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INTRODUCTION

This Staff Handbook is a reference document that explains what you should know about your employment with
Downing College. It is designed to be read in conjunction with your Statement of Main Terms and Conditions of
Employment and with your Offer of Employment letter.
This Handbook is not contractual, but is intended as a general guide. It should be noted, however, that any breach
of the policies, procedures, or guidelines it contains or to which it makes reference could lead to disciplinary action.

The College reserves the right to modify or discontinue the benefits, policies, and terms and conditions described in
this document. The HR Office will notify you of any changes. If it is deemed necessary, a period of consultation will be
sanctioned. Any variations to your contractual terms will be notified to you individually.
It is important that you refer to the latest version of the Handbook, which can be found on the College network. A copy
is also available in the HR Office.
You will see that the Handbook makes reference to various policies and procedures. A set of full current employment
policies and guidance documents, including those referred to in this Handbook, is available on the College network
and, on request, from the HR Office.
Please note: if there is any discrepancy between this Handbook and the contents of your own Statement of Main Terms
and Conditions of Employment, then the contents of your Statement will prevail.
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We hope that you find this Handbook a useful guide during your employment with the College. Please ensure that
you read this document carefully. If you have any questions relating to its content, you should contact the Human
Resources (HR) team, who will be pleased to assist: email hr@dow.cam.ac.uk , call ext. 34820 or visit the HR Office.
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SECTION 1

ABOUT DOWNING COLLEGE
1.1 An introduction to Downing College

The College is one of 31 colleges within the University of Cambridge, which is consistently ranked among the top
universities in the world. Each College is an independent, self-governing community that forms part of the University
of Cambridge.
Downing College is a rich and diverse community, which is home to about 420 undergraduates, 220 graduates and 50
Fellows. The College employs 165 permanent members of staff.
The beautiful neo-classical buildings are set among spacious and peaceful gardens in the heart of Cambridge, close to
many of the University faculties and departments.

1.2 College history
Founded in 1800 through a bequest made by Sir George Downing, 3rd Baronet, Downing College was established
through a Charter as a ‘perpetual college for students in Law, physic and the other useful arts and learning’. Downing
elected its first Fellow in 1808 and admitted its first undergraduate in 1817. Known as the ‘newest of the old and oldest
of the new’, the College was the 17th to be founded within the University of Cambridge, after a gap of 204 years.
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Downing College exists to provide a world-class education to the students with the most potential in each subject,
whatever their means or social background.
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Today, the College accepts students in all subjects taught in the University of Cambridge. The students live, learn,
and work together within the supportive College environment. The Fellows are dedicated and enthusiastic teachers
whose ground-breaking work expands horizons and opens new vistas of knowledge. The College’s results testify to its
excellence.
With the completion of First Court and Battcock Lodge in 2015, Downing is now able to house all undergraduates and
the majority of graduates together on the main site, known as the College Domus. That the College is able to provide
substantially all of its accommodation on the main site is unusual in Cambridge and helps build the strong sense of
community and opportunity that makes Downing distinctive.
The accommodation is of an exceptional quality. Downing has gained recognition for its commitment to environmental
awareness and sustainability, frequently topping the intercollegiate Green League Tables. In addition, Downing is
unusual among Cambridge Colleges in having a theatre that is equipped to professional standards (the Howard Theatre)
and an art gallery (The Heong Gallery). The facilities to which the students have access contribute to the transformative
power of a great education.
In addition, the College runs a very successful conference business, the profits of which are used to support its
educational mission.

1.3 Downing staff and Fellows
1.3.1 The Governing Body and other Fellows
The Governing Body: The Governing Body consists of Full Fellows, all of whom are trustees of the College. A full list of
the current Fellows can be found on the College website under Fellows’ Directory – Master and Fellows. A prospective
Fellow must be voted onto the Governing Body by its current members, according to the rules set out in the Statutes.
When his or her tenure expires, he or she may stand for re-election for a further period. Fellows retire from the
Governing Body when they reach 67 years of age.
Other categories of Fellow enjoy certain rights and privileges, but they are not members of the Governing Body and,
thus, have no powers relating to the day-to-day business of the College. Details can be found on the College website.

1.3.2 Departments and staff structure
Each Head of Department is accountable to a named College Supervising Officer, each of whom is a College Fellow
with specified College responsibilities, e.g. the Senior Tutor, the Senior Bursar, the Fellow Archivist, or the Fellow
Librarian.
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The following (non-exhaustive) list illustrates the diverse range of teams and departments:
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 ccommodation Office
A
Buildings
Bursary
Catering
College Nurse
College Office
Conference Office
Development Office
Tutorial and Admissions Office

Gardens
Heong Gallery
Housekeeping
Human Resources
Information Technology
Library
Maintenance
Porters’ Lodge

1.3.3 Contact details
A directory of contact details for all departments and key personnel is located on the College network. A current
Contact list is also available at the Porters’ Lodge.

S t a ff H a n d bo o k | A bo ut D ow n i n g C o l l e g e

1.3.4 Finding your way around
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SECTION 2

JOINING DOWNING COLLEGE

Your application for employment is an important document. The application form and/or the curriculum vitae (CV)
must have been completed accurately and truthfully. If it is later discovered that you have falsified your application
form or CV, this will be considered as a disciplinary offence and may result in the termination of your employment.

2.1.1 References
All offers of employment are made subject to satisfactory references. The College normally takes at least two references
from previous employers (or other relevant sources at its discretion). An unsatisfactory reference may result in the
withdrawal of an offer or in the termination of your employment (if you have already started working).

2.1.2 Right to work in the UK
By law, every employer is required to check that all new employees have the right to work in the UK. You will not be
able to begin work until your right to work in the UK has been established.
Unless you have already provided this information, it is essential that you provide any original documents required
by HR Office. Failure to do so may result in the postponement of your joining date or the withdrawal of the offer of
employment.
Copies of documents will be taken and retained on your personal file and originals will be returned to you.
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2.1 Checks prior to and during employment
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If you cease to be entitled to work in the UK at any time during your employment, you should immediately inform the
HR Office, which will take the appropriate action.  Failure to notify the College that your right to work in the UK has
ceased will be treated as gross misconduct.
On joining the College, you will need to provide a P45, if you were previously employed, or to complete the new
employee checklist, which can be downloaded from the HMRC website. In order for you to be put on the payroll, the
College needs to see evidence of your National Insurance Number.

2.1.3 Health declaration
Before your job offer is confirmed, you may be required to complete a Health Declaration to establish that your health
status is suitable for the role. If further information is needed regarding your health, you may be asked to undergo a
pre-employment health assessment. Providing false or misleading information may result in the termination of your
employment for gross misconduct.
In the event of a change in your health that affects your fitness to fulfil your role safely and effectively, you should
promptly contact the HR Office. We may be able to make adjustments to your work or working pattern.

2.1.4 Night worker health checks
A night worker is one who normally works at least three hours of his or her daily working hours between 11.00 pm
and 6.00 am.
You will be offered a free health assessment before taking up a position that requires working at night and thereafter will
have the opportunity to be reassessed every year (unless more frequent checks are recommended by the Occupational
Health Specialist) while you continue to work at night. The assessment will be carried out by an Occupational Health
Specialist of our choice and we shall be entitled to see a copy of the assessments in order to establish whether you
are suited to working at night and to try to avoid or limit health problems that may be caused or worsened by night
working. If you suffer from a health problem recognised as being connected to your working at night, we shall, if
practicable, and as soon as possible, transfer you to a suitable day job.

2.1.5 Professional registration
All staff who are required to maintain a professional registration to enable them to practise in their job need to ensure
that the registration is kept up to date. Failure to do so would leave the staff member in statutory breach if continuing
to practise and may nullify any insurance.
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When you receive updated registration, please ensure that the HR Office has sight of the original documentation from
the professional body so that its records can be maintained for inspection and insurance purposes.
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2.1.6 Criminal proceedings and convictions
All employees will have either a Disclosure Scotland check or a Disclosure & Barring Service (DBS) check at the level
deemed appropriate to their role when they start work with the College. This is based on a risk assessment and, where
applicable, an exemption under the provisions of the Rehabilitation of Offenders legislation.
This check is arranged through the HR team. The College may also require updated checks from time to time. You should
bring your Disclosure certificate to the HR Office as soon as possible after you receive it.
A criminal conviction will not necessarily mean that you will not be able to work at the College. Each case is judged on
its merits. When a Disclosure check comes back with details of a conviction, a risk assessment will be carried out. Factors
such as the age of the conviction, the nature of the conviction, and the likelihood of re-offending will be considered.
For further information, see policy on Recruitment of Ex-offenders and the policy on Disclosure records available on
the College network and from the HR Office.
During employment, all staff are required to notify the HR Manager in writing promptly (within seven days) in the event
of being charged with, cautioned, or convicted of a criminal offence.

The College reserves the right to consider the impact of such proceedings and to take appropriate action. In certain
circumstances, disciplinary action may follow. Failure to notify the College will result in the start of disciplinary action,
which may be up to and including the termination of your employment.

2.1.7 Personal details
On commencing employment, you are required to fill out various new-starter documents, which require you to provide
personal details, including your address, a contact phone number, your bank or building society account details
(for payroll purposes), and contact details for two people you would be happy for us to contact in the event of an
emergency, e.g. if you became unwell at work.
Your photograph will be required for your University Card. Your permission will be requested to use your photograph
for internal and external purposes.
During your employment, please ensure that you tell the HR Office immediately of any changes in your personal
details, such as change of name, address, contact telephone number, emergency contacts, gain or loss of a dependant
and attainment of a relationship, professional qualification or membership of a professional organisation.
All personal data is stored securely and treated in line with the Data Protection Act, which requires that any personal
information kept by us is up to date and accurate.
The HR Office will periodically send you a copy of the personal details held within the HR Database. It is your
responsibility to check this information and to inform the HR Office of any changes. If there are no changes and the
information is correct, then you should acknowledged that the details are correct and return the form to the HR Office.

2.1.8 Equality and diversity monitoring
Downing College is proud of the diversity of its workforce and is committed to the principles of equal opportunity
in its employment practices. The College aims to ensure that no employee receives less-favourable treatment or
is disadvantaged by any conditions being placed upon them that cannot be justified as a proportionate means of
achieving a legitimate aim.
Entry into employment with the College and progression within employment will be determined only by criteria that
are related to the duties of a particular post and the relevant salary scale. No applicant or member of staff will be treated
less favourably than another because of any protected characteristic.

2.2 Your University Card
University Cards issued through the College are to be carried by all staff on duty and, if they are not visible, (e.g. in
a wallet or purse), must be produced when challenged. Lanyards and clips are available to allow cards to be worn
around the neck or clipped to clothing.

2.3 Your role and working arrangements
When you applied for your job, you will have received a role profile (or ‘job description’) detailing your main duties
and responsibilities. Your role profile is a ‘living’ document that may be amended from time to time in relation to the
changing needs of the College. You may occasionally be requested to take on additional responsibilities. However,
changes to your duties will not take place without prior consultation to give you the opportunity to discuss the proposals.

2.4 Induction, probation and confirmation in post
During your first days and weeks, you will receive an induction to the College and will also attend a health and safety
briefing covering fire safety awareness and manual handling. Depending on your role within the College, other relevant
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To enable the College to monitor its equal opportunities policy and to consider any changes that may be needed to our
provision and practices, the College collects equal opportunities monitoring data on all applicants and staff. For further
information, please see the ‘Equality and Diversity’ policy.
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training, such as on hygiene, will be given. The induction will include a tour of the facilities. Your line manager will
facilitate your meeting other employees in your team and will introduce you to the College’s processes and procedures.
All new staff are subject to a probationary period of six months. The purpose of the probationary period is to ensure
that a new employee is able to gain a full understanding of the requirements of the post and to achieve a satisfactory
level of performance, within a reasonable period of time, in the early part of their career with the College. During
this probationary period, you will be given appropriate support and development opportunities to help you reach the
required standard and assess your work, conduct, attitude, and attendance.
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An initial informal review by your line manager will take place after three months, and a formal review after six
months. Your appointment will be confirmed on satisfactory completion of the six-month period. Extension of the
probationary period may be granted to enable the required standards to be achieved, but failure to reach them could
result in termination of your employment. If the College is not happy with your performance, or if you are not happy
with your employment, either party may end your employment by giving one week’s notice in writing to the other at
any time during the probationary period.
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HOURS OF WORK, BREAKS, AND FLEXIBILITY
3.1 Hours and breaks
3.1.1 Statutory framework
The Working Time Regulations prescribe the maximum working hours and minimum rest breaks as follows:
• a limit on an employee of 48 hours of work each week (averaged over a rolling 17-week period); employees may
not exceed this limit unless they have ‘opted out’. See below*
• a minimum of 24 hours of uninterrupted rest break once per week (48 hours, if aged under 18 years), or 48 hours
every two weeks
• a daily break of at least 20 minutes (30 minutes, if you are aged under 18) in a working day or shift of more than
6 hours (4.5 hours, if you are aged under 18); and not less than 11 hours’ consecutive rest in each 24-hour period
(not less than 12 hours’ consecutive rest per day, if you are aged under 18).
The 48-hour weekly maximum applies to all employment, including any outside work undertaken for anyone else.
*Opting out requires written consent from you. If you wish to opt out, you should contact the HR Office. Opting out is
only permitted in respect of a) above.
The College believes that your hours of work comply with the Working Time Regulations, but if you are at any time
concerned about the number of hours you are working, you should immediately inform your Head of Department or
College Supervising Officer.
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S ection 3
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3.1.2 Hours
Your hours of work are either specified in your contract or as agreed with your Head of Department or College
Supervising Officer.
The College encourages flexible working, where possible within the needs of the service. If you do not work a shift
pattern and you wish to vary your hours, you should discuss your request with your Head of Department or College
Supervising Officer. The College will try to accommodate your request, although the needs of your Department must
be met.
The College places much emphasis on good timekeeping, as lateness or early departure puts an extra burden on your
colleagues. You are expected to make every effort to ensure that you comply with the attendance requirements and to
ensure that you can be contacted at all times during working hours.
If you expect to be late on any occasion, you should inform the appropriate person to explain the circumstances of the
delay and to advise your anticipated time of arrival. You are expected to make up the lost time and make the necessary
arrangements with your Head of Department or College Supervising Officer.
If for any reason you need to leave work due to a personal emergency or illness, you must inform your Head of
Department or College Supervising Officer and await permission to leave. Permission to leave will normally be granted.
Leaving without permission may result in disciplinary action.
As flexibility is important in meeting the needs of the College, should the need arise, you may be required to vary your
hours and to work reasonable additional hours. There is no guaranteed overtime.

