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Background

Teaching fellows, PDS tutors, PGTAs and evening tutors at SSEES may work during the academic terms, year on year, or for short periods during the year thereafter the employment ends and their pay is stopped.  

Finance Division

It has been identified formally by the Finance Division that some of the above staff are continuing to be paid or remain current on ResourceLink even after the funding for their post has ended.  The Finance Division interest in this relates to HR implementing procedures to ensure that there is budgetary control and avoidance of the salaries going into suspense accounts each month or individuals continuing to be paid beyond the financial approval period. Where PGTA appointments have a mid month end date in terms of payroll processing the Pay Element 1400 the end date is the last day of the month and therefore the costs associated with the period beyond the funding end date are posted to suspense.
Payroll

It has been identified formally by Payroll that the current way of working has an unacceptable risk of overpayments, indeed it has on occasions led to very late BACS re-calls or BACS edits. It is also identified that suspension or termination procedures are unclear. 
Departments and their staff

There is anecdotal evidence that departments are not sure how to operate the full time equivalent (FTE) calculations for their staff in the categories above.  
There is also a strong evidence from the number of queries received that the pay is not clear to staff either.

Because the FTE calculation and the method of payment is not necessarily transparent it is possible that administrators start with an amount the department is willing to pay, derive from that an FTE and engage employees to work hours that may not necessarily represent the actual pay or FTE.

In order to reduce the problems perceived above it is necessary to set out guidelines on how new starter and changes forms should be completed, how data will be entered on ResourceLink and how the details of pay and FTE will be set out in contracts. 

When To Remove Staff From The Payroll 
When requesting a teaching fellow, assistant or tutor contract departments will be expected to indicate whether the appointment is either a ‘one off’ (fixed term) or ‘recurring year on year’   (continuous or open ended) appointment.

Staff who will not return the next year

The rules here are the same as UCL’s rules for all contracts of employment.  

1. For staff engaged on fixed term contracts for one or two terms or up to a maximum of nine months: these employees will be deemed to have been served notice upon the commencement of their appointment and their end date will be recorded as a projected end date. This will bring them through on the end of contract reminder system and the report for contracts under 9 months which will ensure that they are identified for termination on ResourceLink and leaving action is passed to Payroll.
Leaving processes will be commenced in the month of departure.  The address will be as on the HR/Payroll database.  Annual Leave will be assumed to have been taken and the P45 will be sent to the home address.
2. For staff appointed on a fixed term or open ended contract for a single, or cumulative, period exceeding nine months the Termination Procedure for UCL Employment Contracts must be followed.  These appointments will either have a projected end date or a funding end date visible on the end of contract reminder system. Departments will be required to submit a leaver form. 
Staff engaged on an appointment that will be renewed each year - open ended
A teaching fellow, assistant or tutor who will return each year will not be taken off of the payroll each year.  Their initial contract will state words to the effect that they are: 

“..employed to teach X programme each year from date to date ..and their head of department or his/her nominee will confirm the teaching dates each year.”

The SiP (administration workflow tool) form will require start of period and end of period dates which will then be used as pay element start and end dates. Notification to suspend payments will then not be required, a change of appointment form will be needed for each period of work. As well as the department completing an FTE box they will also be asked to confirm the hours to be paid.  This will assist with calculating any annual leave to be paid when taken at the end of the teaching period. Additionally HR will be able to spot check FTE calculations for reasonableness.
At the end of the teaching period each year the teaching fellow, assistant or tutor will have their payments suspended from payment and be reinstated once the department inform HR of the new teaching start and end dates.  These reinstatements must come through on SiP.  SiP has Teaching Fellow reinstatement functionality.
The Termination Procedure for UCL Employment Contracts must be followed when the contract eventually comes to an end.  Departments must submit a leavers form.
Any record remaining with ended pay elements for more than two terms and then two weeks of the next term will be closed by HR. Leaving action will be passed to payroll and a P45 issued if HR Division have not heard from the department to the contrary. These will be identified by HR running a monthly report.
Payments   
Staff working through the year including UCL breaks

Staff employed to work throughout the year including UCL breaks will be paid on the standard salary scale at the appropriate grade for the period of their employment.  Paid annual leave is accrued and should be taken during their working time.  Full time equivalents (FTEs) are calculated as normal.  E.g. A person working 0.4 of the nominal working week is paid in accordance with a 0.4 FTE against the grade.
If the staff member is on a fixed term contract of less than one term leave should be calculated and any outstanding leave paid in addition to the final month’s payment via a Form 6 (One Off Payments Form).
Staff working term time only
Term time staff- paid over 12 months and returning each year

Term time teaching staff being paid over 12 months will normally work all three terms, however some staff working less than three terms are also paid over 12 months. 

