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1. Preamble 
The University’s Reward Strategy was originally negotiated in 2005-06 to coincide with the 
implementation of the JNCHES Framework Agreement in August 2006.  The University and the 
representative unions (UCU and UNISON) are committed to working in partnership to implement 
the Reward Strategy and to agree through negotiation the University’s pay and grading 
arrangements.  The Reward Strategy is developed and reviewed annually through the Joint 
Consultative Group.  
 
2.  Introduction 
The University’s reward framework is based on the principle of ‘equal pay for work of equal value’ 
and aims to be flexible and variable enough to ensure that the University is competitive and able 
to recruit, support and retain high quality specialist staff to achieve institutional objectives in terms 
of learning and teaching, scholarship and research, and knowledge exchange.  Efficient and 
effective recruitment and selection methods will be continuously developed in negotiation with 
senior managers and the Joint Consultative Group. 
 
This Reward Strategy aims to be transparent, robust, and supportive of corporate and academic 
plans through developing flexible, fair, consistent and transparent reward mechanisms, whilst 
continuing to support national bargaining.  It will be based wherever possible on harmonised 
terms and conditions of employment, to minimise demarcation and barriers between different staff 
groups. 
 
The University will ensure that reward mechanisms operate within the University’s Resource 
Allocation Model and budget parameters, ensuring financial viability. 
     
3.  Pay Modernisation Agenda 
The Framework Agreement for the Modernisation of Higher Education Pay Structures was  
developed in partnership between employers’ and trade unions’ representatives established 
under the Joint Negotiating Committee for Higher Education Staff (JNCHES).  The Agreement 
recognised the vital contribution which staff at all levels make to the continuing success of UK 
higher education institutions and the need for them to be rewarded appropriately.  It also 
recognises the need to modernise pay arrangements to improve the recruitment and retention of 
staff ensuring equal pay for work of equal value.   
 
The objectives of the Framework Agreement include flexibility in pay structures to allow Higher 
Education institutions to determine their pay and grading structures, in light of local circumstances 
but within a common national framework.  It provides better links between career development 
and pay progression, using job evaluation to ensure transparency in grading and equal pay for 
work of equal value. 
 
4.  Developments at the University of Chichester  
The University of Chichester implemented the JNCHES Framework Agreement for the 
Modernisation of HE Pay Structures on 1st August 2006. Existing grading structures were 
replaced with a common grading structure across all staff groups.  The pay spine will be reviewed 
through the agreed national negotiating machinery, with effect from 1st August each year.  
 
A commended model pay structure negotiated through JNCHES meets the needs of many Higher 
Education Institutions.  The University of Chichester will continue to work in partnership with 
recognised trade unions to agree and shape a pay structure most appropriate to circumstances.   
 
5.  Job Evaluation  
The University of Chichester is using a job evaluation tool specifically developed for the HE sector 
known as ‘HERA’ (Higher Education Role Analysis).  All posts are evaluated using HERA. 
 
By using the same criteria to evaluate all roles, the University will ensure equal pay for work of 
equal value.  The HERA outcomes, or point scores, are linked to the pay and grading structure. 
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The analytical approach of HERA is taken to ensure that decisions about roles are based on 
evidence of role requirements, assessed against criteria relevant to the University.   
 
When the JNCHES Framework Agreement was implemented, the University set up focus groups, 
comprising academic staff and union representatives, to select and agree a set of academic 
‘benchmarks’ or job profiles to be used at the University of Chichester. Benchmarks are roles that 
are common to several people and are considered to be typical of a grade. The benchmarks have 
been evaluated through HERA, and existing academic posts/job profiles have been matched to 
the benchmarks. The academic job profiles are attached as Appendix 5 for reference. 
 
All Professional, Administrative and Technical posts have been evaluated through HERA since 
2001. The University will continue to evaluate all support posts in this way, and it has therefore 
not been necessary to create support staff benchmark posts. 
 
6.  Recruitment to posts – placement on salary scale 
The University of Chichester ensures that the internal and external recruitment and selection 
process to posts is efficient and equitable and that the setting of starting salaries are non-
discriminatory, consistent and justifiable.  Managers should seek advice from the Human 
Resources Department when setting the starting salary of a new appointment to ensure that they 
avoid setting initial salaries which place particular groups of people at a disadvantage which could 
be considered indirect or direct discrimination. An individual’s previous salary, if they were in 
previous paid employment, should not be used as the prime criterion for determining the starting 
salary as this could lead to demonstrable equal pay inequalities. Salaries should be reviewed 
against the peer group in the subject area/department, and across the University, if appropriate, 
to determine whether differences are justifiable. Part-time experience should not be treated any 
differently (predominantly women have undertaken part-time roles).  Factors to be taken into 
account include: 
 

• The full range and extent of the actual duties to be performed. 
• Personal development needs in the post. 
• The individual’s experience in the same or similar role in the higher education sector (this 

may be continuous or there may have been time spent in equivalent work in other sectors 
or equivalent unpaid work). 

• Wider internal/external responsibilities which relate to the post. 
• Qualifications, such as a degree/masters degree/PhD (if relevant for the post), a relevant 

professional qualification and/or recognised teacher training qualification. 
• Teaching or managerial experience, where relevant to the post. 
• Differing subject needs and the teaching methods appropriate, with particular regard to 

methods requiring interaction and the assessment implications. 
• Numbers of students or staff for whom there would be overall responsibility. 
• The number and range of curricula to be taught, with particular consideration given to the 

development and delivery of new (for the lecturer) and innovative courses, and the range 
of formally required teaching such as the number of modules to be taught. 

 
The dotted lines within Academic Grade 12 relate to factors that are taken into account when 
recruiting a new post holder and assist in determining where to place on the salary scale (the 
dotted lines are not salary bars).  It is expected that a lecturer who is new to higher education and 
has little teaching and/or relevant experience for the post shall be placed at the beginning of 
Academic Grade 12.  A lecturer shall be entitled to at least one increment on appointment to 
Academic Grade 12 where they hold a relevant degree and/or a relevant degree-equivalent 
professional qualification, and/or an approved recognised teacher training qualification.  A lecturer 
who is required to participate in quality assurance procedures, recruitment and admissions of 
students, income-generating activities, or representing the University on or to appropriate external 
bodies, and is fulfilling the full duties and responsibilities in the Senior Lecturer profile, would 
normally be appointed towards the top of the Grade. 
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7.  Harmonisation of terms and conditions 
There may continue to be changes to other terms and conditions, as the single pay spine brings 
with it the need to ensure equity across all benefits for staff paid at the same level. This will 
involve some harmonisation of conditions, subject to negotiation and agreement with the trade 
unions. 
 
8.  Staff Development and Review 
Access to training and development is important both for the motivation of staff and to enhance 
their contribution to the University.  Suitable training and development opportunities are available 
for all staff, irrespective of their present grades or career pathways. The University’s staff 
development programme is available in hard copy and on the HR page on Portia under ‘Staff 
Development’.    
 
The University operates a performance review scheme ‘Performance Review and Development 
Plan’ (PRDP) with a view to facilitating both the improvement of performance to meet institutional 
objectives and career development for individuals. 
 
9.  Recruitment and employment of Associate Lecturers, Link Tutors, Performance Tutors 
and Professional, Administrative and Technical casual employees 
A significant proportion of teaching and related academic activity within the University is 
undertaken by hourly-paid staff.  The University values highly the contribution made by these staff 
and recognises that they have the right to be treated equitably with colleagues on full-time and 
fractional contracts.  Part-time hourly paid staff receive the same pro-rata contractual entitlements 
as full-time staff in proportion to the hours worked including pay, annual leave entitlement, 
pensions, training, and promotion opportunities. 
 
The University recognises that there may be mutual benefits to both parties in the flexible 
arrangements arising from the use of part-time hourly paid staff, but that those arrangements 
must retain equity of treatment and opportunity.  Legitimate reasons for the employment of hourly 
paid staff to meet specific local circumstances are as outlined in Appendix 3. 
 
Newly appointed hourly-paid employees must be inducted in the same way as other staff in the 
Faculty or Department.  The Human Resources Department invites new hourly paid staff to a 
centrally organised induction event, and line managers should encourage staff to attend.  Part-
time hourly paid staff can claim a meeting rate for attendance at this event which takes place 
each semester. A mentor should be assigned to the new employee, and probationary periods 
must be monitored. 
 
Part-time hourly paid posts will be benchmarked with the agreed benchmark posts. Revised 
guidelines on the recruitment and employment of hourly-paid staff will be implemented with the 
introduction of the Framework Agreement.     
 
The recruitment process for hourly paid support staff is included for guidance in Appendix 3.  The 
Human Resources Department will provide further guidance as required. 
 
10.  Assimilating hourly paid employees to fractional appointments  
Heads of Department, in consultation with the Deputy Dean and the Deputy Vice-Chancellor 
(Academic) will continue to establish current and future requirements for hourly paid lecturers in 
close liaison with Finance and the Human Resources Department. 
 
The transfer of existing hourly-paid lecturers to fractionalised posts is considered where 
appropriate, in line with the Reward Strategy and collective agreement as negotiated with the 
trade unions.  The process is outlined in Appendix 3. 
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11.  Progression  
All staff covered by this agreement will have pay progression opportunities within the pay range 
for their grade. Progression of staff to a higher grade will be on an equitable and transparent 
basis, based on established criteria. The University will continue to introduce mechanisms by 
which individual contribution can be appropriately managed and measured to ensure fairness and 
consistency of reward and to ensure University objectives are met.   
 
Unless formal performance issues have been raised through University procedures, all staff on 
the grading structure will receive an annual increment within the pay range of the evaluated grade 
for their post, up to a contribution threshold.   This will not be dependent on the outcome of the 
individual’s annual PRDP (Performance Review and Development Plan). 
 
In accordance with the Framework Agreement, every grade on the new structure contains 
additional pay points beyond a ‘contribution threshold’ within grades, known as ‘progression 
zones’.  Each pay grade contains a number of progression points (usually 2 to 3 progression 
points) within the progression zone. Further details are outlined in Appendix 1. 
 
It is good practice, and University policy, to ensure that roles are reviewed regularly through the 
University’s annual appraisal scheme ‘PRDP’ (Performance Review and Development Plan) to 
clarify role expectations appropriate to the job grade, and to ascertain whether roles have 
developed or substantially changed.  
 
12.  Allowances (content detailed in the Glossary) 
Allowances that are not job-specific (e.g. First Aid Allowance) are subject to pension 
contributions, tax and national insurance, but they are not consolidated into base grade-related 
pay.   
 
Awards for personal contribution will continue to be available via payment of Honoraria, 
Responsibility or ‘Acting Up’ Allowances, or Attraction and Retention Premia. These allowances 
will be determined and agreed by ChET. 
 
In some cases, shift allowances are paid to staff who work a shift pattern, as outlined in individual 
terms and conditions of employment.   
 
Allowances are paid to staff who act as designated University First Aiders or On-Call Campus 
Wardens for student residences. 
 
