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MOBILISATION
1. PURPOSE
1.1 This Schedule describes the activities to be carried out by the parties from the Effective Date to enable the Service Provider to provide the Services from the Services Commencement Date in accordance with this Agreement.

2. General
2.1 The Service Provider shall (without prejudice to its other obligations under this Agreement) conduct Mobilisation in an orderly, efficient and effective manner, in accordance with this Schedule and the Mobilisation Plan.

2.2 Without limiting the generality of paragraph 2.1, Mobilisation shall be conducted by the Service Provider with the minimum disruption possible to the business of the University.

2.3 The Service Provider shall carry out Mobilisation in accordance with and to achieve the Milestones.

2.4 In the event that any Milestone is not achieved then without prejudice to any right or remedy of either party the provisions of Clause 9 shall apply.

3. MOBILISATION PLANNING
3.1 The Service Provider shall on the Effective Date provide to the University a draft detailed Mobilisation Plan, based upon and consistent with the initial Mobilisation Plan (set out in Appendix 1 to this Schedule).

3.2 The Service Provider shall promptly incorporate into the draft Mobilisation Plan any reasonable requests or suggestions by the University and reissue the draft Mobilisation Plan for agreement by the parties (an iterative process may be required to achieve the agreed detailed Mobilisation Plan).

4. MOBILISATION IMPLEMENTATION: Service Provider OBLIGATIONS
4.1 The Service Provider shall:

4.1.1 implement the Mobilisation Plan (performing all Mobilisation Services within the timeframes specified in the Mobilisation Plan);

4.1.2 work constructively with the University, business users and relevant third parties to implement the Mobilisation Plan (including, providing all necessary and reasonable assistance, support and co-operation);

4.1.3 update the Mobilisation Plan by agreement to reflect changes advised by the University; and

4.1.4 without prejudice to its obligations elsewhere in this Agreement and any rights or remedies the University may have, advise the University as to any issues that may impact the Mobilisation Plan and/or the achievement of Milestones and propose solutions where appropriate.

4.2 The Service Provider shall appoint a suitably qualified person (the "Service Provider's Mobilisation Manager") to represent the Service Provider in all matters relating to Mobilisation who shall:

4.2.1 be responsible for the Mobilisation;

4.2.2 be responsible for managing the Service Provider's Mobilisation team; and

4.2.3 liaise as necessary with the University's Mobilisation Manager.

4.3 The Service Provider shall, throughout the Mobilisation, continue to carry out its obligations provided elsewhere in this Agreement which apply during Mobilisation (e.g. compliance with Schedule 13).

5. MOBILISATION IMPLEMENTATION: University OBLIGATIONS
5.1 The University shall use its reasonable endeavours to:

5.1.1 co-ordinate the activities of the University's business users and related third parties in the implementation of the Mobilisation Plan; and

5.1.2 provide such access to facilities, personnel and information as may be reasonably required by the Service Provider to enable the Service Provider to implement the Mobilisation Plan.

5.2 The University shall appoint a person (the "University's Mobilisation Manager"):

5.2.1 to represent the University in all matters relating to Mobilisation; and

5.2.2 to act as a point of contact for the Service Provider's Mobilisation Manager.

6. MOBILISATION ACCEPTANCE procedure
6.1 The Mobilisation Plan shall detail the Milestone Acceptance Criteria for each Milestone.

6.2 The Milestone Acceptance Criteria should, without limitation, be such as give the University confidence that the Services, infrastructure, processes, personnel, documentation and other relevant matters are sufficient to enable the Service Provider to provide the relevant Services in compliance with the terms of this Agreement.

6.3 On or around each Milestone Date, the parties shall procure that the Mobilisation Project Board shall meet to review and determine whether the Milestone Acceptance Criteria have been met and the Service Provider shall provide such co-operation and/or information as reasonably required by the University to enable such review.

7. postponement of Mobilisation activities
7.1 The University may (without prejudice to any other rights and remedies it may have) require the Service Provider to postpone or delay some, or all, of the Mobilisation.  In such circumstances the University shall give notice to the Service Provider and the parties shall (as soon as practicable) agree through the Change Control Process:

7.1.1 which parts of the Mobilisation are to be postponed or delayed; and

7.1.2 the appropriate amendments to this Schedule and the Mobilisation Plan.

8. Mobilisation Governance
8.1 Schedule 9 sets out the joint governance structures that apply to this Agreement. This section defines additional governance arrangements relating specifically to Mobilisation and which shall apply during Mobilisation only.

Mobilisation Project Board

8.2 The Mobilisation Project Board is the forum where representatives of the University, the Service Provider and other relevant third parties meet to review the Mobilisation.

8.3 The Service Provider representation at the Mobilisation Project Board shall be the Service Provider's Contract Manager, the Service Provider's Mobilisation Manager and other Service Provider personnel as required for the effective operation of the Mobilisation Project Board.

8.4 The Service Provider shall produce Mobilisation progress reports (the format and content of which shall be agreed by the parties – such agreement not to be unreasonably withheld or delayed) and issue these to the University's Mobilisation Manager not less than three (3) Working Days prior to each meeting of the Mobilisation Project Board.

8.5 The aims of the Mobilisation Project Board are to:

8.5.1 review Mobilisation progress (against the Mobilisation Plan);

8.5.2 review Milestone Acceptance Criteria and, where appropriate, confirm that Milestones have been met;

8.5.3 identify and resolve Mobilisation related issues;

8.5.4 identify and plan for the mitigation of risks associated with the Mobilisation;

8.5.5 review Mobilisation related Change Requests;

8.5.6 track developments and changes arising from outside the Mobilisation;

8.5.7 provide overall direction and guidance to the Mobilisation; and

8.5.8 accept the end of the Mobilisation when all Milestones have been met.

8.6 The Mobilisation Project Board shall meet bi-weekly (on Tuesdays by teleconference and on Fridays in person at the University's premises), or at an alternative agreed frequency (as directed by the University).

8.7 The Mobilisation Project Board shall provide weekly (or at an alternative agreed frequency as directed by the University) reports to the Strategic Governance Board in respect of the Mobilisation (the format and content of which reports shall be agreed by the parties, such agreement not to be unreasonably withheld or delayed), covering matters such as:

8.7.1 Mobilisation progress against the Mobilisation Plan (including, Milestones achieved successfully);

8.7.2 risks and issues to be escalated;

8.7.3 decisions required from the Strategic Governance Board; and

8.7.4 Change Requests.

9. Errors and Omissions
9.1 During Mobilisation (and thereafter) the parties acknowledge that there may be aspects of the Services and Service Specifications that will require revisions due to either the University or the Service Provider becoming aware that a requirement is missing or not described correctly.

9.2 As an alternative to following the Change Control Process, for minor changes during Mobilisation (and for a period of time thereafter) the parties may instead agree to follow the process set out in Appendix 2 to this Schedule 3.

Appendix 1 To Schedule 3 (Mobilisation)

INITIAL HIGH LEVEL MOBILISATION PLAN
10. MOBILISATION PLAN OVERVIEW
10.1 This initial high level Mobilisation Plan identifies and provides information concerning:

10.1.1 the planned Mobilisation Services and activities (see paragraph 2); and

10.1.2 the Milestones (see paragraph 3).

10.2 This Mobilisation Plan provides a contractual baseline between the Service Provider and the University which shall be developed in more detail by the Service Provider for review and agreement with the University.

11. MOBILISATION SCOPE
11.1 The scope of the Mobilisation is to ensure that the Service Provider meets the Milestones by the Milestones Dates to ensure that the Services are able to be delivered by the Service Provider on the Services Commencement Date. The Mobilisation Services required to achieve this include the following:

11.1.1 the preparation of the:

(a) detailed Mobilisation Plan; and
(b) Exit Plan;

11.1.2 the preparation of a draft Services manual detailing the Services and identifying the resources (both staff and equipment), methodology, report and monitoring procedures applied and risk assessments;

11.1.3 the transfer of any assets or equipment from the University to the Service Provider (or vice versa) or from any Existing Providers to the Service Provider;

11.1.4 identifying any third party contracts to be transferred to the Service Provider;

11.1.5 ensuring that all relevant third party contracts to be novated to the Service Provider are novated to the Service Provider, or that the Service Provider has been granted a right to use third party contracts which are not novating;

11.1.6 developing, testing and integrating the Helpdesk;

11.1.7 the preparation of a Disaster Recovery Plan (based on the Business Continuity Plans provided by the University);

11.1.8 the preparation of a draft performance measurement report/scorecard in respect of the performance of the Services;

11.1.9 the development of all processes and requirements relating to reporting, including as set out in Schedule 12;

11.1.10 the establishment and training of required Services personnel;

11.1.11 the transfer of relevant employees in accordance with Schedule 18; and

11.1.12 undertaking a controlled closure to the Mobilisation to bring about an orderly finish to all Mobilisation Services (confirming any follow-on action requirements and/or recommendations, including the preparation of detailed plans for future migration of services and service improvements).

12. MOBILISATION MILESTONES
12.1 The Milestones are set out in the Milestone Plan.

ANNEX TO INITIAL Mobilisation Plan
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Appendix 2 To Schedule 3 (Mobilisation)

Errors and Omissions Process
13. Timing
13.1 The parties anticipate that the process set out in this Appendix 2 may be suitable for dealing with minor amendments to the Services and Service Specifications during the term of the Mobilisation Services and for a period of not more than six (6) months following the Services Commencement Date.
14. Process
14.1 During the period outlined above, the parties shall meet (every four (4) weeks or as otherwise agreed) to discuss and any perceived minor errors or omissions to the Services or Service Specification.

14.2 If a party identifies a perceived error or omission then it shall also set out any proposed changes required to this Agreement (including, any variation to the costs due in respect of the relevant Service(s)), such information to be set out in an agreed form register (to be based on the example set out in the Annex to this Appendix 2).

14.3 If a proposed amendment would result in any material change to the terms of this Agreement or an increase or decrease in costs of more than 2% of the charges attributable to the relevant Service(s) then it shall be referred to the Change Control Procedure.

14.4 If the parties agree the terms of the register then the relevant Service Specification(s) shall be amended accordingly. If either party disputes a proposed amendment then it shall be referred to the Change Control Procedure.

Annex To Appendix 2 To Schedule 3
Example errors and omissions register

	Service Specification 
	Reference (DSR, SLR Definition etc.) 
	Title
	Current Text 
	Proposed Revised Text 
	Reason for change
	Price Impact
	Accepted / Rejected / Moved to Change Control Process

	Portering 
	DSRPS004
	Office Moves
	The Service Provider shall assist in the moving of office furniture and equipment upon the request of the University.
	The Service Provider shall assist in the moving of office furniture and equipment upon the request of the University with a minimum of one (1) Working Day's notice
	Notice required to allow efficient planning of Porters shifts
	None
	Accepted 


Appendix 3 To Schedule 3 (Mobilisation)

Third Party Agreements
15. The University undertakes to use its reasonable endeavours to terminate each Third Party Agreement on or before the Services Commencement Date, but shall not be required to do so where such termination would result in: (i) any cost to the University or any obligation on the University to pay compensation in respect of such termination; or (ii) an exposure to the University in respect of the relevant service provision in circumstances where the Service Provider is not willing and able to immediately commence performance of the relevant service(s) to the required standard.  To the extent that the University has not terminated any Third Party Agreement on or before the Services Commencement Date, the University shall so advise the Service Provider and the Service Provider shall until such time as the Third Party Agreement is terminated (at the University’s option):
15.1 comply with the terms of such Third Party Agreements as if it had entered into any such agreement on its own behalf, and shall not act or omit to act in such a way so as to invalidate any right or protection otherwise available to the University pursuant to such agreement or arrangement, or otherwise; 

15.2 enter, together with the University and the relevant third party supplier in each case, into a novation agreement whereby the Service Provider will become a party to any such Third Party Agreements in lieu of the University, on such terms as the University shall reasonably require; or

15.3 take an assignment of such Third Party Agreements on such terms as the University shall reasonably require.

16. The parties agree that, in so far as such Third Party Agreements as the University has not terminated pursuant to this paragraph 1 can be assigned without the consent of a third party, such Third Party Agreements shall be assigned to the Service Provider with effect from the Services Commencement Date. When requested by the University pursuant to paragraphs 1.2 or 1.3, each party shall use all reasonable endeavours to procure the assignment or novation with effect from the Services Commencement Date to the Service Provider of each of the Third Party Agreements in relation to which third party consent is required.
17. In relation to those Third Party Agreements which the University has not terminated:-
17.1 unless or until the relevant Third Party Agreement is assigned or any necessary consent is obtained, the University shall act in connection therewith, as the Service Provider may from time to time reasonably request; and
17.2 to the extent permitted by applicable law and the relevant Third Party Agreement, the Service Provider undertakes to observe and fulfil all the University’s obligations under the Third Party Agreements and to perform the Third Party Agreements after the Services Commencement Date.
18. Following a novation or assignment the Service Provider shall perform in a proper and workmanlike manner (and in accordance with its terms) all the Third Party Agreements, and shall indemnify the University against all actions, proceedings, costs, claims, expenses and demands made against or incurred by the University in respect of any such Third Party Agreement by reason of any act or omission of the Service Provider, its Approved Subcontractors, servants or agents (other than the due and proper performance by the Service Provider of its obligations under the Third Party Agreements concerned) after the Services Commencement Date.

19. The University shall indemnify the Service Provider against all actions, proceedings, costs, claims, expenses and demands made against or incurred by the Service Provider direct in respect of any such Third Party Agreement by reason of any act or omission of the University (other than the due and proper performance by the University of its obligations under the Third Party Agreements concerned, or where acting on the instruction of the Service Provider under paragraph 2.1) prior to, on or after the Services Commencement Date.

20. The Service Provider shall terminate (where the relevant Third Party Agreement has been assigned (in terms of both the benefit and obligations) to it or novated) or (subject to the terms of paragraph 1) require that the University terminate any Third Party Agreement in accordance with its terms at the earliest opportunity that this may be done (without the Service Provider incurring any early termination costs) unless the Parties agree that the Third Party Agreement should continue to a later date.  Any such termination shall not relieve the Service Provider of its obligation to provide the Services in accordance with the terms of this Agreement (including, the relevant Service Specification). Until such time as each Third Party Agreement expires or is terminated in accordance with its terms, or should have been so terminated if the Service Provider had complied with this paragraph 6 the obligations and liabilities of the Service Provider to the University in respect of the Services delivered under each Third Party Agreement shall be no greater than that of the counterparty to that Third Party Agreement.

21. All costs associated with obtaining any assignment or consent pursuant to this Appendix 3 shall be borne by the Service Provider.

22. To the extent that a Third Party Agreement is not terminated on or before the Services Commencement Date and while the Service Provider is required to comply with such Third Party Agreement in accordance with this Appendix 3, and unless the Service Provider should have terminated the Third Party Agreement in accordance with paragraph 5, the Service Provider shall be entitled to be reimbursed those costs properly and reasonably incurred by it as a result of such compliance in addition to the Service Charges. The University shall be entitled to a credit against the Service Charges in respect of any such circumstances, to the extent that the cost of providing the relevant services is included in the Service Charges.

23. The Third Party Agreements are as follows:

	No.
	Third Party

	1
	Veolia ES UK Limited

	2
	The Landscape Group Limited

	3
	Emprise Services PLC

	4
	Chubb Fire Limited

	5
	Skanska Rashleigh Weatherfoil Limited

	6
	Liftec Lifts

	7
	TSS Facilities

	8
	Canon UK and Ireland

	9
	Cogenco Limited

	10
	On Premises Laundry

	11
	Neopost


PERFORMANCE MANAGEMENT
24. introduction
24.1 The objectives of the performance management measures set out in this Schedule are to:

24.1.1 ensure that the Services are of a consistently high quality and meet the requirements of the University;

24.1.2 provide a mechanism whereby the University can attain meaningful recognition of inconvenience and/or loss resulting from the Service Provider's failure to deliver the level of Service for which it has contracted to deliver; and

24.1.3 incentivise the Service Provider to meet the Service Levels and to remedy any failure to meet the Service Levels expeditiously.

25. PRINCIPLES FOR PERFORMANCE MANAGEMENT
25.1 The Service Provider will perform the Services in accordance with the terms of this Agreement so that the performance will, in each month of the Term, meet, or exceed, the Service Levels.

25.2 The achievement of the Service Levels by the Service Provider may require the coordinated, collaborative effort of the Service Provider with third parties. The Service Provider shall provide a single point of contact for the prompt resolution of all Service Level Defaults and all failures to provide high quality Services to the University, regardless of whether the reason for such Service Level Defaults, or failure to provide high quality Services to the University, was caused by the Service Provider.

