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CONDITIONS OF SERVICE
PRINCIPAL STATEMENT PART 2
PERMANENT, TEMPORARY AND FIXED TERM STAFF

1. Appointment 
You are employed by the University of Essex Students’ Union (hereafter the Students’ Union) and any of its subsidiary companies.  The general conditions of service of all employees are detailed in this document and any personal conditions of service are contained in Principal Statement Part 1.  The Trustees of the University of Essex Students’ Union and any of its subsidiary companies, delegate responsibility for all staffing matters to the Senior Staff Member, the Chief Executive.   Any discussion regarding your Conditions of Service will be done through the line management structure.  The Students’ Union Staffing Committee meets regularly to discuss employment issues.
2.  Pay Structures 
The current Grades are Professorial; Senior Administrative; Clerical & Related; Miscellaneous & Technical and Manual Worker Grades and these are recognised in the current 92 Point Single Scale.   The Students’ Union will use the 53 Point Scale agreed by the University of Essex but will define its own grades, within the 53 Point Scale, implemented on 1st August 2006.   The annual cost of living award is negotiated and agreed nationally by the University, for implementation on the 1st of August each year, unless otherwise advised.  
3.  Incremental & Rewards
Any significant changes to job roles or responsibilities may be considered by the Staffing Committee, and may result in a re-grading.  A bonus system for successful appraisals is being introduced in the financial year 2010/2011 for all staff.
4. Deduction Clause

The Students’ Union reserve the right, at any time during your employment, or in the event of termination of your employment, to deduct from salary any overpayment made and/or monies owed by you including, but not limited to, any outstanding training costs, excess holiday taken, advances, cost of repairing any damage or property caused by you and any uninsured losses caused by negligent driving.

5.  Hours of Work

The full-time hours of work are 35 hours per week from 1st August 2006.  Individual requests for flexible working arrangements, from full and part-time staff, will be considered and, if acceptable, agreed by mutual consent.
6.  Overtime

The Students’ Union will not normally pay overtime, but grant appropriate time-off-in-lieu for work done above the full-time rate of contracted hours.  If you receive an enhanced rate for overtime on a personally protected basis, this will be detailed in your Contract of Employment (Principal Statement Part 1).  Staff with annualised contracts will not normally incur overtime unless agreed by their Line Manager.  Any overtime to be paid, or time to be taken in lieu, must be agreed in advance with your Line Manager, or in their absence, a Senior Manager and will be as follows:

· Plain time (normal hourly rate) for any hours up to the full-time hours for the post or plain time-off-in-lieu.

· Time-and-Quarter hourly rate for any hours over the full-time hours (Monday – Saturday) or time and a half time-off-in-lieu. 
· Time-and-Quarter hourly rate for any hours worked on a Sunday or double time-off-in-lieu.

7.  Continuous Employment

Employment with any other employer, other than the University of Essex Students’ Union and any of its subsidiary companies, does not count as part of a member of staff’s continuous period of employment.  
8.  Holidays

The following holiday entitlement will be in place from 1st August 2005.  The holiday year will be 1st August to 31st July each year.   Paid annual holiday entitlement for full-time staff is as follows:

1st and 2nd Year of Service: 
23 days 

3rd Year of Service:


24 days 
 
  
5th Year of Service:


25 days 

   
                    
7th Year of Service:


26 days        

  
                   
10th Year of Service:

28 days      

                   

Senior Managers


28 days      

                     
Temporary or annualised staff are paid 12.07%, equivalent to the full time entitlement of 28 days per annum.  Holiday pay will be accrued monthly and paid through the payroll in March, July and December each year.
Part-Time staff will be entitled to annual leave, as above, but on a pro-rata basis and are entitled to pay for public holidays and days of university closure in respect of days that fall during the period when they would normally have been at work.  In addition to this, full-time members of staff are paid 8 days for Public Statutory Holidays and during the University Christmas closure period, which is normally three days.   
You will be permitted to carry forward 5 days from one leave year to the next.   Permission for special extended holiday leave will be considered with the proviso that the notice period should be at least 3 months prior to the requested leave period.
9.  Other Leave