Where training and development is identified as being relevant to a job role, the University will 
provide financial support towards the cost of development events or training, and wherever 
possible ensure that study time is arranged for staff, regardless of their role.  Where staff achieve 
additional qualifications, the University does not award additional pay or incremental increases. 
 
13.  Overtime and Time off in Lieu  
The agreement on overtime and time off in lieu replaces all previous agreements. Overtime can 
only be worked where it does not take the individual’s total hours over the legal parameters 
detailed in the Working Time Regulations. Overtime is paid to staff who are currently at Grade 7 
or below. Payments to staff at Grade 8 or above are currently only paid in exceptional 
circumstances and with the prior approval of the line manager; it is usual to award ‘time off in lieu’ 
in most circumstances. 
 
Time off in lieu (‘TOIL’) should be given rather than overtime wherever possible. TOIL must be 
taken within six weeks of the additional hours being worked and is based on actual hours worked.  
Overtime and TOIL must be recorded on an annual leave card under ‘other leave’, and recorded 
and monitored via the department or Faculty’s absence monitoring procedure.  Line managers 
should authorise any overtime or time off in lieu in advance of it being worked.  Less than half an 
hour in any one day is not applicable for TOIL or overtime. Overtime and TOIL should not be 
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used as a way of altering normal contracted hours of work; and time in lieu should not be used as 
a way of supplementing annual leave. 
 
14. Conclusions 
The University and Unions strongly agree that the pay and grading framework adopted should be 
fair, positive and forward thinking, and that it should benefit staff through more transparent and 
robust reward structures, and through greater opportunities for progression and role 
development. 
 
This Reward Strategy will be incorporated into employee contracts and will be reviewed and 
progressed by the Director of Human Resources in negotiation with the Joint Consultative Group 
and the University’s Committee structure.  
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University Reward Strategy  
GLOSSARY 

 
Allowance: An additional payment for a particular responsibility that is not consolidated into base 
grade-related pay, e.g. a First Aid allowance for acting as a designated University First Aider, or 
an allowance paid to a semester-only On-Call Campus Warden. This is paid monthly in the 
payroll for as long as the allowance lasts. 
 
Acting-up allowance (or responsibility allowance): an additional payment made for a limited 
period for responsibilities that are outside a post-holders role e.g. undertaking additional duties to 
cover a one-off project such as co-ordinating an institutional audit. An acting-up allowance is 
usually paid in monthly instalments for a fixed-term period. The acting-up allowance ceases when 
the project is completed. 
 
Appeal:  The purpose of an appeal is to consider whether the action taken was fair and 
reasonable under the circumstances. An appeals process is integrated into the implementation of 
the Framework Agreement. 
 
Benchmark roles: Benchmarks should represent posts at all levels of the grading structure and 
cover a full range of activities and contractual arrangements.  Benchmarks are used in 
organisations where they have a vast array of post holders, but they can still provide a useful 
framework for smaller organisations where posts can be matched to a benchmark role e.g.  
Senior Lecturers or Information Assistants.  
 
Academic benchmark roles (Associate Lecturer, Senior Lecturer, Principal Lecturer) were agreed 
on JNCHES Framework implementation in August 2006 and are based on a nationally agreed set 
of benchmarks (Levels 2 to 5). They were evaluated through HERA at that time involving 
managers, staff and the recognised trade unions.  Changes to job profiles for academic 
employees will be negotiated collectively. 
 
Equal Pay: Equal pay legislation requires men and women to receive the same level of pay as 
employees of the opposite sex who are performing equal work.  Any differences must be 
objectively justified by reasons unrelated to age or gender. The provision of equal pay legislation 
and case law can be regarded in principle as a driver to the achievement of equal pay for work of 
equal value between members of different genders and employees undertaking the same posts.   
 
The criteria used in staff recruitment are solely job-related, and job profiles, person specifications 
and advertisements do not include age, age-related criteria or age ranges, ensuring that the 
University complies with the Equality Act 2010.   
 
Led by the University’s Equality and Diversity Officer, an equal pay audit is undertaken every 
three years’ as agreed in the University’s equality objectives. The equal pay audit is monitored by 
the Gender and LGBT equality Group, a sub-group of the Equality and Diversity Committee.  The 
outcomes are reported to the Equality and Diversity Committee and to ChET as required. 
 
Focus Group (for agreeing and gathering information): A discussion group comprised of 
representative individuals for whom a generic job profile may cover.  Focus groups at the 
University of Chichester have contributed to the selection and development of academic 
benchmark job profiles. 
 
Higher Education Role Analysis (‘HERA’): This is a job evaluation tool used to analyse roles 
found in Higher Education. It is made up of 14 elements which reflect the values of higher 
education.  HERA creates role descriptions and profiles to support recruitment, selection and 
promotion, training and development needs analysis and career planning. Data is included in a 
web-based HERA database and it produces a total points score to assess the relative value of 
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the roles in a consistent and equitable manner.  HERA assists in assigning roles to appropriate 
grades or bands in a salary structure.  
 
The Educational Competencies Consortium (‘ECC’) developed HERA as a computerised job 
evaluation scheme specifically for the Higher Education sector.  HERA has been under 
development since 1995 and a number of quality assurance processes have been developed to 
ensure that the process is fair. 
 
Honoraria 
Payments of honoraria are appropriate where staff cover additional duties for a limited period that 
are in addition to the expectations of their role, e.g. undertaking temporary additional duties to 
cover a vacancy until a new post holder has been recruited. An honorarium is paid as a one-off 
payment with the payroll. 
 
Human Resources (‘HR’) Strategy: The University’s Human Resources Strategy describes how 
the University intends to develop its ‘human capital’ to address the changing context of the Higher 
Education sector, in line with its key strategies including the Corporate Plan, the Learning and 
Teaching Strategy and the Research and Scholarship Strategy.  
 
Job Evaluation: Job evaluation is a method of objectively assessing the value of roles within an 
organisation, and placing them in a hierarchical order. The process of job evaluation means 
identifying the activities and responsibilities of individual roles – it is the job, not the person doing 
the job, that is evaluated. 
 
Job Profile:  A role description or job description relating to a specific post. The list of duties in a 
job profile should not be regarded as exclusive or exhaustive and, in consultation with staff, the 
University reserves the right to update a job profile to reflect changes in, or to, a post. Job profiles 
are normally reviewed annually at the time of appraisal. If there are substantial changes to duties 
and responsibilities the role will be re-evaluated through HERA (in most cases job profile changes 
do not require re-evaluation).  Changes to benchmarked academic job profiles may be subject to 
negotiation with the trade unions. 
 
Pay Structure: A method of defining the different levels of pay for jobs or groups of jobs by 
reference to their relative internal value as established by job evaluation, and in some 
circumstances to external relativities as established by market rate surveys.  Pay structures 
consist of grades or bands that can provide scope for pay progression. A pay grade is part of a 
graded pay structure in which jobs of similar size or value are placed.  Job evaluation points may 
define grades. 
 
Pay Progression: The provision of additional pay points beyond the contribution threshold for the 
pay grade. The Framework Agreement ensures that all staff will have pay progression 
opportunities within the pay range for their grade.  Further details are as outlined in Appendix 1.  
 
Rank order: A hierarchy of jobs in relation to one another based on job evaluation scores. 
  
‘Red Circling’: The term ‘red-circling’ is used where a post is evaluated and assimilated onto the 
pay scale and the HERA outcomes indicate that the post is graded higher than the benchmark for 
the grade. In these circumstances individuals will have their pay frozen and protected at its 
current level for a period of four years, after which time their pay will revert to the top point of the 
normal range of their allocated grade (target salary).  In many cases, annual cost of living 
increases will make their target salary greater than or equal to their frozen salary before the end 
of the four years.  At this time, the individual will move to their target salary. 
 
The Head of Department or line manager should consider how the red circling should be 
addressed e.g. the job grows to a stage where it can be re-graded; personal development allows 
the individual to become a strong candidate for higher graded vacancies both within the 
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department and elsewhere in the University; or the job is developed beyond the current 
responsibilities. In this case it is recommended that a number of short, medium and long term 
objectives are set in line with departmental aims and objectives. A personal development plan will 
help the individual to reach their full potential. 
 
Reward:  Reward as a motivational factor is inextricably linked to the value that staff place on a 
wide definition of ‘benefits’ such as salary and other allowances; work environment; 
organisational reputation; personal recognition and status; working with colleagues and teams; 
challenging work and opportunities to exercise autonomy; career and other development 
opportunities; occupational pension schemes; employee assistance programmes; subsidised gym 
facilities or support for work life balance, such as flexible working, time off for key life events, 
special leave or sabbaticals. This reward strategy addresses the remuneration elements of 
‘reward’ in terms of pay and grading structures, establishment of clear criteria, pay progression 
and contribution pay, and harmonised terms and conditions for all staff. 
 
Shift allowance: An allowance paid to staff who work a shift pattern as required by the University 
and outlined in individual terms and conditions of employment (e.g. Security/Caretaking posts). 
This type of payment is usually paid monthly with the payroll.   
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Appendix 1: University Reward Strategy  

PAY PROGRESSION  
 
Within the framework of the Reward Strategy, the following procedures are used to address any 
issues relating to pay progression at the University. 
 
Staffing Appointments  
The Chief Executive’s Team (ChET) has the authority to approve expenditure within the levels 
agreed by the Board of Governors in respect of new posts, and any staffing changes and 
regradings.  The exceptions are those posts which are within the authority of the Governors’ 
Remuneration Committee and/or the responsibility of the Board of Governors as designated 
under the Articles of Association, and these include the Vice-Chancellor, the Principal Chaplain 
and the University Secretary/Clerk to the Governors. Other posts which are considered by the 
Governors’ Remuneration Committee are the Deputy Vice-Chancellor (Academic) and the Deputy 
Vice-Chancellor. 
 
Having regard to the University’s corporate plan, its financial position and in compliance with 
good practice, legislative requirements, equal opportunities, and the agreed Reward Strategy, 
ChET’s duties are to approve the establishment of all new posts; approve any replacement posts 
following resignations, retirements or promotions; consider any requests for re-grading, adopting 
benchmarking and market testing where appropriate; agree the application of the grading 
structure to posts; and to advise the Governors’ Remuneration Committee with regard to data 
obtained which affects those posts within the Committee’s remit (e.g. market salary surveying). 
 
Chaired by the Vice-Chancellor, membership includes the Deputy Vice-Chancellor (Academic) 
and the Deputy Vice-Chancellor. 
 
Governors’ Remuneration Committee 
The Governing Body has established a committee of the governing body known as the 
Remuneration Committee.  This Committee includes the Chair of the Governing Body, the Chair 
of the Executive Committee and at least two other independent or co-opted members. The 
Committee is chaired by the Chair of Governors.  The Committee considers and approves the 
structure of senior staff above the level of Deputy Dean and considers and makes 
recommendations to the Board on the total emoluments and conditions of service of staff referred 
to in the Articles of Association (e.g. Vice-Chancellor, University Chaplain, and the University 
Secretary/Clerk to the Governors). Other posts which are currently considered by the Governors’ 
Remuneration Committee are the Deputy Vice-Chancellor (Academic) and the Deputy Vice-
Chancellor. 
 
