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STAFF NEWS  
May 2011 

 
Welcome to the May 2011 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 

University HR Services 
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Revised Employment Policies – Joint Communication 
A joint communication from University HR Services and Trade Unions (UNISON, UNITE, 
UCU) providing an employee briefing on the revised Employment Policies. 

1. Purpose 
Following extensive consultation between University HR Services (UHRS), Senior 
Management and Trade Union representatives, the Combined Joint Consultation and 
Negotiation Committee (CJCNC) has reached agreement on necessary revisions to our 
core employment policies which became effective as of 1st April 2011. This communication 
explains the reasons for these changes and the processes by which they were agreed and 
will be implemented. 

Five core employment policies (Absence Management, Capability, Disciplinary, Grievance 
and Redundancy Avoidance), and the associated appeals processes, have been updated. 
In addition, guidance for managing formal meetings and handling investigations has been 
agreed. 

2. The Repeal of the Commissioners’ Ordinance  
You may be aware that Privy Council approved the University’s request to repeal the 
Commissioners’ Ordinance which stipulated how we should manage many of our 
employment practices, including the core employment policies which could lead to formal 
action being taken against employees. 

Following approval by Privy Council, Senate and the wider University Community, the 
Commissioners’ Ordinance has now been replaced by Ordinance 208 , which confirms and 
strengthens the University’s commitment to academic freedom. In addition, academic 
freedom has been incorporated directly into terms and conditions of employment for all staff 
for the first time. To date, this is unique to the University of Edinburgh. 

The University’s commitment to the protection of academic freedom is further enhanced by 
the adoption of Court Resolution 55/2010. Significantly, this Resolution ensures that there 
must be external involvement in any appeal against dismissal relating to academic staff, and 
that the external member will be ‘drawn from a panel appointed by the Court, following 
consultation with the recognised trades unions’. 

3. Development of Revised Employment Policies  
While the repeal of the Commissioners’ Ordinance was the immediate context for revising 
our employment policies, it was also the case that many of these policies were not 
compliant with recent changes in employment legislation. These policies therefore needed 
to be updated to reflect current law as well as good practice. 

Since April 2010, University HR Services have been working closely with Trade Unions, HR 
colleagues and managers from across the University to bring our policies up to date. 

In order to ensure these policies reflect good practice, our local Trade Unions (UNISON, 
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Revised Employment Policies cont’d 
UNITE, and UCU) have also carried out detailed 
consultation with their regional and national 
officers. 

The University previously had multiple sets of 
policies for different groups of staff. To comply with 
equality legislation, our revised policies now apply 
to all staff groups on standard University conditions 
of employment.  

The new policies were developed taking into 
account the following principles: 

 All policies must be compliant with employment 
legislation  
 Issues relating to employment should be 
managed fairly and consistently across the 
University  
 The University’s policy on equality and 
diversity will be observed in relation to the 
management of all employment issues  
 Informal measures are normally to be used 
initially, which give employees the opportunity and 
support to make any required improvements  
 Where formal action is considered necessary, 
managers must consult with their College / 
Support Group HR Teams to ensure correct and 
consistent application of procedures. 
 
4. The Revised Core Employment Policies 
The revised policies can be accessed below: 
Absence Management Policy 
This policy outlines the process for managing 
absence due to illness. It ensures that managers 
take a supportive approach in cases where 
employees’ absence levels are affecting their 
ability to provide effective service. This policy also 
emphasises the different sources of support 
available to employees and managers, such as the 
Staff Counselling Service and the Occupational 
Health Unit. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Absence_Management_Policy(from_1st_April_20
11).pdf 
 
Capability Policy  
This policy outlines the process for how to deal 
with instances in which employees are perceived 
not be achieving the objectives applicable to their 
role. It provides a framework within which 
managers can aim to support employees to 
improve their performance. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Capability_Policy(from_1st_April_2011).pdf 
 
Disciplinary Policy 
This policy outlines the process for dealing with 
issues relating to alleged misconduct. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Disciplinary_Policy(from_1st_April_2011).pdf 
 
Grievance Policy  
This policy outlines the process by which 
employees may raise complaints, through 
both informal and formal means. It clarifies 
when and how grievances should be submitted, 

and enables grievances to be managed and 
resolved in a structured way without unnecessary 
delays. The revised policy now allows for the 
submission of both individual and collective 
grievances. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Grievance_Policy(from_1st_April_2011).pdf 
 