3.1.3 Breaks and refreshments
All staff have access to tea- and coffee-making facilities.
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In certain departments, mainly those undertaking physically strenuous work, there is a practice of permitting a short
(non-contractual) paid break for those staff who work over three consecutive hours, which may be taken at the discretion
of the Head of Department or College Supervising Officer. If the practice is abused, such breaks may be withdrawn.
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Staff who work over six hours in a day or shift must record, and are expected to take, a minimum of a 30-minute unpaid
break although this may be longer where permitted. In most cases, this break is taken at lunch time. If longer, you
should record the actual time taken for your unpaid break. If for any reason you cannot take your unpaid break, you
must notify your line manager.

3.2 Additional hours
3.2.1 Overtime
Overtime is defined as any time worked over and above your contractual working hours.
If, according to your contract of employment, you are entitled to receive payment for working overtime, all such
overtime must be agreed and authorised in advance with your Head of Department or College Supervising Officer.
Overtime payments are in accordance with your contract of employment. Overtime is not payable when employees
have not completed their contractual hours.

3.2.2 ‘Carry over’ and toil
If you prefer, and with the agreement of your Head of Department or College Supervising Officer, you may take time
off in lieu (TOIL) as an alternative to overtime. This may not always be possible and the option to take TOIL may vary
from month to month, depending on departmental workloads. Time off in lieu should normally be taken within three
months. All TOIL must be authorised by your Head of Department or College Supervising Officer. The maximum
amount of TOIL that can be taken within a four-week period is usually limited to one day or shift (adjusted pro rata, if
part time). If you anticipate accruing more TOIL than this amount in any month, you should notify your line manager
promptly (and generally in advance) so that work demands can be reviewed and/or exceptional flexibility can be
agreed by your Head of Department or College Supervising Officer, as appropriate.

A maximum carry-forward of one day’s hours is permitted at the end of the calendar year. Any excess credit will be
forfeited. Debit hours at the year-end will normally be recovered by making a deduction from salary.

3.3 Timesheets and records
All members of staff (unless informed that they are exempt) are required to record the number of hours worked and
absences in the manner required by their Head of Department or College Supervising Officer, who, each month, will
check and approve the record before submission to the HR Office.
Each staff member is responsible for submitting a timesheet at the end of each four-week recording period in a
timely manner.
You should ensure that your working hours are documented accurately. Falsification of time sheets is treated as gross
misconduct.

3.4 Outside employment or business activities
Your main employment is with Downing College and you may not hold any other paid or unpaid employment without
the College’s specific prior written approval.
Permission must be sought in writing from your Head of Department or College Supervising Officer and the HR
Manager if you wish to engage in other business or employment, including casual, agency or consultancy work. The
College will need to ascertain any potential implications arising from the Working Time Directive and any conflict of
interest and whether the activities in question could impair your ability to act at all times in the best interests of the
College. Permission will not be refused unreasonably. If it is refused, the reasons will be explained in writing.

• allow your outside interests to interfere with your work at Downing College or permit any conflict between your
duties and your private interests to impair your ability to carry out those duties effectively
• make use of or exploit Downing College or your connection with Downing College to further your private
interests or those of any outside organisation to the detriment of the College
• act in a manner likely to bring the College into disrepute or to affect its reputation for impartiality or integrity
• involve the use of the College’s time, equipment, property or any other resource or facilities in any additional work.
Subject to these qualifications, your off-duty hours are your personal concern, but your personal activities should not
take precedence over your duty or put you in a position where your duty and private interests conflict. Employees
should not engage in any activity that conflicts with, or is detrimental to, College business or in any way weakens
public confidence in the conduct of College business.
When you are offered payment for writing or speaking on work-related activities, the sums obtained must be paid to
the College. Out-of-pocket expenses should be paid to College and you should reclaim your costs in accordance with
College policy. If you are unclear whether the activity is related to your work, you should check with your Head of
Department or College Supervising Officer.

3.5 Job flexibility
It is a condition of your employment that you are willing, if required, to transfer temporarily to other departments or
duties within the College that you might reasonably be expected to undertake and that are within your level of skill and
competency. This flexibility will normally only be exercised in exceptional circumstances. During holiday periods, etc.,
it may be necessary for you to take over some of the duties normally performed by colleagues.

3.6 Job mobility
Although you are normally employed at a particular location, it is a condition of your employment that you are prepared
to travel to any other of Downing College’s premises. This mobility is essential to the smooth running of the College.
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The College’s rules regarding additional work are that you will not:
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3.7 Severe weather arrangements
In the case of disruption caused by severe weather conditions, the following procedures and guidelines will apply.
When severe weather conditions occur during the course of the working day, the Senior Bursar (or in his or her absence,
his or her deputy) will decide if and when it is appropriate to permit staff to leave work early. In these circumstances,
the HR Office will contact all Heads of Department with instructions to allow staff to go home early. No loss of pay to
employees will be involved.
When severe weather conditions prevail before the start of the working day:
• it is expected that all employees make reasonable efforts to get into work
• if the severity of the weather prevents you from reaching work and you take the decision to stay at home, you
must contact the College at the earliest opportunity.
If you do not attend work because of the severity of the weather, you must agree with your Head of Department or
College Supervising Officer the pay arrangement that will apply, e.g. taking annual leave, taking leave without pay,
making the time up, or, in some cases, authorisation to work from home.
In event of late arrival due to inclement weather, staff are expected to make up the time.
If you are unable to attend work during severe weather conditions due to the closure of your child’s school, please refer
to the section on Time off for Dependants in this Handbook.
In exceptional circumstances the College may grant employees one day’s leave.
While on College property, and especially during periods of adverse weather, you must take every available measure
to work safely.

S t a ff H a n d bo o k | H o u r s o f Wo rk , B r e a k s a n d F l e x i b i l i t y

3.8 Flexible working requests
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Provided you have at least 26 weeks’ service at the date of making the request, you are entitled to make a written
application for flexible working. The College will be sympathetic to your circumstances and will give all requests
serious consideration but cannot guarantee that your request will be granted. Please note that only one such request
may be made in any 12-month period and that flexible working is not an automatic or statutory entitlement. Please
refer to the Flexible Working policy for more details.

21

S t a ff H a n d bo o k | H o u r s o f Wo rk , B r e a k s a n d F l e x i b i l i t y

22

S t a ff H a n d bo o k | R e m un erat i o n

S ection 4

REMUNERATION
4.1 Salary payment
All permanent and temporary staff are paid monthly.

If you join after the first working day of a calendar month, you will be paid for each working day that you are employed
in that month. If you begin employment after the payroll ‘cut off’ date (usually on or after the 18th), payment in respect
of your working days that month will necessarily be held over until the next pay day.
The December payment will be made on the last working day before the 25th. Casual staff will be paid on the 25th of
each month, as above, but their payment is based on weekly timesheets and they will be paid for four weeks in some
months and five weeks in others. Casual staff will receive a pay advice slip that will specify gross pay, details of any
deductions made, and, if relevant, any statutory payments.

4.2 Basic pay
Your salary is set out in your Statement of Main Terms and Conditions of Employment, or as subsequently notified
to you.
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Salaries are normally paid on the 25th (or the last working day before, if the 25th falls on a weekend or a public
holiday). The payment covers the whole month in which it is made and your monthly salary is calculated as 1/12th of
your annual basic salary.
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4.3 Additional payments
Authorised overtime claims must be submitted within four weeks of the overtime being worked. Payment for the
overtime will be made in the next payroll run.

4.4 Payslips and pay queries
Each month you will receive a payslip showing your gross pay for that month and any deductions that have been made.
If you have a question about your pay, please contact the Payroll Administrator in the Bursary.
At the end of each tax year, all employees are given a P60, which shows your total taxable pay for the tax year and the
amount of deductions for Income Tax and National Insurance. You may also be given a P11D, which shows non-salary
benefits. You should keep these documents in a safe place as you may need to produce them if you need to contact Her
Majesty’s Revenue and Customs.

4.5 Overpayments
If your monthly salary is greater than in previous months and you have not worked additional hours or been informed
that you have been awarded an additional payment that would account for such difference, you should notify the HR
Office. If you have been overpaid, then the amount of the overpayment will normally be deducted from your next
month’s salary. If, however, the overpayment has continued for several months and you have not previously noticed that
you have been overpaid, then arrangements may be made for you to repay the amount over several months. Failure to
report an overpayment may result in disciplinary action.

4.6 Deductions
The College is entitled to deduct from your pay at any time during your employment, or upon termination of such
employment, howsoever arising, any money you may owe to the College, including, but not limited to, any outstanding
loans, advances, relocation costs, training costs, the cost of repairing any damage or loss to College property caused by
you, excess holiday pay, and any other monies that you owe to the College.

4.7 Salary reviews
The College reviews salaries on an annual basis. Pay increases are at the College’s discretion, taking into account your
ability, development, and performance record, as well as the comparability of the duties and responsibilities of your post
with other posts and the market for similar jobs in the Cambridge area and, most importantly, the finances of the College.
The College may make a discretionary cost-of-living award to all employees.
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If you feel your role and duties have changed and that your position on the College salary scale is wrong, you should
in the first instance discuss the matter with your Head of Department or College Supervising Officer. With the support
of your Head of Department or College Supervising Officer, a request for a review may be made to the HR Manager.
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4.8 Pension scheme
The College has a contributory pension scheme facilitated by NOW Pensions, which fulfils its obligations under the
Pensions Act 2008.
If you meet the eligibility criteria, you will automatically be enrolled after three month’s service, but may join the
scheme from the first day of your employment. If you wish to join, you should contact the HR Office.

4.9 Bonus scheme
The College operates a modest bonus scheme and may pay you an annual bonus of such amount and subject to
such conditions as the College may in its absolute discretion determine. Any bonus payment to you will be purely
discretionary and will not form part of your contractual remuneration. If the College makes a bonus payment to you, it
will not be obliged to make subsequent bonus payments.

The College may alter the terms of any bonus, or withdraw it altogether, at any time without prior warning.
You will not have any right to a bonus if your employment terminates for any reason, or if you are under notice of
termination (whether given by you or the College) at or before the date when a bonus might otherwise have been payable.

4.10 Staff benefits package
The College is very pleased to be able to offer its staff an extended range of personal benefits.
Working in partnership with various external organisations, the College aims to be imaginative in the choice of benefits
offered to staff. Some benefits are there to promote well-being and to help you when you need support, while others
are designed to save you money or to make your money go further.
You can select an individual menu of benefits to match your own interests and needs, and can take advantage of as few
or as many of the offers available as you wish.
An overview is provided below. Details are supplied in your Staff Benefits Leaflet during induction.
Please note: Except where expressly stated as contractual (see Statement of Main Terms and Conditions), all staff
benefits are non-contractual and may be reviewed by the College and amended or withdrawn at any time without
consultation or notice.

4.10.1 Well-being benefits
• Health cash plan. The College provides a basic subscription to membership of a cash reimbursement scheme for
a range of day-to-day medical, optical and dental costs.
• Employee assistance programme. Staff have access to a 24-hour confidential employee support free-phone
helpline on a range of issues, including stress, debt, crisis and addiction.
• Fitness facilities. A gym on site is available for use by Fellows, students, and staff. Members must pay for an
induction in the use of equipment and safe training methods, plus an annual fee of a nominal amount.
• Medical insurance. The College subsidises the cost of a health-care scheme for staff. Subject to registration within
four weeks of commencing employment, or at the College’s annual renewal date, cover is provided on a Medical
History Disregarded basis.
• Dental insurance College staff may choose to subscribe to a subsidised dental scheme.

4.10.2 Meals and dining facilities
All staff are welcome to use the Dining Hall when it is open for lunch. Lunch menus typically include healthy options,
including soups, salads and fresh fruit, together with a choice of hot meals. The menu includes vegetarian and vegan
options, and, on request, other special diets.

The College Porters are entitled to a free meal during every shift that they are on duty (two meals, if on a twelve-hour shift).
Any charges over and above the subsidy rate, and the purchase of bottled drinks, must be paid for in cash at the till.
Staff may bring guests, including family members, to lunch. Guest meals must be paid for in cash at the tills.
When entertaining business guests in the Hall at lunchtime, staff should obtain prior permission from the Assistant
Bursar (Finance), who will issue a guest payment card.

4.10.3 Microsoft EES software scheme
The College subscribes to a scheme that enables all staff to have access to Microsoft Office software (Word, Excel,
PowerPoint, etc.) at home at no cost. This software is available for as long as you work for the College. Further details
are available from the IT Department.
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Staff who work six hours or more are entitled, on the presentation of an active University Card, to College lunch up to
a set value during the fixed lunch period.
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4.10.4 University Card
Downing College staff are entitled to access certain University amenities and may be given discounts on presenting
their University Card in many establishments throughout Cambridge. The companies included range from moving and
storage groups and retail establishments to gym memberships.

4.10.5 Travel benefits
• cycle scheme The College operates a Cycle Scheme that offers employees the opportunity to purchase tax-free a
cycle and associated cycling equipment, for example a helmet and lock
• the HR Office will advise you of any other current Travel Benefits on offer
• car parking The College has a limited number of car parking spaces that authorised staff are able to use during
normal working hours. This benefit is primarily for those who live outside Cambridge and do not have access to
public transport. Applications will be considered, taking into account the distance between a home address and
the College. Application forms are available from the Head Porter and on the College network.

4.10.6 Staff social activities
Staff social events happen throughout the year, including an annual dinner-dance, which is free to all members of staff.
A charge is made for guests, who are very welcome to attend. In December, the College hosts a buffet lunch for current
and retired staff.
Musical events take place in the College Chapel and in the Master’s Lodge throughout the year and staff are welcome
to attend.
Staff are also welcome to attend most events put on by student Music and Drama Societies.