Procedure for Appointment to Reader, Professor and Teaching Fellow (academic career 
progression) 
The conferment of the title Professor, Reader or Teaching Fellow at the University of Chichester 
shall be subject to regulations and procedures approved by the University Reader and Professor 
Promotions Panel and the Academic Board. The title Professor, Reader or Teaching Fellow will 
normally be personal to the individual upon whom it is conferred rather than associated with a 
particular post.  The terms of office for a Reader and a Teaching Fellow will be for a five year 
period.  Renewal will be assessed by the University Reader and Professor Promotions Panel and 
granted according to continued performance against the criteria for a Reader/Teaching Fellow.  
The terms of office for Professor will be subject to meeting the criteria as agreed annually through 
the Performance Review and Development Planning process. Academic Career Progression 
guidelines and relevant criteria are attached as Appendix 4. 
 
Procedure for Appointment to promoted posts: The University’s recruitment procedures 
ensure that all vacancies are internally advertised at the same time as external advertisements 
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(exceptions to this include organisational change, where vacancies may be advertised internally 
before being advertised externally). Vacancies are advertised on the Human Resources 
recruitment web page and internal vacancy notice boards at each campus; for internal applicants, 
the process is clearly outlined. Academic vacancies will reflect the content of the academic 
benchmark job profiles. Recruitment process guidelines will be updated accordingly.  
 
Where an individual is promoted to a post at a higher grade, they will be paid on the first point of 
the pay range for that grade and will increment annually through the scale, unless they already 
earn more or equal to the first point, in which case they will receive an additional increment. 
 
Procedure for re-evaluating posts 
In the normal course of events, staff are encouraged to raise a case for re-evaluation with their 
line manager in the first instance.  Where a line manager does not support their case, staff may 
feel, rightly or wrongly, that their own position may be jeopardised. In this situation, employees 
should raise their case with the line manager’s line manager. 
 
The procedure for re-evaluating posts is outlined below:   
   

1) The relevant line manager should submit an outline proposal to a relevant Head of 
Department for approval (e.g. Deputy Dean, Head of Director of Department).  
 

2) The Head of Department will consider whether the post should be re-evaluated 
through Higher Education Role Analysis. If approval is granted, a re-evaluation 
should be conducted with the line manager proposing the case and a Human 
Resources Officer. The post holder may take part in the re-evaluation process. All re-
evaluations should be undertaken by trained job evaluators, using benchmark and/or 
similar posts as a reference if appropriate. The HERA web-based database will clarify 
scoring and the outcomes will be linked to the University’s pay structure.   

 
3) The re-evaluation outcome will be reported to the Director of Human Resources and 

the Deputy Vice-Chancellor who will make a decision regarding any adjustments on 
the pay scale.  

 
4) The Human Resources Department will confirm the outcome in writing to the 

employee.  Any change to salary level will be actioned through the HR database and 
payroll. 

 
5) Where an employee does not agree with the outcome of a re-evaluation, they should 

discuss their case with their line manager in the first instance. If this is not possible, 
the employee should discuss their concerns with the manager’s line manager.  In 
exceptional circumstances, employees can write to the Director of Human Resources 
within ten days of receiving the evaluation outcome – the letter should indicate the 
reasons for disagreeing with the outcome of a re-evaluation. 

 
6) The Director of Human Resources will compile a summary of staffing and pay 

progression adjustments for ChET on a regular (usually monthly) basis. 
 
Pay progression 
There are three forms of pay progression that underpin any changes made to an individual’s 
salary at the University: 
 

1) Progression up to threshold for each grade, reflecting the growing experience and skill of 
the post holder.  Staff will have a normal expectation that progression through the scale 
points up to this threshold will take place on an annual basis, (subject exceptionally to 
existing procedures for dealing with performance capability). 
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2) Accelerated incremental progression, reflecting substantially greater than normal 
application of skill and experience by the post holder. 
 

3) Progression beyond the agreed contribution threshold into the progression zone. 
 
A case for progression should recognise that some responsibilities will be temporary in nature.  
 
The rationale for determining the appropriateness of pay progression will be reviewed by ChET, 
taking into account any impact on equal pay for work of equal value issues. 
 
Case for progression beyond the final pay point for each grade 
A decision will be made to determine the case for progression. HERA is used to confirm the 
relative weight and value of responsibilities and duties, and the point score will assist in 
determining where a post holder should be placed within the pay structure.  
 
Senior managers should demonstrate that proposed additional duties and responsibilities are in 
addition to the requirements expected of the post/post holder. The case for progression should 
also identify whether the changes affecting the post holder are due to external or internal 
influences.  For example:  
 

• Demonstrating that additional responsibilities are over and above the 
expectations of the post holder and/or evidence of discharging responsibilities 
within the grade above. A post holder could move into the progression zone if, for 
example, the post is evaluated through HERA but the evaluation outcome does 
not conclude that the post should move into the next grade. 

• Demonstrating that additional duties and responsibilities impact upon a post 
holder because they have significantly changed or increased as identified in the 
outcomes of an inspection or audit.    

• Providing evidence that a re-organisation or reshuffling of responsibilities and 
duties has resulted in the restructuring of a particular post within a subject 
area/Faculty or department. This may be the result of filling a vacancy in a 
different way e.g. responsibilities are spread between different post holders, or as 
a result of coping with a new intellectual, technological or general legislative 
requirement. 

• Identifying the need for a post holder to undertake additional responsibilities 
associated with, for example, a deputising role. 

• Demonstrating that a particular project or responsibility results in the post holder 
moving into the progression zone.  

 
A case for progression is subject to approval by the Head or Director of Department, Director of 
Human Resources and the Deputy Vice-Chancellor.  A case for progression pro-forma should be 
completed and authorised. The Human Resources Department will confirm the outcome in writing 
to the employee.  Any change to salary level will be actioned through the HR database and 
payroll. 

 
Job profiles will be updated to reflect any changes to the post, where appropriate. 
 
Accelerated incrementation 
The case for progression by accelerated incrementation is made in a similar way.  In this instance 
the senior manager should demonstrate that the responsibilities borne by the post-holder are 
significantly above, and/or more complex than, those normally expected from a member of staff at 
their current point within their grade.  The post holder and manager should follow the procedure 
for re-evaluating posts outlined below. Subsequent incrementation would proceed at the normal 
rate unless a further case was made. Attention would need to be paid to evidence that the post 
holder is demonstrating particular success, effectiveness or merit in discharge of their role. 
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The University of Chichester 
 

Appendix 2: University Reward Strategy  
ATTRACTION AND RETENTION PREMIA 

 
The law requires that employers have objective justification if they offer different rates of pay to 
staff whose work is of equal value.  It is therefore important that the University establishes 
procedures for implementing attraction and retention premia. It should be noted that attraction 
and retention premia are considered only where absolutely necessary. A belief that it is difficult to 
recruit to a particular post or to retain a post holder is insufficient. 
 
The Head or Director of Department should set the business case for the introduction of an 
attraction and retention premium in discussion with Human Resources. The case will include the 
action taken to explore other ways of attracting and retaining staff, for example, by offering 
continuous development and career opportunities, or offering the scope, support and facilities to 
engage in leading edge teaching or research. The case will be clear about which employees are 
eligible for attraction and retention premium, including existing staff. 
 
Evidence will be assembled from relevant data to ensure that the proposed premia can be 
objectively justified.  This might include data from published or commissioned pay surveys and/or 
systematic analysis of advertised pay rates in the sector.  Recruitment difficulties will normally be 
evidenced by a pattern of problems rather than an individual case, e.g. only a single applicant 
meets the essential requirements of a post where re-advertisements have been placed at least 
twice. 
 
Where difficulties in attracting and retaining high quality staff can be demonstrated the University 
will apply an attraction and retention premia in the form of an annual allowance.  The rationale 
and conditions under which the attraction and retention premium is to be paid is outlined in the 
contract of employment.    
 
As part of a regular equal pay review process the University will check that differences between 
the pay of those carrying out like work, work rated as equivalent or work of equal value, which 
arise from an attraction and retention premium, can be objectively justified and, if not that 
corrective action is taken.   
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Appendix 3: Recruitment and Employment of  
Hourly-paid Fixed-Term employees 

 
1. Introduction 
A framework for the recruitment and employment of hourly-paid fixed-term employees has been 
developed between the University and the representative unions (UCU and UNISON) in order to 
assist in the development of good practice in accordance with the terms of the JNCHES 
Framework Agreement (2006) and legislative requirements. 
 
Examples of ‘hourly-paid fixed-term employees’ at the University are Associate Lecturers, Link 
Tutors, Music Tutors, Term Four Temporary Lecturers, or hourly-paid professional services staff.    
 
A ‘fixed-term employee’ is defined as a person with a contract of employment which ends when a 
specified date is reached, or a specified task has been completed.  
 
An ‘hourly-paid employee’ is a post holder who is paid a specific hourly rate for undertaking a 
specific time-limited task, normally employed on a fixed-term contract. 
 
This policy seeks to: 
 

• rationalise recruitment and employment practices 
• reduce the use of successive fixed-term contracts and effectively manage any remaining 

fixed-term contracts 
• specify the matters which the University may take into account in considering whether 

there is objective justification for the use of a fixed-term hourly paid contract 
• identify any particular issues and commitments relating to specific groups of staff 
• set down processes and procedures 
• commit to joint monitoring and review 

 
This policy covers all hourly-paid employees. 
 
2. Use of hourly-paid fixed-term contracts 
Employing fixed-term employees enables the University to bring in people with special skills or to 
employ additional labour when needed.  A fixed-term contract allows both employee and 
employer to be flexible in their commitment.  
 
The University recognises that hourly paid employees form a large and distinctive group 
particularly affected by the use of fixed-term contracts.  Under the terms of the Framework 
Agreement, the University will ensure that they are in accord with the Fixed-Term Employees 
(Prevention of Less Favourable Treatment) Regulations, JNCHES and UCEA Guidance.  Fixed-
term contracts should only be used on those occasions where the University can demonstrate a 
real need, i.e. that the University can identify facts evidencing an objective which can only be met 
by the use of a fixed-term contract.  Where an objective is identified but can be achieved by 
alternative means which do not involve the use of a fixed-term contract, the University will not 
have established a real fixed-term need. 
 
Fixed-term contracts will only be used where their use is unavoidable and in line with the 
specified criteria below.  These criteria need to be met for the first use of a fixed-term contract 
and for any subsequent renewals or extensions.  Use of fixed-term contracts will be objectively 
justified, and in considering whether such justification exists, the University may take account of 
the following: 
 
1) The post requires specialist expertise or recent experience in the short-term (e.g. up to 

twelve months) not already available within the University. 
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2) Short-term (less than twelve months) under-staffing within a subject area, including 
temporary cover for an unfilled vacancy, or to assist with the teaching of large groups, or 
short-term timetabling difficulties. 