25.3 The Service Levels shall apply from the Services Commencement Date and the Service Credits shall apply from the start of the seventh month following the Services Commencement Date.

25.4 This Schedule shall be supplemented by the Service Levels and Service Credits set out in any CCN.

25.5 The Service Provider's performance against the Service Levels, and liability to pay Service Credits to the University, shall be measured and calculated as set out in this Schedule.

26. REPORTING ON SERVICE LEVEL PERFORMANCE
26.1 Service Provider's obligation to report on Service Level performance
26.1.1 Within ten (10) days after the end of each month the Service Provider will produce a report detailing the actual measured level of performance for each Service for that month and provide it to the University in accordance with Schedule 12 outlining its performance against all of the Service Levels, identifying specifically:

(a) which Service Levels have not been met;
(b) the amount of Service Credits accrued in the month, and each of the previous six (6) months;
(c) any material trends in the Service Provider's performance against the Service Levels; and
(d) the Service Provider's performance against any Rectification Plans.
26.1.2 Where a Service Level is considered by the Service Provider not to apply to a given month (for example, where it measures an annual report not required for submission in that month), the Service Provider should indicate this on its reports. The University may challenge any categorisation of items as 'Not applicable' for a given period, where it considers that the measure was applicable and relevant and especially where an action required was not completed in a prior period and has still not been delivered (for example a report due in May, not delivered by the end of June is a service failure rather than 'measure not applicable').
26.2 Service Provider's failure to report
26.2.1 The Service Provider shall be deemed to have failed a Service Level if, in any calendar month, the Service Provider fails to report on its performance against that Service Level.

26.3 Exceptions
26.3.1 Unless otherwise agreed, if a Service Level Default occurs and the Service Provider demonstrates to the University's satisfaction (acting reasonably) that such failure is directly caused by any of the following, then such events or periods shall be disregarded for the purpose of calculating the Service Provider's performance in respect of the relevant Service (and shall be excluded from the numerator for the purposes of calculating whether the relevant Service Level has been achieved):

(a) a Service Provider Relief Event; or

(b) a Force Majeure Event.

27. SERVICE CREDIT PAYMENT
27.1 If a Service Level Default has occurred in respect of the relevant month the sum of the corresponding Service Credits shall be credited to the University.

27.2 The total amount of Service Credits that the Service Provider shall be obliged to pay to the University (with respect to Service Level Defaults (if any) occurring during each month) shall be reflected as a credit on the invoice that contains Service Charges for the month following that in which the Service Level Default(s) giving rise to such credit(s) occurred and shall be deducted from such month's Service Charges.

27.3 The Service Provider acknowledges and agrees that the Service Credits are a price adjustment to take into account Services that are not properly delivered to the University. Payment of Service Credits is not an exclusive remedy for the University and is without prejudice to any member of the University Group's rights to recover losses from the Service Provider or to other remedies available to any member of the University Group.  Any claim for damages for a default or failure where a Service Credit (in respect of the relevant default or failure) has already been received by the University shall be reduced by the amount of that Service Credit.

28. SERVICE CREDITS
28.1 The Service Credit for the operational Service Levels (set out in Appendix 1) for the relevant calendar month shall be determined as follows:

Service Credit = (A x B) x C
where:
"A" is the aggregate of the weightings (as set out in final column of the table set out in Appendix 1 of this Schedule) for the relevant Service Levels in respect of which there has been a Service Level Default in that calendar month;

"B" is the operational percentage for the relevant Financial Year in accordance with the table set out at paragraph 6; and

"C" is the Sum at Risk.

The aggregate of the weightings under this paragraph 5.1 cannot sum to greater than 100%. If the aggregate is greater, then the weighting shall be deemed to equal 100%.

28.2 The Service Credit for the strategic Service Levels (set out in Appendix 2) for the relevant Financial Year shall be determined as follows:

Service Credit = (D x E) x F
where:
"D" is the aggregate of the weightings (as set out in the final column of the table set out in Appendix 2) for the relevant Service Levels in respect of which there has been a Service Level Default in the relevant Financial Year;

"E" is the strategic percentage for the relevant Financial Year in accordance with the table set out at paragraph 6; and

"F" is the Sum at Risk x 12.

28.3 If no further Service Charges fall due after Service Credits accrue, the Service Provider shall issue a credit note to the University for a sum equal to any such Service Credits then outstanding which shall be repayable by the Service Provider to the University as a debt.

28.4 Earn Back
28.4.1 Where Service Credits have accrued, the Service Provider may be able to earn back the Service Credits where the Service Provider meets all Service Levels for each of the three (3) calendar months following the calendar month in which the relevant Service Credits were incurred.
28.4.2 If the Service Levels are met then the Service Provider can invoice the University for the value of the relevant Service Credits in the calendar month following this three (3) month period.
28.5 Weightings
28.5.1 The University may (at its discretion) redistribute the weightings between the Service Levels, on a quarterly basis provided that the total weightings shall not exceed the aggregate of the weightings as at the Effective Date and further provided that no single operational Service Level shall account for more than 20% of the weighting.
28.5.2 Without prejudice to paragraph 5.5.1, to reflect the strategic importance of the Services to the University's business, the Service Credit regime shall from the start of the third Financial Year of the contract be measured as a combination of the above operational measures and a number of strategic measures.
29. The balance between these measures shall be as follows:
	Financial Year
	Operational Service Levels - % of total
	Strategic Service Levels - % of total

	1
	100%
	0%

	2
	100%
	0%

	3
	90%
	10%

	4
	80%
	20%

	5
	70%
	30%

	6
	60%
	40%

	7
	50%
	50%

	8
	50%
	50%

	9
	50%
	50%

	Final Year
	50%
	50%


30. For each month, the operational weights shall be calculated as set out above (including, capping the aggregate of the Service Credit at 100%) and the relevant weighting shall then be multiplied by the relevant annual percentage during the relevant Financial Year.
31. The strategic measures are set out in Appendix 2. These measures shall be refined by the parties and targets agreed as set out in the table. The parties may, by agreement, vary the measures or the weightings applied, with the proviso that the sum of such strategic measures shall always be 100%.
32. The scores applied to these measures at the point of measurement shall be positive scores for achievement against each target. The sum of such scores shall be added up and deducted from 100% to give a shortfall against the expected target of 100%, so as to give a measure of strategic Service Level Default. Then this score shall be multiplied by the relevant percentage for the relevant year from the table above.
33. The total of the operational Service Credit Defaults plus the strategic Service Level Defaults shall be summed and shall be applied to the Sum at Risk so as to determine the relevant Service Credits due under this Agreement.
34. TERMINATION FOR SERVICE LEVEL DEFAULT
34.1 The occurrence of any one or more of the following events shall entitle the University to terminate all or any part of the Agreement:

34.1.1 if in any calendar month the Service Provider fails to achieve the required Service Levels in respect of a number of Services and the aggregate of the weightings attributable to those Services ("A" for the purposes of paragraph 5.1) is greater than 25%;

34.1.2 if in a period of three (3) consecutive months (or six (6) months in any twelve (12) month period), in each of such months there is a Service Level Default in respect of the same Service Level; or

34.1.3 the Service Provider has accrued Service Credits in excess of three (3) percent of the total Base Charges and Variable Charges specified in paragraphs 2.4 and 2.5 of Schedule 7 over a twelve (12) month period, considered retrospectively.
35. Partnership KPIs

35.1 In addition to the Operational Service Levels and Strategic Service Levels the Service Provider shall introduce a series of "Partnership KPIs" intended to measure the strength of the relationship between the parties and to identify any (potential) issues in their ways of working together.

35.2 The Service Provider shall apply its standard methodologies to take "readings" of the relationship every six (6) months so as to derive a "relationship score" which it will report to the University. The parties shall discuss the report and endeavour to resolve and react to any issues which are identified or highlighted accordingly.

35.3 For the avoidance of doubt, the Partnership KPIs are not Service Levels for the purposes of this Agreement and the terms relating to Service Credits or Service Level Default shall not apply in respect of the Partnership KPIs regardless of the score(s) (without prejudice to any remedies which may exist in relation to the underlying issues which may relate to the relevant low scores).
Appendix 1 To Schedule 4 (Performance Management)
OPERATIONAL SERVICE LEVELS
	Service Reference Number
	Service Title
	Service Level Requirement Reference Number
	Service Description
	Service Level Requirement
	KPI
	Frequency
	Weighting (Total= 155.0%)

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS001
	Planned Preventative Maintenance
	All PPM activities to be completed within the scheduled month
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS002
	Reactive Maintenance  
	Category 1: Emergency Repairs

The Service Provider shall respond to all Helpdesk requests for emergency Reactive Repairs, whereby the fault poses a risk for health safety or security or significant damage to the BF, M&E or Infrastructure or causes teaching, research, residential or commercial activities to cease or experience significant disruption during Normal Operating Hours within 20 minutes of the Helpdesk completing logging the request. The Service Provider shall complete the maintenance within 24 hours of responding to the request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS003
	Reactive Maintenance  
	Category 2: Urgent Repairs

The Service Provider shall respond to all Helpdesk requests for urgent Reactive Repairs, whereby the fault adversely affects the material comfort or convenience of staff, student, residents or visitors or where the fault is disrupting normal operations of the University within 3 working hours of the Helpdesk receiving the request. In all cases the Service Provider shall ensure that the fault poses no health and safety risk, shall isolate services and shall ensure that it will not cause any further damage before the end of the day the fault is reported. The Service Provider shall complete the maintenance within 72 hours of responding to the request. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS004
	Reactive Maintenance  
	Category 3: Routine Repairs

The Service Provider shall respond to all Helpdesk requests for Reactive Repairs, other than emergency or urgent repairs within two (2) Working Days of the Helpdesk receiving the request. The Service Provider shall complete the maintenance within fourteen (14) days of responding to the request. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS005
	Out of hours Reactive Maintenance 
	The Service Provider shall respond to all Helpdesk requests for emergency Reactive Repairs, whereby the fault poses a risk for health safety security or significant damage to the BF, M&E or Infrastructure Outside of Normal Operating Hours within 30 minutes of the Helpdesk completing logging the request.

The Outside of Normal Operating Hours' response shall include inspecting the fault, sealing off the area if it poses a danger, isolating services if required and reporting the fault to an on call engineer.

If in the reasonable opinion of the engineer the fault does not require any further maintenance Outside of Normal Operating Hours to make it safe or prevent further damage, or causes teaching, research, residential or commercial activities to cease or experience significant disruption the Outside of Normal Operating Hours emergency Reactive Repair will close and the fault will become an emergency Reactive Repair as soon as Normal Operating Hours commence.

If in the reasonable opinion of the engineer the fault requires Outside of Normal Operating Hours attendance by qualified engineers to make it safe or prevent further damage or to prevent teaching, research, residential or commercial activities from ceasing or experiencing significant disruption the fault will be responded to within 3 hours of the on call engineer receiving notification.

The Service Provider shall complete sufficient maintenance to make it safe or prevent further damage or restore services within 12 hours of responding to the fault that the out of hours emergency repair will close and the repair will become an emergency repair as soon as normal operational hours commence. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS006
	Portable Appliance Testing
	All portable appliance testing will be completed in accordance with the risk assessment and during the periods scheduled and agreed with the University. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS007
	Estate Management Statistics (EMS)
	The Service Provider shall provide maintenance data to the University to support its HEFCE EMS submission one (1) calendar month before the submission is due. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS008
	Specific insurance maintenance and inspection requirements
	The Service Provider shall provide records of specific maintenance and inspection for Assets as required by the University's insurers within five (5) Working Days of receiving the request from the University. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS009
	Asbestos Register
	The Service Provider shall update the Asbestos Register on the Premises within two (2) Working Days of any changes including: the discovery of any ACM not already on the register; and receipt of any asbestos survey reports and the removal of any ACM. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS010
	Energy Centre

Combined Heat and Power Plant
	The Service Provider shall ensure that the district heating plant and associated infrastructure, pipe work and controls and the CHP plant are fully operational and meeting operating criteria to all parts of the Premises serviced. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS011
	Fire Risk Assessment

Rectification works
	The Service Provider shall commence undertaking all rectification works under the Reactive Maintenance Threshold within two (2) Working Days of completion of the fire risk assessment; and within five (5) Working Days of receiving agreement from the University for Works over the Reactive Maintenance Threshold. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS012
	Energy Performance Certification (EPCs) and Display Energy Certificates (DECs)
	All buildings in the Premises shall display DECs and EPCs, updated on an annual basis as required by Applicable Laws and Regulations.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS013
	Electrical Safety
	The Service Provider shall ensure that all electrical systems are fully compliant, as required by all Applicable Laws and Regulations.  
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS014
	Gas Safety
	The Service Provider shall ensure that all gas systems are fully compliant as required by all Applicable Laws and Regulations; including all statutory obligations in terms of gas safety and landlord responsibility.  
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS015
	External Lighting
	The Service Provider shall ensure that all external lighting is fully operational.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS016
	Standby power provision
	The Service Provider shall ensure that all generators are fully operational, fully stocked with fuel and available to provide electricity in the event of a power cut at all times. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS017
	All Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	All Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services to be provided so as not to restrict the operations of the University by failure of Assets, condition of buildings or any maintenance activity and done so whilst ensuring a high level of customer satisfaction from the students, staff, visitors and residents. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS018
	Works, Tendered Works

Unscheduled Works and Schools and Directorates Works. 
	All Works, Tendered Works, Unscheduled Works and Schools and Directorates Works shall be delivered to the agreed time and quality parameters agreed with the University (for the avoidance of doubt, the budget risk on all such jobs and projects once submitted and approved by the University will be at the risk of the Service Provider).
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	SLRMS019
	Annual budget Forward Maintenance Programme
	Firm final committed budget proposals from the Service Provider to be +/- 5% as compared to the sum of the projects initial budget agreed as part of the Annual Projects Plan.
	[Redacted in accordance with the Freedom of Information Act 2000]
	
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS001
	Cleaning Programme
	All routine cleaning activity including routine cleaning, periodic cleaning, specialist cleaning, internal cleaning of glass surfaces, floors and floor coverings, external window cleaning and the supply of washroom Consumables and operations of equipment and vending machines is undertaken to the frequency stated in the Cleaning Programme, the relevant tenancy agreement and in accordance with the Method Statement.
The Service Provider shall present information and records as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS002
	Waste removal from Common Area Waste Bins
	All Common Area Waste Bins shall be emptied and their contents transported to waste Collection Points on a daily basis. All waste bins and immediate areas cleaned daily to keep the areas clean, tidy and hygienic.
The Service Provider shall present information regarding weekly self audits, monthly joint audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS003
	Routine Cleaning
	After a routine cleaning activity has been undertaken, all interior surfaces, furniture, fixtures and fittings, signage, sanitary ware, equipment and external doors, door furniture and handrails must be left clean and be free from debris and marks including grit, removable stains, spillages, dust, cobwebs, litter, finger prints, odour, hairs, scale, scum, soil, smears, residue of cleaning materials or any other materials or marks that can be removed by routine cleaning (up to BICSc standards).
Routine cleaning services to be audited by way of an agreed selection of activities on a weekly and monthly basis so as to provide a good selection of the Services provided and to form the basis of the monthly report against which performance is to be measured.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS004
	Reactive cleaning services
	The Service Provider shall respond to and commence the cleaning activity required for all requests for reactive Cleaning Services received through the Helpdesk during Normal Operating Hours within the following target response times measured from the time the call is received by the Helpdesk: (i) spillages: 1 hour (ii) safe removal of any bodily fluids, including vomit, blood etc: 30 minutes (iii) washroom clean/refresh: 1 hour (iv) replenishing washroom Consumables: 1 hour.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS005
	Periodic Cleaning
	After periodic Cleaning Services have been undertaken, the relevant area must be left clean and be free from debris and marks, including grit, removable stains, spillages, dust, cobwebs, litter, finger prints, hairs, scale, scum, soil, smears, residue of cleaning materials or any other materials or marks that can be removed by routine cleaning up to BICSc standards.
Periodic cleaning services to be audited by way of an agreed selection of activities on a monthly basis so as to provide a good selection of the Services provided and to form the basis of the monthly report against which performance is to be measured.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS006
	Specialist cleaning
	All specialist Cleaning Services will be undertaken according to the relevant manufacturers' recommended schedule using the recommended materials, and in accordance with the Method Statement.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS007
	Internal cleaning of glass surfaces
	After an internal glass surface cleaning activity has been undertaken the surface must be left clean and be free from debris and marks including grit, removable stains, spillages, dust, cobwebs, litter, posters, stickers, finger prints, hairs, scale, scum, soil, smears, residue of cleaning materials or any other materials or marks that can be removed by the cleaning of internal glass surfaces (up to BICSc standards).