4.10.7 Long-service awards
Downing College recognises and values the contribution of long-serving members of staff. A reception is held to
commemorate the achievement of members of staff who have been employed for more than 25 years, who are
presented with a gift from the College.
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Please see your Staff Benefits Pack for further details.
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Downing College as it might have been.
From an engraving at Downing College of an illustration in Le Keux, Cambridge, 1862

S ection 5

LEAVE AND TIME OFF
5.1 Holiday
5.1.1 Holiday entitlement

Full-time staff are entitled to 33 days leave, including Bank Holidays. The entitlement is pro-rata to 33 days for parttime (including any term-time-only) staff, rounded up to the nearest half day. Your holiday entitlement is shown in your
Contract of Employment. For certain roles, it is a requirement that you take two consecutive weeks’ leave, in which
case this requirement will be included in your statement of main terms and conditions of employment.
Your normal daily rate of pay for holiday purposes is shown in your contract.

5.1.2 Holiday ‘carry over’
You are required to take all statutory leave (i.e. four weeks) in each holiday year, during which time you are required
not to participate actively in College business.
The College’s policy is to encourage all staff to take holiday entitlement in the current holiday year. However, with the
prior consent of the College, a maximum of one week’s holiday (i.e. five days, if full time, and five days adjusted pro
rata, if part-time) may be carried forward into the next holiday year and must be used by 31 January the following year.
Except on termination of employment, no payment can be made for unused holiday entitlement.
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The College’s holiday year begins on 1 January and runs until 31 December in any year.
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If you have been absent on sick leave and you have not taken the minimum statutory entitlement by the end of the
holiday year, special rules may apply. In these circumstances, the balance of the untaken statutory entitlement will be
carried forward for you to take at a later date.
If you are ill while on holiday, subject to proper certification, that portion of your leave will be classified as sick leave
and will not affect the remainder of your statutory annual holiday entitlement.

5.1.3 Rules regarding the booking of holidays
Prior to making any holiday arrangements, you should complete your Annual Leave form and have it signed by your
Head of Department or College Supervising Officer.
Holiday requests will be considered on a ‘first come – first served’ basis, taking into consideration the need for
departmental efficiency and minimum staffing levels.
You should normally give four weeks’ notice of your intention to take holiday of one week or more, and at least one
week’s notice for single days.
Normally you will not be permitted to take more than two consecutive working weeks, although consideration may be
given for longer leave in certain circumstances.
You are required to reserve up to 12 days of your annual leave entitlement over the Easter, Christmas, and New Year
periods. The College closes over the Christmas and New Year holiday. The dates of the closure will be given to you
in advance. If you have insufficient holiday entitlement to cover these periods, you will be required to take them as
unpaid leave.
When the College closes earlier than usual on a normal working day, you will be required to book a full day of annual
leave entitlement in order to take that day as annual leave.

5.1.4 Joining and leaving during the holiday year
You accrue entitlement to paid holiday throughout the year. If you join or leave the College during the holiday year,
your holiday entitlement for that year will be calculated on a pro-rata basis, rounded up to the nearest half day. Thus,
if you work for six months of one year, your entitlement would be 16.5 days, irrespective of the number of Public
Holidays that actually occur in that six-month period.
On leaving our employment, any holiday entitlement accrued and not taken will normally be granted as terminal
leave, rather than being paid. Payment for holiday taken in excess of your entitlement will be deducted from your
final salary payment.

S t a ff H a n d bo o k | L e ave an d Tim e O f f

The College offers a range of policies that reflects, and in some cases, exceeds, the range of legal rights at work.
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5.2 Maternity, paternity and adoption leave
Maternity, paternity and adoption leave and pay are in accordance with statutory entitlements. Please refer to the
Maternity, Paternity or Adoption leave policy as appropriate, which is available on the College network and from the
HR Office.
If you or your partner become pregnant or seek to adopt a child, you should notify the HR Office at an early stage to
ensure that your rights and obligations are explained to you.
Pregnant employees are entitled to take time off with full pay during working hours to receive ante-natal care. If
you wish to take time off for this purpose, you are required to provide medical certification of the pregnancy and an
appointment card, except for your first appointment.

5.3 Shared parental leave
Each parent who meets the criteria qualifies separately for Shared Parental Leave (SPL) and Statutory Shared Parental
Pay (ShPP).

Unlike maternity or adoption leave, Shared Parental Leave can be taken in separate blocks. If you are both eligible, you
may also share the leave between you. Please refer to the Shared Parental leave and Pay policy.

5.4 Unpaid Parental Leave
To be eligible to take Unpaid Parental Leave, an employee must have been employed by the College for at least one
year. An eligible employee who is named on the child’s birth or adoption certificate or has or expects to have parental
responsibility for a child is entitled to take Unpaid Parental Leave to care for that child.
Unpaid Parental Leave consists of 18 weeks of unpaid leave for each child born or adopted, taken at any time up to
the child’s eighteenth birthday. Up to four weeks of Unpaid Parental Leave can be taken in respect of each child, each
year, in blocks of one week or more. Unless the child is disabled, employees cannot take the leave in blocks of less than
one week. You must give your line manager at least 21 days’ notice of your intention to take Unpaid Parental Leave.
The purpose of Unpaid Parental Leave is to care for a child; any abuse of the Parental Leave Policy will be considered
a serious disciplinary matter.

5.5 Emergency time off for dependants
You are entitled to reasonable unpaid Time Off for Dependants to attend to an unforeseen emergency relating to a
dependant. Time Off for Dependants can be taken, for example, if a dependant falls ill or is injured, if care arrangements
break down, or to arrange or attend a dependant’s funeral. A dependant is your child (including adopted child), husband,
wife or parent. It may also include someone who lives in your household or someone who reasonably relies on you,
such as an elderly relative. Any time taken off must be necessary and reasonable in the particular circumstances.
The right only applies if you tell your Head of Department or College Supervising Officer, as soon as reasonably
practical, why you are absent and how long the absence is likely to last. In most cases, one or two days should be
sufficient to deal with such an emergency or put other arrangements in place.
Heads of Department may authorise paid or unpaid leave of absence to deal with other short-term domestic crises
according to the circumstances. A ‘crisis’ should be regarded as something that occurs suddenly, cannot be predicted
or planned for, and requires prompt attention. In some circumstances, it may be appropriate for you to work from
home, depending on the nature of the illness or emergency and the work you do for the College.
Please note, dependants’ planned hospital admissions, school closure days, childminders’ holidays, etc. should
normally be covered by annual holiday entitlement. In some circumstances, the Head of Department or College
Supervising Officer may agree that absences caused by these events may be taken as unpaid leave with lost time made
up outside of your normal working hours.

In order to minimise disruption, you are asked, when possible, to make medical and dental appointments either outside
your normal working hours or at the beginning or end of your working day.
If you need to take time off to attend a medical or dental appointment, you should notify your Head of Department or
College Supervising Officer, giving as much notice as possible. Except in the case of hospital appointments, you are
expected to make up the time. In order to be paid for attending a hospital appointment without making up the time,
you will be expected to provide proof of the appointment.

5.7 Compassionate leave
The College understands that there may be special circumstances in which you may need to take time off. These
include bereavement or serious domestic incidents. This policy explains the provision for compassionate leave in
these special circumstances.
If an immediate family member (normally a partner, parent, child, or sibling, including by marriage or adoption) dies,
you will be able to take up to five days of paid compassionate leave. Should you require additional time away from

S t a ff H a n d bo o k | L e ave an d Tim e O f f

5.6 Medical/dental appointments
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work following the bereavement, however, you should discuss your request with your Head of Department or College
Supervising Officer. In considering your request, your Head of Department or College Supervising Officer will take
account of all the circumstances and will also consider if other options could help, such as using annual leave, taking
flexi leave or temporarily reducing your contracted hours. Any requests for extended periods of compassionate leave
will be passed to the Senior Bursar for approval.
There may be other occasions, such as a serious family illness or significant domestic incident (for example, fire, flood
or burglary), when compassionate leave may be approved by Heads of Department at their discretion, depending on the
circumstances. It is anticipated, however, that only one or two days of leave will be authorised in these circumstances.

5.8 Time off for religious observance
If you wish to be absent from work in order to observe your faith on days other than public holidays, or non-working
days, such time off should be taken when possible, from your normal holiday entitlement and with the prior agreement
with your Head of Department or College Supervising Officer.
There is no automatic right to time off for religious holidays, but the College will try to ensure that religious groups are
not disadvantaged when requesting holiday at a time that is important to them. However, you should make the request
giving as much notice as possible to ensure that your colleagues have not booked time off at the same time.
If you require a period of unpaid extended leave for religious reasons, please discuss this need with your Head of
Department or College Supervising Officer and the HR Office. Such requests will be given full consideration, but
approval is subject to the needs of the College.

5.9 Time off for public duties
The Employment Rights Act 1996 gives employees the right to have a reasonable amount of time off unpaid work to
perform certain specified public duties, e.g. school governors. Consult UK Government website for further details.
The College will authorise all reasonable requests for time off to perform these duties, providing you have notified your
Head of Department or College Supervising Officer in advance of your commitments and that adequate notice has
been given. A limit may be set per calendar year to perform these duties.

5.10 Jury service
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If you receive a request to serve as a juror, you should inform your Head of Department or College Supervising Officer
as soon as possible and show him or her the summons so that arrangements can be made to cover your absence. The
court questionnaire should be submitted to the HR Office for completion. In some circumstances, it is possible to
request that jury service be deferred: if your Head of Department or College Supervising Officer asks you to make such
an application for business reasons, please do so as quickly as possible, forwarding the letter that the HR Office will
give you.
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The College will maintain your income up to your basic pay for a period of two weeks by supplementing your juror’s
allowance. This allowance should be claimed from the court and the corresponding amount will be deducted from
your net pay. The Court will issue you with a loss-of-earnings form, which you should pass on to the Payroll Officer
for completion. If you need to serve on a jury for more than two weeks, a decision will be made by the Senior Bursar
regarding the payment of your salary.
You are able to claim travel and subsistence allowances from the Court.
You are expected to attend work on any days or half days on which you are not actually required to serve on the Jury.

5.11 Acting as witness in court
If you are called to appear as a witness in Court for a case that is not connected to your employment, the College will
maintain your income up to your basic pay for a maximum of three days by supplementing the Court’s daily allowance.
The Court will issue you with a loss of earnings form, which you should pass on to the HR Office for signature to enable
you to claim this allowance.

You are required to return to work at times when you are not needed by the Court.

5.12 Court summons
Paid time off work will not be authorised if you are required to answer civil or criminal charges against you. All days on
which you are required to attend Court, meet solicitors, etc. must be taken as annual leave, or the time must be made
up by agreement with your Head of Department or College Supervising Officer.

5.13 Voluntary service
Subject to the prior approval of your Head of Department or College Supervising Officer and according to the needs of
the College, members of the reserve armed forces (reservists) may be allowed paid leave each year to attend approved
voluntary services training and activities. In such cases, 50% of the time off will be given as paid leave (up to a
maximum of two weeks), with the remainder to be taken as annual leave. Evidence of attendance may be required.
In the event of call-up by the Ministry of Defence, your employment will be protected, but the time off will be unpaid.

5.14 Unauthorised absence
If you are absent from work other than with the agreement of your Head of Department or College Supervising Officer
or because of sickness that has been notified in accordance with our normal procedures, the College will classify the
absence as unauthorised and will not pay you for the absence.
As your presence at work is a contractual requirement, unauthorised absence will result in an investigation under our
disciplinary procedure and may lead to the termination of your employment.

5.15 Unpaid absence
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Although unpaid leave is not encouraged, the College recognises that there may be times when you need to be away
from work for some reason and you do not have sufficient annual leave. A request for unpaid leave should be made
to your Head of Department or College Supervising Officer, who will liaise with the HR Office. All requests will be
considered on a discretionary basis.
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S ection 6

6.1 Absence management
The College needs to be able to manage employees’ absences, either short- or long-term, taking into account the health
interests of employees and the need to run efficiently and effectively. The College is sympathetic to genuine cases of
illness or other problems that might make absence unavoidable. However, excessive or unauthorised absence can
cause disruption and impact negatively on services and staff.
If your sickness absence is of concern (e.g. due to its extent, nature, frequency or pattern), you will be invited to attend
a review meeting. At the meeting, the reasons for your absence will be discussed and a supportive action plan will be
agreed. If your attendance does not improve, then disciplinary action may be taken. For further details, see the policy
on Absence Management, which also provides for flexibility and additional support in respect of matters such as
disabilities, mental health issues, pregnancy-related illness, and critical illness.

6.1.1 Expectations of all staff
All staff are expected to:
• take care of their health to ensure optimal attendance at work and to raise any concerns relating to fitness for
work with their line manager or the HR Office
• ensure that reporting and certification procedures are followed properly and in good time. Failure to do so is
likely to result in disciplinary action and is likely to lead to the loss or withholding of any sick pay
• make contact with their managers (or their nominated representatives) when first absent. Text, email or phone
messages alone are not acceptable
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SICKNESS ABSENCE AND WELL-BEING
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• make contact as soon as possible and comply with any local rules
• be available to their line managers during sickness or absence, ensure regular contact is maintained with regard
to progress and treatment and attend any absence reviews
• co-operate in ‘back to work’ interviews, formal meetings under the Absence Management Policy, and any
referrals to an occupational health assessment.

6.2 Absence notification and certification rules
6.2.1 Absence notification
If you are absent from work due to illness, or injury, or for any reason, and your absence has not previously been
authorised by the College, you must inform your line manager or, if appropriate, his or her representative by telephoning
as soon as possible on your first day of absence and within the first hour of the start of your shift or working day.
If you continue to be absent, you must keep the College regularly informed of your progress and your likely date of return.

6.2.2 Certificates
If you are absent due to illness or injury for seven calendar days or less (including days when you would not normally
work, weekends, and public holidays), you need not produce a medical certificate unless specifically asked to do so.
However, on your return to work, you must immediately complete and submit a Self-Certification Sickness form. This
can be obtained from your line manager or from the H R Office.
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If you are absent due to illness or injury for more than seven calendar days (including days when you would not
normally work, weekends, and public holidays), on the eighth day you must supply a Statement of Fitness to Work
from a registered General Practitioner. Thereafter, any further absence must continue to be supported by Statements of
Fitness to Work, which will indicate whether or not you ‘may be fit for work’:
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• If the Statement says that you ‘may be fit for work’, it will probably include guidance that will inform a
discussion with you on whether you can return to work, despite your illness or injury. Your manager and the HR
Office will wish to consider the doctor’s comments and discuss these with you. If a return to work is deemed
possible, it will be necessary to agree any temporary changes to your job or hours and what support will be
provided and for how long. If it is decided that the adaptations or adjustments necessary to permit a return to
work cannot be accommodated, you will be advised of the reasons for this decision and you may then use the
Statement as if the doctor had advised ‘not fit for work’. You do not need to go back to your doctor for a new
Statement to confirm this decision.
• If the Statement says that you are ‘not fit for work’, you should refrain from work until the end date given on the
‘not fit for work’ Statement. If you feel able to return to work before the end of the Statement period because you
recover faster than the doctor expected, you are expected to produce a new Statement supporting the revised ‘not
fit for work’ duration before any early return unless the Statement stipulates that the GP does not wish to see you
again upon its expiry.

6.3 Sick pay
The College has an occupational sick pay scheme. Occupational sick pay will only be granted if you comply fully with
the requirements of the scheme, which include the rules on Absence Notification and Certificates.
Provided you comply with the Terms and Conditions set out in this Statement and you have passed your probationary
period, you will receive College sick pay during any unavoidable absence due to sickness or injury (whether continuous
or intermittent) up to a maximum in aggregate as specified in your Statement of Main Terms and Conditions.
The rate and period for which payment may be made is calculated according to the sickness absence you have had
during the 365 days before the first day of sickness in the current sickness period. Any sick pay that you have received
during the 365 days prior to the first day of a new episode of sickness absence will be deducted when calculating your
College sick pay entitlement.
Your entitlement to College sick pay is based on your normal working hours and pay.

College sick pay will include any Statutory Sick Pay (SSP) due. For SSP purposes, the qualifying days will be your
contracted working days.
If your absence is due to an accident or condition in respect of which you may claim damages from a third party for loss
of earnings, you must, if practicable, make such a claim. Any College sick pay that you have received in respect of your
absence will be treated as a loan that you must repay to the College if you are successful in recovering the damages.
The College will be entitled, at its expense, to require you to be examined by an independent medical practitioner of
the College’s choice at any time (whether or not you are absent by reason of sickness or injury at the time) and you
must agree that the doctor carrying out the examination may disclose to and discuss with the College the results of the
examination.
Failure to adhere to the notification and certification procedures will affect your entitlement to College sick pay and
Statutory Sick Pay. Abuse of, or non-compliance with, the College’s sickness absence rules is a serious disciplinary
offence that may, in appropriate cases, lead to dismissal. For the avoidance of doubt, a sickness absence is only an
authorised absence if you are prevented, by your own sickness or injury, from carrying out any of the work that you are
employed to do and you comply with the notification requirements.
Please see the Absence Management Policy for further information regarding absence and its management.

6.4 Ill health
Long-term absences are generally those that last for 28 days or more. Research indicates that the longer an employee
is absent from work through illness, the less likely it is that the employee will make a successful return. This outcome
may not be in the best interests of either the employee or the College. The College will make use, as appropriate, of
both occupational health advice and rehabilitation programmes to facilitate a return to work.

6.5 Disability
The term ‘disabled’ is defined by the Equality Act 2010 as: ‘If you have a physical or mental impairment that has a
substantial and long term negative effect on your ability to do normal daily activities.’

6.6 Well-being
6.6.1 Pressure and stress
The Policy on Stress Management sets out some signs and symptoms of stress, although many of these may be symptoms
of other problems, conditions or illnesses. If you are concerned about your health, whatever the cause, you should, of
course, seek advice from your GP.
The policy also sets out guidance on how to identify and address areas of imbalance between the demands placed on
a person and his or her ability to cope. In the event of a need for support, please contact the HR Office.

6.6.2 Critical illness
The College is committed to offering support to any College employees who are affected in some way by the diagnosis
of a critical illness. This policy includes employees who are diagnosed with a critical illness, as well as employees who
have a family member diagnosed with a critical illness or who become carers for someone who has been diagnosed
with a critical illness. For details, please contact the HR Office.
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If an employee would like to discuss, in confidence, any disability that he or she may have, or any adjustments that
may be required at work, he or she should make an appointment with the HR Office.
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VALUING DIVERSITY AND DIGNITY AT WORK
The College recognises the nine main equality strands (protected characteristics), as recognised in UK law, giving all
equal importance. These are: gender; gender reassignment; race; disability; sexual orientation; age; religion and belief;
marriage and civil partnership; and pregnancy and maternity.
The College values the strength that comes with difference and the positive contribution that diversity brings to an
organisation. It is in the best interests of the College and all those who work for it to ensure that the human resources,
talents and skills available throughout the community are considered when employment opportunities arise. To this
end, wherever practicable, the workforce will broadly reflect the local community.
The College is committed to promoting an environment that is free from discrimination and to apply employment
policies that are fair, equitable and consistent with the skills and abilities of the staff and the needs of the organisation.
Tackling discrimination and promoting diversity at work helps to attract, motivate and retain staff and enhances an
organisation’s reputation as a service provider and as an employer. Eliminating discrimination helps everyone access
services and employment and develop skills.

7.1 Equality and diversity policy
The College seeks to provide all staff with the opportunity for a career based on ability, qualifications, suitability for the
work, and potential. People from different backgrounds can bring fresh ideas, thinking and approaches that make the
way work is undertaken more effective and efficient.
The College will not tolerate direct or indirect discrimination against any person on grounds of gender; gender
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reassignment; race; disability; sexual orientation; age; religion and belief; marriage and civil partnership; or pregnancy
and maternity, whether in the field of recruitment, terms and conditions of employment, career progression, training,
transfer or dismissal. It is the responsibility of all staff in their daily actions, decisions and behaviour to comply with all
relevant legislation and to ensure that they do not discriminate against colleagues, members of the College, customers,
suppliers or any other person associated with the College.
The College fully recognises its legal obligations under all relevant legislation and codes of practice and:
• will not tolerate acts that breach this policy. All such breaches or alleged breaches will be investigated fully and
may be subject to disciplinary action
• will allow staff to pursue any matter through its internal procedures if they believe that they have been subject to
inequitable treatment within the scope of this policy
• will ensure that all managers understand their responsibilities and those of their team under this policy
• will offer opportunities for flexible working patterns, wherever operationally feasible, to help employees to
combine a career with their domestic responsibilities
• will provide equal opportunity to all who apply for vacancies through open competition
• will select candidates only on the basis of their ability to carry out the job, using a clear and open process
• will provide all employees with the training and development that they need to carry out their job effectively
• will provide all reasonable assistance to employees who are or who become disabled, make reasonable
adjustments wherever possible to provide continued employment, ensure that an appropriate risk assessment is
carried out, and obtain appropriate specialist advice when necessary
• will distribute and publicise this policy statement throughout the College.

7.2 Dignity at work policy
The working environment should at all times be supportive of the dignity and respect of individuals. If a complaint of
bullying or harassment is brought to the attention of management, it will be investigated promptly and appropriate
action will be taken.
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Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, or an abuse or misuse of
power through means that undermine, humiliate, denigrate or injure the recipient.
Bullying or harassment may be by an individual against an individual (perhaps by someone in a position of authority,
such as a manager or supervisor) or involve groups of people. It may be obvious or it may be insidious. Whatever form it
takes, it is unwarranted and unwelcome to the individual and can undermine, dignity, self-confidence, and self-esteem.
Examples of bullying and harassing behaviour include:
• spreading malicious rumours, or insulting someone by word or behaviour (e.g. copying memos that are critical
of someone to others who do not need to know, ridiculing or demeaning someone – picking on them or setting
them up to fail)
• exclusion or victimisation
• unfair treatment
• overbearing supervision or other misuse of power or position
• unwelcome sexual advances – touching, standing too close, the display of offensive materials, asking for sexual
favours, making decisions on the basis of sexual advances being accepted or rejected
• making threats or comments about job security without foundation
• deliberately undermining a competent worker by overloading and constant criticism
• preventing individuals from progressing by intentionally blocking promotion or training opportunities.
Bullying and harassment may occur in person, in written communications, by email or phone.
If you feel that you have been bullied or harassed, you are encouraged to try to stop the bullying or harassment
informally in the first instance by talking to the person concerned. If this is unsuccessful, or if this course would be too

stressful, then you should report your complaint to your line manager or, if the complaint is against the line manager,
to his or her manager or to the HR Manager. You will need to put your allegation in writing. A meeting will be arranged
with you, and your allegation will be investigated under the Grievance Procedure.
You should also keep a written record detailing the incidents of harassment and any requests to stop made to the
perpetrator. This written record should be made as soon as possible after the events giving rise to concern and should
include dates, times, places and the circumstances of what happened.
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8.1 Internal communications
Good communications are essential to the effective running of the College, which welcomes your contribution towards
improving internal communications.
It may not always be possible to communicate issues to everyone at the same time. Face-to-face sharing of information
is encouraged, but alternative forms of communication, such as email, the College network and notice boards, may
also be used to inform. All notices, vacancies and other information of general interest will be displayed on the College
network and noticeboards if appropriate. Please do not display any information of your own without getting prior
permission from your Head of Department or College Supervising Officer.
Where staff do not have direct access to email, information will be shared on noticeboards or by other methods so that
all staff are equally well informed.

8.1.1 Operations meetings
Every Monday morning there is a brief operations meeting to review upcoming events. This meeting is open to all staff,
but is usually attended by Heads of Departments or their deputies or representatives. If you would like to attend the
Operations meeting, please discuss your request with your Head of Department.

8.1.2 Heads of department meetings
Once a month the Senior Bursar chairs a meeting of the Heads of Departments.
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Each Head of Department or College Supervising Officer is encouraged to arrange meetings for all staff members as a
group (or in groups) at least once a term, when the operation of the service allows, at which managers will update staff
on the latest developments and listen to concerns and suggestions.

8.2 Staff information and consultation committee (SICC)
The Staff Information and Consultation Committee (SICC) promotes effective channels of communication and
consultation between the College’s Governing Body and the staff. Communication is concerned with the exchange of
information and ideas. Consultation involves managers actively seeking and taking account of the views of employees
before making a decision.
SICC, which reports to the College HR Committee, comprises the Master, three members of the College HR Committee
(the Chairman, the Senior Bursar and the Assistant Bursar (Information)) and up to eight elected representatives of College
staff, from four groups of departments. Each group has up to two elected representatives. Each staff representative who
attends all three meetings and fully undertakes the responsibilities associated with the role will be given an additional
day of annual leave for the following calendar year, which will be awarded after the last meeting has concluded.
The Committee is chaired by the Master, and meets once a term.
The purpose of the Committee is to receive comments, views and suggestions from College staff and to inform staff of
the College’s activities and economic situation; of the structure and probable development of employment and any
anticipatory measures, in particular where there is a threat to employment; and of decisions that are likely to lead to
substantial changes in work organisation or contractual relations, including redundancy and transfers.
The College seeks to avoid compulsory redundancies. Please see the Redundancy policy.
For the name and contact details of your SICC staff representative and further information about SICC, contact the HR
Office.
The College does not recognise any trade union for collective bargaining purposes. There is no collective agreement
in force affecting your employment.

8.2.1 Grievances
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If you feel you have a grievance about another member of staff or that is related to your employment, you should in the
first instance raise the matter with your Line Manager or with the HR Office. The procedure for dealing with grievances
is designed to ensure that they are resolved consistently, fairly and quickly to the satisfaction of all parties. Please see
the Grievance Procedure.
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S ection 9

9.1 Performance review and support
It is the College’s policy to monitor work performance on a continuous basis, but each year you will also be invited to
a formal Performance Review.
The Annual Performance Review is an opportunity for you to discuss with your line manager your performance over
the year; to talk through any areas that you have found challenging; to discuss training; to understand future priorities
(objectives and standards) and to agree your objectives towards achieving these; and to discuss longer-term career
plans, as appropriate.
Additionally, interim one-to-one meetings may take place to clarify expectations, plan and review performance, identify
and address, support needs, offer feedback and recognition and provide a forum for problem-solving.

9.2 Job changes and career development
As the requirements of your role change, you may be asked to take on additional responsibilities and different tasks.
Full training will be given in these circumstances and, where it is considered that your role has significantly changed,
your job will be re-evaluated.
Promotion will be considered subject to the structure of the salary grades and the opportunities that arise. Your
experience, skills and level of performance will all be taken into account. Decisions in respect of promotion will be
taken by your Head of Department in consultation with the College Supervising Officer, or as otherwise appropriate.
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All vacancies are published on the College website, on the main notice board and are circulated internally by email. The
College encourages staff to develop skills by applying for vacant posts. All vacancies will be filled under a transparent
and fair selection procedure. Internal candidates are guaranteed an interview.

9.3 Capability issues
During employment, a person’s capacity to carry out duties may change.
If the nature of the job changes, every effort will be made to ensure that you understand the level of performance
expected of you and receive adequate training and supervision. If there are concerns regarding your capability, these
will be discussed with you in an informal manner and you will be given time to improve.
If your standard of performance remains unsatisfactory, a Performance Improvement Plan (PIP) will be put in place and
you will be warned that failure to improve and to maintain the required performance may result in disciplinary action.
Please see the Capability and Capability Dismissal policy.

9.4 Learning and development
The College aims to support the learning, growth and development of its employees, insofar as this is in accordance
with the College’s business needs.
You will be given specific training at the start of your employment in your new role. Thereafter, training will be given
as required for the acquisition of new skills and new job activities. The College undertakes an annual assessment of
training needs for all staff, and identified training will be given both on and off the job, as required.
The annual performance review procedure is used to help identify individual training needs. Training requests arising
from the Performance Review, or those arising ad hoc, should be submitted by the Head of Department or College
Supervising Officer to the HR Manager for consideration. Training that falls outside of the scope of the training budget
may require consideration by the College HR Committee.
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9.5 Support for professional qualifications
The College believes in helping you to develop your career by providing you with assistance and support to obtain
appropriate professional qualifications. Further information is available from the HR Office.
Where the course is considered relevant to your job, the College may fund a proportion of your tuition fees, provided
that the course is supported by your Head of Department or College Supervising Officer and you remain an employee
of the College for a set time after the completion of the course.
The tuition fees will be paid to you as an interest-free loan and deducted from your salary over an agreed period. If
you leave the College for any reason during the course, or within a set time after completing the course, you will be
required to reimburse the College in full.
Any day release should be agreed between you and your line manager. The day release only applies to term time. At
other times, you will be expected to work normal hours. You will be given up to three days’ paid study leave for your
preparation and examination.
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10.1 Health and safety policy
The College regards health and safety matters to be a high priority and an integral part of all its activities, including the
maintenance of quality and standards. It aims to provide and maintain a working and educational environment that
is safe and without risk to health, has adequate welfare facilities, and ensures that no-one is exposed to risks that may
arise from any of its activities.
To this end, you have a personal responsibility for ensuring adherence to the Health and Safety Policy.
You are required to take reasonable care of your own well-being and that of all other employees. You must not take any
action that could threaten your health or safety or that of other employees, students, Fellows or members of the public.
The College is committed to the effective management of health and safety risks arising from work activities and to
complying with legal obligations. In particular, the College will ensure, so far as it is reasonably practicable, that:
•
•
•
•

adequate financial and operational resources are made available for managing health and safety risks
plant and systems of work are safe and without risks to health
arrangements are in place for the safe use, handling, storage and transport of articles and substances
such information, instruction, training and supervision as is necessary is provided for the health and safety at
work of employees and workers
• the place of work under the College’s control is maintained in a safe condition and that means of access and
egress are provided and maintained in a safe condition without risks to health
• the working environment is safe, without risk to health, with adequate facilities and arrangements for the welfare
of employees.
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You should ensure that you are familiar with the full Health and Safety Policy and separate Health and Safety Manual.
Copies are available from the HR Office and on the College network.

10.2 Emergency procedures
10.2.1 Fire and emergency procedures
The site is divided into a number of fire alarm zones.
Your manager will tell you when routine alarm testing takes place in your area. If you hear a fire bell sound continuously,
the local evacuation procedure must be followed.
If you discover fire or smoke, you should ALWAYS raise the alarm without delay.
Always ensure that you are familiar with the area that you are in, the alarm call points, and the fire escape routes. Full
details of the College’s emergency procedures are held at the Porters’ Lodge.

10.3 Accident reporting and first aid arrangements
If you have an accident or are taken ill while at work, you should inform your Head of Department or College
Supervising Officer as soon as possible. Assistance is available within the College from the College Nurse and First
Aiders. A list of current First Aiders is displayed in the Porters’ Lodge and is available on the College network.
All accidents at work, no matter how minor, should be recorded on an Accident Report Form. The completed form
should then be passed to the HR Office for processing.
If you are given assistance by a First Aider because of an accident at work, the First Aider will be required to complete
the Accident Report Form.
A designated staff room is provided for First Aid purposes. Please contact the Porters’ Lodge for details.
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Personal and general work areas must be kept clean and tidy at all times.
Wherever possible, the College seeks to minimise waste of resources and equipment. You are asked to take care to
avoid unnecessary or extravagant use of services, time, materials and equipment.

10.5 Hygiene in the workplace
Cold and flu viruses are spread when you breathe in droplets that are coughed or sneezed out by an infected person.
You can also catch a cold or flu by touching an infected object or surface and then touching your eyes and nose. All
staff are expected to follow the NHS guidance to protect yourself and others against colds and flu by:
•
•
•
•

coughing or sneezing into a tissue
throwing used tissues away as soon as possible
washing your hands frequently with warm water and soap
having a flu jab every year if you are in an at-risk group.

Additional hygiene rules apply to certain staff groups, e.g. Catering, as advised locally.
Any exposed cut or burn must be covered with a first-aid dressing.
If you are suffering from an infectious or contagious disease or illness, such as rubella or hepatitis, you must not report
for work without clearance from your own doctor.
Contact with any person suffering from an infectious or contagious disease must be reported to your Head of Department
or College Supervising Officer and the HR Office before commencing work.

10.6 Protective clothing and equipment
Protective clothing and other equipment that is issued for your protection because of the nature of your job must be
worn and used at all appropriate times and as instructed. Failure to do so could be a contravention of your responsibility
to follow the health and safety policy. Once issued, this protective wear or equipment is your responsibility and you
should ensure that it is looked after and kept clean and serviceable.
Protective clothing and equipment will be replaced when necessary as a result of reasonable wear and tear. If you lose
your protective clothing or equipment, or damage it to the extent that it cannot be used or worn (or it is not doing the
job it was designed for), the College will replace it for you, but the cost will be deducted from your pay.

10.7 Manual handling
All reasonable effort is made to limit the need for manual handling within the College. Staff are expected to take
sensible precautions to protect themselves, as set out below.
Wherever possible, design your workload to minimise any manual handling, for example, by keeping heavy files and
breakable items on the middle and lower shelves, placing the most frequently used files and books closest to your
workstation, splitting loads before lifting them, and making use of any trolleys that are available for conveying goods.
You should always take care when lifting heavy loads and obtain help if necessary, especially with computers or heavy
stationery. When carrying files or boxes, make sure that you can see where you are going, particularly if moving up or
down stairs.
The following sections give guidelines that should always be followed when lifting or when pushing or pulling.

10.7.1 Lifting
Before lifting the object, check that there are no sharp or rough parts sticking out.
Place your feet slightly apart to give a comfortable stance.
Keeping your feet flat on the floor, squat down, keeping your back straight.
Take a firm grip of the object and, keeping it as near as possible to the body, stand up using your legs to do the work.
If the object feels too heavy, or is awkward to manage on your own, do not attempt to lift it; instead, get assistance.

10.7.2 Pushing and pulling
Pushing is much easier than pulling.
1. Remain upright at all times, keeping your spine straight.
2. Put your hands straight out in front of you and grasp the object firmly.
3. Depending on the direction, lean backwards or forwards, transferring the weight to the most backward or
forward foot.
You will be provided with information and training on safe manual handling as part of your induction.

10.8 Display screen equipment
If you use display screen equipment (DSE), such as a computer screen, and normally use it for a significant part of your
average working day, you must advise your Head of Department or College Supervising Officer as soon as possible of
any problems with:
•
•
•
•
•
•
•

clarity of image, flickering, brightness and contrast
glare and reflections
swivel and tilt of the screen
comfort of the keyboard
comfort of the work station
comfort of your seating arrangement
aches, pains and vision.
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You may be entitled to an eye examination or eyesight test at the College’s expense (see note in italics below)* and
possibly regular future tests. You should speak to the HR Office to obtain more information. The College reserves the
right to choose the optician, to specify particular tests within the eye examination or eyesight test, and to receive the
results of these examinations or tests.
In certain circumstances, the College may pay for or contribute towards the cost of obtaining glasses for you to use
specifically for DSE work.* Further information can be obtained from your Head of Department or College Supervising
Officer or the HR Office. You should note that the College will only pay for basic frames or lenses but, if appropriate,
may agree to make a reasonable contribution towards more-expensive frames or lenses. If your normal glasses are
suitable for your DSE work as well as for other activities, then the College will not pay for new or replacement glasses.
*The basic optical cover within the Health Cash Plan should be used to meet any fee for sight tests and towards any
prescribed glasses. If you need special glasses solely for DSE use or you might incur additional costs over and above
the limit of cover, it is important to contact the HR Office before making the purchase to check whether the College
will meet the cost. Advance authorisation is required in all cases.

10.9 New and expectant mothers
Staff should inform their manager if they are pregnant, have given birth in the previous six months or are breastfeeding
so that the College can undertake a risk assessment of the work and the workplace. The notification should be given
in writing, as early as possible.
While there are no legal requirements on employees to inform their employers that they are pregnant or a new mother,
staff should bear in mind that their employer is not required to take any specific action until written notification has
been provided. See the Maternity Policy.
A designated room will be provided for pregnant and breastfeeding mothers to rest. Please contact the HR Office for details.

10.10 Children and young people

S t a ff H a n d bo o k | H e a lt h , Sa f et y a nd t he E nv i r on me n t

10.10.1 Children on site

54

You must obtain prior permission from your Head of Department or College Supervising Officer before bringing
children on the premises. If you are given permission to bring children onto College premises, you must supervise them
at all times. They may be exposed to hazards that they would not normally encounter and may themselves become a
source of hazard to other employees, College members or visitors, should they, for example, be tempted to interfere
with substances or machinery. You will be held responsible for their actions at all times.

10.10.2 Employing young workers
Workers under the age of 18 may need additional help and training to understand the behaviour expected of them and
to allow them to carry out their work without putting themselves and others at risk.

10.11 Environmental policy
The College is committed to working in a sustainable way, complying fully with environmental legislation and officially
approved codes of practice.
Staff can assist in putting the ‘Green’ policy into practice by:
•
•
•
•

saving energy by switching off lights and computers at night
conserving water by turning off taps and using dual-flush toilets
recycling paper by using blue bins in offices
choosing environmentally friendly means to travel to work.
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SAFEGUARDING
11.1 Working with children and vulnerable adults
The College carries out activities that bring employees and people working on behalf of the College into regular
unsupervised contact with children and vulnerable adults, which may include students and participants in summer
schools or conferences.

No-one will be permitted to undertake a role that involves regular contact with children or vulnerable adults without
a satisfactory Disclosure and Barring Service (DBS) check. See Section 2.1.
Everyone who comes into contact with children and their families has a role to play in safeguarding children. College
staff are sometimes in a position to identify concerns and to provide help in order to prevent problems from escalating.
If you have any concerns about a student or colleague, however minor they may seem, please talk to the HR Manager
or Academic Registrar. If a student makes a disclosure to you, you should follow the Safeguarding Policy and Procedure.
All staff are expected to undertake Safeguarding training as required.
For further information, see the Safeguarding Policy.
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for staff and workers. All reasonable steps will be taken to prevent all parties from harm. See Policy on Working With
Children And Vulnerable Adults.
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11.2 Prevent
The Counter Terrorism and Security Act 2015 has introduced the Prevent Duty, which requires that due regard be paid
to the need ‘to prevent people from being drawn into terrorism’.
The College has a Prevent Strategy that sets out how it responds to the requirements of the Prevent Duty. The strategy
includes training for all staff.
For the purposes of the Act, the ‘Prevent Leads’ are the Senior Tutor and the Assistant Bursar (Information).
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12.1 Expectations of confidentiality
The College holds confidential information on all employees, students, and Fellows. All staff, students, Fellows and
customers of the College have a right to confidentiality in their private affairs and to their personal information being
handled properly and not disclosed irresponsibly or unnecessarily. If you have access to confidential information, you
must ensure that confidentiality is maintained at all times.
If during the course of your employment you have access to, or reason to handle, personal information, you should
make every effort to comply with the Data Protection legislation. If you are unsure of the current legal requirements,
please check with your Head of Department or College Supervising Officer.
In general, information is considered confidential if it has been acquired by you during or in the course of your
employment, or has otherwise been acquired by you in confidence, and relates to College affairs, College members,
employees, students, Fellows, or other persons or bodies with whom the College has dealings of any sort and has not
been made public by, or with, College authority.
Other than in the course of your legitimate work activities, or as required by law or permitted under the Public Interest
Disclosure Act 2013, you must not at any time, whether before or after the termination of your employment, disclose
such information to any person without the College’s written consent.
Good standards of confidentiality must be maintained within the College. Please ensure that you pursue your daily
work in a way that has regard to the information you hold, see or hear, and make sure that you do not compromise
the requirement for confidentiality through your working practices, for example, by leaving papers out in view when
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visitors are around, or at the end of the day, or discussing confidential information with colleagues. If you are in any
doubt about what confidential information is, or how to deal with it, please seek advice from your Head of Department
or College Supervising Officer.
You are to exercise reasonable care in keeping safe all documentary or other material containing confidential
information. At the termination of your employment with the College, or at any other time on demand, you must return
to the College any such material in your possession.
You should also endeavour to prevent any such information from unauthorised disclosure or publication. The
restrictions in this clause will cease to apply to information that comes into the public domain, other than as a result
of an unauthorised disclosure by you or any employee or ex-employee of the College.

12.2 Data protection
For the purposes of administration, the College holds and processes your personal data. Data relating to you will be
held for the duration of your employment or for such longer period as may be necessary to enable the College to
answer any question relating to your employment.
The Data Protection legislation protects individuals from having their personal data disclosed without permission and
from inaccurate information on them being held. The College holds personal data on all staff (for example, personnel
and payroll records) and staff may come into contact with the personal data of other people in the course of their work
(for example, student records).
There are six data protection principles to which you must adhere when dealing with personal data. Data must be:
•
•
•
•
•
•

processed (i.e. collected, handled, stored, disclosed and destroyed) fairly, lawfully and transparently;
processed only for specified, explicit and legitimate purposes;
adequate, relevant and limited to what is necessary;
accurate (and rectified if inaccurate);
not kept for longer than necessary;
processed securely.
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You must only access, vary, erase, copy, or make use of any information in the College’s records for the proper discharge
of your duties of employment and to the extent that you are authorised to do so. You must not access, vary, erase, copy,
or use any information in the College’s records in such a way as to place the College in breach of its legal obligations
under the Act. Any failure to abide by this provision may result in disciplinary action being taken.
In accepting employment with the College, you give consent to the College to process such data on you as is essential
for processing your pay, record keeping and administrative procedures.
If you have any concerns over the requirements of the Data Protection Act, or over the handling of your own or another
person’s personal data, please discuss them with your Head of Department or College Supervising Officer or with the
Assistant Bursar (Information).
The Data Protection Policy is available on the College website.
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INFORMATION TECHNOLOGY
13.1 Use of college computer facilities

You should use computing facilities in a reasonable manner. You should not install any software without the agreement
of the IT Manager, and you should not reconfigure any machine against the advice of the appropriate authorised officer.
You may not make use of the College’s IT facilities for private financial gain or for commercial purposes outside the
scope of official duties, without specific authorisation to do so.

13.2 Internet usage
You may make occasional use of the internet for other than strictly work purposes, provided it does not adversely affect
your work or the work of others and has a minimal effect on the College’s resources.
You may make occasional use of College facilities for personal emails, provided this does not have more than a
minimal impact on resources and does not adversely affect your work or the work of others and is consistent with the
College Email Policy.
If an email is personal, you may wish to make this clear by using the word ‘personal’ in the subject line.
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You may make reasonable personal use of computing facilities provided by the College. This personal use should not
interfere with the performance of your duties or cause any damage or difficulty to computers or to networks, or any
difficulty or distress to others.
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When you send emails, you should remember the following:
• an email message is legally equivalent to a letter; email messages can be defamatory, can form contracts, and
may be disclosed by the College after a request made under the Freedom of Information Act. For these reasons, it
is important to take the same care in composing email messages as in composing letters
• private emails should not use Downing signature blocks
• email messages, like other documents, can be disclosed to the person that they are about, under the Data
Protection Act and in the event of legal proceedings
• The College cannot guarantee that communications will not be accessed illicitly.

13.3 Security and protection of information
You should guard confidential material and personal information by the proper use of passwords and other security
measures. Not all computer systems are suitable for the storage of confidential information. The College’s IT Manager
can provide advice on whether or not a system is suitable.
You can protect highly sensitive material through the use of encryption. The IT Office can provide advice on its use.
You must not disclose passwords or other access codes to others. You must comply with the Data Protection Act, which
requires that the College keeps personal information secure.
When working with confidential information, you must take care not to leave it inappropriately visible. If you need to
leave your computer during the course of your work, you should ensure that you log out or engage the screen lock,
unless the computer is in a secure location.
You should observe the same standards of confidentiality for electronically held or generated information as for
information held on paper.
If you have a concern about the inadequate protection of data, you should inform your Head of Department or College
Supervising Officer so that any necessary steps can be taken to safeguard the data.
All staff and Fellows have an obligation to protect data and systems by following the most up-to-date recommendations
on avoiding damage from viruses and other malicious programmes. The IT Office can provide advice on this subject.

13.4 Social media
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The College has adopted a policy on the reasonable use in the workplace of social media, including, for example,
Twitter, Facebook, LinkedIn, Flickr, YouTube and Snapchat. The policy includes provisions and restrictions on both
work and personal use.
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The key principles include the following:
• you should ensure that your use of social media does not interfere with your work duties; personal use is only
permitted during breaks
• your online profile must not include the College’s name or the name of the University of Cambridge
Any social media communications you make must not:
•
•
•
•

bring the College into disrepute
breach confidentiality
breach copyright
do anything that could be construed as discriminatory or bullying or harassment of any individual.

Breaches may result in disciplinary action up to and including, where deemed serious, summary dismissal. Please see
the Social Media policy.

13.4.1 Misuse of computing facilities
While the College permits reasonable personal and professional use of computing facilities, you should be careful not
to misuse these facilities by, for instance:
• accessing internet material that is counter to legislation, College rules or policies (e.g. equal opportunities),
or commonly accepted standards, or is likely to be offensive to reasonable people. If you are concerned that
accidental access to such sites has taken place, you may wish to report your concerns to an appropriate person
• sending emails that would constitute bullying or harassment as defined in Section 7.2 of this College Handbook
• hacking – attempting to access systems or information within or outside the College without authority, or
encouraging others to do so.

13.4.2 Investigation of misuse
The College respects, and aims to protect, the privacy of members of staff, Fellows, their work, and the College, its
systems and resources.
If there are grounds to suspect that misuse has been made of computing facilities, then the College is bound to
investigate. These investigations will take place in a strictly controlled manner and the Senior Bursar must give
permission for any system access that is required.
In these cases, access to system information pertaining to individuals will be allowed only in so far as it is necessary for
the College to comply with national legislation, e.g. the Regulation of Investigatory Powers Act and the Lawful Business
Practice Regulations, or in connection with the investigation of misuse. Access will be initiated in accordance with the
provisions of that legislation and to the extent permitted by data protection and human rights legislation and by the
general principles of employment law.
The investigation may include inspection of files held on College systems, investigation of system log files and network
traffic information, monitoring of network, system, or other computer activity. If there is a need to access files, the
individual member of staff or Fellow will normally be asked for his or her consent; however, it may exceptionally be
necessary to obtain access without consent:
• if urgent access is required for operational purposes, but the individual is absent and cannot be contacted
• if there is prima facie evidence that an individual may be misusing facilities to an extent that would be
considered serious or gross misconduct, or if there is a need to initiate an investigation and there is a serious
possibility that evidence might be destroyed.

The Senior Bursar may authorise the routine monitoring of general internet access, including email traffic volume (but
not content), within the local area network.
Misuse of computing facilities is likely to trigger disciplinary action.
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As part of normal information security procedures, computers linked to the College networks may be scanned
automatically for system vulnerabilities. Documents and files held on College systems may routinely be scanned for
viruses and malware.
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STANDARDS OF CONDUCT

The College aims to encourage the highest professional and ethical standards and requires all employees to maintain
its good reputation by behaving with responsibility and integrity and acting in a courteous, honest and fair manner
towards anyone with whom they deal.
You are expected to work together with other staff and College members for the well-being of the College as a whole
and to protect the dignity of other workers and members of the College.
You must comply at all times with all the College’s rules, policies and procedures, including those relating to Financial
Regulations, Anti-Bribery, IT, Equal Opportunities, Harassment, Health, Safety, and Welfare, and all other rules and
procedures that appear in the Staff Handbook, as amended from time to time.
Breach of any College rules, policies, and procedures, may result in disciplinary action up to and including dismissal.
Please see the Disciplinary Procedure.

14.1 General expectations
You are expected to be clean, neat, and tidy at all times and to be polite and reasonable with other staff, Fellows,
students, and visitors. You must behave in a mature, professional manner, with integrity and thoughtfulness.
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The College wishes to maintain a pleasant environment for everybody living and working at the College and to assist
all staff to carry out their duties. Your actions are crucial in achieving these goals. Your support and suggestions are
welcome.
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You must NOT be under the influence of alcohol or use or be under the influence of drugs while at work. Alcohol may
only be consumed at work when authorised (for example, at farewell parties), with the prior permission of the Senior
Bursar. Any breach of this provision will be treated as a serious disciplinary matter.
You are expected to be punctual and timely in starting work, keeping appointments and dealing with your duties.
You must use all resources and facilities as instructed and help the College to promote economy, efficiency and
effectiveness in its activities.
The College does not accept liability for any loss of, or damage to, property that you bring onto the premises. You are
requested not to bring personal items of value onto the premises and, in particular, not to leave any items overnight.
You must NOT borrow College equipment without the consent of your Head of Department or College Supervising
Officer, which may be given subject to such conditions as are appropriate in the circumstances. This requirement is for
your protection. Unauthorised borrowing may be misinterpreted as theft, which is a dismissible offence. In such cases,
the College reserves the right to report the matter to the police at any stage in the proceedings.
You must be careful not to imply, by your behaviour, that you may be influenced by gifts while acting in an official
capacity on behalf of the College. As a general rule, all gifts should be declined. When any offer of a gift is declined,
you should explain the College policy and illustrate how your acceptance of gifts could be misconstrued.
It is an offence under the Bribery Act 2010 to offer, promise, give or receive a bribe.
It is a strict rule, therefore, that nothing that could be viewed as an inducement, e.g. personal gifts, hospitality or
entertainment of any kind, may be accepted from a supplier, client, customer, or a prospective supplier without the
prior agreement of your Head of Department or College Supervising Officer. The details of any offer of such a gift or
hospitality must be declared. If you are found to have accepted or given any bribe, you will face disciplinary action,
which could include dismissal for gross misconduct.
Exceptions to the rule include the acceptance of small gifts, such as trade pens, pencils, diaries or calendars, up to the
value of £25. If you do accept a gift with an individual value over £25, it must be reported to your Head of Department
or College Supervising Officer, who will then arrange for the gift to be recorded in the Register of Interests, which is
held in the College Office.
Should the College wish to search you, your locker, or your personal property as part of a security operation or an
investigatory process, you will be asked for your consent. You will be informed of the reason for the search, and a
written record of the search and findings will be kept. If you refuse consent, your refusal will be recorded and may be
used in evidence at a disciplinary meeting.
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The College acknowledges the mutual obligation of confidence and trust implied in the contract of employment with
you and will not act in such a way as to destroy that relationship.
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14.2 Unsatisfactory conduct and misconduct
You will be liable to disciplinary action if you are found to have acted in any of the following ways (these are examples
only and not an exhaustive list):
• rudeness towards Fellows, students, visitors, members of the public or other employees; objectionable or insulting
behaviour; harassment, bullying or bad language
• failure to devote the whole of your time, attention and abilities to College business during your normal working hours
• unauthorised use of email and internet, including social media
• failure to carry out all reasonable instructions or follow the College’s rules and procedures
• unauthorised use or negligent damage to or loss of College property
• failure to report immediately any damage to property or premises caused by you
• failure to abide by the general hygiene and health and safety rules and procedures
• smoking anywhere inside College premises or other than in designated areas on College property
• consumption of alcohol that affects the performance of your duties
• persistent absenteeism, lateness, or leaving before the normal finishing time
• unsatisfactory standards or output of work.

14.3 Serious misconduct
If, after investigation, it is determined that you have broken the rules governing conduct due to your extreme carelessness
or that your conduct has had a serious or substantial effect upon the reputation or affairs of the College, you may in the
first instance be issued with a final written warning.
You may receive a final written warning if, on investigation into alleged gross misconduct, there are shown to be
mitigating circumstances.

14.4 Gross misconduct
You will be liable to summary dismissal if you are found to have acted in any of the following ways (these are examples
only and not an exhaustive list):
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

grossly indecent or immoral behaviour, deliberate acts of unlawful discrimination or serious acts of harassment
dangerous behaviour, fighting or physical assault
incapacity at work or poor performance caused by intoxicants or drugs
possession, supply or use of illicit drugs
serious infringement of the College’s policy on the use of the internet
deliberate falsification of any records (including time sheets, absence records, etc., in respect of you or any employee)
undertaking private work on the premises and/or in working hours without express permission
working in competition with the College
taking part in activities that result in adverse publicity to the College or that cause the College to lose faith in your
integrity
theft or unauthorised possession of money or property, whether belonging to the College, another employee or a
third party
destruction or sabotage of the College’s property, or any property on the premises
serious breaches of the hygiene and health and safety rules, which endanger the lives of employees, or of any
other person
gross insubordination and/or continuing refusal to carry out legitimate instructions
abuse of the harassment policy by making vexatious or malicious allegations
abuse of the Public Interest Disclosure policy by making vexatious or malicious allegations.

14.5 Precautionary paid suspension

Any such suspension is without prejudice to the College’s right subsequently to terminate your employment on the
same or any other ground and will last no longer than is necessary to carry out any inquiry or investigation into the
circumstances and to hold any appropriate disciplinary hearings.
During any period of suspension, the employee may be refused access to College premises without prior consent and
may be subject to conditions.
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The College may, in its absolute discretion, suspend you on full pay in order to investigate any claim or allegation that
it considers could constitute serious misconduct, where relationships have broken down, where the College has any
grounds to consider that its property or responsibilities to other parties are at risk, or where the College considers that
your continued presence in College premises could hinder an investigation.
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MISCELLANEOUS POLICIES AND PROCEDURES
15.1 Smoking (including vaping)
The College recognises that smoking causes a hazard to health, both to smokers and to non-smokers, and can constitute
a fire hazard.
Accordingly, the College does not allow Fellows, students, staff, visitors, conference guests, contractors or members of
the public to smoke in any part of its premises, other than in Designated Smoking Areas. This policy extends to vaping
(e-cigarettes).
College premises include all buildings on the Domus and other College premises, such as hostels, the boathouse, the
sports pavilion and College-owned vehicles.
The Designated Smoking Areas (Staff) are: the area outside the side entrance to the Butterfield Café and Bar (except
when the Café or Bar is open for business); the area outside the rear entrance to the Howard Building; and the area
behind the College Gym.
This restriction applies at all times, including outside normal working hours. Staff may smoke in the designated areas
only at times agreed with their Head of Department or College Supervising Officer. Other areas have been designated
for students and for conference guests.
Staff who breach this policy may be subject to disciplinary action. Staff are responsible for advising their guests of these
rules. Please see the Smoking and Vaping Policy.
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15.2 Security (including CCTV)
Access to offices and College buildings is by means of access cards and keys. If you are issued with keys to College
premises, you should never let another person have these unless that person is another College employee. If you lose
a key, you should report this immediately to the Porters’ Lodge. Certain roles require keys to be signed in and out at
the Porters’ Lodge.
The College will apply for a University Card on your behalf. This card is unique to you and should not, under any
circumstances, be lent or given to another person. If you lose or misplace your University Card, you should report its
loss to the HR Office immediately.
All employees must ensure that on leaving their offices and workrooms, the windows are shut and secured, internal and
external doors are locked, and all computers and electrical equipment are, if appropriate, shut down and locked away.
College security is assisted by CCTV surveillance. The system is monitored. CCTV records are kept for a period of
thirty days. CCTV coverage can be stored to disc for evidential purposes. The College reserves the right to use any
information obtained in this manner in any disciplinary issue. If you have questions regarding the operation of the
CCTV system, you should speak to the Head Porter.
If you wish to access any personal data about you on the CCTV system, you should contact the Data Protection Officer
(data.protection@dow.cam.ac.uk). Further information on how the College handles data and how to request data held
on you is available on the College website.

15.3 Use of telephones and mobile phones
You must not abuse the fact that you have access to College telephones for both internal and external use. For example,
you must not use College telephones for excessive or unnecessary personal calls.
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If you are provided with a mobile phone for use on College business, the handset, associated equipment and account
remain the property of the College at all times and must not be used in any way which may bring the College into
disrepute. The terms and conditions of the Mobile Phone Scheme will be provided to you. Failure to abide by these
terms and conditions is a disciplinary offence.
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During normal working hours, you should only use your personal mobile phone for essential calls. If your line manager
considers that you are making excessive calls, the College reserves the right to require you to keep your mobile phone
switched off during working hours.

15.4 Use of vehicles (including bicycles) and parking
Staff are encouraged to cycle, walk or use public transport, rather than drive to work, whenever possible. Cycle racks
are available at the rear of the North Range. Staff and students are not permitted to cycle within the Domus; you must
wheel your bike and not ride it. Bikes brought onto the Domus must be registered with the Porters and a registration
tag displayed. Unregistered bikes may be impounded.
See the map at Section 1.3 for car park locations. Staff parking is not permitted in any non-designated areas.
If you are granted access to the Main Car Park, you must always wait for the green light at the automatic barrier before
driving into the car park. You must never follow another car through the automatic barrier, whether the green light is
showing or not.
Under no circumstances should you park in areas designated for Fellows, people with disabilities, or visitors, unless
eligible to do so, nor should you park in the spaces containing electric charging points unless you drive an electric vehicle.
No liability is accepted for damage to private vehicles or bicycles brought onto College premises, however it may be
caused. Any vehicle left on College property is left at the owner’s risk.
Use of mobile phones while driving is both unsafe and illegal. It is also a breach of College policy.

Any use of mobile phones while driving on College premises or for business purposes, will be treated as a serious
disciplinary offence.
Please see policy on Use of Vehicles.

15.5 Expenses
Expenditure on travel and subsistence will be reimbursed in accordance with the Policy on Expenses.
Claims that are made and that are proved to be fraudulent may result in summary dismissal.

15.6 References
The College will not give open ‘to whom it may concern’ references to employees leaving employment, but will reply
to written requests from prospective employers, who should be advised to direct such requests to the HR Manager.
While employees may provide personal references for their colleagues, such references should be clearly marked as
personal, not be written on headed notepaper, or transmitted through the College email system.
All official references must be of a professional nature and checked by the HR Office before despatch.

15.7 Personal relationships at work
The College recognises that, from time to time, close personal relationships may develop between members of the
college community. If you believe a personal relationship at work may potentially adversely affect your ability to fulfil
your role in any way, you must inform the HR Manager.

Close personal relationships are of concern when there may be an abuse of the employee’s position of trust, a breach of
the required standards of propriety, a compromise of professional standards, a conflict of interests, or a potential breach
of confidentiality. They are also of concern when a third party may perceive there to be a potential conflict of interest.
For these purposes, a personal relationship means any one, two or more staff members employed by the College, or
otherwise within the College community, who are connected through a family relationship (parent, child, grandchild,
sibling, including step relatives, husband or wife or partner), personal business associates, those in a commercial or
financial relationship or those who are in an intimate or sexual or romantic relationship (even if a short-term one).
The Line Manager and the HR Manager will assess any potential areas of conflict of interests. Suitable arrangements
will be made to ensure that the professional integrity of each individual and the College is upheld, that all staff are
treated fairly, and that potential accusations of unfair treatment by other staff are avoided.

15.8 Political affiliations
You must avoid any activity in the public arena that could bring the College into disrepute. Any employee who holds
or intends to stand for public office must inform the Senior Bursar.
You must follow the policies and procedures of the College and must not allow your own personal or political opinions
to interfere with your work or impartiality.

15.9 Alcohol and drug use
The effects of alcohol and drugs in the workplace can be extensive, including, for example, absenteeism, higher
accident levels, and reduced work performance.

S t a ff H a n d bo o k | M i s ce l la n e o u s Po li ci es a nd P ro c e d u re s

The College fully acknowledges your right to privacy in your personal affairs; however, experience has shown that the
effect of such relationships sometimes has an adverse impact on the College, especially where a conflict of interest or
breach of confidentiality may arise.
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Being under the influence of alcohol or drugs (including solvent misuse) at work is not permitted and may lead to
action being taken under the disciplinary procedure.
If you are suspected of being under the influence of alcohol or drugs, you may be suspended immediately. The College
may ask that you take an alcohol or drug test to be carried out by a nominated person. This policy also covers misuse
by an employee at a conference, social or other event either organised by the College, or that you are attending as a
representative of the College.
If you have become dependent on alcohol or drugs and you bring this dependency to the College’s attention prior to
the raising of any concerns or disciplinary action, it may be possible to help you to seek appropriate treatment and
take time to recover.
If a prescription drug affects your working capabilities, your Head of Department or College Supervising Officer should
be informed as to any risks that might affect you and those who work with you.
For further details, please see policy on ‘Alcohol and Drug Use’.

15.10 Statements to the media
You should not give interviews or statements to the media about your employment at the College or on issues relevant to
the College’s business, without the prior consent of the Senior Bursar, Senior Tutor or Assistant Bursar (Communications
and Information). You should refer all communications and enquiries from the media to your Head of Department or
College Supervising Officer.
You should not discuss the College or any of its students, whether officially or ‘off the record’, or endorse any product
or service or person without permission. If approached by a member of the press, do not say, ‘No comment’. Take a
contact name, telephone number or email address and deadline date (this gives a timeframe within which the College
may respond). Ensure that the message is passed on immediately to the Senior Bursar, Senior Tutor or Assistant Bursar
(Communication and Information).
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No publication of any material or opinion based on experience gained with the College may be made without the
written consent of the Senior Bursar, Senior Tutor or Assistant Bursar (Communication and Information).
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15.11 Copyright
All material, whether held on paper, electronically, magnetically or in other formats, that was created by you solely for
the College in the course of your employment is College property and subject to the laws of copyright. At the time of
termination of your employment with the College, or at any other time on demand, you will return to the College any
such material in your possession.
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TERMINATION OF EMPLOYMENT

• one week’s notice during the probationary period
• four weeks’ notice after the completion of the probationary period, but when the period of continuous
employment is less than four years
• one week’s notice for each year of continuous employment when the period of continuous employment is
between four years and twelve years; and
• twelve weeks’ notice when the period of continuous employment is twelve years or more.
In the case of gross misconduct your employment may terminate without notice or payment in lieu of notice.
You are required to give the College four weeks’ notice of resignation, unless a longer period is set out in your Statement
of Terms and Conditions of Service. If you decide to leave during your probation period, you are only required to give
one week’s notice.
The College reserves the contractual right to give pay in lieu of all or any part of the notice given by either party, or to
place you on ‘Gardening Leave’ for the whole or part of the remainder of the employment.
On the termination of your employment, you must return all College property, including tools, keys, mobile phones,
computer hard or software (including storage media), clothing, documents, and any other property that may be in your
possession or under your control. You will not, without the written consent of your College Supervising Officer, retain
any such items. The ownership of all such property and documents will at all times remain vested in the College. If
requested by your Head of Department or College Supervising Officer, you will be required to sign a statement that you
have complied with this requirement. Failure to return such items will result in the cost of the items being deducted
from any monies outstanding to you and may include the cost of replacing locks to which you have retained keys.
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The period of notice of termination of employment to which you are entitled is as follows:
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EMPLOYMENT POLICIES
For a full list of the current policies referred to in the Staff Handbook, please contact the HR Office or visit the
College network.

•
•
•
•
•
•

17.1
17.2
17.3
17.4
17.5
17.6

REDUNDANCY PROCEDURE
GRIEVANCE PROCEDURE
DISCIPLINARY PROCEDURE
CAPABILITY AND CAPABILITY DISMISSAL
HEALTH & SAFETY
PUBLIC DISCLOSURE

17.1 Redundancy procedure
A redundancy will arise when ‘The employer has ceased, or intends to cease to carry on business for the purposes of
which the employee was employed by him, or has ceased or intends to cease to carry on that business in the place
where the employee was so employed; or the requirements of that business for employees to carry out work of a
particular kind or for the employees to carry out work of a particular kind at the place where they were so employed,
have ceased or diminished or are expected to cease or diminish.’ Section 13 (1) Employment Rights Act 1996.
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For ease of reference, the following policies are set out in the Staff Handbook.
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The College will seek to avoid compulsory redundancies as far as is consistent with maintaining operational efficiency
by means of:
•
•
•
•

placing restrictions on recruitment
making reductions in overtime
restricting temporary contracts
inviting volunteers for redundancy.

Should compulsory redundancy prove unavoidable, the College will:
•
•
•
•

follow a fair and objective selection process
consult fully and consider any alternative positions that may be available
treat individual employees who are to be made redundant with consideration and respect
grant reasonable paid time off during normal working hours to employees who have been given notice of
redundancy to look for new employment and to make arrangements for training for future employment.

In the event of redundancy, whether voluntary or compulsory, redundancy pay will be calculated in accordance with
the statutory rules by reference to the employee’s age, length of continuous service, and weekly gross pay (capped at
the statutory maximum for redundancy pay purposes.) Redundancy payments are not normally taxable.
Each completed year of continuous service up to a maximum of 20 years counts for payment on the following scale:
• for years of employment before age 22 years – ½ week’s pay for each year of service
• from age 22 years but less than 41 years – 1 week’s pay for each year of service
• from age 41 years – 1½ week’s pay for each year of service.
Employees with less than two years’ continuous service at the date when notice of dismissal expires will have no
entitlement to a redundancy payment.
The College will make every effort to offer suitable alternative employment. If an employee transfers to an alternative
post with reasonably comparable duties, in some circumstances it may be appropriate to protect an employee’s original
salary for a finite period.
If an offer of alternative employment is made and accepted, it will usually begin immediately or no later than four weeks
after the employee’s original contract has been terminated. If re-training is necessary, the employee will be entitled to
a trial period of four weeks or longer in the new position. If during the trial period, either the College or the employee
decides to terminate the new position because it proves not to be suitable, then the employee will be regarded as
having been made redundant from the former position and will accordingly receive a redundancy payment.
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If an employee unreasonably refuses an offer of alternative employment or unreasonably resigns during the trial period
in a suitable alternative position, then he or she will have no entitlement to a redundancy payment.
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17.2 Grievance procedure
All staff have the right to seek individual redress for any grievance that they may have about their employment. The
procedure, which is contractual, is designed to ensure that grievances may be resolved consistently, fairly, and quickly,
to the satisfaction of all parties concerned.
The procedure applies to all matters arising from your employment, including the nature or range of your job
accountabilities or actions taken by colleagues, College Supervising Officers or Heads of Department, but should not
be used when the issue in question is a matter of managerial discretion.
Nothing in this procedure is intended to prevent you from informally raising any matter that you may wish to mention.
Informal discussion can frequently solve problems without the need for a written record. However, if you wish to raise
a formal grievance, you should normally do so in writing from the outset. Provided you make it clear that you wish the
grievance to be treated formally, the College will give the same consideration to any grievance that you raise verbally
as it would do were the grievance to be raised in writing. However, you should be aware that, in most circumstances,
the law requires that you provide written details of your grievance before taking certain types of legal action.

You will have the right to be accompanied at all the stages outlined below by another employee of the College or a
trade union official, who may address the hearing to put your case, to sum up that case, and to respond on your behalf
to any view expressed at the hearing.

17.2.1 Informal discussion
You are encouraged to raise any complaints informally with your Head of Department or College Supervising Officer.
Both parties should attempt to resolve the problem.

17.2.2 Stage 1
If the complaint remains unresolved, you should, if possible, write to your Head of Department or College Supervising
Officer, providing brief details of your complaint and requesting that the matter be formally dealt with through the
Grievance Procedure. If your grievance is in relation to your Head of Department or College Supervising Officer, you
may prefer to address your complaint to the Senior Bursar. If the Senior Bursar is your College Supervising Officer, you
may address your complaint to the Master. Your grievance will be fully investigated, and a meeting will be arranged
at a reasonable time and location to report and discuss the investigator’s findings and proposals. You must take all
reasonable steps to attend this meeting. The findings and proposals will then be confirmed in writing within five
working days.

17.2.3 Stage 2
If you are not satisfied with the outcome of Stage 1, you may within 14 days of receipt of the decision submit a request
to the Master in writing, if possible, to take your grievance to Stage 2 of the procedure. You will then be invited to
attend a meeting at a reasonable time and location with the Master (or such person as he may appoint to act in his
place), where you may present your objections to the decision reached at Stage 1 of the procedure. You must take all
reasonable steps to attend this meeting, and a decision will be reached and communicated to you in writing within five
working days. This decision will be final and binding.

17.3 Disciplinary procedure
This procedure is contractual and is designed to help and encourage all staff to achieve and maintain high standards of
performance, attendance, and conduct. It aims to ensure the consistent and fair treatment of all staff.
It provides for action to be taken for failure to meet the standard required in job performance, attendance, and conduct
(whether during working hours or not), including any breach of the terms and conditions of employment or failure to
abide by any of the College’s policies, procedures, or rules.

In all cases warnings will be issued for misconduct, irrespective of the precise matters concerned, and any further
breach of the procedure in relation to a similar or entirely independent matter of misconduct will be treated as further
disciplinary matter. If the warnings are not heeded, then the disciplinary process will continue through to dismissal.
The point at which the procedure is entered will be determined entirely by the seriousness of the offence or problem
in question.
Where it is necessary to take disciplinary action against an employee, account will be taken of his or her previous
record and any circumstances that may be relevant.
No employee will be dismissed for a first breach of discipline, except in the case of gross misconduct, when the penalty
will normally be dismissal without notice and without payment in lieu of notice.
Recurrent breaches of the disciplinary rules will lead to progressively more-severe action being taken.
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When practicable, potential disciplinary cases will be dealt with at an early stage in order to resolve problems as
quickly and fairly as possible.
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At each stage of the procedure, a thorough investigation will be conducted:
• where it is necessary to take disciplinary action against an employee, the employee will be advised in writing of
the nature of the complaint against him or her and will be given the opportunity to state his or her case
• the employee will have the right to be accompanied to the disciplinary hearing by a fellow employee or a
recognised trade union representative
• the outcome of any disciplinary proceedings and the steps to be taken to lodge an appeal against the decision
will be confirmed to the employee in writing and a record of the disciplinary proceedings and decision will be
placed on his or her personnel file. A copy of the notes from the disciplinary proceedings will be supplied to the
employee if requested
• an employee will have the right to appeal against any disciplinary action which is taken against him or her.
We expect that any minor problems will be dealt with informally by a Head of Department or College Supervising
Officer, but where the matter is more serious, the following procedure will be followed.

17.3.1 Stage 1 – Oral warning
If an employee’s conduct or performance does not meet acceptable standards, the employee will normally be given a
formal oral warning by his or her Head of Department or College Supervising Officer or by a nominated other manager.
He or she will be advised of the reason for the warning, that this is the first stage of the disciplinary procedure, and
of his or her right of appeal. A brief note of this oral warning will be retained on the personnel file. Provided that the
College is satisfied with an employee’s ongoing conduct and performance, the oral warning will be disregarded for
disciplinary purposes after six months,

17.3.2 Stage 2 – Written warning
If the offence is deemed serious, or if a further offence occurs, or performance does not improve, a written warning
will be given to the employee by his or her Head of Department or College Supervising Officer or by a nominated
other manager. The written warning will outline details of the complaint, and, if circumstances warrant, the level of
improvement required and over what time scale. It will warn that further action under Stage 3 will be considered if
there is no satisfactory improvement or if there is any repetition of misconduct, and will advise the employee of the
right of appeal. A copy of the written warning will be held on the personnel file, but will be disregarded for disciplinary
purposes after one year or such further period of time as is explained in the written warning, provided that the College
is satisfied with an employee’s ongoing conduct and performance.
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17.3.2 Stage 3 – Final written warning
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If there is still a failure to improve and the level of conduct or performance is still unsatisfactory, or if the misconduct or
performance is sufficiently serious to warrant only one written warning (in effect both first and final written warnings),
but not serious enough to justify dismissal, a final written warning will normally be given to the employee. In most
cases, this warning will be issued by the Head of Department or College Supervising Officer or by a nominated other
manager and will give details of the complaint, will warn that dismissal will result if there is no satisfactory improvement,
and will advise of the right of appeal. A copy of this final written warning will be held on the personnel file, but will
normally be disregarded for disciplinary purposes after one year, or such further period of time as is explained in the
written warning, provided that the College is satisfied with an employee’s ongoing conduct and performance.

17.3.4 Stage 4 – Dismissal
If conduct or performance is still unsatisfactory and the employee still fails to reach the standards prescribed, or if
the misconduct or performance is sufficiently serious, dismissal will normally result. In most cases this decision will
be taken by an Assistant Bursar or Senior Bursar. The HR Manager will provide the employee, as soon as reasonably
practicable, with written reasons for his or her dismissal and the date on which his or her employment will terminate.
The employee will be advised of his or her right of appeal.
Demotion or redeployment may be considered as an alternative to dismissal.
If an employee is accused of serious or gross misconduct, he or she may be suspended from work on full pay (which
will not normally be for more than five working days), while the alleged offence is investigated. During any period
of suspension, the employee may be refused access to College premises without prior consent, and subject to such
conditions as the College may impose.

If the investigation finds that gross misconduct has occurred, the result will normally be summary dismissal without
notice or without payment in lieu of notice. The employee will be advised of his or her right of appeal.

17.3.5 Appeals
If an employee wishes to appeal against a disciplinary decision, he or she should inform the Senior Bursar in writing
within seven working days of receipt of the decision. The letter of appeal should set out the reasons why the employee
considers a disciplinary decision should be changed. While it is hoped that a request for an appeal will be made in
writing if possible, it can be made orally through the HR Manager.
The Master may in his absolute discretion refer the appeal to a College Committee, or such person whom he considers
would be appropriate to deal with the appeal, provided always that that person has had no previous involvement in the
matter. The employee will be invited to attend the disciplinary appeal meeting to state his or her case. He or she has
the right to be accompanied by a fellow employee or a recognised trade union representative.
A decision on any appeal will be set out in writing and sent to the employee within seven working days of the appeal
hearing and will be final and binding. At appeal any disciplinary penalty imposed will be reviewed but cannot be increased.

17.3.6 Short-service staff
The College reserves the right in respect of disciplinary procedures to take account of your length of service and to vary
the procedures accordingly. If you have a short length of service, any behaviour that is deemed to warrant disciplinary
action may result in dismissal. Nevertheless, you will still have the right to a hearing and an appeal.

17.4 Capability and capability dismissal
17.4.1 Introduction
The College recognises that during your employment your capacity to carry out your duties may deteriorate over time.
The most common reasons for difficulty in meeting the demands of your job are either that the job has changed over
time and you fail to keep pace with the changes, or you change (most commonly because of health reasons) and you
can no longer cope with the work.

17.4.2 Job changes

If your standard of performance is still not adequate, you will be warned in writing that a failure to improve and to
maintain the performance required could lead to your dismissal. The College will also consider the possibility of a
transfer to more suitable work if possible.
If there is still no improvement after a reasonable time and it is not possible to transfer you to more suitable work, you
will be issued with a final warning that you will be dismissed unless the required standard of performance is achieved
and maintained.
If such improvement is not forthcoming after an agreed period of time, you will be dismissed with the appropriate notice.

17.4.3 Terms & conditions
17.4.3.1 Personal circumstances
Personal circumstances may arise that do not prevent you from attending for work, but prevent you from carrying out
your normal duties (e.g. a lack of dexterity or general ill health). If such a situation arises, you will be asked for details of
your medical diagnosis and prognosis so that the College have the benefit of expert advice in assessing your capability.
Under normal circumstances, this advice can most easily be obtained by asking your giving permission for the College
to ask your own doctor for a medical report. When the College has obtained as much information as possible regarding
your condition, and after consultation with you, a decision will be made about your future employment in your current
role or, where circumstances permit, in a more suitable role.
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If the nature of the job changes, the College will make every effort to ensure that you understand the level of performance
expected of you and that you receive adequate training and supervision. If there are concerns regarding your capability,
these will be discussed in an informal manner and you will be given time to improve.
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17.4.3.2 Short service staff
The College retains the right to take account of your length of service and to vary the capability procedures accordingly.
If your service is relatively short, you may not receive any warnings before dismissal, but you will retain the right to a
hearing and you will have the right to appeal.

17.5 Health & safety
Under the Health and Safety at Work Act 1974, the College has a statutory duty to provide a safe place of work
and a healthy working environment for all staff, students and visitors, and, as far as is reasonably practicable, will
endeavour to safeguard your physical and mental well-being through the following health, safety, and welfare policies
and responsibilities:
• the provision and maintenance of safe premises, plant and equipment
• the systematic identification of hazards
• the provision of appropriate information, instruction, training and supervision in safe working methods and
procedures
• the provision of safe arrangements for the use, handling, storage and transport of articles and substances
• the provision of first-aid, welfare facilities and appropriate occupational health advice
• the establishment of appropriate arrangements for dealing with emergencies or situations of imminent danger to
health and safety
• the provision of safe means of access and egress at College premises, and appropriate security arrangements.
The Health and Safety Policy Statement (or a simplified form of the statement) is given to all staff on starting work, and
staff are required to sign a confirmation that they have received and read the statement
You are required actively to contribute to the implementation of this College policy by:
• taking reasonable care of your health and safety, as well as that of your, colleagues, and others
• co-operating with the Senior Bursar, College Supervising Officer and Heads of Departments in any measures
implemented to meet the College’s statutory obligation to promote health and safety at work
• observing specific safety arrangements within your own department, which will include specific working
practices, departmental regulations, if any, and all other instructions given by your supervisor, a Head of
Department or College Supervising Officer, the Senior Bursar, or College Fire Officer
• participating in any organised programme of health and safety training.
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It is your responsibility to:
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• understand, support, and implement the Health and Safety Policy
• make sure that you keep up to date with changes to health and safety rules as a result of new legislation by
reading notices on notice boards, internal correspondence, leaflets and newsletters and by attending any training
sessions that the College may organise
• set an example through your own safe behaviour by complying with appropriate safety warnings
• be conscious of your health, safety, and welfare and that of your colleagues, those in your care, students and
visitors, and do nothing by act or omission that will adversely affect you or others
• make yourself familiar with the fire procedures and emergency evacuation procedure as stated by notice in your
Department and ensure that you follow them in case of actual or suspected fires, or practice fire drills
• check that any plant, machinery, tool, equipment, procedure or system being used is not defective and that it is
suitable for the task to be undertaken, and, if in any doubt, let your Head of Department or College Supervising
Officer know as soon as possible. Ensure that no one uses faulty equipment until it has been repaired or replaced
• accept that safety devices and equipment, protective clothing and procedures appropriate to any hazards must
be employed in the manner prescribed and not intentionally or recklessly interfere with or misuse any clothing or
equipment provided by the College in the interests of health, safety, and welfare
• use in accordance with the instructions provided, the training you will have received, and the preventative
measures defined for the use of such substances any substance that is dangerous or harmful to health
• report to your Head of Department or College Supervising Officer any inadequacies that you have identified in
any safety procedures
• report any reportable diseases, ill-health, dangerous occurrences and near misses in accordance with our
prescribed procedures and notify the Head of Department or College Supervising Officer, or supervisor if he or

she is not available, of any accidents or injury to staff at work in order that an Accident Form, to be kept in the
HR Office, may be completed
• not to act in a vexatious way, nor frivolously, in raising health and safety issues or in exercising your right of
emergency evacuation of the College premises.
The College Porters and other staff trained in first aid are available to deal with minor accidents. A list of current
first aiders is circulated to Heads of Department on a regular basis and is available on the College network. First aid
equipment is kept in the Porters’ Lodge and in other strategic places around the College, as stated in departmental
notices. If there is a serious accident, you should call a doctor and, if necessary, arrange for transport to hospital.
Should you consider that you are undertaking, or being asked to undertake, something for which you do not feel that
you are adequately trained, qualified, or equipped, you must immediately inform your Head of Department or College
Supervising Officer.
Should you fail to discharge the obligations placed on you by this policy, or any relevant statutory provision, you may
be liable to disciplinary action.
You will not be victimised or dismissed for:
• carrying out any health and safety activities for which you have been designated
• performing any functions either as acknowledged by the College or as a recognised representative or member of
the Health, Safety and Domus Committee
• drawing attention to your reasonable concerns about any health and safety matter
• vacating the work area or taking other appropriate action, in circumstances of serious and imminent danger.
Should hazards exist that pose an assessed risk or harm to pregnant employees, or to those who have recently given
birth, arrangements will be made to adapt working conditions and, where this is not possible, the individual will be
offered suitable alternative employment or will be suspended on full pay until such time as it is safe to resume their
normal duties.
You should make yourself familiar with your own health and safety duties and responsibilities, as shown in the detailed
Health and Safety Policy, a copy of which is held by your Head of Department or College Supervising Officer.

17.6 Public disclosure (whistleblowing)

This procedure is intended to provide safeguards that enable members of staff to raise concerns about malpractice in
connection with the College. The aim is to provide a rapid mechanism under which genuine concerns can be raised
internally, without fear of adverse repercussions to the individual. By inviting all members of staff to act responsibly
in order to uphold the reputation of the College and to maintain public confidence, the College seeks to promote a
culture of openness and a shared sense of integrity.
This procedure also seeks to safeguard members of staff against uninformed or vexatious allegations, which can cause
distress to innocent individuals.
The College may amend this procedure from time to time.

17.6.1 Malpractice
The matters regarded as malpractice for the purposes of this procedure are:
• fraud or financial irregularity
• corruption, bribery, or blackmail
• criminal offences
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A member of staff is likely to be the first person to realise if there is something seriously wrong within the College.
However, you may not wish to express any concerns for fear that speaking up would be disloyal to a colleague or
your employer; or you may fear harassment or victimisation. In these circumstances, it may appear easier to ignore
the concern than to report a suspicion of malpractice, however the College encourages staff to raise genuine concerns
about malpractice at the earliest practicable stage. Malpractice within this College is taken very seriously.
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•
•
•
•

failure to comply with a legal or regulatory obligation
miscarriage of justice
endangering the environment
concealing any of the above.

17.6.2 Disclosure
A disclosure may be made by an employee, agency contract worker, or casual worker who is employed or engaged
by the College and who has grounds to believe that malpractice has occurred, is occurring, or is likely to occur in
connection with the College, whether on the part of a colleague or any other person.
The disclosure should be made as soon as practicable and in confidence to the Senior Bursar or to the HR Manager (the
Designated College Assessors under this procedure), setting out why you believe there is malpractice. The disclosure
should be made in writing, but if this is not practicable, an oral disclosure may be made. Any disclosure should be
accompanied by as much supporting written evidence as possible.
On receipt of the initial disclosure, the Designated College Assessor will arrange to interview the discloser in
confidence. The purpose of this meeting will be to obtain as much information as possible about the grounds for the
belief of malpractice and to consult with the discloser about further steps that could be taken. The discloser may be
accompanied by a work colleague at this interview, and the Designated College Assessor may be accompanied by
another College Officer, who will take notes and retain complete confidentiality.

17.6.3 Further steps
As soon as possible after the interview, or after the initial disclosure, if no interview has taken place, the Designated
College Assessor will report to the Master, recommending what further steps, if any, should be taken. Such
recommendations may, without limitation, include one or more of the following:
• that the matter should be reported to the Police
• that the matter should be reported to the Department of Business, Innovation and Skills, the National Audit Office
or other appropriate public authority
• that the matter should be investigated either internally by the College, a Committee of the College, external
auditors, or investigators appointed by the College
• that a member of staff should be given the opportunity to seek redress through the College Grievance Procedure
or through an appeal under the College’s Disciplinary Procedures relating to staff.
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The grounds on which the Senior Bursar or other Designated College Assessor may recommend that no further action
by the College should be taken are as follows:
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• that the Assessor is satisfied that there is not a reasonable case that malpractice within the meaning of this
procedure has occurred, is occurring, or is likely to occur; or
• that the Assessor is satisfied that the discloser is not acting in good faith; or
• that the matter concerned is already the subject of legal proceedings, or has already been referred to the Police,
the Department of Business, Innovation and Skills or other public authority; or
• that the matter is already, or has already been, the subject of proceedings under one of the College’s other
procedures relating to staff.
The Designated College Assessor’s recommendations will be submitted to the Master without revealing the name of the
discloser as far as is practicable. If the Master decides not to implement any such recommendations fully, his decision
will be notified as soon as possible to the appropriate College Committee together with his written reasons.
Once the Master has decided what further steps, if any, should be taken, the Designated College Assessor will inform
the discloser of his decision. If no further steps are proposed by the College, the Designated College Assessor will
provide written justification.
If the malpractice that the discloser wishes to report relates, in any way, to the Senior Bursar or the HR Manager, then
the discloser should make the disclosure directly to the Master. If it relates to the Master, then the disclosure should be
made to the Vice Master.

Anyone making a disclosure will not be required by the College, without his or her consent, to participate in any
enquiry or investigation into the matter established by the College unless there are grounds to believe that the discloser
may have been involved in misconduct or malpractice.
When the discloser participates in any such enquiry or investigation, that participation will be required to be on an
open, rather than on a confidential basis, although as far as practicable, the identity of the individual as the original
discloser of information under this procedure will remain confidential.
The College will not – and will use all reasonable endeavours to ensure that its employees do not – subject the discloser
to any detriment on the grounds of a disclosure of information made by him or her in accordance with this procedure
and in good faith. The discloser should report any complaints of such treatment to either of the Designated College
Assessors (or to the Master). If the discloser wishes the College to take action in relation to any such complaint, the
discloser may be asked to provide written consent to the Senior Bursar to reveal his or her identity for the purposes of
any such action.
However, the College may take disciplinary action against the discloser where there are grounds to believe that the
disclosure in question has been made maliciously or vexatiously, or where the discloser has, without good reason,
failed to follow the appropriate procedural steps for making a disclosure as described in this procedure.
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For further information, please see the Public Disclosure (Whistleblowing) policy.
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