3)   Off-site teaching and link tutoring. 
4) Where there is a need to cover staff absences as appropriate (e.g. parental and adoptive 

leave, long-term sickness, sabbatical leave or secondment). 
5)    The contract is to provide a secondment or career development opportunity. 
6)   Where there is a need for certain kinds of specific, small scale, input from specialist 

practitioners e.g. musical instrumental tuition. 
7)   Cover for training and development requirements. 
8) Where, over and above that of generally accepted fluctuations over time, student or other  

business demand can be clearly demonstrated as being particularly uncertain. 
9) Where there is no reasonably foreseeable prospect of short-term funding being renewed 

nor other external or internal funding being available or becoming available.  (Where the 
short-term funding has already been renewed, continuing use of the fixed-term contract 
would need to be justified by objective reasons). 

10) Where short-term temporary support posts have been identified through the University’s 
Job Shop or through the Human Resources Department in consultation with managers, 
e.g. assistance at Open Day events, during fluctuations of activity within service 
departments such as in Business Services or Student Support Services or during 
registration periods.  

 
The temporary nature of external funding, will not, of itself, be an objective reason for the use of a 
fixed-term contract.  Where the work is on-going a permanent contract should be used even if the 
work is externally, temporarily funded.  In considering whether other external or internal funds 
may become available consideration should be given to all sources of funding. 
 
Normal levels of uncertainty, over student numbers for example, will not in itself be a justification 
for the use of fixed-term contracts.  Normal fluctuations will be dealt with by the University as a 
whole through adequate management and planning. 
 
Issues of performance or quality will not be used to establish whether or not a fixed-term contract 
should be used.  Any performance and/or quality issues relating to hourly-paid employees will be 
dealt with in accordance with the University’s procedures on such issues.  
 
Where employees are placed on a fixed-term hourly-paid contract they should be treated no less 
favourably than comparable staff on permanent contracts.  This means that they will have their 
contracts regularly reviewed (at least annually) to consider whether the continued use of their 
fixed-term contract remains justifiable on objective grounds as outlined above.  The review will 
include a consultation with the post holder with a view to reaching agreement on the terms of the 
contract. 
 
Part-time hourly-paid employees are entitled to have equivalent terms and conditions of 
employment to colleagues on comparable permanent contracts including pay, annual leave, 
absence provisions, access to training and development, pensions, and the opportunity to apply 
for vacancies and permanent positions in the University. Part-time employees also have access 
to the same employment rights as their full-time equivalents. 
 
Regulations state that those members of staff on at least their second successive fixed-term 
contract, or who have had their fixed-term contract renewed, and who have at least 4 years’ 
service, will automatically be regarded as permanent. In pursuing this policy, the University gives 
its commitment that acquiring of 4 years’ service will not be regarded as a legitimate reason for 
the expiry of a fixed-term contract.  
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3. Breaks in service 
When a contract comes to an end, no assurances are given as to any future work and individuals 
are advised that they can apply to the University if they are interested in working in the future, and 
their application will be considered on an equal footing with any other applicants for the post in 
question.  As a guideline, and depending on the type of part-time hourly-paid post, continuity of 
service may be preserved if the break in service is less than one semester.  A break in service for 
casual hourly paid support staff would normally constitute one month.   
 
4.  Substantial changes to working hours 
The University is committed to protecting the security of employment for its staff as far as 
possible but there may be a situation where a proposed change in working hours aggregates a 
25% or more reduction of the post.  With guidance from Human Resources, the Head of 
Department or Deputy Vice Chancellor (Academic) will invite the employee to a meeting to 
discuss the circumstances which have led to the decrease in working hours. A consultation will 
take place with the employee to consider whether there are any suitable redeployment 
opportunities, with a view to avoiding redundancy.  
 
5. Rates of pay  
Hourly-paid appointments are made according to formal scheduled working hours. The duration 
of the contract will cover the period over which the activity takes place. In line with the recruitment 
process, Associate Lecturers will receive a timetable from the Head of Department outlining their 
scheduled teaching hours. 
 
Part-time hourly-paid employees are entitled to incremental progression in line with the normal 
qualifying criteria laid down for full-time employees (depending on the length of the contract).  The 
hourly rate of pay is assimilated to the University’s pay and grading structure on an appropriate 
grade; the majority of Associate Lecturers and Link Tutors are paid on Grade 11 (up to scale 
point 34 on the pay scale). The hourly rates of pay are outlined on the University’s HR Page on 
Portia and they are updated in line with any agreed pay awards. 
 
6. Transfer to permanent fractionalised academic posts 
The responsibility for staffing lies with the Deputy Vice Chancellor (Academic).  Responsibility can 
be delegated to the Heads of Department, as indicated below. 
 
Where existing hourly-paid academic employees have been continuously employed for more than 
two years with the University for 120 hours or more per year, and have been undertaking the 
same duties as a Lecturer, in line with the negotiated framework, the University will consider 
suitability for a fractional appointment onto Academic Grade 12 at an appropriate point on the 
scale and in line with qualifications and experience. The process will also take account of 
aggregated hours where any hourly-paid lecturer works in more than one department within the 
University.    
 
The transfer from an hourly-paid post to a permanent fractionalised academic post may have 
implications for other hourly-paid employees.  If this is the case, the Policy and Guidelines for 
Dealing with Organisational Change will be implemented 
 
Where hours exceed what can reasonably be expected of an hourly-paid academic employee, 
and it is understood that the employee meets the criteria above, the conversion process will be as 
follows: 
 

1. Heads of Department will require a full Curriculum Vitae from each hourly-paid 
lecturer detailing their qualifications, teaching experience, specific skills experience 
relevant to the post, and length of continuous service. 

 
2. The Curriculum Vitae will be fully assessed by the Head of Department in liaison with 

the Human Resources Department. 
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3. The Head of Department will consider a contract which meets the future teaching, 

research, administrative and economic needs of the department or subject area. 
 

4. The role of the member of staff will be mapped to an appropriate academic job profile 
by the Head of Department and the Human Resources Department. Employees may 
be accompanied by a workplace colleague or a trade union colleague. 

 
5. A proposal to consider the assimilation of the hourly-paid lecturer to a fractional 

appointment should be made via a Staffing Request Form to the Chief Executive’s 
Team. 

 
6. If the case to fractionalise an appointment is agreed, the Human Resources 

Department will issue an appropriate contract and terms and conditions of 
employment confirming their ‘established’ post.  If the case is not agreed, the Deputy 
Vice Chancellor (Academic) will provide a written response giving the reasons to the 
employee.  This would then be subject to appeal. 

  
7. Recruitment of hourly-paid academic employees 
The majority of hourly paid academic employees will normally be recruited during the period June 
to October each year, although contracts are raised throughout the year. In most circumstances, 
hourly-paid appointments do not require approval through ChET. Hourly-paid staffing and budget 
requirements are planned for the forthcoming year between the Deputy Vice Chancellor 
(Academic), Heads of Department and the Finance Department. 
 
The recruitment process is as follows: 
 
Step 1 
Heads of Department will interview applicants for hourly paid posts (i.e. Associate Lecturer, Link 
Tutor or Music Tutor).  Human Resources will assist with the recruitment process as appropriate, 
e.g. this might include advertising or being involved in the interview process.  All hourly paid 
academic employees must complete a University application form detailing two references, as 
well as other essential HR and Payroll related documents. 
 
Step 2 
To appoint an hourly paid academic employee a ‘Request for a Contract of Employment’ form 
should be completed and forwarded to Human Resources to enable a contract to be raised in 
time for the new academic year.  The request form must be completed and authorised by the 
Head of Department or Deputy Vice Chancellor (Academic) or Deputy Dean, outlining: 

 
• The reasons for employing on an hourly paid contract (in line with the criteria) 
• Details of the role and responsibilities 
• Number of contracted hours and pattern of working 
• Start and end dates 
• Hourly rate of pay 
• Source and constraints of funding/budget 

 
The Director of Human Resources will sign all outgoing offer letters and terms and conditions of 
employment. 
 
Step 3 
Human Resources will: 

• Raise an offer letter, contract and terms and conditions of employment 
• Send for three references 
• Process Criminal Records Bureau forms for completion, return and clearance 
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• Check eligibility to work in the UK  
• Process pre-employment health assessment checks and Occupational Health 

assessments as necessary 
• Ensure that the hourly paid employee returns the required paperwork including evidence 

of qualifications and date of birth (this is usually undertaken in an HR induction) 
• Enter personal details, bank, building society, NI number and contract details in the HR 

database/payroll. 
• Invite the employee to the Induction for new staff event held each semester 
• Hold their personal HR file. 

 
Step 4 
The Head of Department will: 

• Issue a job profile to the employee, in line with the level of the duties the employee is 
undertaking and the relevant rate of pay.  

• Issue a timetable to the employee indicating the times and dates of employment. 
• Arrange access to Portia, IT, telephone and office space. 
• Assign a Mentor to the employee (confirming details with Human Resources). 
• Arrange the induction and probationary period.  
• Review progress through the probationary period using appropriate probationary 

paperwork, returning it to the Human Resources Department when completed. 
• Undertake Performance Review and Development Plan (‘PRDP’) with the employee (this 

may be delegated as appropriate). 
• Monitor the employee’s progress and arrange any required training and development. 
 

8. Recruitment of hourly paid professional services staff 
The majority of hourly paid professional services staff will be students attending the University 
who will undertake part-time, short-term work over a maximum of two semesters.  Where the 
employee is a full-time student attending the University, they may work for a maximum of 15 
hours per week during semester time. 
 
The recruitment process is as follows: 
 
Step 1 
A ‘Contract of Employment for Professional Services Staff’ form should be completed by the 
employee and the Director or Head of Department. This should outline: 
 

• The duration of the contract, with start and end dates. 
• Duties and responsibilities 
• Hourly rate of pay, calculated on an equivalent basis to a fractional or full-time position at 

the University, proportionate to the part-time hours they are required to work, or one of 
the four ‘Job-Shop’ hourly rates. 

• Number of contracted hours and pattern of working 
• Annual leave, pension details and sick leave entitlement 
• Source and constraints of funding/budget 

 
The Contract will be authorised by the Director or Head of Department and signed by the 
employee. 
 
Step 2 
Human Resources will: 

• Process the form through the Human Resources Database/Payroll 
• Calculate pro-rata annual leave entitlement 
• Send for one reference 
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• Process Criminal Records Bureau forms for completion, return and clearance, (if 
required). 

• Check work eligibility to work in the UK 
• Process pre-employment health assessment checks and Occupational Health 

assessments as necessary 
• Hold their personal HR record/process details through CIPHR/Payroll. 

 
Step 3 
The Director or Head of Department will:  

• Issue a job profile to the employee and agree working hours/working pattern. 
• Arrange access to Portia, IT, telephone and office space.  
• Support the employee through the duration of their probationary period (as appropriate, 

depending on length of contract), monitoring their progress. 
• Arrange any required training and development. 
• Authorise payroll claim forms for payment of the hours worked   

 
9. ‘One-off’ sessions of employment: Visiting Lecturers, Guest Speakers and casual  

support staff employees 
Hourly paid employees working for a period of one week or less, or who undertake up to a 
maximum of five individual sessions (i.e. Guest Speakers or Visiting Lecturers), will be paid at an 
agreed rate under normal circumstances not above the Senior Lecturer scale and will be required 
to complete Finance form FIN007.  The form should be authorised by the Head of Department, 
before being passed to the Finance Office for payment.   
 