Internal cleaning of glass surfaces to be audited by way of an agreed selection of activities on a monthly basis so as to provide a good selection of the Services provided and to form the basis of the monthly report against which performance is to be measured.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS008
	External window cleaning
	After an external glazing surface cleaning activity has been undertaken the surface must be left clean and be free from debris and marks including grit, removable stains, spillages, dust, cobwebs, litter, posters, stickers, finger prints, hairs, scale, scum, soil, smears, residue of cleaning materials or any other materials or marks that can be removed by the cleaning of external glass surfaces (up to BICSc standards).
External window cleaning services to be audited by way of an agreed selection of activities on a monthly basis so as to provide a good selection of the Services provided and to form the basis of the monthly report against which performance is to be measured.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS009
	Washroom Consumables, equipment and vending machines
	All toilets, bathrooms and shower rooms shall be kept stocked at all times with supplies and shall be made available at all times.  Toilet tissue holders/dispensers must be clean, dry, free from dust marks and smears and be kept filled with toilet tissue at all times. Towel holders/dispensers must be clean, dry and free from dust, marks and smears with clean towels fitted. The external surface of washroom equipment including hand dryers, vending machines and air freshener dispensers must be clean, dry and free from smears. Soap dispensers must be filled, be operating correctly with clean nozzles, and external surfaces must be clean dry and free from smears.  All vending machines will be kept stocked, operational and have their monies collected on a regular basis.  Washroom cleaning to be up to the BICSc standards.
The Service Provider shall present information regarding weekly self audits, monthly joint audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS010
	Room Turn-arounds
	Room Turn-arounds will be completed within the required timescale and no new occupation or tenancy to be delayed.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Close of business at the end of Turn-around period
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSCS01
	Cleaning Services
	SLRCS011
	Conference and vacation services
	The Service Provider shall undertake Cleaning Services as agreed for each conference or vacation client.
The Service Provider shall present information regarding weekly self audits, monthly joint audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC001
	University Emergency Response and Business Continuity Plan Test
	Testing must be undertaken once per calendar year, and a report on the execution of the test included in the monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC002
	Emergency evacuation drills
	All buildings must be scheduled to undertake emergency evacuation drills once or twice (depending on risk assessment) per calendar year and these drills must be executed by the scheduled date.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC003
	Designated schools/units  (five) Emergency Response Test
	Each high risk University school (namely the School of Life Sciences; Brighton and Sussex Medical School; School of Mathematical and Physical Sciences; School of Engineering and Informatics), and the Ancillary Unit should have their Emergency Response plans tested annually.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC004
	Schools and Directorates Business Continuity Tests
	Each University school and directorate should have their Business Continuity Plans tested at least once every two (2) years. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC005
	Emergency Response and Business Continuity training
	All persons identified by the University to the Service Provider as requiring this training must be invited by the Service Provider to complete the e-learning training.
The Service Provider shall monitor the e-learning uptake and report to the University on any persons who have not completed training by the target date. Target date shall be sixty (60) days after the Service Provider receives notification from the University that a University staff member requires training. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC006
	School and Directorate Emergency Response  and Business Continuity Plans
	The Service Provider shall satisfy a request by the University to assist the University schools and directorates to develop/review their Emergency Response and Business Continuity Plans within ten (10) Working Days of the request. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC007
	Evacuations in normal working hours
	The Service Provider shall attend all unscheduled evacuations during normal working hours within 3 minutes of the sounding of the alarm and will effectively manage the evacuation and provide security.
In the case of a false alarm, the Service Provider is to notify East Sussex Fire & Rescue emergency services within 10 minutes of the sounding of the alarm.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEBC01
	Emergency Response and Business Continuity Services 
	SLREBC008
	Evacuations out of normal working hours
	The Service Provider shall attend all unscheduled evacuations outside normal working hours within 5 minutes of the sounding of the alarm and will effectively manage the evacuation and provide security.
In the case of a false alarm, the Service Provider is to notify East Sussex Fire & Rescue emergency services within 10 minutes of the sounding of the alarm.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEE001
	Energy and Environmental Management Services
	SLREE001
	Carbon management
	Achieve the carbon reduction targets defined within the approved Carbon Management Plan.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEE001
	Energy and Environmental Management Services
	SLREE002
	Environmental Management
	The Service Provider shall achieve the targets agreed with the University in the Environmental Management Policy and action plans.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEE001
	Energy and Environmental Management Services
	SLREE003
	People and Planet Green League and other data submission
	The Service Provider shall ensure that all required data is collected and submitted before the relevant submission dates.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEM01
	Estates Management Services
	SLREM001
	Property management
	The Service Provider shall ensure that all property management services are undertaken within the required timeframes and that the University's obligations as a landlord, as described in its Leases and Licences, are met at all times.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSEM01
	Estates Management Services
	SLREM002
	Estates information management
	The Service Provider shall ensure that all Estates Data is managed according to the requirements of the detailed service requirement, including making records available to the University within forty-eight (48) hours of receiving a request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	General Management Services 
	SLRGM001
	Annual Programme 
	Annual programme of planned activities to be agreed with the University thirty (30) days before the start of each financial year.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM02
	General Management Services 
	SLRGM002
	Management Reporting
	The Service Provider shall deliver a monthly management report containing the information as more particularly described in paragraph 10 of the General Management Services Specification, and any other reportable information to be included within this report drawn from other Service Specifications, ten (10) Working Days after the end of each calendar month.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM001
	Grass cutting of lawns
	All grass routinely cut (weather permitting) and maintained  to a height of 20mm to 50mm.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM002
	Planned Tree works
	All planned tree works undertaken within fourteen (14) days of scheduled completion date
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM003
	Litter & leaf clearance
	All litter and leaves to be removed from all hard and soft landscaping areas (including entrances and fire exits) on a daily basis.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM004
	Plant maintenance
	Maintenance of all plants and pruning to a height and form which is aesthetically pleasing, safe and promotes the health and re-growth of the plant.  The Service Provider shall ensure all Planting areas are kept largely weed free.  The Service Provider shall undertake a cut back in March and October to hedgerows and any overhanging trees and bushes to ensure pathways are kept clear.
The Service Provider shall present information regarding monthly self audits, joint audits and monthly Helpdesk reports as part of its monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM005
	Weed removal and control
	All external hard surfaces shall be largely free of weeds, moss, lichen or any other organic growth so as to present a tidy appearance and safe environment at all times.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM006
	Snow and ice clearance
	In the event of frost and/or snow forecasts, adequate preventative measures will be taken to ensure that all high risk areas are closed, Priority Areas are regularly treated with ice removal products and/or a path clear of snow is created and maintained in order to reduce the risk of slips.  The Service Provider shall comply with the University's published Snow Clearance Procedure.
The Service Provider shall present information daily during periods of heavy snow fall (> 4cm in 24 hours) or where day time temperatures average below -4 C on campus. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSGM01
	Grounds Maintenance Services
	SLRGM007
	Premises specific services
	All Premises specific service requirements for subway, paths and steps leading from the Premises to Falmer Train Station shall be undertaken as specified to ensure that all University users and visitors can walk to and from the station safely.

The Service Provider shall present information daily during periods of heavy snow fall (> 4cm in 24 hours) or where day time temperatures average below -4 C on campus.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHS01
	Helpdesk Services
	SLRHS001
	Helpdesk Services
	All telephone calls to be answered within 15 rings, and all web, email or other approved media, Twitter and other social media requests to be responded to within 5 minutes.  All personal callers to the Helpdesk to be greeted and responded to within 2 minutes.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHS01
	Helpdesk Services
	SLRHS002
	Out of hours helpdesk
	All telephone calls to be answered within 15 rings, and all web, email or other approved media and requests to be responded to within 5 minutes. The Service Provider shall respond to and coordinate emergency Requests and Reports Outside of Normal Operating Hours.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHS01
	Helpdesk Services
	SLRHS003
	Prioritisation of Works Orders and Exempt Works Orders
	All Works Orders shall be correctly prioritised according the category criteria as set out in Detailed Service Requirement Reference Number DSRHS006 in paragraph 4 of the Helpdesk Services Specification.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW001
	Compliance with health and safety policy and relevant legislation
	The Service Provider shall ensure that all its activities in delivering the service are compliant with the University's Health, Safety and Wellbeing Policy and Applicable Laws and Regulations (in particular Health and Safety Laws). 
The Service Provider shall advise the University if any of its operations (or those of other Third Party Service Providers) on the Premises are not compliant with the University's Health and Safety Policy and Applicable Laws and Regulations (in particular Health and Safety Laws). 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW002
	Supporting H&S coordinators and attending local H&S committee meetings
	The Service Provider shall host meetings for the Health and Safety Coordinators once per term and give them an update on health and safety operations in the University.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW003
	Supporting H&S coordinators and attending local H&S committee meetings
	The Service Provider shall respond to requests to attend all University school and directorate Health and Safety Committee meetings, and shall deliver a health and safety report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW004
	Training needs identified and training delivered
	The Service Provider shall provide and agree with the University an annual training plan (as part of the Health and Safety Forward Plan), including identified training needs, frequencies as stated in the detailed service requirement (Ref. No. DSRHSW009), and the training courses that will be delivered during the coming year to meet these needs. The Training plan shall be agreed not less than thirty (30) days before the start of the academic year.
The Service Provider shall report monthly on training that has been delivered against the agreed training plan and shall report the information regarding the detailed service requirement (Ref. No. DSRHSW009) to the University's Health and Safety Committee bi-annually. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW005
	Compliance with fire safety standards and legislation 
	The Service Provider shall update Fire and Workplace Risk Assessments within ten (10) Working Days of a change requiring the assessments to be updated and provide immediate access to these documents on request.
The Service Provider shall produce a timed action plan to address non-conformances that relate to the areas of the Premises under its control with ten (10) Working Days of the delivery of the Fire and Workplace Risk Assessment. Any corrective actions shall be completed within three (3) months.
The Service Provider shall report fire incident statistics to the University's Health and Safety Committee bi-annually on the information included in the detailed service requirement (Ref. No. DSRHSW006).  The Service Provider shall compare the University's fire incident data with available data for the higher education sector.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW006
	Health and safety inspections and audit 
	The Service Provider shall undertake health and safety inspections to ensure that all parts of the Premises have been inspected at a minimum on an annual basis.
The Service Provider shall carry out periodic health and safety audits of University schools and directorates and report on performance to the University.
The Service Provider shall have its health and safety management system audited.

The Service Provider shall submit health and safety audit reports of its operations to the University.  The Service Provider shall review audit reports provided by other service providers and monitor the correction of identified non-conformances.
The Service Provider shall update the University Health and Safety Committee bi-annually on the information included in the detailed service requirement (Ref. No. DSRHSW017).
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW007
	Health and safety inspections and audit 
	The Service Provider will conduct a rolling programme of audit to ensure that all University operating areas are subject to a Health and Safety audit every 2 years.
The Service Provider shall report on non-conformances identified and shall monitor University schools and directorates to ensure that they are corrected in agreed timescales.
The Service Provider shall update the University Health and Safety Committee bi-annually on the information included in the detailed service requirement (Ref. No. DSRHSW017).
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW008
	Health and safety inspections and audit 
	The Service Provider shall be audited on an annual basis and shall rectify non-conformances identified at audit within agreed timescales stated in the audit report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual 
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW009
	Health and safety monitoring and incident investigations
	The Service Provider will report serious incidents (e.g. RIDDOR Reportable Incidents and where injury requiring medical treatment has occured) to the University within 1 hour of becoming aware of the incident.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW010
	Health and safety monitoring and incident investigations
	The Service Provider shall assist the University with investigating all serious incidents including RIDDOR Reportable Incidents, all dangerous occurrences and incidents where an injury has resulted in Lost Time or cases of work-related ill-health.
In each case, the Service Provider shall identify and record corrective actions, indicate who must undertake the corrective action and set a deadline.
The Service Provider will record all incidents reported and present incident statistics to the University's Health and Safety Committee bi-annually on the information included in the detailed service requirement (Ref. No. DSRHSW003).  The Service Provider shall compare the University's incident data with available data for the higher education sector. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW011
	Health and Safety communication
	The Service Provider shall produce and display a Health, Safety and Wellbeing bulletin on the website and disseminate it to University Health and Safety Coordinators once per month.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW012
	Support and advice to the Emergency Response Team
	The Service Provider shall respond to requests for the provision of advice and support to the Emergency Response Team received via email or telephone within 24 hours.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHSW013
	Specialist health, safety and wellbeing support and advice
Specialist advice relating to hazardous substances health and safety in teaching and research laboratories
Specialist advice relating to non-ionising radiation health and safety in teaching and research laboratories
Specialist advice relating to research animals and biological agents
Specialist advice relating to ionising radiation health and safety in teaching and research laboratories  
	The Service provider shall respond to requests for the provision of all non-urgent specialist advice received via email or telephone and within two (2) Working Days.
A specialist Health and Safety Adviser, who is familiar with the University and the specialist health and safety areas, shall be available on the Premises during normal working hours.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSHSW01
	Health, Safety and Wellbeing Management Services
	SLRHS0014
	Health and safety corporate assurance and consultation
	The Service Provider shall attend the University Health and Safety Committee bi-annually and present the information and reports included in the detailed service requirement (Ref. No. DSRHSW008).
	[Redacted in accordance with the Freedom of Information Act 2000]
	Bi-annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSLS01
	Launderette Services
	SLRLS001
	Laundrette Equipment
	Laundrette Equipment will be fully operational and available for use by Customers, allowing for repairs to machines within contracted maintenance response times.
All maintenance repairs shall be undertaken with the timescales agreed with the Approved Subcontractor. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSLS01
	Launderette Services
	SLRLS002
	Service washes
	Undertaking service washes within a published agreed timescale.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSLS01
	Launderette Services
	SLRLS003
	Maintaining adequate stocks
	Maintain stock levels necessary to ensure availability for users to be able to use the launderette facilities at all times of operation.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSLS01
	Launderette Services
	SLRLS004
	Maintaining Opening Times
	Keeping the Launderettes open for the specified Opening Times (at a minimum).
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSLS01
	Launderette Services
	SLRLS005
	All detailed service requirements 
	Customer satisfaction shall be surveyed on an annual basis and shall demonstrate a measurable improvement.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Mail Services
	SLRMS001
	Mail sorting and distribution
	All mail delivered to the Premises shall be sorted and distributed to the correct location within one hour of it being delivered to the Premises.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Mail Services
	SLRMS002
	Royal Mail collection
	All outgoing mail that has been left in the collection points prior to the collection time shall be franked and made ready for the Royal Mail collection on the day it has been left for collection.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSMS01
	Mail Services
	SLRMS003
	Internal mail distribution
	All internal mail shall be sorted and distributed to the correct location on the same day if it was in the collection points before 11:00 hours and the following Working Day if after 11:00 hours.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPC01
	Pest Control Services
	SLRPC001
	Reactive Pest control
	The Service Provider shall respond to all requests for reactive Pest control within one (1) day of receiving the request and shall have taken measures to control and/or eradicate Pests within three (3) days of the request.  
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPR01
	Print and Reprographics Services 
	SLRPR001
	Central Reprographics Services
	All standard jobs to be completed within five (5) Working Days from receipt of order. 
All standard Large Format Printing jobs to be completed within 48 hours from receipt of the order. For large, complex or urgent jobs an alternative timescale can be agreed with the Customer in advance and stated on the order, in which case the job must be completed within the agreed timescale.  
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPR01
	Print and Reprographics Services 
	SLRPR002
	Central Reprographics Services
	Level of jobs accepted (not rejected due to poor quality or not meeting the stated Customer requirement and having to be redone.)
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPR01
	Print and Reprographics Services 
	SLRPR003
	University ID Card production
	All University ID Cards will be produced within 1 hour of the request or if confirmation/approval is required, within 1 hour of receiving the confirmation/approval.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPS01
	Portering Services
	SLRPS001
	Office Moves
	To undertake office moves in an efficient and safe manner to the timescale agreed with the University.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPS01
	Portering Services
	SLRPS002
	GTS
	All GTS rooms to have adequate stocks of chalk, dusters and other educational aids available at all times.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPS01
	Portering Services
	SLRPS003
	Unlocking/locking
	To ensure that the Premises are opened before 08:00 hours and are secured again in accordance with the timetable agreed with the University.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPS01
	Portering Services
	SLRPS004
	Non-Residential and Residential portering operational hours
	To ensure that the Portering Services are available during the operational hours as set out in the detailed service requirements (Ref. Nos. DSRPS001 and DSRPS030).
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPM01
	Project Management 
	SLRPM001
	Capital Programme Advice 
	Sound annual advice and update of progress against University estates strategy.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPM01
	Project Management 
	SLRPM002
	Works Projects
	The Service Provider shall identify (and where in doubt agree with the University) the appropriate governance framework for all works and manage all works projects in accordance with the relevant Gateway Process or any other process required by the University from time to time, and completing all activities as more fully stated in the Gateway Process and Project Management Services Specification.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPM01
	Project Management 
	SLRPM003
	Project Outcomes
	All projects managed by the Service Provider shall be on schedule to meet their time, budget and quality outcomes. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSPM01
	Project Management 
	SLRPM004
	Reporting
	All reports to Project Boards and committees shall be fit for purpose, timely, accurate and accepted by relevant University stakeholders.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Quarterly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE01
	Security Services
	SLRSE001
	Security Control Room
	The Security Control Room shall be staffed and operational at all times and provide the Security Services as described in the Security Services Specification.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE02
	Security Services
	SLRSE002
	Mobile Manned Guarding
	The Service Provider shall ensure that at least two Security Staff provide Mobile Manned Guarding services at all times as described in the Security Services Specification.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE03
	Security Services
	SLRSE003
	Live CCTV monitoring
	The Service Provider shall monitor all CCTV cameras on the Premises at all times.  All suspicious activity shall be reported to the Security Control Room within 3 minutes of the CCTV monitor becoming aware of the activity.
The Service Provider shall present weekly information as part of its monthly management report. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE04
	Security Services
	SLRSE004
	Safety Escorts for University users and visitors
	The Service Provider shall provide all Safety Escorts as requested within 30 minutes of the Security Control Room receiving the request.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE05
	Security Services
	SLRSE005
	Fire alarm response
	The Service Provider shall respond to all fire alarm activations and shall attend the site of the alarm within 3 minutes during Normal Operating Hours and within 5 minutes Outside of Normal Operating Hours of the Security Control Room becoming aware of the alarm.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSE06
	Security Services
	SLRSE006
	Critical plant failure alarms
	The Service Provider shall respond to all critical plant failure alarm activations and shall attend the site of the alarm within 10 minutes of the Security Control Room becoming aware of the alarm.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSM01
	Signage Management Services
	SLRSM001
	Statutory/Mandatory Signage
	The Service Provider shall ensure that all Signs and Signage required by Applicable Laws and Regulations, including means of emergency escape identification and any other required statutory/mandatory signage at the Premises are kept in a good condition and remain visible at all times. 
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly

Ad-hoc inspections
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSM01
	Space Information and Moves Services
	SLRSM001
	Space information and records
	The Service Provider shall ensure that all Space information is recorded in accordance with the Space Information and Moves Services Specification. The Service Provider shall make records available to the University within 48 hours of receiving a records request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSM01
	Space Information and Moves Services
	SLRSM002
	CAD Drawings
	The Service Provider shall ensure that all CAD drawings of the Premises are up-to-date within one month of a change of Space within Premises.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSG01
	Sports Ground Services
	SLRSG001
	Maintenance of sports pitches
	Preparation in accordance with the Sports Grounds Services Specification.

The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSG01
	Sports Ground Services
	SLRSG002
	Artificial Pitch turf maintenance
	Maintenance in accordance with manufacturers' specification as further detailed in Appendix 1 to the Sports Grounds Services Specification.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSG01
	Sports Ground Services
	SLRSG003
	Renovation and nutrient applications to the Playing Pitches
	Complete the annual programme/ requirement for each Sports Season.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Annual
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSG01
	Sports Ground Services
	SLRSG004
	General Grounds Areas
	To keep the outside areas, clean, tidy and presentable at all times.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSC01
	Statutory Compliance Services 
	SLRSC001
	Building Drawings
	All building drawings will be updated within one (1) month to reflect any changes.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSC01
	Statutory Compliance Services 
	SLRSC002
	Listed Building and English Heritage status information
Maintenance records/information
Water testing & treatment records
Health and Safety information and records
	The Technical Library will be updated at a minimum once per month to reflect any changes.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSC01
	Statutory Compliance Services 
	SLRSC003
	Regular inspections by external authorities
	Documentary evidence of the testing and acceptance by the inspecting authority shall be provided to the University within one (1) Working Day of receiving the request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSSC01
	Statutory Compliance Services 
	SLRSC004
	Statutory Compliance regime
	The University shall receive recommendations on any changes to the statutory compliance regime within one (1) month of the published notification.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSTS01
	Transport Services
	SLRTS001
	Parking permits and Scratch Cards
	Process requests for parking permits from individuals within five (5) Working Days of receipt of the request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSTS01
	Transport Services
	SLRTS002
	Traffic and Parking Enforcement appeals
	To respond to all Traffic and Parking Enforcement appeals within three (3) Working Days of the formal appeal in accordance with the University's appeals process.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSTS01
	Transport Services
	SLRTS003
	Traffic and Parking Enforcement appeals
	To consider the Traffic and Parking Enforcement appeals and convey the outcome of the appeal within ten (10) Working Days of receipt of formal appeal in accordance with the University's appeals process.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSTS01
	Transport Services
	SLRTS004
	Parking Permits / Scratch Cards
	To distribute all Scratch Cards to the requesting retail unit within two (2) days of receipt of the request.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSTS01
	Transport Services
	SLRTS005
	Traffic and Parking Enforcement
	Provide Traffic and Parking Enforcement at the Premises to ensure that no vehicle is in contravention of the Traffic and Parking Regulations for more than 1 hour.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSUE001
	University Event Services
	SLRUS001
	Grounds cleaning
	The Service Provider shall ensure that all parts of the Premises (external and internal, open and/or visible) and University campus are clean and free of litter and debris following any scheduled or reactive ground cleaning activity.
The Service Provider shall present information regarding self and joint audits, complaints and post Event evaluations as part of its monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSUE001
	University Event Services
	SLRUS002
	Transportation of Event equipment
	No Event shall be disrupted due to Event equipment (which has been delivered to the Premises) not being transported to the correct location on the Premises in time for its required use at the Event.
The Service Provider shall present information regarding self and joint audits, complaints and post Event evaluations as part of its monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSUE001
	University Event Services
	SLRUS003
	Residential tours
	No tours shall be disrupted due to unavailability of Service Provider Personnel to conduct and/or facilitate the tours.
The Service Provider shall present information regarding self and joint audits, complaints and post Event evaluations as part of its monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSUE001
	University Event Services
	SLRUS004
	Post Event clean up and restoration
	The Service Provider shall ensure that the Premises are cleaned, made safe and any Temporary Facilities and equipment is removed so as not to disrupt normal operations of the University on the day following the Event.
The Service Provider shall present information regarding self and joint audits, complaints and post Event evaluations as part of its monthly management report.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSWS01
	Waste Services
	SLRWS001
	Waste Removal
	All Residual Waste to be removed from the Premises daily Monday to Friday.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSWS01
	Waste Services
	SLRWS002
	Removal of Recycling
	All recycling removed from the Premises three times a week.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]

	SSWS01
	Waste Services
	SLRWS003
	Waste and Recycling Removal
	All waste and recycling material removal and disposal is done so in compliance with Applicable Laws and Regulations and in accordance with the University's Waste Management Policy.
The Service Provider shall present information regarding weekly self audits and monthly Helpdesk reports as part of its monthly management report. The University shall report monthly on ad-hoc inspections.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Monthly
	[Redacted in accordance with the Freedom of Information Act 2000]


Appendix 2 To Schedule 4 (Performance Management)
STRATEGIC SERVICE MEASURES
	Measure
	Source
	Target
	Weighting

	User satisfaction with condition, functional suitability and user experience of the non-residential estates and facilities
	User survey
	Improvement over baseline established during first full year to be agreed between the parties by 31 December 2015, with increasing scores each year to be set
	[Redacted in accordance with the Freedom of Information Act 2000]

	Student resident satisfaction with user experience of the residential estates and facilities
	User survey
	Improvement over baseline established during first full year to be agreed between the parties by 31 December 2015, with increasing scores each year to be set
	[Redacted in accordance with the Freedom of Information Act 2000]

	Lower level of reactive maintenance required (evidencing the success of prioritisation of maintenance spend and fixes applied)
	Helpdesk request summary
	Improvement over baseline established during first full year to be agreed between the parties by 31 December 2015, with increasing scores each year to be set
	[Redacted in accordance with the Freedom of Information Act 2000]

	A demonstrably 'greener' campus
	To be agreed, but to include measure of success of green and environmental projects and external recognition
	Improvement over baseline established during first full year to be agreed between the parties by 31 December 2015, with increasing scores each year to be set
	[Redacted in accordance with the Freedom of Information Act 2000]

	Recognition of the University as a 'centre of excellence' for staff training and skills in Estates and Facilities
	To be agreed
	Improvement over baseline established during first full year to be agreed between the parties by 31 December 2015, with increasing scores each year to be set
	[Redacted in accordance with the Freedom of Information Act 2000]

	50% of Approved Subcontractor suppliers will be local SMEs
	Annual assessment of Approved Subcontractors
	Not less than 50% of the Approved Subcontractors used by the LLP over the course of a contract year will be local SMEs
	[Redacted in accordance with the Freedom of Information Act 2000]


PREMISES
36. The Premises are as follows:

36.1 List of Premises in respect of which the Services are to be provided:

	No.
	Building Category
	GIA

	1
	Commercial (including conference and catering)
	13,785 

	2
	Laboratory and research
	37,637 

	3
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	23,233 

	4
	Office (including department and school offices)
	62,271 

	5
	Residential
	91,367 

	6
	Storage
	N/A

	7
	Teaching (lecture theatres, GTS/seminar rooms)
	10,900 


	Building Name 
	Indicative Gross internal floor space in m2
	Primary Building category (e.g. Commercial (incl Conference & Catering, Laboratory & Research, Misc (ACCA, Meeting House Sports Library), Office, Residential, Storage & Teaching
	Primary Building category code

	ACCA
	2854
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	ACCELERATOR
	262
	Commercial (incl. conference and catering)
	1

	AISIN SEIKI
	385
	Laboratory and Research
	2

	ARTS A
	3911
	Office (include. Department and school offices)
	4

	ARTS B
	3015
	Office (include. Department and school offices)
	4

	ARTS C
	2775
	Office (include. Department and school offices)
	4

	ARUNDEL BUILDING
	2648
	Laboratory and Research
	2

	ASHDOWN HOUSE
	1075
	Commercial (incl. conference and catering)
	1

	BOILER HOUSE
	1116
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	BRAMBER HOUSE
	8171
	Commercial (incl. conference and catering)
	1

	BRIGHTHELM
	6816
	Residential
	5

	CHICHESTER 1
	4408
	Office (include. Department and school offices)
	4

	CHICHESTER 2
	2644
	Office (include. Department and school offices)
	4

	CHICHESTER 3
	2440
	Office (include. Department and school offices)
	4

	CISC
	909
	Laboratory and Research
	2

	CRPC
	2192
	Laboratory and Research
	2

	EAST SLOPE
	8664
	Residential
	5

	ESSEX HOUSE
	2947
	Office (include. Department and school offices)
	4

	FALMER HOUSE
	7440
	Teaching (lecture theatres, GTS/seminar rooms)
	7

	FALMER SPORTS COMPLEX
	1280
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	FREEMAN BUILDING
	4258
	Office (include. Department and school offices)
	4

	FRISTON BUILDING
	2730
	Office (include. Department and school offices)
	4

	FULTON
	3460
	Teaching (lecture theatres, GTS/seminar rooms)
	7

	GENOME CENTRE
	2376
	Laboratory and Research
	2

	HASTINGS BUILDING
	2390
	Office (include. Department and school offices)
	4

	HEALTH CENTRE
	765
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	IDS
	5760
	Office (include. Department and school offices)
	2

	INNOVATION CENTRE
	4277
	Commercial (incl. conference and catering)
	1

	JMS
	7479
	Laboratory and Research
	2

	JOHN CLIFFORD WEST
	1332
	Laboratory and Research
	2

	JUBILEE BUILDING
	8318
	Office (include. Department and school offices)
	4

	KENT HOUSE
	1751
	Residential
	5

	KULUKUNDIS HOUSE
	210
	Office (include. Department and school offices)
	4

	LANCASTER HOUSE
	3319
	Residential
	5

	LEWES COURT BLOCK 1
	2695
	Residential
	5

	LEWES COURT BLOCK 2
	4027
	Residential
	5

	LEWES COURT BLOCK 3
	3439
	Residential
	5

	LEWES COURT BLOCK 4
	3428
	Residential
	5

	LIBRARY
	13253
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	MANTELL BUILDING
	3168
	Office (include. Department and school offices)
	4

	MEDICAL RESEARCH BUILDING
	1350
	Laboratory and Research
	2

	MEDICAL SCHOOL
	2715
	Laboratory and Research
	2

	MEETING HOUSE
	791
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	NEW ANCILLARY BUILDING
	1249
	Laboratory and Research
	2

	NORTHFIELD
	20690
	Residential
	5

	NORWICH HOUSE
	3310
	Residential
	5

	OLD ANCILLARY BUILDING
	1348
	Office (include. Department and school offices)
	4

	PARK VILLAGE
	10593
	Residential
	5

	PEVENSEY 1
	5046
	Office (include. Department and school offices)
	4

	PEVENSEY 2
	4748
	Laboratory and Research
	2

	PEVENSEY 3
	1759
	Office (include. Department and school offices)
	4

	RICHMOND
	3226
	Laboratory and Research
	2

	SHAWCROSS
	3800
	Office (include. Department and school offices)
	4

	SILVERSTONE
	3763
	Office (include. Department and school offices)
	4

	SPORT CENTRE
	3174
	Miscellaneous (ACCA, Meeting House, Sports, Library)
	3

	STANMER COURT
	13088
	Residential
	5

	SUSSEX HOUSE
	3341
	Office (include. Department and school offices)
	4

	SWANBOROUGH
	6232
	Residential
	5

	THERMO-FLUID MECHANICS
	690
	Laboratory and Research
	2

	TRAFFORD CENTRE
	578
	Laboratory and Research
	2

	YORK HOUSE
	3315
	Residential
	5

	

	18 CLIFTON ROAD, BRIGHTON, BN1 3HN
	Not available
	 
	RESIDENCES/OFF CAMPUS

	12 FLORENCE ROAD, BRIGHTON,BN1 6DJ
	Not available
	 
	RESIDENCES/OFF CAMPUS

	14 FLORENCE ROAD, BRIGHTON,BN1 6DJ
	Not available
	 
	RESIDENCES/OFF CAMPUS

	49 FLORENCE ROAD, BRIGHTON,BN1 6DJ
	Not available
	 
	RESIDENCES/OFF CAMPUS

	51 KING'S ROAD, BRIGHTON, BN1 1NA
	Not available
	 
	RESIDENCES/OFF CAMPUS

	53 KING'S ROAD, BRIGHTON, BN1 1NA
	Not available
	 
	RESIDENCES/OFF CAMPUS

	13 VICTORIA ROAD, BRIGHTON, BN1 3FS
	Not available
	 
	RESIDENCES/OFF CAMPUS

	8 WINDLESHAM ROAD, BRIGHTON, BN1 3AG
	Not available
	 
	RESIDENCES/OFF CAMPUS

	10 WINDLESHAM ROAD, BRIGHTON, BN1 3AG
	Not available
	 
	RESIDENCES/OFF CAMPUS

	10 YORK AVE, BRIGHTON, BN3 1PH
	Not available
	 
	RESIDENCES/OFF CAMPUS

	12 YORK AVE, BRIGHTON, BN3 1PH
	Not available
	 
	RESIDENCES/OFF CAMPUS

	42 EWHURST ROAD, BRIGHTON,BN2 4AJ
	Not available
	 
	RESIDENCES/OFF CAMPUS

	