The Students’ Union will meet all its legal obligations in relation to Maternity Leave; Paternity Leave Parental Leave; Voluntary Public Service Leave; Volunteer Reserve Force; Trades Union Duties and will consider compassionate leave, study leave, sabbatical leave and unpaid leave on an individual basis.
The Students’ Union is committed to its Staff Volunteering Policy by granting full-time staff 25 hours paid leave to carry out agreed volunteer duties.   Part-Time staff will be awarded pro-rata paid time for volunteer duties.
Full details of Maternity and other leave policies can be obtained from the SU Personnel Office.
10.  Outside Paid Work

Full-time staff may only take on outside paid work outside the Students’ Union after obtaining the approval of the Staffing Committee.  The Students’ Union cannot accept any responsibility for any liabilities which may arise from advice given by a member of staff who takes on outside work, even if working with Staffing Committee permission.  
11.  Eligibility to Work

Under the terms of the Asylum & Immigration Act 2006, and as a condition of your offer of employment, ALL prospective employees must provide us with an original document for us to photocopy, in accordance with the ‘Employment Document Checklist’ (Appendix A attached).  You will not be able to start work until you have produced one of the relevant documents from Lists A or B (Appendix A).  Please note that this is required on your first day of work, and your job offer is not valid until we have received the relevant documents.
Anyone who provides documents from List B (i.e. those who need permission to work in the UK) will be required to re-present their documents to the Personnel Office every 12 months from the date they joined. 

12.  Sick Pay Scheme and Absence
The Students’ Union Sick Pay Arrangements range from 1 month’s full pay during the first three months of service up to 6 month’s full pay and 6 month’s half pay after 5 years of service.   Full details of these arrangements can be requested from the SU Personnel Office.  Any sick pay received during absence for which a 3rd party is liable, to the extent that compensation is recoverable from that 3rd party, constitutes a loan by the Students’ Union and shall be repaid and/or deducted from your pay.  A successful claim on your behalf would result in the Students’ Union seeking to cover loss of earnings paid to you during the period of the absence.
13.  Communication
Employees working in all departments must have an active Essex email account at all times therefore it is your responsibility to ensure that your account does not expire.
A condition of your employment is that you are required to regularly check your Essex email account as it is a common communication method throughout the Students’ Union.  You are also required to respond where necessary.  

In addition to the above, when you receive your payslip via email you must ensure you open and read it, as on occasions we will add important messages to that email.
14.  Probation and Permanency

All Students’ Union staff, and staff promoted internally, will be subject to confirmation after a successful three month probationary period.   
15.  Retirement Age

In accordance with ‘The Employment Equality (Age) Regulations’, October 2006, the default retirement age for all employees is 65.  Any female staff, who are members of the LGPS pension scheme, and who were employed prior to 1 April 1987, can choose to retire the day before their 60th birthday or continue until the day prior to their 65th birthday.
16.  Termination of Employment

Staff wishing to leave the employment of the Students’ Union must give one months’ notice, in writing, with the exception of Senior Managers who must give three months’ notice.   The Students’ Union reserves the right to ask staff under notice not to attend work during the notice period, with the proviso that they will pay the employee the full notice monies due.  
17.  Trade Union Membership

The Students’ Union Staffing Committee recognise the Universities and Colleges Union (UCU) and UNISON as the Trades’ Unions.
18.  Superannuation

The Students’ Union provides a final salary pension scheme for permanent staff.   All new staff, with the exception of any staff member who is re-engaged after current legal retirement age, will be offered membership of the Universities Superannuation Scheme (USS).   Full details can be obtained from the SU Personnel Office. 
19.  Occupational Health

You will be required to complete a confidential medical form in order to assess fitness to work.   The Students’ Union reserve the right to refer any employee to University Occupational Health, at any time, if there is any concern about health, capability or sickness absence.

20.  Individual Grievance

You are encouraged to discuss any grievance directly with your Line Manager or follow the Grievance Procedure, available from the SU Personnel Office.   The Students’ Union will not tolerate any behaviour that is considered to be bullying or harassment in the workplace.
21.  Disciplinary and Capability

The Students’ Union Disciplinary and Capability Procedure is available from the SU Personnel Office.   
22.  Equal Opportunities and Diversity
The Students’ Union is fully committed to equality of opportunity and encouraging diversity in all aspects of the organisation.   A full copy of the Equal Opportunities Policy can be obtained from the SU Personnel Office. 
23.  Ethics and Environment

As part of its ethics and environmental strategy, the Students’ Union is committed to minimising the detrimental effect that its operations have on the wider world, local community and its membership.   The Students’ Union will achieve this by ensuring that ethical and environmental issues are considered as core in all its operations and policies.

24.  Personal Responsibility

You should make yourself familiar with the Staff Handbook, Students’ Union Policies and Procedures and Departmental Policies and Procedures (an updated version of the handbook will be available from October 2011).  These are considered to be appendices to these Terms and Conditions, and copies are available from the Personnel Office.   You are required to take personal ownership of your induction and complete any training appropriate to your position.
APPENDIX A


EMPLOYMENT DOCUMENT CHECKLIST
A person who is not subject to immigration control, or has no restrictions on their stay in the UK, should produce a document, or specified combination of documents, from List A.
A person whose leave to enter the UK is time-limited must provide a document, or specified combination of documents, from List B.  It will be necessary for the University to repeat the document check at least once every 12 months, until evidence from List A is provided to show that the person can remain permanently in the UK, or their employment ends.

List A Documents 
1. A passport showing that the holder, or a person named in the passport as the child of the holder, is a British citizen or a citizen of the United Kingdom and Colonies having the right of abode in the United Kingdom. 

2. A passport or national identity card showing that the holder, or a person named in the passport as the child of the holder, is a national of the European Economic Area or Switzerland. 

3. A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the Border and Immigration Agency to a national of a European Economic Area country or Switzerland. 

4. A permanent residence card issued by the Home Office or the Border and Immigration Agency to the family member of a national of a European Economic Area country or Switzerland. 

5. A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the United Kingdom. 

6. A passport or other travel document endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the United Kingdom, has the right of abode in the United Kingdom, or has no time limit on their stay in the United Kingdom. 

7. An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it is allowed to stay indefinitely in the United Kingdom or has no time limit on their stay in the United Kingdom, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

8. A full birth certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s parents, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

9. A full adoption certificate issued in the United Kingdom which includes the name(s) of at least one of the holder’s adoptive parents when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

12. A certificate of registration or naturalisation as a British citizen, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

13. A letter issued by the Home Office or the Border and Immigration Agency to the holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

List B Documents 
1. A passport or travel document endorsed to show that the holder is allowed to stay in the United Kingdom and is allowed to do the type of work in question, provided that it does not require the issue of a work permit. 

2. A Biometric Immigration Document issued by the Border and Immigration Agency to the holder which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question. 

3. A work permit or other approval to take employment issued by the Home Office or the Border and Immigration Agency when produced in combination with either a passport or another travel document endorsed to show the holder is allowed to stay in the United Kingdom and is allowed to do the work in question, or a letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer confirming the same. 

4. A certificate of application issued by the Home Office or the Border and Immigration Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service. 

5. A residence card or document issued by the Home Office or the Border and Immigration Agency to a family member of a national of a European Economic Area country or Switzerland. 

6. An Application Registration Card issued by the Home Office or the Border and Immigration Agency stating that the holder is permitted to take employment, when produced in combination with evidence of verification by the Border and Immigration Agency Employer Checking Service. 

7. An Immigration Status Document issued by the Home Office or the Border and Immigration Agency to the holder with an endorsement indicating that the person named in it can stay in the United Kingdom, and is allowed to do the type of work in question, when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer. 

8. A letter issued by the Home Office or the Border and Immigration Agency to the holder or the employer or prospective employer, which indicates that the person named in it can stay in the United Kingdom and is allowed to do the work in question when produced in combination with an official document giving the person’s permanent National Insurance Number and their name issued by a Government agency or a previous employer.

[image: image2.jpg]UNIVERSITY OF ESSEX

union





[image: image3.jpg]/
E\





�








PAGE  
3
Jan 2011