Employees paid at Job Shop Casual rates (e.g. a student working on an Open Day) should 
complete a ‘One-Off’ Casual Employee form, available from the Human Resource Department. A 
maximum of five one-off sessions apply. 
 
10. Ending a fixed-term contract 
Normally a fixed-term contract comes to an end automatically once it has reached its agreed end 
point. A fixed-term contract will automatically expire on the nominated termination date if the 
fixed-term contract is one for the completion of a particular short-term task when the task is 
completed (e.g. a ‘one-off’ piece of work, a visiting lecturer, a piece of work undertaken by casual 
support staff). 
 
The exact details confirming the nature of the work, start and end date, should be confirmed in a 
relevant contract of employment before the work is undertaken.  
 
If an existing employee has worked past the end of their contract (e.g. they were kept on for a 
year when the original contract was for ten months) there is an implied agreement to change the 
end date. It is therefore essential to monitor start and end dates closely. 
 
10.1 Ending a fixed term contract where the employee has a year’s continuous service 
The University will ensure that the procedure for ending a fixed term contract is followed where 
the employee has a year’s service or they have been employed on successive fixed-term 
contracts the aggregate duration of which exceeds one year. This will usually apply to part-time 
hourly paid academic employees, as outlined below (such a contract cannot simply ‘end’): 
 

1. The Director of Human Resources must be advised if there are any hourly paid 
employees who will not be returning or who will not be offered any employment in the 
forthcoming academic year. Heads of Department should provide this information in 
April/May each year (latest) to comply with notice periods. Forthcoming requirements 
for the academic year will usually be known in April each year in order to manage 
appropriate notice periods. 
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2. The Head of Department or Deputy Dean will undertake formal consultation with the 
employee to confirm the expiry of their fixed-term contract. 

 
If the work which the employee was contracted to do under the terms of their fixed-
term contract is to continue beyond the end of that fixed-term contract, the employee 
will be retained on an extension of their contract until such time as the work comes to 
an end or the employment terminates for some other reason.   
 
If there is no continued requirement for the employee to carry out the work that they 
were required to do under the terms of their fixed-term contract, the University will 
address the situation as one of redundancy.  In this case, the employee will be 
invited to attend a meeting to discuss the fact that their contract will be expiring and 
to consider any possible redeployment opportunities. The meeting will take place 
within the employee’s normal working hours or at a mutually convenient time. The 
meeting will be held with the Deputy Vice Chancellor (Academic)/Deputy Dean or 
Head of Department, and the Director of Human Resources or a Senior Human 
Resources Officer.  The employee is entitled to be accompanied to the meeting.  The 
employee will be given reasonable notice (e.g. five working days’ notice) to attend the 
meeting. 

 
3. The meeting will be followed up in writing, either confirming the end of their fixed-term 

contract and the termination of their employment or confirming re-deployment or 
other arrangements as appropriate. 

 
4. If the employee’s employment is terminated, the employee has a right of appeal. 

 
Employees on fixed-term contracts with less than one year’s service will be notified in writing of 
the expiry of their contract and information of the end date of their employment.  Employees in 
these circumstances are welcome and encouraged to apply for any other positions which may be 
available to them. 
 
An employee on a fixed term contract is entitled to a redundancy payment if they have two years’ 
service or more and the expiry of their fixed-term contract amounts to a redundancy situation, and 
no redeployment opportunities can be identified.   
 
11. Annual leave entitlement  
The annual leave entitlement for hourly-paid employees is commensurate with that of full-time 
employees: 35 days pro rata for academic staff and 25 days pro rata for professional services 
staff (increasing to 27 days in the fifth year of service).  The leave entitlement is calculated on 
appointment.   
 
Historically hourly paid employees have been required to complete claim forms each month to 
claim the hours they have worked.  The University wishes to reduce this labour intensive process 
and is introducing a system whereby the Associate Lecturer is paid a set amount each month 
based upon the hours agreed at the beginning of the contract.  
 
12. Pensions 
Hourly paid employees are entitled to participate in the Teachers’ Pension Scheme or the Local 
Government Pension Scheme subject to their terms and conditions from time to time in force.  
The contract of employment will detail what is involved in opting in or out of the Schemes. 
  
13. Hourly paid vs self-employed 
The University does not accept ‘self-employed’ status.  Anyone with a contract of employment at 
the University of Chichester will be paid via the payroll. This includes hourly-paid employees.   
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14. Conclusion 
The University and unions recognise that this policy represents a significant cultural shift in the 
use of fixed-term hourly-paid contracts.  However, both parties believe that to meet both legal and 
moral obligations, such a policy is both necessary and welcome.   
 
This Policy has been collectively agreed between the University and the recognised unions under 
the terms of the JNCHES Framework Agreement. The policy will be reviewed annually through 
the Joint Consultative Group. 
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The University of Chichester 
 

APPENDIX 4: ACADEMIC CAREER PROGRESSION 
 

Criteria for promotion to Reader, Professor and Teaching Fellow  
 
1.0 Introduction 
The conferment of the title Reader, Professor or Teaching Fellow at the University of Chichester 
is subject to regulations and procedures approved by the University Reader and Professor 
Promotions Panel and the Academic Board.  The regulations and procedures apply to the 
conferment of the title Professor or Reader or Teaching Fellow on existing members of staff, 
members of staff appointed to relevant roles and Professors or Readers joining the University 
from other universities. 
 
The title Reader, Professor or Teaching Fellow will normally be personal to the individual upon 
whom it is conferred rather than associated with a particular post.  A decision about conferring the 
title Reader, Professor or Teaching Fellow shall be without prejudice to the eligibility of the 
individual to re-apply in the future, when a fresh application should be made. 
 
2.0 Criteria for Promotion to Professor (Research Route) 
Promotion or appointment to a personal chair is one of the highest academic distinctions 
conferred by the University and there must be unequivocal evidence of excellence in the 
candidate’s field.  It should be based on past achievement and the expectation of continuing 
appropriate contribution at that level, including the capacity, and acceptance of the responsibility, 
for leadership of research within the University.  The University adopts the widely recognised 
definition of research as ‘original investigation undertaken in order to gain knowledge and 
understanding’ and embraces basic, applied, practice and professional based approaches to 
research. 
 
Evidence of activity well beyond that at Reader level will be required.  The areas where evidence 
should be considered include research output, esteem and reputation, research culture, 
leadership, and teaching that is informed by research.  Particular emphasis is placed on 
leadership and research output over a sustained period. 
 
Applicants for promotion to Professor (Research route) should demonstrate: 
 

• Significant volume and quality of research output that would be regarded as 
internationally significant, internationally excellent or world leading. 

• Capture of external income for research activity (and/or consultancy). 
• Externally recognised national and international reputation for research and scholarship, 

for example: 
o Invitations to chair or deliver keynote lectures at international conferences or 

equivalent. 
o Positions on/awards from national/international/professional bodies. 
o Sustained success at external funding from competitive sources. 
o Collaboration with other national and international HEI’s and organisations that 

are leading in the field. 
o Membership of research councils and bodies. 
o Editorial roles. 
o Organisation of international conferences. 
o Acceptance of work by international journals which undertake rigorous peer 

review. 
o Acceptance of monographs with high level publishing houses identified by 

subject fields where this applies. 
o External examination of PhD candidates. 
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• Contribution to the research culture of the University. 
• Successful supervision of postgraduate research students to completion. 
• Ability to influence, stimulate and inspire others. 
• Leadership of/participation in international networks and collaborations. 
• Commitment to the future development of their research and the capacity and 

acceptance of the responsibility for contributing to the leadership of research 
development within their discipline and more widely within the University. 

• Contribution to teaching and the student experience. 
• Evidence of ways in which research has linked to and informed their own teaching. 

 
3.0 Criteria for Promotion to Professor (Teaching route) 
 
Awards should be based on past achievement and the expectation of continuing appropriate 
contribution at that level, including the capacity, and acceptance of the responsibility, for 
leadership of teaching and learning within the University. 
 
In addition to providing evidence of sustained excellence across all areas of teaching and 
learning activity including core knowledge and professional values as defined by the Higher 
Education Academy Professional Recognition Scheme, candidates must demonstrate by way of 
example that they can: 
 
1. Impact positively beyond the University at national and international level, within their 

discipline. 
2. Facilitate and influence networks of colleagues. 
3. Lead colleagues by personal example. 
 
Evidence of activity well beyond that at Teaching Fellow level will be required.  The areas where 
evidence should be considered include output, esteem and reputation, leadership and 
scholarship.  Particular emphasis is placed on leadership and output over a sustained period. 
 
Applicants for promotion to Professor (Teaching Route) should demonstrate: 
 

• An outstanding contribution to the learning and assessment process e.g. curriculum 
development, innovation in teaching, learning and assessment, and external 
assessments and evaluations of this contribution. 

• High level pedagogic research, as demonstrated by publications in high impact peer 
reviewed journals and/or monographs or outputs of a similar quality and standing.  
Evidence should also be provided of a high number of citations for this work in order to 
demonstrate impact upon the field. 

• Access to external funding to support pedagogic research and development including 
innovation in teaching and learning. 

• International standing e.g. membership of international committees concerned with the 
development of the teaching of their subject in HE; evidence of adaptation of teaching 
and or assessment methods etc., by HEIs in other countries. 

• External recognition for their excellence in teaching and/or scholarship. 
• Demonstrable impact in terms of approaches and innovations in teaching at national and 

international level. 
• Demonstrate sustained external experience of the evaluation of learning, teaching and 

assessment e.g. QAA reviewer, consistent involvement in external examining. 
• Demonstrably influential, stimulating and inspiring for others. 
• Recognised external leadership roles in learning and teaching e.g. through membership 

of national bodies. 
• A significant contribution to staff development in the area of teaching and learning. 
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• Evidence of a commitment to the future development of their teaching and learning 
capacity, and acceptance of the responsibility, for contributing to the leadership of 
teaching and learning within their discipline and more widely within the University. 

• Contribution to teaching and the student experience. 
• Scholarship that links to and informs their own teaching, and to propagate this through 

the University. 
 
4.0 Criteria for Promotion to Reader 
The title of Reader is conferred on an academic in recognition of their personal distinction in their 
subject, and of their outstanding contribution to its advancement through scholarship and 
research.  Conferment of the title Reader will normally reflect an individual’s progression towards 
the Professorial grade and should be based on past achievement and the expectation of 
continuing appropriate contribution at that level.  Thus a Reader accepts responsibility for 
continued contribution to the University research culture and will aim to develop their activities 
and capacity with a view to becoming a future leader for research within the University. 
 
The areas where evidence should be considered include research output, esteem and reputation, 
research culture, and teaching.  Particular emphasis is placed on research output. 
 
The University adopts the widely recognised definition of research as ‘original investigation 
undertaken in order to gain knowledge and understanding’ and embraces basic, applied, practice 
and professional based approaches to research. 
 
