procedure document to the Member concerned at the time of notification of the disciplinary action.
19. 	Redeployment Flexibility 
[bookmark: _GoBack]The University has the right to re-deploy staff from one post or area to another.  The Redeployment Policy sets out provisions for redeployment and the procedures to be followed if redundancies are necessary. There is also an Agreement on Job Security between the University and UNISON.
20.	Travelling Expenses and Subsistence Allowance
The University shall reimburse expenditure incurred by Members travelling on approved University business on such scales and in accordance with such conditions laid down by the University.
21.	Protection of Rights
a) In accordance with the general expression of its Charter the University is committed to a policy of equality and diversity in which all individuals are selected for appointment, given access to training facilities, considered for promotion or other salary advancement, and otherwise treated solely on the basis of their individual merits and abilities with a view to ensuring that no individual receives less favourable treatment on any ground not compatible with good employment practice.
b) All Members are free to communicate their political, religious, social and academic views in private and in public provided that this is explicitly done in their own name and not in the name of the University and that the communication does not refer to any connection with the University unless it is relevant to the subject matter of the Member’s communication. 
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