IN STRICT CONFIDENCE

Harmonisation Proposal -  19 July 2007

Terms and Conditions of Employment for Staff
This paper is to inform the discussions about the final offer of the revised terms and conditions of employment for staff covered by Pay and Reward Modernisation following discussion with Trade Unions and the Management Steering Group.  
1. Working Hours per Week

As harmonisation of hours does not apply to staff whose contracts do not include a defined working week (ie academic and related staff), this will impact on secretarial, technical staff and manual staff.  

Secretarial Staff
Our current secretarial staff working week of 33.75 hrs is the lowest of all Scottish institutions.  We now propose that all Secretarial staff move to a 35 hour week (ie an hour for lunch) with effect from the date of implementation and  with no increase in pay.  

A compensatory payment of £400 plus 5 days annual leave – one off (pro rata for part-time staff) is offered in recognition of the increase in hours to this group of staff.

Technical Staff

Although technical staff contracts state hours as “no more than 37 hours”, two thirds of technical staff currently work a 35-36 hour week with the other third working 36.25 hours a week.  We propose that all technical staff work a 35 hour week with no decrease in pay.  Part-time technical staff currently have their salary worked out based on a 37 hour full-time working week, and so their salaries will increase pro-rata as their salaries will also be based on a 35 hour full-time working week.
The proposal would be to move to 35 hours per week from the date of implementation.
Manual Staff

Manual staff currently work a 38 hour basic week, with any time worked over that paid at time and half.  Double time is currently paid for all hours worked over 38 hours per week on the 7th working day of the week or on a Sunday.  

We would propose amending the Manual Staff hours to 35 hours per week with effect from 1 May 2007.  There will be no decrease in pay, with staff continuing to be paid for 38 hours for doing 35 hours work as of the date of implementation.  Where it is not practicable for full-time manual staff to move to these reduced hours of work, and they are required to retain their existing 38 hours week, the additional three hours will be as overtime at single time rates.  For part-time staff, managers will need to decide if it is possible for the employee’s hours to be reduced with staff still receiving the same amount of pay or if the employee’s hours remain the same as present therefore receiving an increase in pay.
There will be a clear audit trail for any staff retaining their existing 38 hour week, and Unison would be consulted regarding any changes.

2. Associated Conditions Attached to the Above Proposals
There will be one dividing line placed on the pay spine at a grade break (between grade 5 and 6) to signify the grades that are eligible to receive certain terms and conditions.  The conditions outlined in this section will apply only to grades 1-5.
Annualised Hours

· We agree in principle that amending working practices for manual staff, including considering annualised hours, to improve productivity should be considered in the long-term in joint agreement with the relevant trade unions.

Working Practices

It is proposed that existing working practices will change as follows:
· Staff will be required to start their duties at the start of their paid working time and will work through to the end of that paid time.
· Staff will not be paid for lunch breaks.
· Removal of demarcation lines and the requirement to perform duties appropriate to their job and grade as reasonably requested by their manager.  This includes occasional carrying out of duties of a higher or lower grade for short periods, for example during a colleague’s annual leave.  The University’s honoraria policy has been distributed previously.
· We recognise that some departments operate a flexitime scheme and that rules for these need to be developed locally based on business needs.  The University plans to draw up University-wide guiding principles in consultation with relevant trade unions by 1 September 2007.  These should be followed by any department operating such a scheme.
Overtime Working

· Only those employees on grades 1-5 will be eligible for overtime.

· Overtime will be payable only after the member of staff has worked 35 hours in one week. 
· Overtime up to and including the 38th hour worked in a week will be paid at single time rates.  
· Overtime will be paid at 1.5 of plain time for all hours over 38 hours worked per week. 
· No overtime will be paid at double time, with exception of Public Holidays (see below).  

· Saturday and Sunday will no longer be fixed days for which premium payments are made.  Staff who only work weekends will be paid at plain time.  Staff who are contracted to work any fixed five out of seven days (if working full-time hours) and who are asked to work on the 6th and/or 7th day of their week would be eligible for overtime at time and a half.  
We shall review the options for improved overtime arrangements in line with business requirements in 2010.
Public Holidays

· Those staff on grade 1-5 that work public holidays would receive payment at double time plus a day off in lieu.

Allowances for Staff
Allowances will be simplified and consolidated into the following:

· 15% allowance paid on all hours worked based on the individual’s hourly rate (rather than a spot point) for staff who require to work an Alternating Shift or a Rotating Shift, ie for working alternating shifts which, from the beginning of the first shift to the end of the second shift, cover a period of more than eleven hours, or for working rotating shifts in immediate succession, cover a period of twenty four hours period, or for shifts whilst neither alternating or rotating, vary according to a predetermined roster.  
· 30% allowance paid for “unsocial hours” working (ie hours worked between midnight and 6am).  We are proposing this would be basic rate based on the individual’s salary, rather than a spot point, plus 30% for these hours.

· There will no longer be a split shift allowance.  (One employee currently receives this.)
· Supervisor allowances will be removed as job evaluation should reward these individuals for these duties in their core salary.

Conditions for those on grades 6-10

· The University will amend its policy on consultancy to reflect the fact that staff on grades 6-10, other than academic and related staff, can also be paid for consultancy work.

· For staff on grades 6-10, there will be a notional hours of work of 35 hours per week (pro-rata for part-time staff)

3.  Annual Leave
We propose that staff on grades 1-5 commence employment on 25 days annual leave per year, with an additional 5 days after 5 years service  (ie a maximum of 30 days per year).  

We would propose that all staff on grades 6-10 would receive 30 days annual leave a year with no qualifying period.  

4. Sick Leave

Currently staff on Academic and Academic related terms and conditions receive 6 months on full pay with a further six months on half-pay at the discretion of the Secretary of the University/PME.  All other staff receive 6 months full then 6 months half pay after 5 years service, with an incremental progression of entitlement to this amount based on length of service.  Manual staff receive only statutory sick pay during the first 6 months of service, where the employee qualifies, with no entitlement to University sick pay.

We wish to amend our current sick pay arrangements, so that  staff in Grades 6-10 will receive 6 months full pay and six months half pay with no qualifying period. The PME will have discretion to offer flexibility in payments where this is considered appropriate.

All other staff will receive full and half entitlement to sick pay as outlined below.  Grades 1-3, affecting mainly manual staff, would continue to receive statutory sick pay paid for the first 6 months of service, where the employee qualifies, with no entitlement to University sick pay during this period.  This is a local agreement that has been in existence since 2001.  






Full Pay

Half Pay

First three months*


2 weeks


2 weeks


Three months to one year

2 months

2 months


Second and third year of service

3 months

3 months


Fourth and fifth year of service

5 months

5 months


After fifth year of service

6 months

6 months

*Grades 1-3 would get:


During the first 6 months of service
SSP where the employee qualifies


6 months to one year


2 months

2 months

5. Pensions

The University is a member of two different pension schemes, USS and LGSS.  Staff previously in LGSS but now matching to Grades 6-10 will be offered the (one off) option of moving into USS. 

We wish to offer all employees on grades 6-10 membership of USS Ltd and all members of staff on grades 1-5 membership of the LGSS.
6. Increment dates

We propose that all new staff joining the university from 1 May 2007 onwards have a 1 April increment date with 31 December qualifying date.  Also fixed term staff receiving contract extensions or permanent contracts from 1 May 2007 will also amend their increment date to 1 April.  Current fixed term staff will retain their existing increment date; this recognises the fact that funds have been committed from sponsors for fixed term staff based on the original increment dates.

7. Lump Sum Payment for Manual Staff for Late Implementation

A lump sum compensation payment of £400 will be paid to all manual staff in post on 1 August 2005 (pro rata for part-time staff and for staff who started in employment after 1 August 2005 and before 30 April 2007).  
8. Issues to be addressed after implementation of the Framework

On-call and Call-out rates

Remuneration for on-call and call-out rates is not currently contractual, and given time restraints, we aim to discuss these with a view to reaching agreement on them within a year of implementation of the Framework.  Until then, existing arrangements will continue.

9.  Equality Impact Assessment

The University is committed to carrying out an Equality Impact Assessment on these contractual changes.
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