Applicants for promotion to Reader should demonstrate: 
 

• A significant volume and quality of research output that would be regarded as 
internationally significant or internationally excellent. 

• Capture of external income for research activity (and/or consultancy). 
• Invitations to deliver keynote lectures at national conferences or equivalent. 
• Presenting papers at international conferences. 
• Positions on/or awards from national bodies. 
• Success at external funding from competitive sources. 
• Collaboration with other national HEIs and organisations. 
• Acceptance of work by international journals which undertake rigorous peer review. 
• Acceptance of monographs with high level publishing houses identified by subject fields 

where this applies. 
• Supervision of research students. 
• Leading or being a co-investigator on research projects. 
• Contributing to research training activities. 
• Leadership or contribution to leadership of research clusters or areas. 
• Contribution to teaching and the student experience. 
• Innovation in linking their research to teaching and the benefits of doing so. 

 
5.0 Criteria for Promotion to Teaching Fellow 
The title of Teaching Fellow is conferred on an academic in recognition of their personal 
distinction in teaching and learning and of their outstanding contribution to its advancement 
through pedagogic research and innovation.  Conferment of the title Teaching Fellow will normally 
reflect an individual’s progression towards the Professorial grade and should be based on past 
achievement and the expectation of continuing appropriate contribution at that level.  Thus a 
Teaching Fellow accepts responsibility for continued contribution to teaching and learning at the 
University and will aim to develop their activities and capacity with a view to becoming a future 
leader in teaching and learning within the University. 
 
Applications for Promotion to Teaching Fellow will provide evidence of excellence across all 
areas of teaching and learning activity including core knowledge and professional values as 
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defined by the Higher Education Academy Professional Recognition Scheme.  The areas where 
evidence should be considered include output, esteem and reputation, contribution to the 
University, and scholarship. 
 
Applicants for promotion to Teaching Fellow should demonstrate: 
 

• Significant contribution to the learning and assessment process e.g. curriculum 
development, innovation in teaching, learning and assessment approaches, and external 
assessments and evaluation of this contribution. 

• High level pedagogic research, as demonstrated by publications in peer reviewed 
journals and/or monographs or outputs of a similar quality and standing.   

• Evidence of national standing e.g. membership of national committees concerned with 
the development of the teaching of their subject in HE; evidence of adaptation of teaching 
or assessment methods etc., by other HEIs. 

• Evidence of emerging international reputation, e.g. presentation at international 
conferences, participation in international initiatives relating to teaching and learning. 

• Evidence of external recognition of an established reputation as an excellent teacher and 
scholar. 

• Evidence of a demonstrable impact of approaches and innovations in teaching at national 
level. 

• Evidence of external experience of the evaluation of learning, teaching and assessment, 
e.g. QAA reviewer, involvement in external examining. 

• Contribution to staff development in the area of teaching and learning. 
• Commitment to the future development of their teaching and learning capacity, and 

acceptance of the responsibility, for contributing to teaching and learning within their 
discipline and more widely within the University. 

• Scholarship that links to and informs their own teaching. 
 
6.0 University Reader and Professor Promotions Panel 
The Terms of Reference of the University and Professor Promotions Panel shall be to: 
 

 Receive and consider, in the light of all information and advice, applications for the 
conferment of the titles Professor, Reader or Teaching Fellow. 

 Interpret their terms of reference in order to safeguard the reputation of the University 
and also the standing of its Professors, Readers or Teaching Fellows as persons of 
outstanding academic achievement.   

 Ensure the standing of an individual both in terms of past academic record and of current 
activities. 

 Approve on behalf of the Academic Board the conferment of such titles (a decision to 
confer the titles Professor, Reader or Teaching Fellow will be by majority decision). 

 
The decision of the University Reader and Professor Promotions Panel shall be final.  There is no 
right of appeal. 
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   Appendix 5: Benchmarked job profiles 
Job Profile              
   
(Benchmark agreed on JNCHES Framework implementation) 
 
Job Title:   Senior Lecturer  
 
Job No: 
 
Department :   
 
Reports to:     Head/Director of Department  
 
Hours:    i.e. Full/Part-time 
 
Campus base:   Based at Bognor Regis Campus or Bishop Otter Campus, but required to work 
at any centre where University business is conducted that is within reasonable distance of the 
campus base. 
______________________________________________________________________ 
 
Function of the Post:  
State aim and function of post/profile of the subject area. 
 
As a senior lecturer in the Department for (insert name) your role will be to contribute to three key 
activities of the team, teaching, research and income generation. The working year will be divided 
between teaching, teaching-related administration, assessment, research and income generation 
activities in such proportions as may be decided by the Head of Department after appropriate 
consultation, in accordance with the guidelines in the academic contract. 
 
Principal Accountabilities:  
Include key areas of responsibility. 
 
Learning and Teaching 
• Teach as a member of a teaching team in a developing capacity within an established 

programme of study, with the assistance of a mentor if required.  
• Transfer knowledge in the form of practical skills, methods and techniques. 
• Identify learning needs of students and develop appropriate learning outcomes. 
• Use time outside of teaching hours to prepare well constructed, varied teaching sessions, 

ensuring that content, methods of delivery and learning materials will meet the defined 
learning outcomes. 

• Oversee the work of students, provide advice on study skills and help them with learning 
problems. 
Assess the work and progress of students by reference to established criteria and provide 
constructive feedback to students.  

• Seek ways of improving performance by reflecting on teaching design and delivery and 
obtaining and analysing feedback. 

 
Research, scholarly and income generating activities 

• Engage in pedagogic and practitioner research and/or scholarly activities. 
• Conduct individual or collaborative scholarly projects. 
• Extend, transform and apply knowledge acquired from scholarship to teaching and 

appropriate external activities. 
• Develop and produce learning materials and disseminate the results of scholarly activity. 
• Engage in and develop income generating activity 
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• To strive to achieve national and/or international recognition for these activities  
 
Communication, liaison and networking 

• Communicate complex and conceptual ideas to students and peers, using appropriate 
media and methods to promote understanding. 

• Participate in and develop internal and external networks (e.g. internal and external 
committees), sharing information and ideas and building relationships for future 
collaboration. 

 
Managing people 

• Support and mentor colleagues with less experience and advise on their personal 
development relating to teaching and/or research and/or income generation and taking 
account of relevant professional frameworks (e.g. UK Professional Standards Framework 
and the Researcher Development Framework). 

• Depending on the area of work, the post holder could be expected to co-ordinate and/or 
supervise the work of others. 

• Co-ordinate the work of others to ensure modules are delivered to the standards 
required. 

 
Pastoral care 

• Develop and use listening, interpersonal and pastoral care skills to act as first line 
support to students, referring them as appropriate to internal and external services 
providing further help. 

 
Planning and managing resources 

• As module co-ordinator, liaise with others (such as support staff or academic colleagues) 
to ensure student needs and expectations are met. 

• Manage projects relating to own area of work. 
• Be responsible for administrative duties in own areas such as admissions, time-tabling, 

examinations, assessment of progress and student attendance. 
 
Work environment 

• Be aware of the risks in the work environment and their potential impact on areas of their 
own work and that of others. 

• Depending on the area of work and level of training received, the post holder may be 
expected to conduct risk assessments and take responsibility for the health and safety of 
others. 
 

Expertise 
• Possess sufficient breadth and/or depth of specialist knowledge in the discipline to 

develop the curriculum and the provision of learning support. 
• Use a range of delivery techniques to enthuse and engage students. 

 
Equality and Diversity 

• Take responsibility for upholding and complying with the University’s Equality and 
Diversity policies and for behaving in ways that are consistent with fair and equal 
treatment for all. 

• Take responsibility for own learning and engagement with equality issues and actions 
and consider the impact of their actions to ensure that they do not have a detrimental 
effect on achieving equality of opportunity. 

 
Health, Safety and Environment 

• Take responsibility for ensuring that workplace responsibilities within the subject area are 
carried out with full regard to, and in support of, the University’s Health and Safety and 
Environment policies. This might include acting as Health and Safety Co-ordinator, Fire 
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Warden, Risk Assessor, First Aider or other Health and Safety Representative, as agreed 
with the Subject Leader. 

 
Data protection 

• The post holder is responsible for ensuring that workplace responsibilities within the 
subject area are carried out in compliance with the requirements of the Data Protection 
Act and the Employment Practices Data Protection Code, especially concerning 
confidentiality, treatment of personal information and records management. 

 
Personal development 

• Take responsibility for own learning and development in relation to core responsibilities of 
teaching and learning, research and income generation taking account of relevant 
professional frameworks (e.g. UK Professional Standards Framework and the 
Researcher Development Framework). 

 
Other duties: 
You are required to undertake such other duties appropriate to the grade and content of the work 
as may reasonably be required of you.  Therefore, the list of duties in this job profile should not be 
regarded as exclusive or exhaustive.  Please note that, in consultation with you, the University 
reserves the right to update your job profile to reflect changes in, or to, your post.  Job profiles will 
be reviewed as part of the annual Performance Review and Development Plan process. 
 
Diversity: 
The University believes that everyone has the right to be treated equally and that the diversity of 
individuals and groups should be embraced, valued, and respected.  The University is committed 
to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to 
support this the University has a number of policies that you should ensure you are familiar with 
and compliant to.  All policies are available on the University’s Intranet.  Any breaches may lead 
to termination of employment. 
 
Environment: 
The University is fully committed to sustainable development and environmental initiatives.  It 
accepts its environmental responsibilities and recognises the contributions it can make to the 
resolution of global, regional and local environmental issues.  The University will continuously 
seek to improve its environmental performance and will comply, as a minimum, with all relevant 
environmental legislation, regulations and codes of practice.  All staff are required to support the 
aims of the University's Environmental Strategy. 
 
Right to Work: 
The current British and European Law states that the University cannot employ a person who 
does not have permission to live and work in the UK.  Immigration guidance information is 
available on the HR Website for further information. 
 
Disclosure Service Certification from the Disclosure and Barring Service:  
University staff may be required to hold Disclosure Service certification from the Disclosure and 
Barring Service (DBS). The University is a registered body with the Disclosure Service, reference 
number 20537300005. New members of staff will be required to apply for Disclosure Service 
certification as part of the University’s staff recruitment process. Further information about the 
Disclosure and Barring Service is available from the DBS website at www.homeoffice.gov.uk/dbs 
or from the University’s Human Resources Department. Under the Rehabilitation of Offenders Act 
1974 (Exceptions) Order 1075, applicants for teaching or academic posts are among those who 
are not entitled to withhold information about any previous criminal conviction. 

http://www.homeoffice.gov.uk/dbs
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Principal Attributes and Person Specification:   
Essential requirements are those, without which, the candidate would not be able to do the job. It 
is expected that the post holder will have the knowledge and qualifications indicated, or 
equivalent qualifications and experience. 
  
Desirable requirements are those which would be useful for the post holder to possess and will 
be considered when more than one applicant meets the essential requirements. 
 
These are minimum requirements/examples.  Please complete fully for the particular subject 
area.  Note that applicants will be assessed against the criteria outlined. 
 