This staff group will be employed and expected to work during terms and not during UCL breaks. These staff will be considered ‘term time only’ and their pay is in accordance with the Term Time Only pay scales. Employees on term time only contracts are not allowed to take annual leave during term time but staff will receive payment for their annual leave in their 12 equal salary payments. Full time equivalents (ftes) are calculated as normal.  E.g. a person working 0.4 of the nominal working week for three full terms is paid in accordance with a 0.4 FTE against the Term Time Only salary scales.   These staff will be paid all year round and not taken off of the payroll.

Term time staff- working less than three terms, being paid over less than 12 months and returning each year

These staff will be paid monthly based on the hours they are expected to have worked.  The Leave Pay Calculator should be used to work out annual leave accrued in the period worked.  The legal requirement is that leave is paid when it is taken. For example, normally leave must be taken at the end of the term and the leave payment must be included in a Form 6 to be processed immediately prior to the end of term. After the last worked month their payments will be suspended by ending the relevant pay elements until their department confirms their next return to work.   The pay element end dates will have been populated from the outset of the contract.
Term time staff- working on a fixed term of less than a year 

These staff should be paid on an hourly rate that excludes annual leave.  Their annual leave should be calculated using the Leave Pay Calculator. Annual leave should be paid via a form 6 in the month prior to the end of each term. 

Staff already contracted to be paid over 9 months (Teaching Fellows on continuous seasonal contracts)

Current rules will remain but will not be offered to new staff starting with effect from ../../2009. From this point onwards this group of staff will be paid over 12 months.
As and When PGTAs
For details of how to deal with as and when staff please refer to Appendix1.
Appendix 1 
Summary of contractual terms

	
	Contractual Tenure
	Annual Leave Arangements
	FTE Calculation
	Pay Arrangements
	Maintaining service continuity
	Last Day of Service

	UCL Teaching Fellows, PGTAs and Tutors monthly paid
	Not term time only 
	Leave accrues with work done.

Annual leave can be taken at any time
	hours expected/full time hours
	Standard salary scales
	Suspend from payments at the end of the period worked.
	Date notified by UCL/the individual or after two terms and two weeks suspended from the payments; whichever is the sooner.

	
	Term time only, open ended or longer than a term paid over 12 months


	Leave cannot be taken during term. Annual leave is paid during  each equal salary instalment 
	hours expected/full time term time hours (1080.40*)

*1080.40 is the full time hours of work for a term only worker.

http://www.ucl.ac.uk/hr/docs/term_time_guidance.php

	Term time only scales


	Pay continuous


	Normally end of holidays after final complete term worked. 

	
	Term time only,  open ended or longer than a term paid over less than 12 months


	Leave cannot be taken during term. Annual leave calculated and paid during holidays.
	hours expected in period/1903.11*

*1903.11 is the divisor to be used in order to get an FTE that does not include annual leave.
	FTE x standard scale which would calculate the amount without leave in any given period


	Suspend from payments on the first day of term not worked.
	Normally end of holidays after final complete term worked. Where this is not applicable it is the date notified by UCL/the individual or after two terms and two weeks suspended from payments; whichever is the sooner.

	
	Short term a term or less – mainly PGTAs
	Leave accrues with work done.

Annual leave can be taken at any time
	hours expected/full time hours
	Hours worked in month x hourly rate. Standard salary scales – hourly rates
	Not applicable.
	End of the period worked.

Enter end date when appointment is set up.

	PGTA (as and when)
	As and When
	Leave accrues with work done

Annual leave only paid when Form 6 is submitted by Dept
	N/A
	Paid on monthly submission of form 6 from department


	Not applicable 
	Date notified by UCL/the individual or after one year of not being paid; whichever is the sooner.
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