	FORGE BARN COTTAGE, RIDGE ROAD, FALMER
	Not available
	 
	Tenant

	(OLD FORGE NURSERY) BRIGHTON, BN1 9PJ
	Not available
	 
	Tenant

	MILL FARM COTTAGE, 82 RIDGE ROAD, FALMER, BRIGHTON, BN1 9PJ
	Not available
	 
	Tenant

	77 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Not available
	 
	Tenant

	78 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Not available
	 
	Tenant

	80 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Not available
	 
	Tenant

	81 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Not available
	 
	Tenant

	71 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Not available
	 
	Tenant

	72 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Not available
	 
	Tenant

	74 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Not available
	 
	Tenant

	75 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Not available
	 
	Tenant

	76 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Not available
	 
	Tenant

	39 TENANT LAIN, FALMER,BRIGHTON, BN1 9PR
	Not available
	 
	Tenant

	40 TENANT LAIN, FALMER, BRIGHTON, BN1 9PR
	Not available
	 
	Tenant


36.2 Details of those areas of the Premises in respect of which certain Services are not to be provided under this Agreement:

For the purposes of the table below:
	 
	= chargeable
	
	
	service excluded


	Building name
	Tenant
	Gross internal floor area of all excluded area(s) in m2
	 Cleaning Services
	Energy & Environmental Management Services
	Emergency Response and Business Continuity Services
	Estates Mgt Services
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services
	General Mgt services
	Grounds maintenance Services
	H & S and wellbeing Services (US)
	Helpdesk Services
	Launderette Services
	Mail Services
	Pest Control services
	Portering services
	Print and Reprographics Services
	 Project Mgt Services
	Security services
	Signage Mgt services
	Space Info & moves Services
	Sports Grounds Services
	Statutory Compliance Services
	Transport services
	University events services
	Waste Services

	ACCELERATOR
	BBC (GEM STANSFIELD)
	180
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	ASHDOWN HOUSE
	INNOVATION CENTRE (SINC)
	658
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	BRAMBER HOUSE
	CO-OP
	310
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	x

	BRAMBER HOUSE
	HSBC
	125
	Closing end of Aug 2013

	BRAMBER HOUSE
	O2 (MAST & ROOM)
	6
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	BRIGHTHELM
	15NO. ROOMS (A2 DOMINION HOUSING ASSOCIATION
	?
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 

	FALMER HOUSE
	STUDENT UNION (USSU) AND BAR
	45
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	x
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	x

	HEALTH CENTRE
	CHEMIST
	65
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	HEALTH CENTRE
	DENTIST
	90
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	HEALTH CENTRE
	NHS HEALTH CENTRE
	533
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	IDS
	INSTITE OF DEVELOPMENT STUDIES
	5760
	x
	 
	 
	 
	x
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	INNOVATION CENTRE
	INNOVATION CENTRE (SINC)
	4277
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	LIBRARY
	JOHN SMITH BOOKSHOP
	113
	x
	 
	 
	 
	x
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	MANTELL BUILDING
	INTERNATIONAL STUDY GROUP(SGI)
	1063
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	MANTELL BUILDING
	GOTHENBURG
	20
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	MANTELL BUILDING
	URNU (NAVAL UNIT)
	124
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	x
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	CISC
	CISC
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 

	SUSSEX HOUSE
	BARCLAYS BANK
	178
	x
	 
	 
	 
	x
	 
	x
	x
	x
	x
	x
	 
	x
	 
	 
	x
	 
	 
	x
	 
	x
	x
	x

	SILVERSTONE
	BRIGHTON PHOTO FRINGE
	30
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	AISIN SEIKI
	AISIN SEIKI
	354
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	CHILDCARE CENTRE
	COOP CHILDCARE
	655
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	 

	Arts A
	Chartwells
	55
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Arts C (Dhaba)
	Chartwells
	29
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Bramber GF
	Chartwells
	919
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Bramber 1st Floor
	Chartwells
	314
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Bramber 3rd Floor
	Chartwells
	1177
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	 
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Falmer Sports
	Chartwells
	74
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	 
	x
	 
	 
	 

	Jubilee
	Chartwells
	72
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Library
	Chartwells
	51
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Medical (doc orders)
	Chartwells
	28
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Pevensey (Bridge)
	Chartwells
	24
	x
	 
	 
	 
	 
	 
	x
	x
	x
	 
	 
	 
	x
	 
	x
	 
	 
	x
	x
	x
	 
	 
	 

	Stanmer Court 
	Student Accommodation
	13088
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	x
	 
	 
	x
	x
	 
	x
	x
	 

	FORGE BARN COTTAGE, RIDGE ROAD, FALMER
	Private tenant
	Not Available
	x
	x
	x
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	(OLD FORGE NURSERY) BRIGHTON, BN1 9PJ
	Private tenant
	Not Available
	x
	x
	x
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	MILL FARM COTTAGE, 82 RIDGE ROAD, FALMER, BRIGHTON, BN1 9PJ
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	77 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	78 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	80 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	81 MILL STREET, FALMER, BRIGHTON, BN1 9PE
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	71 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	72 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	 
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	74 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	75 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	76 PARK STREET, FALMER, BRIGHTON, BN1 9PG
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	39 TENANT LAIN, FALMER,BRIGHTON, BN1 9PR
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x

	40 TENANT LAIN, FALMER, BRIGHTON, BN1 9PR
	Private tenant
	Not Available
	x
	x
	 
	 
	 
	 
	x
	 
	x
	x
	x
	 
	x
	x
	x
	x
	x
	x
	x
	 
	x
	x
	x


36.3 Buildings which are expected to be opened during the term of this Agreement (and which will form part of the Premises):

	 
	= chargeable
	x
	service excluded


	Building name
	Date building opening
	Building category (e.g. teaching / research/ administration / residences / on-and off-campus etc)
	Gross internal floor space in m2
	Area(s) of building excluded from Services (e.g. room(s) / department(s) / facility / tenant)
	Gross internal floor area of all excluded area(s) in m2
	Details of all Service Specification(s) excluded from area(s) (e.g. Security/Cleaning/Pest Control etc)
	 Cleaning Services
	Energy & Environmental Management Services
	Emergency    Response and Business Continuity Services
	Estates Mgt Services
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services
	General Mgt services
	Grounds maintenance Services
	H & S and wellbeing Services (US)
	Helpdesk Services
	Launderette Services
	Mail Services
	Pest Control services
	Portering services
	Print and Reprographics Services
	 Project Mgt Services
	Security services
	Signage Mgt services
	Space Info & moves Services
	Sports Grounds Services
	Statutory Compliance Services
	Transport services
	University events services
	Waste Services

	ACCA
	August 2014
	3
	2854
	N/A
	N/A
	As shown
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 

	FREEMAN BUILDING
	September 2014
	4
	4258
	N/A
	N/A
	As shown
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	x
	 

	CHILDCARE CENTRE CO-OP CHILDCARE
	December 2013
	1
	655
	ALL
	655
	All services except Waste
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x
	 

	NORTHFIELD Phase 3 BUILDING 18
	December 2013
	5
	1658
	N/A
	N/A
	As shown
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	x
	x
	 
	 
	 
	 

	NORTHFIELD Phase 3 BUILDING 19
	December 2013
	5
	2166
	N/A
	N/A
	As shown
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x
	 
	 
	 
	x
	x
	 
	 
	 
	 


36.4 Buildings which are expected to close during the term of this Agreement (and which will form part of the Premises):

	Building name
	Date building closing
	Building category
	Gross internal floor space (m2)

	Mantell
	Indicative Summer 2016
	4
	3168

	East Slope
	Indicative Summer 2015
	5
	8664

	Hastings
	3 - 5 years
	4
	2390

	JMS
	3 - 5 years
	2
	7479

	JC West
	3 - 5 years
	2
	1332


36.5 Grounds
In addition to the sites outlined above, the Premises shall include the grounds as outlined in the map set out in Appendix 1.
37. Removal of East Slope
37.1 At the sole discretion of the University, the East Slope residence (as further detailed in this Schedule 5 (Premises)) can be removed from the scope of the Services at any time by the University giving not less than six (6) months' notice to the Service Provider.

Appendix 1 To Schedule 5
[image: image10.emf]
appendix 2 to Schedule 5
[image: image11.emf]
University dependencies
38. uNIVERSITY dEPENDENCIES
38.1 The dependencies of the University set out in this paragraph 1 of Schedule 6 shall constitute the University Dependencies under this Agreement. Any obligations of the University elsewhere in this Agreement shall not be University Dependencies.
	No.
	Dependency
	Description

	1
	External network connectivity
	· Permission for the Service Provider to install a connection from the Premises in order to access its IT facilities and other services (subject to agreement over nature of interruption and subject to its compliance with the Security Requirements) to terminate in the server room (see below).

· Provision of connectivity to University network via a point-to-point VPN over Janet and the internet during mobilisation only and as a back up link there after.

	2
	"Server room"
	· Upon completion of the refurbishment to the 4th floor premises, establishment of a small air-conditioned server room at the Premises (to be shared with other service providers and the University (if required)) with a single 19" equipment rack in which 35U of space will be dedicated for the Service Provider's use.  This will be fed from an unprotected 32amp supply.  The air-conditioning will be sufficient to handle an 8KW load and will be replicated to provide some level of resilience.

· The network connections for the Service Provider's equipment in the office space will terminate in the Service Provider's  rack which will include space for Service Provider provided local servers, network switches and connections to the University telephone network. Unprotected power supplies will be provided in the patching frame to support the network switches.

· Installation of a switch in the communications patching rack to act as a demarcation device between the Service Provider's and the University's network equipment.

· Agree a joint IT change control process with the relevant parties to sign off future changes and establish clear lines of responsibility, within the shared communications room that the University or the Service Provider need to make.

	3
	Connectivity in the University provided office space
	· Upon completion of the refurbishment to the 4th floor premises, in the dedicated office space provided to the Service Provider, provision of data network wiring to the University's standard (Cat 5e using Siemon components) which will terminate in a network patching frame in the "server room".

	4
	Connectivity to devices (PCs, etc.) located in other spaces across the campus
	· The University will connect the LLPs own network on Bramber House and York House together.

	5
	Connectivity to static devices (such as permanent PCs, staff laptops, CCTV cameras, fire alarm panels, intruder alarms, digital doors locks etc.) located in other spaces across the campus
	· Permission for the Service Provider to connect devices to the University network through one or more private VLANs provided by the University for the purpose of providing the services.
· Provision of a protocol for the process for requesting to add devices to the VLAN including the normal response time to such requests.  
· Agree a joint IT change control process with the relevant parties to sign off future changes and establish clear lines of responsibility for all changes to connections.

	6
	Wi-Fi Networking for The Service Provider
	· Provision of data wiring to allow the Service Provider to connect their Wi-Fi access points within the LLP's own Premises back to their network switches.

	7
	Telephony
	· Maintenance of existing analogue telephone system to each of the Premises where the Service Provider has a presence.

	8
	Access
	· Access to the Premises to be made available to the Service Provider 24 hours per day, 365 days per year.

· Access to the Conference and Catering Premises to be made available to the Service Provider 24 hours per day, 365 days per year.

	9
	Provision of office space and storage space
	· Upon completion of the refurbishment to the 4th floor premises, provision of office space to the Service Provider at the Premises as outlined in the plan set out in Appendix 2 to Schedule 5 including use of meeting  room / training facilities (2 meeting rooms and 1 boardroom).

· Access to existing staff changing and toilet facilities (may be shared with other services providers and/or University staff).

· Provision of space at York House to use as both the Security Control Room and LLP TFM Helpdesk.
· Provision of storage space for all cleaning equipment at the Premises. 

· Provision of a central storage area, primarily to be used for the storage of consumables and maintenance spares and parts Provision of suitable and secure storage for potentially hazardous chemicals.

· Provision of suitable sheds and lockable grounds stores at the Falmer Sports Complex for grounds maintenance.
· Provision of car parking for not more than seven (7) LLP liveried vehicles.

	10
	Governance
	· Attend all agreed Governance board meetings and other agreed meetings.

	11
	Project Management
	Provision of the following in respect of Projects:

· provide at least fifteen (15) days' notice of the requirement to manage a Project;

· nominate an appropriately authorised Project sponsor (or other suitable individual) to join the Project board, agree Project briefs, agree contacts and approve payments; and

· nominate a suitable Project team leader in accordance with the Project Governance Framework (who will establish the business need, develop detailed delivery strategy and finalise the investment case with the University).

	12
	Cleaning
	· Provide as much notice as is reasonably practicable and use its reasonable endeavours to provide at least two (2) days' notification of rooms/floors at the Premises which require cleaning by female operatives due to cultural or religious reasons.

· Provide as much notice as is reasonably practicable and use its reasonable endeavours to provide at least one (1) day's / 24 hours notice of ad-hoc meetings, lectures, seminars, conferences held at the Premises to allow sufficient scheduling of cleaning services.

In relation to the Conference and Catering Services:

· require that the Conference and Catering Service Provider clears all front of house areas in preparation for the Service Provider carrying out cleaning services at the Conference and Catering Premises; and

· provide as much notice as is reasonably practicable and use its reasonable endeavours to provide at least two (2) days' notice to carry out cleaning services in support of the Conference and Vacation Services.

	13
	Pest Control
	· Grant permission to install preventative pest control measures (as required) at the Premises and any areas used by the Conference and Catering Service Provider to carry out any pest control measures, including obtaining permission from the Housing/Residential Manager (in liaison with the relevant University student occupant) to access residential bedrooms.

	14
	Waste Management
	· Novation of the existing waste management contract to the Service Provider by the agreed date. 

· Provision of waste compounds at appropriate locations at the Premises and University campus. 

	15
	Launderette
	· Novation of the current launderette equipment maintenance contract to the Service Provider by the Services Commencement Date.

· Provide as much notice as is reasonably practicable and use its reasonable endeavours to provide at least one (1) month's notice of the requirement to provide and launder any required bed linen and towels for conferences.

· Liaise with the Service Provider to agree and authorise the pricing policy.

	16
	Transport
	· Provision of the current transport plan and work with the Service Provider to agree the implementation of the appeals policy and process, process for the invoicing and payment of any charges applicable to University staff that are recharged via salary sacrifice schemes.

· Support the Service Provider in any instances of illegal parking at the Premises by University staff, students and visitors.

	17
	University Events
	· Provision of all University Events programmes on at least three (3) days' notice to the Service Provider and provide a named point of contact for each Event.

· Provision of advance notice of any VIP visitors to the University, wherever possible.

	18
	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance
	· Novation of the current contract with Cogenco to the LLP to maintain the CHP unit by the Services Commencement Date.

	19
	Sports Grounds
	· Provide as much notice as is reasonably practicable and use its reasonable endeavours to provide at least five (5) days' notice to any foreseen changes to the University's sporting fixtures calendar.

	20
	Grounds Maintenance
	· Provision of advance notice of any University Open Days, Admission Days and Fresher's Week and to advise on the required level of resource.

· Novation of the existing contract with The Landscape Group Limited to provide Grounds Maintenance and Sports Grounds Services on the Services Commencement Date.

	21
	Print and Reprographics
	· Novation of the existing contract to the LLP for the lease and maintenance of the print & reprographic equipment by the Services Commencement Date.

	22
	Emergency Response and Business Continuity 
	· Liaise with the Service provider to develop and agree the Business Continuity Plan and participate in all agreed training and testing. 

· Provision of access to relevant University staff for emergency response training and to provide up-to-date details of such University staff who volunteer to join the emergency response team. University to agree an emergency response training schedule.

	23
	University staff and residential student information
	· Provision of regularly updated information regarding the details and location of all University staff and resident students at the Premises.


CHARGES AND INVOICING
In this Schedule, unless the context requires otherwise, the following words and expressions shall have the following meanings:
	"Annual Base Charge
	is defined in paragraph 2.4.1 of Schedule 7

	"Annual Budget Spend
	is defined in paragraph 2.8.1 of Schedule 7

	"Contract Year"
	means the 12 month period commencing on the Services Commencement Date and each subsequent 12 month period (pro-rated (if appropriate) in the final Contract Year of the Agreement)

	"Indexation"
	means the indexation of the Service Charges as set out in paragraph 6 of Schedule 7

	"ISFT TUPE List"
	means the list of employee information attached at Appendix 6 to this Schedule 7

	"Mobilisation Charge"
	is defined in paragraph 2.7 of Schedule 7

	"Monthly Base Charge"
	is defined in paragraph 2.4.2 of Schedule 7

	"Pass Through Costs"
	is defined in paragraph 2.9 of Schedule 7

	"Schedule of Rates"
	is the schedule of rates set out in Appendix 4 to Schedule 7

	"Schools and Directorates Works Charge"
	is defined in accordance with paragraph 2.10 of Schedule 7

	"Sundry Charge"
	is defined in accordance with paragraph 2.6.1 of Schedule 7

	"Unscheduled Works Charge"
	is defined in accordance with paragraph 2.10 of Schedule 7

	"Variable Charge"
	is defined in accordance with paragraph 2.5 of Schedule 7


PART A - CHARGES
39. PURPOSE OF THIS PART OF THE SCHEDULE
39.1 Part A of this Schedule 7 sets out the provisions relating to:

39.1.1 the calculation and payment of the Service Charges by the University;

39.1.2 the calculation and payment of any charges for Changes;

39.1.3 the identification and agreement of any Continuous Improvements; and

39.1.4 the Indexation of the Service Charge.