 Essential Examples Desirable 

Examples 
Evidenced 
through 

Knowledge 
and 
Qualifications  
 
 
 
 

A good relevant undergraduate degree 
with further professional or academic 
qualifications at Masters level. 
Evidence of continuing professional 
development. 
Qualified Teacher Status/HE teaching 
qualification. 
Knowledge of current initiatives 
underpinning the subject area. 
Demonstrable evidence of delivering 
high quality, effective and imaginative 
teaching. 
Strong research and scholarly activity 
profile. 

Doctorate. 
Fellow of the 
Higher Education 
Academy. 

Application  
Documentary 
Evidence 

Skills 
 
 
 
 
 
 
 
 
 

Foster creative approaches when 
responding to teaching, learning and 
scholarship challenges and contribute 
to the development of a culture of 
innovation and enterprise. 
Excellent teaching methods and 
presentation skills. 
Evidence of sound administrative, 
organisational and prioritisation skills. 
Academic support and guidance skills. 
Ability to develop areas of interest in 
the subject and faculty. 
Skills relating to the capture of external 
funding for research, consultancy or 
CPD. 
 
Research skills relevant to the 
appropriate discipline or profession 

 Application  
Interview/Task 
References 
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Experience  
 
 
 
 
 
 
 
 

An experienced teacher with a broad 
understanding of the subject area. 
Evidence of delivery/involvement in HE 
projects and leading the development of 
the subject area. 
Experience of undertaking research 
commensurate with the function of the 
post 
 

 Application  
Interview 
References 

Personal 
attributes 
 
 
 
 
 
 
 
 

Pro-active and self-motivated, able to 
show initiative as well as work well with 
others.   
Able to motivate, enthuse and develop 
students. 
Able to work successfully with a variety 
of different post holders at different levels 
of the organisation. 
Committed to personal and professional 
development 
 

 Interview 
Presentation 
References 

  
Academic Grade 12 
Date profile is raised/revised: 
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Job Profile  
Job Title:   Associate Lecturer (Benchmarked Job Profile) 
 
Job No:  
 
Department: 
 
Reports to:     Head of Department (State if post holder is not the Head of Department) 
 
Hours:    As timetabled  
 
Campus base:   Bognor Regis Campus or Bishop Otter Campus, but required to work at any 
centre where University business is conducted that is within reasonable daily commuting distance 
of the campus base. 
 
Function of the Post:  
State aim and function of post/profile of the subject area. 
 
Principal Accountabilities:  
 
Learning and Teaching 

• Teach as a member of a teaching team in a developing capacity within an established 
programme of study, with the assistance of a mentor if required. 

• Teach in a developing capacity in a variety of settings from small group tutorials to large 
lectures. 

• Transfer knowledge in the form of practical skills, methods and techniques. 
• Identify learning needs of students and develop appropriate learning outcomes. 
• Ensure that content, methods of delivery and learning materials wil meet the defined 

learning outcomes. 
• Develop own teaching materials, methods and approaches with guidance. 
• Develop the skills of applying appropriate approaches to teaching. 
• Foster debate and develop the ability of students to engage in critical and rational 

discourse and, with guidance, challenge students’ thinking where appropriate. 
• Oversee the work of students, provide advice on study skills and help them with learning 

problems. 
• Assess the work and progress of students by reference to established criteria and 

provide constructive feedback to students. 
• Seek ways of improving performance by reflecting on teaching design and delivery and 

obtaining and analysing feedback. 
 
Research and/or scholarly activities 

• Identify professional and/or scholarly activities to support the development of own 
teaching and learning skills. 

• Supervise students’ projects, fieldwork and placements. 
• Act as a mentor for students in the capacity of Academic Advisor. 
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Communication, liaison and networking 
• Deal with routine communication using a range of media. 
• Communicate complex information, orally, in writing and electronically. 
• Communicate material of a specialist or highly technical nature. 
• Liaise with colleagues and students. 
• Build internal contacts and participate in internal networks to exchange information and to 

form relationships for future collaboration.  Join external networks to share information 
and ideas. 

 
Teamwork 

• Collaborate with academic colleagues on programme and module development and 
curriculum changes. 

• Attend and contribute to subject group meetings. 
• Collaborate with colleagues to identify and respond to students’ needs. 

 
Pastoral care 

• Develop and use listening, interpersonal and pastoral care skills to act as first line 
support to students, referring them as appropriate to internal services providing further 
help. 

 
Initiative, problem-solving and decision-making 

• Develop initiative, creativity and judgement in applying appropriate approaches to 
teaching and learning support and scholarly activities. 

• Respond to pedagogical and practical challenges. 
• Share responsibility in deciding how to deliver modules and assess students. 
• Contribute to collaborative decision making with colleagues on academic content and on 

the assessment of students’ work. 
 
Planning and balancing resources 

• Follow systems for the use of appropriate teaching resources and facilities. 
• Use teaching resources and facilities as appropriate to ensure student needs and 

expectations are met. 
• Plan and manage own teaching and tutorials as agreed with the Head of Department or 

line manager. 
• Balance (with help) the pressures of teaching, scholarship and administrative demands 

and competing deadlines. 
 
Work environment 

• Be aware of the risks in the work environment and their potential impact on their own 
work and that of others. 

• Depending on area of work and level of training received, may be expected to conduct 
risk assessments and take responsibility for the health and safety of others. 

 
 
Other duties: 
You are required to undertake such other duties appropriate to the grade and content of the work 
as may reasonably be required of you.  Therefore, the list of duties in this job profile should not be 
regarded as exclusive or exhaustive.  Please note that, in consultation with you, the University 
reserves the right to update your job profile to reflect changes in, or to, your post. 
 
Diversity: 
The University believes that everyone has the right to be treated equally and that the diversity of 
individuals and groups should be embraced, valued, and respected.  The University is committed 
to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to 
support this the University has a number of policies that you should ensure you are familiar with 
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and compliant to.  All policies are available on the University’s Intranet.  Any breaches may lead 
to termination of employment. 
 
Health, Safety and Environment: 
You are responsible for ensuring that workplace responsibilities within the Section are carried out 
with full regard to, and in support of, the University’s Health and Safety, and Environment 
Policies.   
 
Data Protection: 
You will be responsible for ensuring that workplace responsibilities, within the Section, are carried 
out in compliance with the requirements of the Data Protection Act and the Employment Practices 
Data Protection Code 2002, especially concerning confidentiality, treatment of personal 
information and records management. 
 
Disclosure Service Certification from the Disclosure and Barring Service:  
The majority of University staff are required to hold Disclosure Service certification from the 
Disclosure and Barring Service (DBS). The University is a registered body with the Disclosure 
Service, reference number 20537300005. New members of staff will be required to apply for 
Disclosure Service certification as part of the University’s staff recruitment process. Further 
information about the Disclosure and Barring Service is available from the DBS website at 
www.homeoffice.gov.uk/dbs or from the University’s Human Resources Department. Under the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1075, applicants for teaching or 
academic posts are among those who are not entitled to withhold information about any previous 
criminal conviction. 
 
Sustainability and Environment:  
The University is fully committed to sustainable development and environmental initiatives.  It 
accepts its environmental responsibilities and recognises the contributions it can make to the 
resolution of global, regional and local environmental issues.  The University will continuously 
seek to improve its environmental performance and will comply, as a minimum, with all relevant 
environmental legislation, regulations and codes of practice.  All staff are required to support the 
aims of the University's Environmental & Sustainability Development Strategy.   
 
Right to Work: 
The current British and European Law states that the University cannot employ a person who 
does not have permission to live and work in the UK.  Immigration guidance information is 
available on the HR Website for further information. 
 
Principal Attributes and Person Specification: These are minimum requirements/examples.  
Please complete fully for the particular role of the Associate Lecturer.  Note that applicants will be 
assessed against the criteria outlined. 
 
Essential requirements are those, without which, the candidate would not be able to do the job. It 
is expected that the post holder will have the knowledge and qualifications indicated, or 
equivalent qualifications and experience. 
  
Desirable requirements are those which would be useful for the post holder to possess and will 
be considered when more than one applicant meets the essential requirements. 
 
 Essential Desirable Evidenced through 
Knowledge and 
Qualifications  
 
 
 
 

Good relevant first degree 
with professional or 
academic qualifications at 
Masters level, at least. 
 
Evidence of continuing 

Professional 
teaching 
qualification. 
 
Fellow of the 
Higher Education 

Application/CV  
Documentary 
Evidence 
Interview 

http://www.homeoffice.gov.uk/dbs
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professional development 
in subject area. 
 
In-depth understanding of 
own specialism. 

Academy. 

Skills 
 
 
 
 
 
 
 
 
 

Excellent communication, 
interpersonal, influencing 
and motivational skills. 
 
Foster creative 
approaches when 
responding to teaching, 
learning and scholarship 
challenges and contribute 
to the development of a 
culture of innovation and 
enterprise. 
 
Sound presentation, 
organisational and 
administrative skills. 
 

 Application/CV  
Interview/Task 
References 

Experience  
 
 
 
 
 
 

Demonstrable high 
quality, effective and 
imaginative teaching. 
 
Experience of teaching in 
HE. 

 Application/CV  
Interview 
References 

Personal attributes 
 
 
 
 
 
 
 
 

Strong verbal and written 
communication skills. 
 
Pro-active and self-
motivated, able to show 
initiative as well as work 
well with others. 
 

 Interview 
References 

 
Salary Grade: Associate Lecturer 
 
Date profile is raised: 
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Job Profile 
 
Job Title:   Associate Link Tutor (Benchmarked Job Profile) 
 
Job No: 
 
Reports to:     
 
Hours:    As timetabled  
 
Campus base:   Your temporary base will be Bognor Regis Campus (or Bishop Otter 
Campus), but required to work at any centre where University business is conducted that 
is within reasonable distance of the campus base. 
 
Function of the Post:  
 
Provide support for trainee teachers, mentors and teachers within partnership schools 
 
Principal Accountabilities:  
 
Learning and Teaching 

• Teach as a member of a teaching team in a developing capacity within an established 
programme of study, with the assistance of a mentor if required. 

• Teach in a developing capacity in a variety of settings from small group tutorials to large 
lectures, as appropriate. 

• Transfer knowledge in the form of practical skills, methods and techniques. 
• Identify learning needs of students and develop appropriate learning outcomes. 
• Ensure that content, methods of delivery and learning materials wil meet the defined 

learning outcomes. 
• Develop own teaching materials, methods and approaches with guidance. 
• Develop the skills of applying appropriate approaches to teaching. 
• Foster debate and develop the ability of students to engage in critical and rational 

discourse and, with guidance, challenge students’ thinking where appropriate. 
• Oversee the work of students, provide advice on professional/study skills and help them 

with learning problems. 
• Assess the work and progress of students by reference to established criteria and 

provide constructive feedback to students. 
• Seek ways of improving performance by reflecting on teaching design and delivery and 

obtaining and analysing feedback. 
 
Research and/or scholarly activities 

• Identify professional development and/or scholarly activities to support the development 
of own teaching and learning skills. 

