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Management guidelines on the use, engagement and payment of hourly paid staff

1.
Introduction

This guide is intended to help designated managers to comply with the various requirements in employing staff on an hourly sessional basis.

The University has certain obligations, arising from both its general approach in seeking to be a good employer, and from legislation.  It is important, therefore, to remember that these flexible arrangements are governed by University policy, audit regulations and employment law.
2.
Hourly Paid Lecturers (funded by Hope)
The Hourly Paid Lecturing (HPL) contract is a means of permitting flexibility in managing the delivery of the Academic Programme. It allows the University to broaden the scope of teaching by including specialist contributions and, more usually, it provides a way of dealing with contingencies such as unexpected absence or unplanned but temporary increases in workload.

The employment of HPL staff should be a short-term casual arrangement, therefore, Departments should seek to keep the number of hourly paid contracts to a minimum. Normally, the use of this category of staff is restricted to cover:

· A temporary staff absence (ordinarily of less than 1 term’s duration)
· A temporary increase in workload

· An unplanned/unexpected situation as a short term contingency plan

· The need for specialist professional input

· Exceptionally until recruitment processes are completed to sustain a teaching programme pending appointment
· As a development opportunity for Research Students and Research Assistants on the basis teaching does not exceed the maximum limit
Normally an hourly paid lecturer teach, in any academic year,  will not be in engaged in excess of the equivalent of .2  of an FTE  hours. If an individual HPL exceeds this without the authorisation of the Dean they will not be paid for any hourage over .2. 
The annual resource planning exercise should encompass planning for the potential appointment of HPLs and also review the usage for the current year. 

The Personnel Department will review the use of HPLs on an annual basis to ensure that the guidelines and other requirements are being adhered to and that, the data on utilisation is fed into the annual planning round.  However the responsibility in engaging HPLs is that of the Dean. This should be in accordance with the rules above and in line with the budget provided for such engagements.
2.1 Authorisation to engage an hourly paid lecturer

Authorisation to engage hourly paid lecturers is restricted in a Deanery to the Dean. 
No other staff have authority to enter into any arrangement to engage or offer hours of work to an hourly paid lecturer.  An employee who exceeds his or her level of authority may be subject to disciplinary action. 

All engagements of hourly paid lecturers should normally comply with the university’s requirements for their recruitment of and screening of new employees. Except in relation to 2.2 (c)  

2.2 Engagement process of an hourly paid lecturer 

The minimum acceptable process of selection of a new hourly paid lecturer is set out below. No hourly paid lecturer may teach until this process, as the base level, has been completed.

a. A suitable vacancy has been identified and advertised and an expression of interest/application in teaching is received;

b. The up to date curricum vitae of the prospective lecturer is reviewed for its relevance to the teaching to be undertaken;

c. The prospective lecturer attends a meeting with the Head of Department to further determine suitability for the teaching to be undertaken;

d. If deemed suitable by the Head of Department and approved by the Dean, the right to work in the UK must be established prior to any teaching being undertaken. For further details on eligibility to work in the UK and procedures to be followed please see the personnel intranet site. 

The process above is the minimum acceptable standard. Deaneries are encouraged to develop robust practices to attract and engage appropriate hourly paid lecturers.
HPL’s who have already been engaged by Hope,  need  to provide an up to date curriculum vitae prior to the commencement of a new academic year and their engagement in teaching.
2.3 Core duties of an hourly paid lecturer

Please see job description
2.4 Rate of Pay hourly paid teaching
Hourly paid lecturing appointments are made according to formal scheduled teaching hours.  The hourly rate of pay is calculated on the basis of a ‘comprehensive scheduled teaching hour’ commensurate with the level of work to be delivered.  A comprehensive scheduled teaching hour is comprised as follows:

a) Formal scheduled teaching

b) Preparation and keeping up to date with knowledge of the subject
c) Assessment

d) Pastoral guidance

e) Administration (e.g module related and meetings)

The hourly rate of pay for the grade and level is to be multiplied by a factor of 2.50.  This reflects the activity undertaken in (b) – (e) above, needed to deliver each hour of formal scheduled teaching.  
Any additional workload (e.g. large volume of assessment, excessive numbers of meetings) above and beyond that included in the comprehensive teaching hour will be paid for at the appropriate plain time hourly rate.

The duration of the contract should cover the period over which the activity takes place and not just the weeks during which teaching is delivered, i.e. including the examination and marking period of a semester.

All other non teaching engagements should be paid for at the hourly rate commensurate to the role performed. 

2.5 Induction programme and Probation
It is a requirement that HPLs paid on an hourly basis attend as a minimum the two hour Hourly Paid Lecturer Induction Programme provided by the Centre for Learning and Teaching. It is also a requirement that HPL’s undergo the basic moodle training programme as provided by the Centre for Learning and Teaching.  The rate of pay for attending induction takes into account the preparation needed and will be 1.5 times the appropriate plain time hourly rate. 
The Deanery or department will allocate a named line manager and an experienced member of staff to act as a mentor to each hourly paid lecturer. 

Hourly paid lecturers engaged on indefinite contracts with variable hours will be subject to the institution’s Performance Management and/or and Teaching Observation schemes. A probationary period of 12 months also applies to all new HPLs.
2.6 Staff Development and Performance
Hourly Paid Lecturers prior to the beginning of an academic year are required to present an updated Curriculum Vitae. HPL’s need to ensure continued teaching excellence. Opportunities are provided for HPL’s to attend Learning and Teaching events such as Learning and Teaching week, pedagogical action research meetings. Attendance at this events will be paid at a flat rate and will not contribute to the .2 ceiling for enegagement. HPL’s may also avail themselves of the opportunity to attend the intensive programmes that constitute the taught part of the PGCLTHE. This will not lead to the award which requires the standard number of learning hours assessment and payment of fees.
3   Non Core Funded Hourly Paid

The comprehensive rate of pay would not apply to external funded projects if there are no teaching commitments. Instead the appropriate hourly rate should be based on the equivalent grade identified to perform the role at a flat rate or at the set rate of the funder.
4.  Equal Opprtunities Monitoring

All new candidates need to complete the equal opportunities monitoring form prior to applying and return it to Personnel for the monitoring purposes.
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