40. SERVICE CHARGES
40.1 The Service Charges shall comprise the following charges (as applicable):

40.1.1 Monthly Base Charge;

40.1.2 Variable Charge;

40.1.3 Sundry Charge;

40.1.4 Mobilisation Charge;

40.1.5 monthly Annual Budget Spend;

40.1.6 Pass-through Costs;

40.1.7 Unscheduled Works Charge; and
40.1.8 Schools and Directorates Works Charge;

less

40.1.9 any Service Credits (calculated accordance with Schedule 4).

40.2 The Service Charges due under this Agreement shall be invoiced by the Service Provider and paid by the University in accordance with the terms set out in Part B of this Schedule.
40.3 In the event of any change in the treatment of VAT attaching to the Services whether caused by a change of any Applicable Laws and Regulations, or pursuant to a change in the policy or interpretation of policy of HMRC, then the parties shall, in good faith, negotiate and agree an appropriate way forward with the regard to the VAT treatment of the Services.

40.4 Base Charge
40.4.1 The Annual Base Charge for each Contract Year is set out in the table in Appendix 5.

40.4.2 The Monthly Base Charge is calculated by dividing the Annual Base Charge for the relevant Contract Year by the number of months in that Contract Year.
40.4.3 The parties agree that in Contract Year 3 from such time as the East Slope residence is removed from the scope of the Services (in accordance with Schedule 5), the Monthly Base Charge shall be reduced by £[Redacted in accordance with the Freedom of Information Act 2000] (at 1st January 2014 prices), Indexed in accordance with paragraph 6 and pro-rated for any part months. 
40.4.4 For the avoidance of doubt, the values for the Annual Base Charge in the table in Appendix 5 reflect the assumption that the East Slope residence will be removed from the scope of the Services with effect from 1st January 2017. In the event that the East Slope residence is removed from the scope of the Services:
(a) in Contract Year 4, the Monthly Base Charge in each month prior to such removal shall be adjusted by adding back £[Redacted in accordance with the Freedom of Information Act 2000] (at 1st January 2014 prices), Indexed in accordance with paragraph 6 and pro-rated for any part months;
(b) in Contract Years 5 to 10, the Monthly Base Charge in each month prior to such removal shall be adjusted by adding back £[Redacted in accordance with the Freedom of Information Act 2000] (at 1st January 2014 prices), Indexed in accordance with paragraph 6 and pro-rated for any part months.
40.4.5 The Annual Base Charge values stated in the table set out in Appendix 5 are at 1st January 2014 prices (i.e. stated before the effect of any Indexation). For the avoidance of doubt, the first Indexation is applied from 1st January 2015.
40.4.6 The Annual Base Charge set out in the table in Appendix 5 is based on (i) the ISFT TUPE List, and (ii) the pensions pricing assumption of 9.5% average employer cost for University Transferring Employees (as at the Effective Date). The parties agree that the Annual Base Charge may require adjustments (including the amount assumed for redundancy costs in Year 1) if:

(a) there are changes to the ISFT TUPE List, and/or

(b) the actual pensions employer cost for the University Transferring Employees differs from the pricing assumption detailed above. 

40.4.7 Any adjustments to the Annual Base Charge which are required pursuant to paragraph 2.4.6 shall be made in accordance with the following:
(a) the University and the Service Provider shall agree the Final Transferring Employee List in accordance with paragraph 2 of Schedule 18 and the pension arrangements of University Transferring Employees on that list on or around the Services Commencement Date;

(b) the parties shall compare the ISFT TUPE List and the Final Transferring Employee List to agree and document any changes between the two lists;

(c) the parties shall agree any adjustments to the inputs to the Financial Model as a result of any changes agreed in accordance with sub-paragraph (b) above;

(d) the parties shall agree and revise the table in Appendix 5 to reflect changes to the Annual Base Charge, as calculated by the Financial Model in accordance with sub-paragraph (c) above.

40.4.8 If it has not been possible to adjust the Annual Base Charge in accordance with the procedure set out above by the time of raising the first invoice to the University, the Service Provider will invoice according to the Annual Base Charge as set out in Appendix 5 as at the Effective Date. Any agreed adjustments shall be made to the subsequent month’s invoice in settlement of differences not reflected in previous monthly invoices.

40.5 Variable Charge
40.5.1 The Services listed in Appendix 1 shall be charged on a time and materials or activity basis (as the case may be). The University and the Service Provider shall, on a monthly basis, agree the activities and/or volumes for the relevant Services that have been provided in the preceding month and, using the Schedule of Rates (set out in Appendix 4), calculate the Variable Charge for these Services.

40.5.2 The monthly Variable Charge is an aggregate of the values calculated in accordance with paragraph 2.5.1 for the relevant Services for that month.

40.5.3 The Service Provider shall provide a breakdown of any Variable Charge. The Service Provider shall maintain full and accurate records of the time spent by the Service Provider in providing the Services and shall produce such records to the University for inspection at all reasonable times on request.

40.6 Sundry Charges
40.6.1 The Service Provider shall invoice the University on a monthly basis for the aggregate of the values calculated in accordance with the following table for the relevant Services for that month.
	Description of Charge
	Charge for month (£)

	University visitor car parking charges where the University has issued a parking permit
	Volume for month x Schedule of Rates charge

	Staff car parking charges
	Aggregate of the value deducted by the University from staff salaries

	University use of Print and Reprographics Services
	Volume for month x Schedule of Rates charge


40.6.2 In relation to University staff car parking charges, where the University collects, as agent for the Service Provider, the full cost of University staff car parking passes (inclusive of VAT) from University staff wages, the Service Provider shall invoice the University for the full VAT inclusive amount of such costs. For the avoidance of doubt, such payments shall not form part of the Service Charges (as defined in this Schedule 7).
40.7 Mobilisation Charge
The monthly Mobilisation Charge shall be £[Redacted in accordance with the Freedom of Information Act 2000]). This charge is fixed for the Term and is not subject to Indexation.
40.8 Annual Budget Spend
40.8.1 The Annual Budget Spend is the aggregate budget for all projects agreed with the University in relation to the relevant Services listed in Appendix 2, which is detailed on a month-by-month basis for the relevant Year.

40.8.2 Each Year the Service Provider and the University shall agree the Annual Project Programme and the Annual Budget Spend in accordance with the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Service Specification.

40.8.3 Services listed in Appendix 2 shall be charged in accordance with the fixed price quotation provided by the Service Provider (and agreed with the University) for the scope of works for the project. Payment will be made in accordance with the payment profile agreed in respect of the relevant project(s), provided that the relevant payment triggers have been satisfied. The Service Provider shall manage each project to ensure that actual spending does not exceed the fixed price quotation for such project. The Service Provider shall not charge the University for any costs incurred beyond the fixed price quotation other than with the written agreement of the University on a project by project basis.
40.8.4 The Service Provider shall, each month, provide a breakdown of any spend under the Annual Budget Spend, supported by the approval references agreed with the University. The Service Provider shall maintain full and accurate records of the time spent by the Service Provider in providing Services charged to the Annual Budget Spend and shall produce such records to the University for inspection at all reasonable times on request.

40.9 Pass-Through Costs
The monthly Pass-through Costs are an aggregate of the actual monthly charges incurred by the Service Provider in relation to the delivery of the Services listed in Appendix 3.
40.10 Unscheduled Works Charges and Schools and Directorates Works Charges
40.10.1 The Unscheduled Works Charge is any for projects agreed outside the Annual Budget Spend that are approved by the University in accordance with the process set out in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Service Specification. Unscheduled Works projects shall be charged in accordance with the fixed price quotation provided by the Service Provider (and agreed with the University) for the scope of works for the relevant project. Any payments of Unscheduled Works Charges will be in accordance with the payment schedule agreed by the parties and shall be invoiced separately quoting the relevant authorised University cost code.

40.10.2 The Schools and Directorates Works Charge is for any projects agreed outside the Annual Budget Spend that are agreed with the relevant Head of School or Professional Services Director and approved by the University in accordance with the process set out in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Service Specification. Schools and Directorates Works projects shall be charged in accordance with the fixed price quotation provided by the Service Provider and agreed with the relevant Head of School or Professional Services Director and approved by the University for the scope of works for the project. Any payments of the Schools and Directorates Works Charges will be in accordance with the payment schedule agreed by the parties and shall be invoiced separately quoting the relevant authorised University cost code.

40.10.3 The Service Provider shall manage individual Unscheduled Works and Schools and Directorates Works projects to ensure that that actual cost does not exceed the fixed price quotation for each project. The Service Provider shall not charge the University for any costs incurred beyond the fixed price quotation other than with the specific written agreement of the University on a project by project basis.

40.10.4 The Unscheduled Works Charge and/or the Schools and Directorates Works Charge will also incorporate savings realised by the University for gain share initiatives discussed and agreed with the Service Provider. Any such payments will be identified and agreed with the University as part of the business case for the relevant initiative.

41. CHARGES FOR CHANGE CONTROL
41.1 The Service Provider and the University shall discuss and agree Changes in accordance with Schedule 8.

41.2 The Service Provider shall provide a business case and use open book accounting to demonstrate any proposed revisions to the Service Charges arising as a result of any proposed Change.

41.3 Where a Change is requested then the Service Provider shall, in addition to its obligations set out in Schedule 8, prepare a quotation for the cost and/or savings resulting from the Change (to be included in the relevant Change Response) which shall:

41.3.1 be reasonable for the work/services to be carried out;

41.3.2 be based on and reflect the principles of the Service Charges;

41.3.3 include estimated volumes of each type of resource to be employed;

41.3.4 be based on the Schedule of Rates set out in Appendix 4;

41.3.5 include full disclosure of any assumptions underlying such quotation; and

41.3.6 include evidence of the cost of any assets required for the Change.

41.4 If a Change is agreed by the University in accordance with Schedule 8 then the Service Provider will update the relevant annual Business Plan (as defined in the LLP Agreement).

41.5 The  Service Provider shall ensure (and warrants) that its profit margin on any agreed Changes shall be no greater than that applying to the Service Charges as at the Effective Date (being 20%).

42. CONTINUOUS IMPROVEMENT
42.1 No less than once a year the Service Provider will identify potential improvements in the Services and/ or initiatives which would assist the University in achieving its strategic objectives. The Service Provider will provide a business case for such proposals setting out the:

42.1.1 proposed change;

42.1.2 benefit to the University;

42.1.3 cost and investment required;

42.1.4 proposed funding approach (if applicable)

42.1.5 pay back period;
42.1.6 delivery approach;
42.1.7 timescales;

42.1.8 impact on the Agreement and/ or Services; and
42.1.9 Service Level requirements related to the proposal.
42.2 The University will assess each proposal and, acting in good faith, agree with the Service Provider whether it wishes to progress the proposal.

42.3 If the proposal is to be taken forward, the Service Provider will prepare a Service Provider Change Request in accordance with paragraph 5 of Schedule 8.

43. Exit Management
43.1 Except as expressly set out in Schedule 16 (Exit), the Service Provider shall not be entitled to any Service Charges for the provision of Termination Assistance.

44. INDEXATION
44.1 The Supplier may, on the 1st January 2015 and on each subsequent anniversary of such date, adjust:

44.1.1 the Annual Base Charge; and
44.1.2  the Schedule of Rates;
in accordance with the Indexation calculation set out in paragraph 6.2 below.
44.2 The Indexation adjustment shall be measured by changes in the relevant index published for that Contract Year as calculated in accordance with the following formula:
Amount or Sum x 
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Where:

"Index" means the Retail Prices Index (RPI) published by the Office for National Statistics;

"Index d" is the value of Index published or determined with respect to August 2013;

"Index o" is the value of Index published or determined with respect to August immediately preceding the relevant anniversary in respect of which the amount or sum falls to be adjusted.

The Efficiency Factor is 75% of annual RPI compounded. The value is calculated as follows:

Contract Year 1: 75% of the annual RPI figure (the "Discount Value")

Contract Year 2 onwards: (1+ (75% of the annual RPI for the relevant Contract Year)) x (1 + Discount Value from prior Contract Year) – 1

Example:

	Contract Year
	1
	2
	3

	Annual RPI
	3%
	2%
	4%

	Discount Value (75% of annual RPI)
	2.25%
	1.50%
	3.00%


Efficiency Factor:

Contract Year 1 = 2.25%

Contract Year 2 = (1 + 1.5%) x (1 + 2.25%) – 1 = 3.784%

Contract Year 3 = (1 + 3%) x (1 + 3.784%) – 1 = 6.897%
44.3 Any other amounts or sums in this Agreement which are expressed to be "subject to indexation" or "indexed" shall be adjusted to reflect the effects of inflation after that date in accordance with the provisions of this paragraph.  The adjustment shall be measured by changes in the relevant index published for that Contract Year as calculated in accordance with the following formula:

Amount or Sum x 
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Where

"Index" means the Retail Prices Index (RPI) published by the Office for National Statistics;

"Index d" is the value of Index published or determined with respect to August 2013;

"Index o" is the value of Index published or determined with respect to the August immediately preceding the relevant anniversary in respect of which the amount or sum falls to be adjusted.

PART B - INVOICING
45. PURPOSE OF THIS PART OF THE SCHEDULE
Part B of this Schedule 7 sets out the method by which the Service Provider shall raise invoices to the University for payment, together with the requirements which apply to such invoices, and the payment terms thereof.

46. SERVICE PROVIDER INVOICES
46.1 The Service Provider shall prepare and provide to the University for approval a draft pro forma invoice within ten (10) Working Days of the Effective Date which shall include, as a minimum, the details set out in paragraph 8.4 together with such other information as the University may reasonably require.  If the draft pro forma invoice is not approved by the University then the Service Provider shall make such amendments as may be reasonably required by the University.

46.2 The Service Provider shall be entitled to raise an invoice in respect of any payment which falls payable to the Service Provider pursuant to the Agreement.

46.3 The Service Provider shall invoice the University in respect of Services (performed in accordance with the terms of this Agreement) in accordance with the timescales specified for issue of invoices set out in paragraph 9 below.

46.4 The Service Provider shall ensure that each invoice contains the following information:

46.4.1 the date of the invoice;

46.4.2 a unique invoice number;

46.4.3 the period(s) to which the relevant Service Charge(s) relate;

46.4.4 details of the correct Agreement reference;
46.4.5 where invoices are raised on the basis of the authorisation of individual University managers (Schools and Directorates Works, for example), the appropriate authorised University cost codes;
46.4.6 the reference number of the purchase order to which it relates (if any);

46.4.7 the dates between which the Services subject of each of the Service Charges detailed on the invoice were performed;

46.4.8 the methodology applied to calculate the Service Charges;

46.4.9 details of any Service Credits or similar deductions that shall apply to the Service Charges detailed on the invoice;

46.4.10 the total Service Charges for the relevant period gross and net of any applicable deductions and, separately, the amount of any disbursements properly chargeable to the University under the terms of the Agreement and, separately, any VAT or other sales tax payable in respect of the same;
46.4.11 reference to any reports required by the University in respect of the Services to which the Service Charges detailed on the invoice relate (or in the case of reports issued by the Service Provider for validation by the University, then to any such reports as are validated by the University in respect of the Services);

46.4.12 a contact name and telephone number of a responsible person in the Service Provider's finance team in the event of administrative queries; and

46.4.13 the banking details for payment to the Service Provider via electronic transfer of funds (ie name and address of bank, sort code, account name and number).

46.5 Each invoice shall at all times be accompanied by sufficient information ("Supporting Documentation") to enable the University to reasonably assess whether the Service Charges detailed thereon are properly payable. If any such assessment by the University is not conclusive then the Service Provider undertakes to provide to the University any other documentation reasonably required by the University from time to time to substantiate the relevant invoice(s).

46.6 The Service Provider shall submit all invoices and Supporting Documentation in such format as the University may specify from time to time to:

Payments Management

Finance Division

University of Sussex

Sussex House

Brighton

BN1 9RH

with a copy (again including any Supporting Documentation) to such other person and at such place as the University may notify to the Service Provider from time to time.