Redundancy Avoidance Policy 
This policy sets out the University’s obligations to 
avoid redundancy where possible. It formalises 
existing University practices, including the remit of 
the Standing Committee for Consultation on 
Avoidance of Redundancy (SCCRA) and provides 
clear information about the legal requirements for 
the collective consultation process. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Redundancy_Avoidance_Policy(from_1st_April_2
011).pdf 
 
Employment Related Appeals Policy 
Employees have the right of appeal against any 
formal action taken as a result of the above 
policies. New appeal processes have been 
developed which clarify how, and on what basis, 
appeals should be submitted and managed in a fair 
and consistent way. These processes outline the 
commitment given by the University Court to 
ensuring appeals are managed fairly. 

In the case of dismissal, the Appeals procedure 
specifies where Court will be notified and involved 
in the process. As per Court Resolution 55/2010, 
should an appeal against dismissal involve an 
academic member of staff, this process must 
involve an external component. 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Appeals-
Employment_Related_Procedures(from_1st_April_
2011).pdf 

Guidance for Handling Formal Meetings and 
Guidance for Managing Investigations 
Some of the processes involved when managing 
employment issues will entail arranging and 
managing formal meetings and/or carrying out 
investigations. 

In line with the principles outlined above (3.), we 
have developed specific guidance to cover such 
situations. Where these are required by the 
relevant policies, all those involved must follow this 
guidance 
www.docs.csg.ed.ac.uk/HumanResources/Pol
icies/Guidance_for_Handling_Formal_Meeting
s(from_1st_April_2011.pdf and 
www.docs.csg.ed.ac.uk/HumanResources/Pol
icies/Guidance_for_Managing_Investigations(f
rom_1st_April_2011).pdf 

6. Implementation Plans 
As agreed at CJCNC (30 March 2011), these 
revised policies came into effect as of 1st April 
2011. College/Support Group HR teams will be 
providing more details to managers in their areas 
covering how these revised policies will be 
implemented. 
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Revised Employment Policies cont’d 
The question of whether and how there may be 
transitions mid-process for existing cases between 
the old and revised policies is under review. 
7. Monitoring and Future Policy Development 
Plans 
A new HR Policy Development Working Group 
(PDWG), including representatives from HR and 
the Trades Unions, has now been constituted. As 
well as planning and prioritising the work which 
remains to be done on outstanding policies, the HR 
PDWG will monitor the implementation of all new 
policies. 

Signed by Sheila Gupta, HR Director and Brian 
Martin, Convener, Joint Unions Liaison 
Committee:- 

 
University closure: Dec/Jan 
The period of general University closure for 2011 is 
from 5pm on Friday 23 December 2011 to 9am on 
Wednesday 4 January 2012. 

Generally, University buildings close for this period 
and staff members are required to take leave, 
unless the Head of School/support service has 
made alternative arrangements. 

Public holiday dates 
Designated public holidays for all staff, other than 
those who are routinely required to work 
weekends, will be: 
 26 December 2011 (in lieu of Christmas Day)  
 27 December 2011 (in lieu of Boxing Day)  
 2 January 2012 (in lieu of New Year's Day)  
 3 January 2012 (in lieu of 2 January) 
The remaining three closure days will be taken 
from annual leave entitlement. 

Staff should note that they are therefore required to 
take only three annual leave days over the 
closure period, instead of the usual four days, 
because of the way the dates fall. 

Overall leave entitlements remain the same, 
however, and staff members who wish to take 
additional leave immediately before of after the 
closure period should make their request to their 
manager in the normal way. 

Those functions providing a service during this 
general period of closure will publish their opening 
times separately and managers will notify staff 
members who are required to work, in the normal 
way. 

USS pensions seminar 
The University’s pensions office is hosting a 
seminar for all active members of the Universities 
Superannuation Scheme (USS). The 45-minute 
session will be run with Prudential, the USS-
appointed pension scheme additional voluntary 
contribution partner. 
 

The seminar provides factual information to help 
support attendees make decisions that are right for 
them. 

Anyone looking for specific financial guidance 
should speak to an independent financial adviser. 

The seminar provides factual information to help 
support attendees make decisions that are right for 
them. Anyone looking for specific financial 
guidance should speak to an independent financial 
adviser. 
  
The seminars will run on Monday 30 May and 
Tuesday 31 May. 

There will be three sessions per day, held at: 

10.30am, 12 noon and 2.30pm 

The sessions last 45 minutes and take place at 
Lecture 4, Appleton Tower, 11 Crichton Street. 

Contact Prudential to book a place at: 
www.pru.co.uk/content/schemes/universitiesavc/ 
Retirement age abolished 
From 1 October, the University will cease to have a 
fixed retirement age. This is following the 
Government’s decision to abolish the default 
retirement age, effective from 1 October 2011. 

This means that it will be unlawful age 
discrimination for an employer to require staff 
members to leave employment by a particular age 
by reason of retirement. 

From October 2011 it will be the choice of the 
individual to decide how long they wish to carry on 
working. 

The onus will be on staff members to inform the 
University when they wish to resign or retire from 
employment. Staff will need to give notice as set 
out in their terms and conditions of service. 

Employees are encouraged to give as much notice 
as possible to enable planning, and to ensure that 
appropriate pension arrangements can be put in 
place. Further details at: www.ed.ac.uk/schools-
departments/human-resources/policies-
guidance/retirement 
Support for retiring staff 
Staff who are considering retirement in the next 
few years are invited to attend the University’s 
Preparing for Retirement courses. These day-long 
sessions are run on a regular basis throughout the 
year. The courses provide retiring staff with 
information, including financial and legal issues, to 
be aware of prior to retirement. 
 
Human Resources organise the courses, which are 
run jointly with the University's Pension Section in 
partnership with an external financial adviser. 
Further information on the course content is 
available on the Learning and Development 
section of the HR website. 
 
Places for forthcoming dates can be booked via 
MyEd by selecting the Human Resources Staff 
Development booking channel at: 
https://www.myed.ed.ac.uk/ 
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New Annual Leave Policy 
The policy aims to ensure employees understand 
their own responsibilities in relation to using annual 
leave. 
It also seeks to ensure managers understand their 
responsibilities in managing leave within their work 
area, supporting employees to achieve a positive 
work-life balance. The Policy can be viewed at: 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Annual_Leave_Policy.pdf 
 
Extra benefits for parents 
The University is to offer working parents additional 
benefits in line with the new statutory provision for 
Additional Paternity Leave and Pay. 
 
The new benefits provide eligible employees with 
up to 26 weeks leave when their partner has 
returned to work before the expiry of their maternity 
or adoption leave period. 
Updated policy 
 
The University has reviewed and updated its 
Paternity Leave and Pay Policy accordingly. 
Further details at: 
www.docs.csg.ed.ac.uk/HumanResources/Policies
/Paternity_Leave_and_Pay_Policy.doc 
 
Bite-size learning for lunch 
Staff used their lunch break to learn about the art 
of delegation in February's Brown Bag Session, 
delivered by HR.  Launched in 2009, these 
sessions offer bite-size training on management 
topics and are typically held during a lunch hour. 

Inspired by US-style staff development techniques, 
participants are invited to bring their lunch to the 
session, prompting the name ‘Brown Bag’. 

Topics to be covered in future sessions include 
team development, handling difficult situations and 
performance management. 

Next session - Self Review and Reflection in the 
Workplace is scheduled for 7 June 2011. 

 
Book via MyEd at https://www.myed.ed.ac.uk/ 
 
Latest staff discounts 
Latest additions of all new companies who have 
agreed to provide discounted offers to University 
Staff. Full details of all providers can be found at: 
www.docs.csg.ed.ac.uk/HumanResources/Staff_Di
scounts.pdf 
If you have any feedback or know of a company 
who may be interested in providing a discount to 
staff, please email Lyndsey.Curry@ed.ac.uk 

Contact details 
You can view your current details by logging into 
MyEd at https://www.myed.ed.ac.uk/  and click 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: 
https://fenton.mis.ed.ac.uk:8443/OA_HTML/AppsL
ocalLogin.jsp 

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. 
Contact details at: www.ed.ac.uk/schools-
departments/human-resources/about 

 


