
 
- 1 - 

STAFF NEWS� 
November 2008 

 

Welcome to the November 2008 edition of Staff News. Your feedback would be most welcome, 
to CorporateHR@ed.ac.uk.  
 
If you have a news item which has relevance to staff across the University, and would like it included in any 
future editions of Staff News, please contact Denise.Boyle@ed.ac.uk 

 Eilidh Fraser 
Deputy Director 

Corporate HR 
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Successful pilot of new course ‘Introduction for Headship roles’ - to be 
repeated in February 2009 

The course “An introduction for Headship roles in the University” was held for the first 
time, as a pilot, over two mornings in October and received very favourable feedback. 
The course provides an opportunity to learn more about how the University operates 
at senior levels, how an individual’s role interacts with others’ and how the University’s 
support services function with and for the academic community. 

Targeted at: senior staff in both academic and professional support roles across the 
University; e.g. heads of academic subject area, heads of institutes, managers of 
research centres, heads of department / sections. 

19 delegates, both academic and professional service staff, from Schools and 
Divisions across the University attended. We would like to thank them for participating 
in this pilot and for their valuable feedback. Below is some of the feedback from 
participants:-  

���� Good overview of University Structure/process / financial position 
���� Raised awareness of activities going on in various functions within the 

University and the breadth of issues 
���� Constructive debate 
���� Better understanding of financial constraints and challenges 
���� The case studies (for Equality and Diversity) were excellent – more of 

this! 
���� Networking with others 

We would like to thank the 14 University contributors whose professional inputs were 
very much appreciated by the participants, particularly the constructive discussions 
which they encouraged on University issues, and this contributed considerably to the 
success of this pilot course.  

We are making use of the valuable delegate and contributor feedback to amend the 
course which will run again in February 2009. For further information about the 
programme please see the link: http://www.hos.ed.ac.uk/insights.htm   

 or contact Alex.Jones@ed.ac.uk. If you would like to reserve a place on the February 
course please email Wendy.Henderson@ed.ac.uk who will confirm the finalised 
dates. 

Please note that the above course is totally different from the University’s more 
intensive 4-day Leadership Programme for senior academics which focuses on 
exploring what leadership means and entails for academics who are leading teams; 
developing personal effectiveness; coaching for performance; and leading and 
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sustaining change. Nominations for this Leadership 
Programme require to be supported by Heads of School 
and Heads of support service and should be emailed to 
wendy.henderson@ed.ac.uk., indicating that appropriate 
support has been obtained. Further information on this 
Programme is at:-  
www.hos.ed.ac.uk/salprogramme.htm 
 
International Leadership Forum  
If anyone is interested in participating in an 
international leadership forum where leaders from all 

sectors can share insights on the future of business 
organisation and success, please view the following:- 
www.benchmarkforbusiness.com/ 

We have received very positive feedback from 
University staff who have attended these conference 
days, and we will be pleased to put you in touch with 
them if you feel this would help you decide on their 
appropriateness. 

Places on these conferences are free to University of 
Edinburgh staff since we have already paid an 
organisational subscription, but please let 
Lorna.Sinclair@ed.ac.uk if you would like to participate 
in any of these events, since there is a limit on numbers 
attending from the University.  

Creating Personal Presence and Building Business 
Relationships 
Academic and professional support staff recently 
participated in this workshop to:- 

• explore the importance and relevance of personal 
presence and of building business relationships in 
the higher education world to-day 

• learn and practise techniques to make the emotional 
connection with the listener(s) 

• employ active listening techniques to create and 
maintain rapport 

• enhance the delivery  of the message and create a 
positive environment 

• develop gravitas  

The workshop was very highly evaluated with feedback 
such as:- 

�       ‘Excellent. High level of energy.’ 
�       ‘Kept my attention throughout, good tips’ 
�       ‘Very interactive and practical’ 

And what participants gained from the workshop:- 

� ‘Valuing small talk for purposes of relationship  
building’ 

� Thinking about how to structure change proposals in 
terms of benefits for audience 

�  Building networks across the University – 
academically/ administratively 

Because of the high interest in this workshop and the 
value placed on it by participants, we are running 
another workshop on Tuesday 10

th
 March 2009. Further 

information at: 
www.hos.ed.ac.uk/downloads/creating%20personal%20
presence%20march09.doc 

 

If interested, please email wendy.henderson@ed.ac.uk 
For other queries on Leadership Development, please 
contact Lorna.Sinclair@ed.ac.uk











����
���
����������������
���
����������������
���
����������������
���
������������





As colleagues may be aware, some discussion has 
begun at national level regarding the 2009 pay 
negotiations, although the formal negotiations are not 
scheduled to begin until March.  The University of 
Edinburgh remains committed to national (UK-wide) 
bargaining and supports the new JNCHES national 
bargaining framework. 

In common with other UK universities, the University 
faces financial pressures arising from the RPI-related 
5% pay increase in October 2008, recent and 
forthcoming increases in pension costs, increases in 
energy and commodity costs and the wider economic 
situation.  The University recognises the vital 
contribution of its staff.  The University wishes to 
encourage the national unions to be realistic in their 
expectations from the 2009 pay award and to work 
within the new JNCHES bargaining framework to reach 
a settlement in 2009, without considering industrial 
action. 

At local level, the University continues to work in 
productive partnership with the recognised unions on 
any non-pay terms and conditions and other matters of 
mutual interest. 

Further information about the JNCHES national 
bargaining framework and the 2009 negotiations may be 
found at the Universities and Colleges Employers’ 
Association website at www.ucea.ac.uk 

������
�����
���������
�����������
�����
���������
�����������
�����
���������
�����������
�����
���������
�����





Loan applications are still being accepted for loans 
before Christmas, and should be sent to the Credit 
Union office to arrive by 9 December. 

 All University of Edinburgh staff can join the First 
Scottish Universities Credit Union, which offers an 
opportunity to save through regular payroll deductions 
and to borrow responsibly, at reasonable rates.  A £500 
introductory loan is available to new members. 

Further details along with application forms to join the 
Credit Union, and for loans, are available from our 
website at www.universitycu.org or from Karen Robson 
on 0131 451 8005.  The office address is:  First Scottish 
Universities Credit Union, Heriot-Watt University, 
Riccarton, Edinburgh EH14 4AS. 
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The current reward timetable is available on the HR 
website from Monday 1st December 2008 at: 
www.humanresources.ed.ac.uk/pay/promotions/Promoti
ons/Reward_Processes_Timetable.htm 

It shows the broad timing of all reward processes e.g. 
Promotions/ Regrading/Contribution etc., till mid 2010. 
Dates for the forthcoming contribution reward round will 
be updated there shortly.  

 



 
- 3 - 

!�"�����
#��������!�"�����
#��������!�"�����
#��������!�"�����
#��������$%���
����������$%���
����������$%���
����������$%���
����������





As staff will be aware, voluntary severance (including 
early retirement) (VS/ER) is part of the University’s 
normal business processes and has been used 
effectively for many years.  

VS/ER is used where it offers an opportunity for both the 
University and an individual employee, and is entirely 
voluntary for both parties.  Often VS/ER is not an option, 
either because it does not suit individuals’ personal 
circumstances or because it is important to retain them 
in the organisation.  However, in some situations, VS/ER 
may be a useful opportunity for both the University and 
for individuals.   

Where VS/ER is offered, ‘packages’ will vary because 
they are dependent on the needs of the University, the 
savings that can be achieved and the member of staff’s 
individual circumstances.   

If you have a query about voluntary severance/early 
retirement – particularly within the current financial year 
(i.e. before 1 August 2009) - you should contact your 
line manager in the first instance, or you may contact 
your HR team in confidence.  
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The University's Central Management Group (CMG) has 
reaffirmed its commitment to the principle that all staff 
should display their University of Edinburgh ID Card 
prominently on their person at all times. This decision 
was taken in order to enhance security and personal 
safety awareness.  

The University is a vibrant and diverse community with 
its population in regular transit across the estate.  
However, there are occasions where it is assumed that 
those going around are students or staff when, in fact, 
they may be opportunistic thieves looking to steal 
University or personal property. There are times when 
one person swipes an access door and several persons 
follow them through without question or challenge. 

Often staff carry their card in their wallet or bag, 
however if everyone displays their card publicly it will 
serve to identify those who do not and if there are 
concerns our security section can be informed.  We are 
all members of the University community and it is in all 
our interests to look after each other. I feel sure I can 
depend on you all to implement this small change with 
minimal personal impact. 
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"Latest Additions" of all new companies who have 
agreed to provide discounted offers to University Staff, 
can be found at the following address: 
www.humanresources.ed.ac.uk/Staff_Discounts/Discou
nt_Categories/Latest_Additions.htm  
 
Full details of all providers can be found at: 
www.humanresources.ed.ac.uk/Staff_Discounts/Discou
nt_Categories/home.htm 
 
 
 

 
If you have any feedback or know of a company who 
may be interested in providing a discount to staff, please 
email Mumtaz.Unis@ed.ac.uk or Tel: 650 8126.    
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It is important that your contact details are kept up to 
date. You can view your current details by logging into 
MyEd at www.myed.ed.ac.uk and clicking on the 
myStuff tab.  You can amend some of these details 
yourself by clicking on Launch Self-service facility, which 
can also be accessed, along with guidelines, from the 
mystuff tab. Guidelines can also be found at: 
www.humanresources.ed.ac.uk/OracleHR/eesshr.htm 

It is a requirement of HM Revenue and Customs that we 
hold on the HR and Payroll system a current home 
address for all University employees. This is where 

your P60 (End of Year Certificate) is sent to after the 
end of the tax year. This is an important document for 
which no duplicate can be issued. 

It is a condition of entry to the UK that all migrant 
workers (i.e. all those who have a work permit or 

required a specific passport stamp/entry clearance 
document in order to be able to work in the UK) also 
provide details of their current phone number and mobile 
phone number.  

All of these details can easily be amended through the 
self-service facility. 

Currently, you can view and update information as 
follows: 

1. You can view your Basic Details but if you require 
any changes, please contact your local HR team. 

 
2. You can change/update the Main Address by 

clicking on the update marker on the right hand side 
above the block. This is for your home address only. 
If you have more than one home address that you 
would wish to be recorded then please notify your 
local HR team to update your secondary address. 

 
3. You can change/update Phone Numbers by again 

using the update marker on the right hand side 
above the block. There is a pick list of types of 
telephones (e.g. home, mobile, etc) and you can 
record as many as you wish there. 

 
4. You can change/update your Contacts with the 

details of persons you would wish us to contact on 
your behalf in an emergency. The update marker on 
the right hand side above the block again accesses 
this. 

If you have any questions about this facility, please 
contact your local HR team in the first instance. The 
contact details can be found at: 
www.humanresources.ed.ac.uk/contact.htm   
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Some of the University’s procedures have changed to ensure compliance with our 
statutory obligations under the Immigration, Asylum and Nationality Act 2006 (IA&N 
Act). 
 
The Act introduces 5 ‘tiers’ of migration in to the UK. The Act implements changes to 
how the University can seek permission to employ international staff from outwith the 
EEA

1
, and how they are then managed whilst working for the University. The Act aims 

to simplify the migration routes in to the UK and make the decision-making process 
more transparent and fair – utilising a points-based system.  
 
If you currently have a work permit, you will see no immediate changes. One extension 
to the work permit is possible, to a maximum of 5 years, under the new Act. 
 
The University’s procedures have now been changed and significant points are 
highlighted below. Details of the revised business processes can be accessed on the 
HR website

2
. 

 
If you are involved in recruiting staff please take some time to familiarise yourself with 
these points. 
 
o For all recruitment exercises, the processes that must be followed and updated 

model letters to be used are detailed in the on-line recruitment manual
3
. Please 

access the manual and use the new model letters provided. Please do not use 
model letters that you have previously accessed and stored on your own computer 
systems. 

o For all appointments, proof of eligibility to work in the UK must be obtained prior 
to an unconditional offer of employment being made, irrespective of whether the 
individual is perceived to be a UK national or not. 

o A contract of employment will be issued once your HR team have received proof 
of eligibility. Nationals of nearly all EEA countries can work in the UK without 
restriction

4
. 

o All job applicants invited to interview are now being asked to bring evidence of 
entitlement to work in the UK (original documents) with them to their interview. 
Applicants who do not have a current entitlement to work in the UK are required to 
provide evidence of identity and qualifications (original documents) with them to 
interview. The list of original documents that have to be shown to a recruiter is 
available in the on-line recruitment manual.  

o A prospective employee who previously would have required a work permit will 
now require a ‘certificate of sponsorship’ (CoS) as the first stage in a two stage 
process. Using points-based criteria defined by the UK Border Agency, a CoS will 
be issued if facts about the job and the prospective employee mean that 50 points 
are gained. Your HR team will process the CoS application and advise you if the 
case will achieve the requisite 50 points so that a CoS can be issued. An on-line 
application for the CoS will be made. The formal UK Border Agency decision about 
the award of the CoS will be considerably quicker than the previous work permit 

                                                      
1
 Of the EEA countries, nationals of Austria, Belgium, Cyprus, Denmark, Finland, France, Germany, 

Greece, Iceland, Ireland, Italy, Liechtenstein, Luxembourg, Malta, Netherlands, Norway, Portugal, Spain 
and Sweden can work without restriction. Nationals of Bulgaria and Romania are subject to restrictions.  
2
 http://www.humanresources.ed.ac.uk/policies/pols/Immigration_Asylum_Nationality_Act.htm 

3 http://www.humanresources.ed.ac.uk/Recruiters_Manual/Contents.htm 
4
 Nationals of Austria, Belgium, Cyprus, Denmark, Finland, France, Germany, Greece, Iceland, Ireland, 

Italy, Liechtenstein, Luxembourg, Malta, Netherlands, Norway, Portugal, Spain and Sweden can work 
without restriction. Nationals of Bulgaria and Romania are subject to restrictions. 
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application system. The prospective employee can then apply for entry clearance 
(the second step) in their home country. 

o When an offer is made, a letter will be sent to each line manager and employee 
who has entry clearance to work for the University detailing the statutory 
obligations placed on the University and the employee, especially those relating to 
‘in employment’ – see below. 

 
In Employment 
The University has to comply with statutory reporting requirements in order to maintain 
its licence (issued by the UK Border Agency) to employ international staff from outwith 
the EEA. The University has to report a range of events (the main ones are listed 
below) to the UK Border Agency: 
 

Q. What should a line manager do on an employee’s first day of work? 
A. The line manager is asked to confirm to HR that a member of staff has arrived 

for work on their first day of employment where that individual is an 
international member of staff (if the first day of employment is a non-working 
day, the line manager is asked to notify HR on the first available working day). 
If the employee has not attended work, the line manager should inform HR, 
and if known, give the reason for the delay in arrival to start work. HR will need 
to notify the Border Agency if the employee did not commence work on the 
agreed date. 

 
Q. What should a line manager do if an employee is absent from work 

without our reasonably granted permission, and has not reported being 
on sick leave in accordance with the sick leave procedure arrangements 
or on some other form of leave e.g. annual?  

A. The line manager is asked to notify HR when any employee (not just an 
international member of staff) is absent from work and the absence could 
potentially be an unauthorised absence.  HR will assist in ascertaining the 
facts and where an unauthorised absence is confirmed, appropriate action will 
be taken. For anyone with entry clearance, this will involve informing the UK 
Border Agency if certain criteria are met. 

 
Q. What happens if an employee resigns or is dismissed more than 20 

working days earlier than the end of their employment? 
A. HR will be able to identify any employee subject to entry clearance who 

resigns or is dismissed more than 20 days earlier than the end of their 
employment and will notify the UK Border Agency. Note that this relates to the 
employment end date, not the last working day, which can be earlier if there is 
outstanding leave to take. 

 
Q. What happens if an employee’s job changes? 
A. HR will inform the Border Agency if certain criteria are met. In some 

circumstances, where the change is significant, it may mean a fresh 
application for permission to employ the individual has to be made. 

 
Further Information 
Please contact your HR advisor if you have any queries about this briefing note. 
Information about the Act and the University’s implementation of revised processes is 
given in the recruitment manual

5
 on-line (specifically Sections 3.10, 5.1, and 5.10) and 

also in the policies section of the HR web-site
6
 

                                                      
5
 http://www.humanresources.ed.ac.uk/Recruiters_Manual/Contents.htm 

6
 http://www.humanresources.ed.ac.uk/policies/pols/Immigration_Asylum_Nationality_Act.htm 