46.7 All Service Provider invoices shall be expressed in sterling or such other currency as shall be permitted by the University in writing.

46.8 The University shall only regard an invoice as valid if it complies with the provisions of this Part B. Where any invoice does not conform to the University's requirements set out in paragraph 8, the University will return the disputed invoice to the Service Provider. The Service Provider shall promptly issue a replacement invoice which shall comply with the same.

47. PAYMENT TERMS
47.1 Subject to the provisions of paragraph 8, the University shall make payment of invoices in accordance with the following: 

47.1.1 for the Monthly Base Charge and the Mobilisation Charge, the Service Provider shall invoice the University no later than the 10th day of each month and the University shall pay the relevant invoice no later than fourteen (14) days following the 10th day of each month (or, if payment would fall on a non Working Day, the next Working Day).
47.1.2 for Annual Budget Spend, Unscheduled Works Charges and Schools and Directorates Works Charges, payment by the University will be in accordance with the project payment schedule agreed by the parties and subject to appropriate demonstration of the achievement of the relevant milestones. 

47.1.3 for all other applicable charges, the Service Provider shall invoice the University at the start of the month following the month in which the relevant charges were incurred, and the University shall pay any such invoices within thirty (30) days of the date of the relevant invoice.
48. DEFAULT INTEREST
If a party fails to pay any amount payable by it under this Agreement, the other party will be entitled but not obliged to charge interest on the overdue amount from the due date up to the date of actual payment, after as well as before judgment, at the rate of 3% per cent per annum above the base rate for the time being of the Bank of England. Such interest will accrue on a daily basis, will be compounded quarterly and will be payable by the defaulting party on demand. This paragraph does not apply to any Disputed Charge.
Appendix 1

vARIABLE COST SERVICES
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Reference 

Number

Service Title

Detailed Service 

Requirement Reference 

Number

Detailed Service Requirement Title

SSCS01

Cleaning Services 

DSRCS016

Change of use turn-around periods

SSCS01

Cleaning Services 

DSRCS017

Change of tenant or room occupier turn-around

SSCS01

Cleaning Services 

DSRCS018

Conference and Vacation Services

SSEM01

Estates Management Services 

DSREM001

Estates Management Advice and support

SSEM01

Estates Management Services 

DSREM002

Valuations

SSEM01

Estates Management Services 

DSREM003

Business rating Service

SSEM01

Estates Management Services 

DSREM006

Managing Agent

SSEM01

Estates Management Services 

DSREM008

Building Consultancy & Surveying

SSEM01

Estates Management Services 

DSREM009

Planning advice

SSEM01

Estates Management Services 

DSREM010

Acquisitions and disposals

SSGM01

Grounds Maintenance Services 

DSRGM006

Unscheduled tree works

SSMS01

Building Fabric, Mechanical and Electrical and Infrastructure 

Maintenance Services 

DSRMS017

Asbestos Works

SSMS01

Building Fabric, Mechanical and Electrical and Infrastructure 

Maintenance Services 

DSRMS018

Asbestos Survey

SSMS01

Mail Services

DSRMS007

Courier Services

SSPM01

Project Management Services 

DSRPM006

Procurement of Capital Projects

SSPM01

Project Management Services 

DSRPM007

Technical input to capital projects

SSSE01 

Security Services

DSRSE029

Additional security for BHAFC home matches

SSSM01

Space Information and Moves Services 

DSRSM002

Space Planning

SSSM01

Space Information and Moves Services 

DSRSM003

Moves and Relocations

SSUE01

University Event Services

DSRUE003

Transportation of Event equipment

SSUE01

University Event Services

DSRUE009

Fireworks, Laser and Light Shows

SSUE01

University Event Services

DSRUE011

Graduation Ceremonies

SSUE01

University Event Services

DSRUE012

Post Event clean up and restoration


Appendix 2
ANNUAL BUDGET SERVICES
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DsRHs002

ssEMDL

SsEMDL

sswisoL

sswiso1

sswiso1

sswiso1

Energy & Environmental Management DSREEDL0

Services

Energy & Environmental Management DSREEDLL

Services
Estates Management services

Estates Management services
Building Fabric, Mechanical and
Electrical and Infrastructure
Maintenance Services

Building Fabric, Mechanical and
Electrical and Infrastructure
Maintenance Services

Building Fabric, Mechanical and
Electrical and Infrastructure
Maintenance Services

Building Fabric, Mechanical and
Electrical and Infrastructure
Maintenance Services

DSREMO11L

DsREMDL3

DSRMIS007

DSRMIS008

DSRMS044

DsRMS0SS

Environmental
improvement minor
works

Major environmental
improvement projects
Condition Surveys

Listed Buildings
Works, Tendered
Works 2nd Capital
Works
Unscheduled Works
2nd Schools &
Directorates Works
Access works

Roads, rosd gullies
2nd pavements

Annual Budget spend

Annual Budget spend

Annual Budget spend

Annual Budget spend

Annual Budget spend

Annual Budget spend

Annual Budget spend

Annual Budget spend

Management of environmenta| improvement minor works is Sase
Charge. Works are Annual Budget Spend.

Management of major environmental improvement projects is Base
Charge. Works are Annual Budget Spend.

Management of condition surveys 's Base Charge. Surveys
themselves (every 3 years| are Annual Budget Spend.

Routine activity is Sase Charge; balance is Annua! Sudget Spend.
‘Allowable costs as per Building Maintenance Schedule.

llowable costs as per uilding Maintenance Schedule. Pre-
=pproved recharges for works for schools and directorates.
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pass through COST SERVICES
[image: image18.wmf]Service 

Reference 

Number

Service Title

Detailed Service 
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Reference Number

Detailed Service Requirement Title

Secondary Service Charge Type / Comment

SSMS01

Mail Services

DSRMS003

Mail Room costs

SSPR01

Print and Reprographics 

Services 

DSRPR006

Prospectus and other high volume quality printing 

and fulfilment 

Management is Base Charge; cost of printing and fulfilment is 

Pass Through

SSPS01

Portering Services

DSRPS027

Residential Estate Bed Linen and Catering Packs

Management is Base Charge, packs themselves are Pass Through

SSSM01

Signage Management Services  

DSRSM003

Provision of new Signage

SSSM01

Signage Management Services  

DSRSM005

Project work requiring alteration to a building or 

area within a specific Premises

SSUE01

University Event Services

DSRUE010

Marquees and Tented Structures

Management is Base Charge. Cost of the marquees and tented 

structures themselves are Pass Through

SSWS01

Waste Services

DSRWS001

Collection, removal and disposal of Residual Waste 

from external 1100 litre wheelie bins

Costs to be no greater than now and incentivise improvements

SSWS01

Waste Services

DSRWS003

Collection and removal of Mixed Recycling from 

external 1100 litre wheelie bins

SSWS01

Waste Services

DSRWS004

Glass Recycling

SSWS01

Waste Services

DSRWS012

Fridges and freezers

SSWS01

Waste Services

DSRWS013

Cardboard recycling from baler

SSWS01

Waste Services

DSRWS015

Light bulbs and florescent tubes

SSWS01

Waste Services

DSRWS016

Printer Cartridges

SSWS01

Waste Services

DSRWS019

Genome Centre Collection of aluminium foil for 

recycling on an ad hoc basis

SSWS01

Waste Services

DSRWS020

Sports Complex Recycling Compound Collection of 

Hazardous Waste and transport to Bund on an ad 

hoc basis

SSWS01

Waste Services

DSRWS009

Confidential waste
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APPENDIX 6

ISFT TUPE LIST
[Redacted in accordance with the Freedom of Information Act 2000]
CHANGE CONTROL
49. PRINCIPLES
49.1 All Changes shall be dealt with in accordance with this Schedule.

49.2 The parties shall conduct all discussions relating to proposed Changes in good faith.

49.3 Change Requests may be made by either the University or the Service Provider.

49.4 Any discussions, negotiations or other communications which may take place between the parties in connection with this Schedule (including the submission of any written communications) shall be without prejudice to the rights of either party.

49.5 Any amendment to this Agreement resulting from the Change Control Process having been followed shall be recorded as an addendum to this Agreement, together with any relevant supporting documentation.

50. NEW PREMISES AND REMOVAL OF EXISTING PREMISES
50.1 In the event that the University requires the addition of a new Premises or the removal of an existing Premises from the scope of this Agreement, the parties shall follow the procedure set out in paragraphs 3 and 4. The Service Provider shall not be entitled to refuse any such request by the University.

51. Removal of Premises
51.1 The University may, from time to time, notify the Service Provider in writing of its requirement for the cessation of the Services at a particular Premises or more than one Premises ("Notice of Cessation"), including the related reduction of the Service Charges (calculated in accordance with Schedule 7).

51.2 In the event that the University issues a Notice of Cessation then (subject to paragraph 2 of Schedule 5 (Premises)):

51.2.1 the Service Provider shall, within two (2) Working Days, provide the University with a CCN which incorporates the details set out in the Notice of Cessation for signature by the University;

51.2.2 the Service Provider shall implement the Change within two (2) months from the Notice of Cessation (in accordance with the provisions of Clause 15.3); and

51.2.3 the parties shall enter into any documents necessary to amend this Agreement or any relevant related document which are necessary to give effect to the Change.

52. Addition of Premises
52.1 The University may, at its discretion, invite the Service Provider to provide any or all of the Services at a New Premises by issuing a Change Request to the Service Provider ("Notice of Addition"), whereupon the Service Provider shall within five (5) Working Days, provide the University with a Change Response which takes account of the University's requirements set out in the Notice of Addition, including the related increase in the Service Charges (calculated in accordance with the agreed pricing for existing Premises set out in Schedule 7).

52.2 Within five (5) Working Days following receipt of the Change Response issued in accordance with paragraph 4.1, the parties shall meet to finalise the matters set out in the Change Response and the Service Provider shall make any changes reasonably requested by the University to reflect the matters set out in the Notice of Addition.

52.3 Following agreement of the contents of the Change Response, which shall take no longer than five (5) Working Days from receipt of the Change Response by the University, the University may:

52.3.1 issue a CCN; or

52.3.2 withdraw its Change Request.

52.4 If the University does not issue a CCN within thirty (30) Working Days from and including the date of the contents of the Change Response having been agreed, then the University's Change Request shall be deemed to have been withdrawn.

52.5 In the event that the University issues a CCN then:

52.5.1 the Service Provider shall implement the Change in accordance with the Change Implementation Plan;

52.5.2 the Service Provider shall implement the Change within two (2) months from the Notice of Addition (in accordance with the provisions of Clause 14.3); and

52.5.3 the parties shall enter into any documents necessary to amend this Agreement or any relevant related document which are necessary to give effect to the Change.

53. OPERATIONAL CHANGES
53.1 Operational Changes shall be processed in accordance with this paragraph 5. If either party is in doubt whether a change falls within the definition of an Operational Change, then it will be processed as a Change.

53.2 Any changes identified by the Service Provider to improve operational efficiency of the Services (each an "Operational Change") may be implemented by the Service Provider without following the Change Control Process provided they do not:

53.2.1 have an impact on the University;

53.2.2 require a change to the terms of this Agreement;

53.2.3 have a material impact on the use of the Services; and

53.2.4 result in the University paying additional Service Charges or other costs.

53.3 Either party may request an Operational Change by submitting a written request for Operational Change (each an "RFOC") to the other party.

53.4 The party making the RFOC shall inform the other party of any impact on the Services that may arise from the proposed Operational Change and any other relevant issues.

53.5 No Operational Change shall be implemented without the prior written consent of the other party.

53.6 The Service Provider shall complete the (agreed) Operational Change by the timescale specified for completion of the relevant Operational Change in the RFOC and shall promptly notify the University when the Operational Change is completed.

54. University CHANGE REQUEST
54.1 Subject to the procedures set out in paragraphs 2 and 5, if the University wishes to request a Change, it must serve a Change Request on the Service Provider.

54.2 The University shall, in each such Change Request:

54.2.1 provide sufficient details of the proposed Change to enable the Service Provider to provide the Change Response; and

54.2.2 specify the deadline by which the Service Provider shall provide the University with a Change Response (being not less than fifteen (15) Working Days from and including the date of receipt of the University Change Request) (the "Service Provider Response Deadline").

54.3 As soon as reasonably practicable, and in any event by the Service Provider Response Deadline, the Service Provider shall deliver to the University the Change Response (including, the financial information detailed in paragraph 3 of Schedule 7).

54.4 As soon as reasonably practicable after the University receives the Change Response, the parties shall discuss in good faith and use their reasonable endeavours to agree the matters set out in the Change Response including:

54.4.1 providing evidence that the Service Provider has used reasonable endeavours (including (where practicable) the use of competitive quotes) to oblige its Approved Subcontractors to minimise any increase in costs and maximise any reduction in costs;

54.4.2 demonstrating how any additional costs to be incurred or avoided are being measured in a cost effective manner; and

54.4.3 demonstrating that any expenditure that has been avoided, which was anticipated to be incurred, has been taken into account.

54.5 If the parties cannot agree on the contents of the Change Response then the parties shall attempt to resolve the dispute in accordance with the Dispute Resolution Procedure.

54.6 As soon as reasonably practicable after the contents of the Change Response have been agreed, the University shall either:

54.6.1 issue a CCN; or

54.6.2 withdraw its Change Request.

54.7 If the University does not issue a CCN within thirty (30) Working Days from and including the date of the contents of the Change Response having been agreed, then the University's Change Request shall be deemed to have been withdrawn.

54.8 In the event that the University issues a CCN then:

54.8.1 the Service Provider shall implement the Change in accordance with the Change Implementation Plan; and

54.8.2 the parties shall enter into any documents necessary to amend this Agreement or any relevant related document which are necessary to give effect to the Change.

55. Service Provider CHANGE REQUEST
55.1 If the Service Provider wishes to request a Change, it must serve a Change Request on the University.

55.2 Such Change Request shall:

55.2.1 provide sufficient details of the proposed Change to enable the University to evaluate it in full;

55.2.2 specify the Service Provider's reasons for proposing the Change;

55.2.3 include an Impact Assessment and a Change Implementation Plan; and

55.2.4 specify the deadline by which the University shall provide the Service Provider with its response to the Service Provider Change Request (being not less than thirty (30) Working Days from and including the date of receipt of the Service Provider Change Request) ("University Response Deadline").

55.3 As soon as reasonably practicable, and in any event by the University Response Deadline, the University shall respond to the Change Response, having evaluated it in good faith.

55.4 As soon as reasonably practicable after the University has responded to the Service Provider Change Request, the parties shall discuss in good faith and use their reasonable endeavours to agree the matters set out in the Service Provider's Change Request. During such discussions the University may propose modifications to, or accept or reject the Service Provider Change Request provided that the University shall act reasonably and in good faith in proposing modifications to, or accepting or rejecting the Service Provider's Change Request.

55.5 If the University accepts the Service Provider Change Request (with or without modification), the University shall issue a CCN without delay.

55.6 In the event that the University issues a CCN then:

55.6.1 the Service Provider shall implement the Change in accordance with the Change Implementation Plan; and

55.6.2 the parties shall enter into any documents necessary to amend this Agreement or any relevant related document which are necessary to give effect to the Change.

55.7 If the University rejects the Service Provider Change Request, it shall provide the Service Provider with reasons for its decision.

56. CONTENT OF DOCUMENTS
56.1 Impact Assessment
The Impact Assessment in any Change Response by the Service Provider shall include details of:
56.1.1 any impact on the provision of the Services;

56.1.2 any impact on the Service Provider's ability to meet its obligations under this Agreement;

56.1.3 any amendment required to this Agreement and/or any related document as a result of the Change;

56.1.4 the financial information detailed in paragraph 3 of Schedule 7; and

56.1.5 such other information as the University may reasonably request in (or in response to) a Change Request.

56.2 Change Implementation Plan
The Change Implementation Plan in any Change Response by the Service Provider shall include details of:
56.2.1 the activities necessary to implement the proposed Change;

56.2.2 appropriate allocations of responsibility;

56.2.3 the timelines and key dates, milestones and deadlines; and

56.2.4 the activities required to address issues identified in the Impact Assessment.

57. RECORD KEEPING
57.1 The Service Provider shall retain a record of all authorised CCNs and shall make such record available on demand to the University.