• Supervise students’ placements. 
• Act as a mentor for students. 

 
Communication, liaison and networking 

• Deal with routine communication using a range of media. 
• Communicate complex information, orally, in writing and electronically. 
• Communicate material of a specialist or highly technical nature. 
• Liaise with internal and partnership colleagues and students. 
• Build internal contacts and participate in internal networks to exchange information and to 

form relationships for future collaboration.  Join external networks to share information 
and ideas. 



 37 

 
Teamwork 

• Collaborate with academic colleagues on programme and module development and 
curriculum changes. 

• Attend and contribute to subject/partnership group meetings. 
• Collaborate with colleagues to identify and respond to students’ needs. 

 
Pastoral care 

• Develop and use listening, interpersonal and pastoral care skills to act as first line 
support to students, referring them as appropriate to internal services providing further 
help. 

 
Initiative, problem-solving and decision-making 

• Develop initiative, creativity and judgement in applying appropriate approaches to 
teaching and learning support and scholarly activities. 

• Respond to pedagogical and practical challenges. 
• Share responsibility in deciding how to deliver teaching and assess students in the school 

environment. 
• Contribute to collaborative decision making with colleagues on academic content and on 

the assessment of students’ work. 
 
Planning and balancing resources 

• Follow systems for the use of appropriate teaching resources and facilities. 
• Use teaching resources and facilities as appropriate to ensure student needs and 

expectations are met. 
• Plan and manage own teaching and tutorials as agreed with the Subject Leader or line 

manager. 
• Balance (with help) the pressures of teaching, scholarship and administrative demands 

and competing deadlines. 
 
Work environment 

• Be aware of the risks in the work environment and their potential impact on their own 
work and that of others. 

• Depending on area of work and level of training received, may be expected to conduct 
risk assessments and take responsibility for the health and safety of others. 

 
Other duties: 
You are required to undertake such other duties appropriate to the grade and content of the work 
as may reasonably be required of you.  Therefore, the list of duties in this job profile should not be 
regarded as exclusive or exhaustive.  Please note that, in consultation with you, the University 
reserves the right to update your job profile to reflect changes in, or to, your post. 
 
Diversity: 
The University believes that everyone has the right to be treated equally and that the diversity of 
individuals and groups should be embraced, valued, and respected.  The University is committed 
to eliminating any form of discrimination be it direct, indirect, harassment or victimisation, and to 
support this the University has a number of policies that you should ensure you are familiar with 
and compliant to.  All policies are available on the University’s Intranet.  Any breaches may lead 
to termination of employment. 
 
Sustainability and Environment: 
The University is fully committed to sustainable development and environmental initiatives.  It 
accepts its environmental responsibilities and recognises the contributions it can make to the 
resolution of global, regional and local environmental issues.  The University will continuously 
seek to improve its environmental performance and will comply, as a minimum, with all relevant 
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environmental legislation, regulations and codes of practice.  All staff are required to support the 
aims of the University's Environmental & Sustainability Development Strategy.   
 
Right to Work: 
The current British and European Law states that the University cannot employ a person who 
does not have permission to live and work in the UK.  Immigration guidance information is 
available on the HR Website for further information. 
 
Health & Safety: 
You are responsible for ensuring that workplace responsibilities within the subject area are 
carried out with full regard to, and in support of, the University’s Health and Safety Policy.   
 
Data Protection: 
You will be responsible for ensuring that workplace responsibilities, within the Section, are carried 
out in compliance with the requirements of the Data Protection Act and the Employment Practices 
Data Protection Code 2002, especially concerning confidentiality, treatment of personal 
information and records management. 
 
Disclosure Service Certification from the Disclosure and Barring Service:  
The majority of University staff are required to hold Disclosure Service certification from the 
Disclosure and Barring Service (DBS). The University is a registered body with the Disclosure 
Service, reference number 20537300005. New members of staff will be required to apply for 
Disclosure Service certification as part of the University’s staff recruitment process. Further 
information about the Disclosure and Barring Service is available from the DBS website at 
www.homeoffice.gov.uk/dbs or from the University’s Human Resources Department. Under the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1075, applicants for teaching or 
academic posts are among those who are not entitled to withhold information about any previous 
criminal conviction. 
 
Principal Attributes and Person Specification:  
Essential requirements are those, without which, the candidate would not be able to do the job. It 
is expected that the post holder will have the knowledge and qualifications indicated, or 
equivalent qualifications and experience. 
  
Desirable requirements are those which would be useful for the post holder to possess and will 
be considered when more than one applicant meets the essential requirements. 
 
 Essential Desirable Evidenced through 
Knowledge and 
Qualifications  
 
 
 
 

Good relevant first 
degree with 
professional or 
academic 
qualifications at 
Masters level, at 
least. 
 
Professional 
teaching qualification 
. 
Evidence of 
continuing 
professional 
development in 
subject area. 
 
In-depth 

Fellow of the 
Higher Education 
Academy. 

Application/CV  
Documentary 
Evidence 
Interview 

http://www.homeoffice.gov.uk/dbs
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understanding of 
own specialism. 

Skills 
 
 
 
 
 
 
 
 
 

Excellent 
communication, 
interpersonal, 
influencing and 
motivational skills. 
 
Foster creative 
approaches when 
responding to 
teaching, learning 
and scholarship 
challenges and 
contribute to the 
development of a 
culture of innovation 
and enterprise. 
 
Sound presentation, 
organisational and 
administrative skills. 
 

 Application/CV  
Interview/Task 
References 

Experience  
 
 
 
 
 

Demonstrable high 
quality, effective and 
imaginative teaching. 
 

Experience of 
teaching in HE. 

Application/CV  
Interview 
References 

Personal attributes 
 
 
 
 
 
 
 
 

Strong verbal and 
written 
communication 
skills. 
 
Pro-active and self-
motivated, able to 
show initiative as 
well as work well 
with others. 

 Interview 
References 

 
Salary Grade: Associate Link Tutor 
 
Date profile is raised: 
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University of Chichester Payscale as at 1 August 2014

Salary Salary Salary Salary
toint 01-Aug-11 01-Aug-12 01-Aug-13 01-Aug-14

1 13,353 13,487          13,621 13,894 Grade 1
2 13,702 13,839          13,978 14,257 0-189
3 14,061 14,202          14,344 14,631 Grade 2 +
4 14,376 14,520          14,665 14,958
5 14,758 14,905          15,054 15,355 190-199
6 15,151 15,303          15,456 15,765 + Grade 3
7 15,503 15,658          15,815 16,131
8 15,932 16,091          16,252 16,577 200-209
9 16,376 16,540          16,705 17,039 Grade 4 +

10 16,846 17,015          17,185 17,529 210-264
11 17,330 17,503          17,678 18,031 + Grade 5
12 17,827 18,005          18,185 18,549
13 18,340 18,523          18,708 19,082 265-279
14 18,867 19,056          19,247 19,631 Grade 6 +
15 19,411 19,605          19,801 20,197 280-334
16 19,972 20,172          20,374 20,781 Grade 7
17 20,558 20,764          20,972 21,391 +
18 21,172 21,384          21,597 22,029 335-409
19 21,802 22,020          22,240 22,685
20 22,476 22,700          22,927 23,386 Grade 8 +
21 23,120 23,352          23,585 24,057
22 23,811 24,049          24,289 24,775 410-454
23 24,520 24,765          25,013 25,513
24 25,251 25,504          25,759 26,274 + Grade 9
25 26,004 26,264          26,527 27,057
26 26,779 27,047          27,317 27,864 455-504
27 27,578 27,854          28,133 28,695
28 28,402 28,686          28,972 29,552 Grade 10 +
29 29,249 29,542          29,837 30,434 505-539
30 30,122 30,423          30,727 31,342
31 31,020 31,330          31,643 32,276 + Grade 11
32 31,947 32,267          32,589 33,241 Academic 540-574 Support
33 32,901 33,230          33,562 34,233 575
34 33,884 34,222          34,565 35,256 + Grade 12
35 34,896 35,245          35,597 36,309 A
36 35,939 36,298          36,661 37,395 575-614
37 37,012 37,382          37,755 38,511 615-654
38 38,141 38,522          38,907 39,685 Grade 12 + Grade 12
39 39,257 39,649          40,046 40,847 B
40 40,430 40,834          41,243 42,068 655-699
41 41,639 42,055          42,476 43,325 Grade 12 +
42 42,883 43,312          43,745 44,620 C
43 44,165 44,607          45,053 45,954 699
44 45,485 45,940          46,400 47,328 700-799
45 46,845 47,314          47,787 48,743 + +
46 48,246 48,728          49,216 50,200 Grade 13
47 49,689 50,186          50,688 51,701
48 51,175 51,687          52,204 53,248
49 52,706 53,233          53,765 54,841
50 54,284 54,827          55,375 56,483 800-836
51 55,907 56,467          57,031 58,172 Grade 14 +
52 57,580 58,156          58,738 59,913 A
53 59,304 59,897          60,496 61,706
54 61,078 61,688          62,305 63,551 837-867
55 62,906 63,535          64,170 65,454 + Grade 14
56 64,787 65,435          66,089 67,411 B
57 66,726 67,393          68,067 69,429 868-901
58 68,723 69,410          70,104 71,506 Grade 14 +
59 70,780 71,488          72,203 73,647 C
60 72,900 73,629          74,366 75,853
61 75,083 75,834          76,592 78,124
62 77,331 78,104          78,885 80,463 +

Grades

 


	University Reward Strategy and negotiated Framework Agreement
	JCG agreed a review of the Reward Strategy 2014.
	Working Group to commence review March 2015. INDEX
	Preamble and introduction      3
	Recruitment to posts – placement on salary scale   4
	Harmonisation of terms and conditions    5
	Staff Development and review      5
	Recruitment and employment of Associate Lecturers   5
	Assimilating hourly paid employees to fractional appointments 5
	Progression        6
	Allowances        6
	Overtime and time off in lieu      6
	Conclusions        7
	Glossary of terms       8
	Appendix 1: Pay Progression
	Appendix 2: Attraction and Retention Premia
	Appendix 3: Recruitment and Employment of hourly-paid employees
	Appendix 4: Promotion to Reader, Professor & Teaching Fellow
	1. Preamble
	2.  Introduction
	3.  Pay Modernisation Agenda
	14. Conclusions
	University Reward Strategy
	Job Evaluation: Job evaluation is a method of objectively assessing the value of roles within an organisation, and placing them in a hierarchical order. The process of job evaluation means identifying the activities and responsibilities of individual ...
	Pay Structure: A method of defining the different levels of pay for jobs or groups of jobs by reference to their relative internal value as established by job evaluation, and in some circumstances to external relativities as established by market rate...
	Appendix 1: University Reward Strategy
	Within the framework of the Reward Strategy, the following procedures are used to address any issues relating to pay progression at the University.



	Staffing Appointments
	Governors’ Remuneration Committee


	Job Profile
	(Benchmark agreed on JNCHES Framework implementation)
	Job Profile
	Job No:
	Diversity:
	Health, Safety and Environment:
	Diversity:
	Health & Safety:



