NORTHERN IRELAND COLLEGE EMPLOYERS’ FORUM

CIRCULAR NO: CEF 2011/05
11 May 2011
To:
Joint Secretaries, Lecturers’ Negotiating Committee

Directors/Principals and Chairpersons of Governing Bodies of Colleges of Further Education

HR Managers of Colleges of Further Education

Department for Employment and Learning

UCU

NASUWT

FURTHER EDUCATION LECTURERS’ NEGOTIATING COMMITTEE

Contract of Employment for Hourly Paid Part-Time Lecturers

In accordance with the provisions of Article 11, Schedule 3, paragraph 10.3 of the Further Education (Northern Ireland) Order 1997, the Constitution for Negotiating the Terms, Conditions of Service and Remuneration of Lecturers’ Employed in Colleges of Further Education, it has been determined that the Contract of Employment for Hourly Paid Part-Time Lecturers has been agreed at the Lecturers’ Negotiating Committee on 11 May 2011 and will be effective from 11 May 2011.
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Bertie Faulkner
Chairman

College Employers’ Forum

CONTRACT OF EMPLOYMENT FOR HOURLY PAID PART-TIME LECTURERS
NAME: _______________________________________________________________________________

ADDRESS: ____________________________________________________________________________

_______________________________STAFF NUMBER: ______________  NINO: ___________________
1. Your contractual details in respect of dates of employment, rate of pay and hours of work are as follows:

	Dates of Employment
	Rate of Pay
	Hours p. a.

	From
	To
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


A copy of your timetable is attached detailing your workload for this academic year.

2. Duties

The duties of the post shall be those determined from time to time by the [local arrangement].  The days, times and hours which you are required to work may vary both throughout the academic year and from one academic year to the next dependant upon demand.  During the academic year, your basic working hours will be in accordance with your timetable, a copy of which will be provided to you.  Where, the college is unable to offer work because of insufficient student demands or re-organisation, the lecturer will be given two weeks’ notice of this change and will be advised of his/her statutory right of appeal and/or redundancy entitlement, if applicable.

The lecturer is responsible for marking the class register(s) for his/her class(es).  Each register and all records of work must be completed in every respect and returned to the College in accordance with its arrangements.  Such records must be kept up to date throughout the session and be available at every class meeting for inspection.  Guidance is available through the [local arrangement].

The lecturer may be required to set both classwork and homework, to assess such work and keep a record of class marks awarded.  All work must be in accordance with the syllabus/course specification laid down for the class and available from the lecturers’ line manager, under whose reasonable instructions a lecturer is to work at all times.  The lecturer shall draw up a scheme of work for the class at the beginning of the session and shall submit a copy to the Line Manager for approval.

He/she may also be required to record in the appropriate place in the class register, or on a sheet provided for the purpose, a synopsis of the work completed at each class meeting.  The lecturer will be provided with an adequate induction so as to make himself/herself familiar with the regulations of the College as set out in the prospectus or other set regulations and to see that all such requirements are carried out.  Guidance is available from the [local arrangement].

3. Remuneration

Payment for contracted hours, except as detailed below, is at the hourly paid rate appropriate to the grade of work.

Rates of pay for the current year are as determined at the Lecturers’ Negotiating Committee, or its successors, for the current year.  Additional hours may be worked by mutual agreement and paid at the rate for the category of work.
Required attendances for other than student contact will be remunerated at the hourly paid lecturer rate applicable to that course.  Required College attendances, which are considered by the College not to be so related, will be remunerated at the rate which the hourly paid lecturer receives for the majority (i.e. Over 50%) of his/her student contact hours.
Payments are made by credit transfer one month in arrears.  Hourly Paid Part-time Lecturers are expected to have bank accounts and to agree to payment by BACS. 
4. Probationary Period
Your employment may be subject to a probationary period as negotiated by the Lecturers’ Negotiating Committee or its successors.  Should your performance be unsatisfactory your employment may be terminated in accordance with the notice provisions as outlined in Section 5.
5. Holidays

An Hourly Paid Part-time lecturer will be entitled to holiday pay, which shall be paid pro-rata to the statutory entitlement for a full year.  The entitlement is discharged by payment at the end of the academic year.

Holiday entitlement will not accrue during periods of planned College closure except where the contract specifies that work is required during such periods.

On termination of your employment, and in accordance with current relevant legislation, you shall be entitled to payment in lieu, proportional to your length of service in that holiday year.
6. Notice of Termination of Contract

The appointment may be terminated by giving the lecturer not less than two weeks’ notice, taking into account statutory entitlement, expiring at any time before the expiry date specified or by the lecturer giving not less than two weeks’ notice to the Director to expire at any time before that date.

The College reserves the right in the case of gross misconduct to dismiss you summarily i.e. without notice and without payment in lieu of notice.

7. Suspension of Class

If it is necessary for the College to suspend or cancel a class for a reason beyond the control of the lecturer the College shall endeavour where appropriate to find a mutually acceptable alternative date or time for the class concerned.  Where it is not possible to rearrange the class, a lecturer shall nevertheless be entitled to payment for a period of up to 2 weeks.

Where the lecturer attends to take a class having received no notice of its cancellation for some reason determined by the College, the lecturer may claim payment for a period of up to two weeks.
8.     Timetable Variation

If during the course of the academic year the College is required to change an individual’s timetable resulting in a reduction in hours, the individual will be given two weeks’ notice of this change.  The individual will be advised of his/her right of appeal.
9.     Sickness

An Hourly Paid Part-time lecturer who does not otherwise have full-time employment is entitled to occupational sick leave and sick pay, for up to 3 weeks in any one academic year, for any period on which he/she would have attended had he/she not been ill.

Hourly Paid Part-time lecturers will be included in the College’s sickness absence monitoring procedure.

10.    Maternity

An Hourly Paid Part-time lecturer who does not otherwise have full-time employment is entitled to occupational maternity leave in accordance with the provision of the CEF Circular. 

11.  Pensions

An hourly paid Part-time lecturer will automatically become a member of the Scheme.  However the lecturer may opt out of the Scheme at any time in order to make their own pension arrangements.  Details of the pension scheme are available in the Human Resource department of the College.   
12.  Trade Union Activities

Pay and conditions of service are negotiated with the recognised Trade Unions.  The College consults with representatives of the recognised Trade Unions as detailed in Appendix 4 of the Contract for Full-time Permanent Lecturers.  Details are available from the Human Resource Department.

An Hourly Paid Part-time lecturer who is an accredited representative of a recognised lecturer’s organisation shall have access to the facilities agreement as determined by the Lecturers’ Negotiating Committee, or its successors.
13.   Disciplinary Procedure

Hourly Paid Part-time lecturers are subject to the Disciplinary Procedure in accordance with the CEF Circular, details of which are available from the Human Resource Department.

14.  Grievance Procedure

Hourly Paid Part-time lecturers have access to the Individual Grievance Procedure in accordance with the CEF Circular, details of which are available from the Human Resource Department.

15.   Inventions, Designs, Patents and Copyrights

All inventions, designs and written materials (including work stored on tape or electronically), which are undertaken during normal working time and/or with the resources owned by the employing authority, belong to that authority.

No such matter may be disclosed to a third party without the express consent of the Director of the College.

The copyright in any work, design or invention compiled, edited or otherwise brought into existence by you solely as a result of your own work, conducted outside contractual working hours and without the use of college facilities/ resources, shall belong to you.

16.   Collective Agreements

With effect from [date] this contract for lecturers supersedes all contracts, conditions of service, appointment letters, agreements previously negotiated collectively through the Lecturers’ Negotiating Committee in Northern Ireland, or its successors, and local agreements which predate this contract The collective agreements that directly affect the terms and conditions of the employment of hourly paid lecturers are as determined by the Lecturers’ Negotiating Committee or its successors.

17.   Travelling Expenses

Travelling expenses between home and the College will not normally be paid but expenses may be payable under certain other circumstances.  In such circumstances payment would be in accordance with the scheme applying to full-time lecturers, details of which are available from the Human Resource Department.

18.   Change to terms and conditions of Employment

From time to time the main terms and conditions of employment may be subject to change through collective bargaining arrangements for lecturers in the Further Education Sector.  Lecturers may access the information relating to Terms and Conditions on the College Intranet.
19.   Definitions

A ‘week’ means the normal contracted days/hours in a calendar week (commencing Monday) on which an Hourly Paid Part-time lecturer would have attended.

20.  Operational

The lecturer shall not cancel, postpone or alter the day, time or place of the meeting of a class without the prior permission of the [local arrangement].

The lecturer accepts responsibility for attending regularly but should absence be unavoidable, the [local arrangement] shall be given as much notice as possible. It is the responsibility of the lecturer to ensure that, if applicable, the claims for the payment of salary are submitted 4-weekly/monthly to the College on the appropriate claim form by the due date. The duties of the post shall be those determined from time to time by the [local arrangement].

In the case where reports are required, the lecturer may be required to set and mark examination papers and complete report forms for the learners.

The lecturer will check that students are properly enrolled before permitting them to join the class.  The lecturer may also be required, within reason, to collect course fees from learners and pass them to the Finance Department as directed.  Where fees have not been paid the lecturer must inform the Finance Department immediately.

Any accident of whatever nature must be reported immediately to the [Local arrangement] on the appropriate Accident Report Form.  The lecturer should report immediately to his/her [local arrangement] anything that may put their own or others health and safety at risk.
Signed: 
_____________________________________________

Date: 
_____________________________________________