57.2 The record referred to in paragraph 9.1 shall include the following information:

57.2.1 the CCN number;

57.2.2 the date the draft CCN was first issued;

57.2.3 the date the resulting CCN was authorised;

57.2.4 the party submitting the Change Request to which the CCN relates (i.e. the University or the Service Provider); and

57.2.5 the Changes made pursuant to the CCN.
Appendix 1  TO SCHEDULE 8

CHANGE REQUEST
	Change Request in relation to the Total Facilities Management Agreement between The University of Sussex and [name of other party] dated [insert date] (the "Agreement")

	Title of proposed Change:
	Change Request No:
	Originator of proposed Change: 

	Date of Change Request:
	Required by date:

	Reason for proposed Change: 

	Full details of proposed Change:

	Service Charges (if any) and/or impact on Service Charges relating to implementation of the proposed Change:

	Payment schedule in relation to Service Charges for implementation of proposed Change:

	Change Implementation Pan:

	Impact assessment – and timetables agreed under the Agreement:

	Impact assessment – other aspects of the Agreement: 

	Recommendations:

	Validity Period (not to be less than five (5) Working Days):

	SIGNED ON BEHALF OF [PROPOSING PARTY]:

Signature:_____________________

Name:________________________

Position:______________________

Date:_________________________


Appendix 2  TO SCHEDULE 8

CCN TEMPLATE
	Change Control Note

	Date of Change Control Note:
	Change Control Note No:

	This Change Control Note documents an agreed Change to the Total Integrated Facilities Management Agreement between The University of Sussex and [name of other party] dated [insert date]

In this Change Control Note, the words and expressions defined in the Agreement shall have the same meaning unless the context otherwise expressly requires.

	Details of Change

	Change Request raised by:
	Date of Change Request:

	Priority:   High / Medium / Low

	Title of Change:

	Reason for Change:

	Cost of implementation and operation of Change (£s):

	Detailed resource breakdown:

	Description of Change:

	Timing

	Implementation deadline:

	Implementation timetable:

	Date on which the Change becomes effective:

	Acceptance Criteria and Acceptance Procedure:

	Changes required to the Agreement

	Services: 

	Service Levels Agreement:

	Service Charges:

	Governance:

	Business Continuity:

	Exit Plan:

	Other:

	Other details

	Benefit to the University (where the Service Provider has raised the Change Request): 

	Service Provider obligations:

	The University obligations:

	Implications for the University of not making this Change:

	Approved by the Service Provider:
Signature:...............................................
Name:......................................................
Date:........................................................
	Approved/Rejected by the University:
Signature:...............................................
Name:......................................................
Date:.........................................................


schedule 9
GOVERNANCE
58. Introduction
58.1 This Schedule describes the governance arrangements that will be used to provide leadership and to manage this Agreement including the relationship between the University and the Service Provider under this Agreement.
58.2 The governance structure, as described in the diagram set out in Annex 1, is comprised of the following three Boards:
58.2.1 the Strategic Governance Board;

58.2.2 the Performance and Contract Management Board; and

58.2.3 the Contract Management Team.

59. Establishment of the Boards
59.1 The Strategic Governance Board, the Performance and Contract Management Board and the Contract Management Team shall be comprised of representatives of both the Service Provider and the University as set out in Annex 2 to this Schedule.

59.2 Each party shall bear its own costs in relation to the establishment and operation of the Boards and Board meetings.
60. Strategic Governance Board
60.1 The Strategic Governance Board shall form the highest level governance board between the University and the Service Provider.

60.2 The Strategic Governance Board shall meet every three (3) months (or more frequently if requested by either party) and will:
60.2.1 provide the leadership role and strategic direction;

60.2.2 review the health, performance and direction of the business relationship between the parties;

60.2.3 review and discuss (as appropriate) topics identified by either party (if any) relating to any further business opportunities or any other areas of common interest;

60.2.4 review and report on the Service Provider's progress in relation to the continuous improvement of the Services, including those requirements set out in Clause 8;

60.2.5 share relevant planning information that may assist in the smooth running of the "relationship" to the benefit of both parties;

60.2.6 share business strategy in its widest sense to ensure optimal joint understanding and to identify exploitation opportunities;

60.2.7 ensure this Agreement is operated and controlled throughout its terms in a manner that optimises best value for money;

60.2.8 carry out the specific obligations attributed to it in this Agreement;

60.2.9 review any audit reports produced in connection with the Services and actions approved by the Performance and Contract Management Board;

60.2.10 review the governance structure under this Agreement to ensure it remains fit for purpose;

60.2.11 carry out "benefits tracking" on an annual basis to ensure the benefits expected under this Agreement are being received;

60.2.12 review the Agreement against current business requirements to ensure it remains fit for purpose;

60.2.13 review any business continuity and/or IT and physical security issues escalated by the Performance and Contract Management Board; and

60.2.14 agree the content and form of communications to the University's staff, students and other relevant persons.
60.3 A decision on any issue before a meeting of the Strategic Governance Board requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Strategic Governance Board present at that meeting shall be referred for dispute resolution in accordance with Clause 44.4.
60.4 The parties may agree to allow representatives from third parties to be in attendance at a meeting of the Strategic Governance Board but, for the avoidance of doubt, such persons would not be entitled to vote in respect of any motions to be decided by the Strategic Governance Board (or otherwise).
61. Performance and Contract Management Board
61.1 The Performance and Contract Management Board shall meet every month (or more frequently if requested by either party) and will be responsible for:
61.1.1 managing service delivery (including health and safety) performance and contract management of the Services;

61.1.2 monitoring performance against Service Levels;

61.1.3 monitoring and reviewing contract risk;

61.1.4 decisions required by changes in Applicable Laws and Regulations;

61.1.5 financial decisions in relation to the Service Provider's performance under the Agreement;

61.1.6 any financial issues escalated by the Contract Managers;

61.1.7 Dispute management;

61.1.8 managing the Agreement documentation;

61.1.9 carrying out the specific obligations attributed to it in this Agreement;

61.1.10 reviewing the Service Provider's obligations under the Agreement, the "obligation file", to ensure they remain fit for purpose;

61.1.11 reviewing any audit reports produced in connection with the Services together with any recommendations of the Contract Management Team and implementing any audit findings as required; and
61.1.12 monitoring and reviewing any issues relating to business continuity and/or IT and physical security and making recommendations to the Strategic Governance Board.
61.2 A decision on any issue before a meeting of the Performance and Contract Management Board requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Performance and Contract Management Board present at that meeting shall be escalated to the Strategic Governance Board.
62. contract management team
62.1 The Contract Management Team shall meet every week for the first six (6) months of the Term and then monthly thereafter (or more frequently if requested by either party) and will be responsible for:
62.1.1 monitoring Mobilisation;

62.1.2 reviewing management information and monitoring performance against Service Levels;

62.1.3 reviewing causes and outcomes of any incidents;

62.1.4 reviewing Change Requests under the Change Control Procedure and monitor delivery under CCNs:

62.1.5 reviewing effect on the Services of changes to Applicable Laws and Regulations as notified by the Service Provider pursuant to its obligations under this Agreement;

62.1.6 reviewing any audit reports produced in connection with the Services and making recommendations to the Performance and Contract Management Board;

62.1.7 reviewing the effect on the Services of changes to University Policies and Guidelines;

62.1.8 reviewing the Exit Plan at least once annually;

62.1.9 reviewing innovation and savings opportunities;

62.1.10 logging savings achieved in relation to the cost of delivery of the Services;

62.1.11 reviewing any health and safety issues which require consideration in relation to the Services;

62.1.12 reviewing status of any projects;

62.1.13 reviewing compliance with the University's corporate responsibility policy;

62.1.14 reviewing any financial or commercial issues affecting the Services;

62.1.15 reviewing any issues arising in connection with the management of the Assets under this Agreement; and

62.1.16 any other business raised by the University or the Service Provider.

62.2 A decision on any issue before a meeting of the Contract Management Team requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Contract Management Team present at that meeting shall be escalated to the Performance and Contract Management Board.
63. Structure & Representation of Board
63.1 Each Board shall have the structure and representation set out in Annex 2 to this Schedule.

63.2 In the event that either party wishes to replace any Board member position, that party shall notify the other in writing of the proposed change for approval by the other party (such approval not to be unreasonably withheld or delayed). Notwithstanding the foregoing it is intended that each University Board member has at all times a counterpart Service Provider Board member of equivalent seniority and general expertise.

63.3 Each party shall ensure that its Board members shall make all reasonable efforts to attend Board meetings at which that Board member's attendance is required. If any Board member is not able to attend a Board meeting, the relevant party shall use all reasonable endeavours to ensure that:
63.3.1 a delegate acceptable to the other party attends the relevant Board meeting in the relevant Board member's place who (wherever possible) is properly briefed and prepared; and

63.3.2 that the relevant Board member is debriefed by such delegate after the Board meeting.

63.4 The Service Provider shall, from time to time and with the University's agreement, appoint a chairperson for each Board.

63.5 The chairperson (or his nominated deputy) for each Board shall be responsible for:
63.5.1 scheduling Board meetings;

63.5.2 setting the agenda for Board meetings and circulating it to all Board members not less that five (5) Working Days in advance of such meeting;

63.5.3 chairing the Board meetings;

63.5.4 monitoring the progress of any follow up tasks and activities agreed to be carried out following Board meetings;

63.5.5 ensuring that minutes for Board meetings are recorded and disseminated electronically to the appropriate persons and to all relevant Board meeting participants within five (5) Working Days after the relevant Board meeting; and

63.5.6 facilitating the process or procedure by which any decision agreed at any Board meeting is given effect in the appropriate manner.

63.6 Strategic Governance Board meetings shall be quorate as long as at least two representatives from each party are present.

63.7 The Performance and Contract Management Board meetings shall be quorate as long as at least two representatives from each party are present.

63.8 The Contract Management Team meetings shall be quorate as long as at least one representative from each party is present.

63.9 Each party shall use reasonable endeavours to ensure that Board members are empowered to make relevant decisions or have access to empowered individuals for such decisions to be made
63.10 Any decisions relating to the Agreement must be made within the relevant authorisations agreed between the parties and, for the avoidance of doubt, in  the absence of any written delegated authority to the contrary any decisions relating to any amendments to the Agreement (including to any Services, Service Levels or related standards) shall only be authorised by the Registrar and the Secretary on behalf of the University and the Senior Management Board (by unanimous consent) on behalf of the Service Provider.
63.11 Where either party becomes aware of an urgent or important issue which it has been unable to resolve without calling a meeting of the Board it may request an urgent meeting of that Board. Such requests shall be made to the chairperson of the relevant Board who shall not unreasonably refuse such request and, if such request is granted, shall cooperate with the requesting party to arrange for a meeting of the relevant Board to be convened as soon as reasonably practicable.
Annex 1

Governance structure diagram
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Annex 2

Strategic Governance Board: Representation and Remit

	University members
	Registrar and Secretary (John Duffy)
Director of Finance (Allan Spencer)
Director of Human Resources (Jane Summerville)

University Contract Manager (Martin Chalker)

	Service Provider members
	Keith Dorling
Stephen Samuels

	Specialist or Technical
	As required by Board members

	Start date for meetings
	1 March 2014

	Frequency of meetings
	No less than once every three (3) months but more frequently if requested by either party

	Remit of the Strategic Governance Board
	The Strategic Governance Board shall:

· provide the leadership role and strategic direction;
· review the health, performance and direction of the business relationship between the parties including creation, monitoring and review of partnerships KPIs;
· review and discuss (as appropriate) topics identified by either party (if any) relating to any further business opportunities or any other areas of common interest;
· review and report on the Service Provider's progress in relation to the continuous improvement of the Services, including those requirements set out in Clause 8;
· share relevant planning information that may assist in the smooth running of the "relationship" to the benefit of both parties;
· share business strategy in its widest sense to ensure optimal joint understanding and to identify exploitation opportunities;
· ensure this Agreement is operated and controlled throughout its terms in a manner that optimises best value for money;
· carry out the specific obligations attributed to it in this Agreement;
· review any audit reports produced in connection with the Services and actions approved by the Performance and Contract Management Board;
· review the governance structure under this Agreement to ensure it remains fit for purpose;

· carry out "benefits tracking" on an annual basis to ensure the benefits expected under this Agreement are being received;
· review the Agreement against current business requirements to ensure it remains fit for purpose;
· review any business continuity and/or IT and physical security issues escalated by the Performance and Contract Management Board; and
· agree the content and form of communications to the University's staff, students and other relevant persons.
A decision on any issue before a meeting of the Strategic Governance Board requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Strategic Governance Board present at that meeting shall be referred for dispute resolution in accordance with Clause 44.4.
Any decisions relating to the Agreement must be made within the relevant authorisations agreed between the parties and, for the avoidance of doubt, in  the absence of any written delegated authority to the contrary any decisions relating to any amendments to the Agreement (including to any Services, Service Levels or related standards) shall only be authorised by the Registrar and the Secretary on behalf of the University and the Senior Management Board (by unanimous consent) on behalf of the Service Provider.


Performance and Contract Management Board: Representation and Remit

	University members
	University Contract Manager (Martin Chalker) and relevant team members

Deputy Director of Finance  (Sian Thomas)

	Service Provider members
	Service Provider Contract Manager (Mark Stimpson)

Service Provider Finance Manager

	Specialist or Technical
	As required by Board members

	Start date for meetings
	Date of the Agreement

	Frequency of meetings
	No less than once every month but more frequently if requested by either party

	Remit of the Performance and Contract Management Board
	The Performance and Contract Management Board shall be responsible for:

· managing service delivery (including health and safety) performance and contract management of the Services;
· monitoring performance against Service Levels;
· monitoring and reviewing contract risk;
· decisions required by changes in Applicable Laws and Regulations;
· financial decisions in relation to the Service Provider's performance under the Agreement;
· any financial issues escalated by the Contract Managers;
· Dispute management;
· managing the Agreement documentation;
· carrying out the specific obligations attributed to it in this Agreement;
· reviewing the Service Provider's obligations under the Agreement, the "obligation file", to ensure they remain fit for purpose;
· reviewing any audit reports produced in connection with the Services together with any recommendations of the Contract Management Team and implementing any audit findings as required; and
· monitoring and reviewing any issues relating to business continuity and/or IT and physical security and making recommendations to the Strategic Governance Board.
A decision on any issue before a meeting of the Performance and Contract Management Board requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Performance and Contract Management Board present at that meeting shall be escalated to the Strategic Governance Board.
Any decisions relating to the Agreement must be made within the relevant authorisations agreed between the parties and, for the avoidance of doubt, in the absence of any written delegated authority to the contrary any decisions relating to any amendments to the Agreement (including to any Services, Service Levels or related standards) shall only be authorised by the Registrar and the Secretary on behalf of the University and the Senior Management Board (by unanimous consent) on behalf of the Service Provider.


Contract Management Team: Representation and Remit
	University members
	University Contract Manager (Martin Chalker) and relevant team members

Head of Management Reporting (Tony Baden) and relevant supporting staff

	Service Provider members
	Service Provider Contract Manager (Mark Stimpson)
Commercial Manager, Finance Manager, Site Services Manager, Residences Manager, Estates Manager, 

QSHE and Compliance Manager

	Specialist or Technical
	As required by Team members

	Start date for meetings
	Date of the Agreement

	Frequency of meetings
	Every week during the first six (6) months of the Term and monthly thereafter but more frequently if requested by either party.

	Remit of the Contract Management Team
	The Contract Management Team shall be responsible for:

· monitoring Mobilisation;
· reviewing management information and monitoring performance against Service Levels;
· reviewing causes and outcomes of any incidents;
· reviewing Change Requests under the Change Control Procedure and monitor delivery under CCNs:
· reviewing effect on the Services of changes to Applicable Laws and Regulations as notified by the Service Provider pursuant to its obligations under this Agreement;
· reviewing any audit reports produced in connection with the Services and making recommendations to the Performance and Contract Management Board;
· reviewing the effect on the Services of changes to University Policies and Guidelines;
· reviewing the Exit Plan at least once annually;
· reviewing innovation and savings opportunities;
· logging savings achieved in relation to the cost of delivery of the Services;
· reviewing any health and safety issues which require consideration in relation to the Services;
· reviewing status of any projects;
· reviewing compliance with the University's corporate responsibility policy;
· reviewing any financial or commercial issues affecting the Services;
· reviewing any issues arising in connection with the management of the Assets under this Agreement; and
· any other business raised by the University or the Service Provider.
A decision on any issue before a meeting of the Contract Management Team requires the unanimous agreement of all University members and all Service Provider members present at that meeting. Any issues that cannot be resolved by the unanimous agreement of members of the Contract Management Team present at that meeting shall be escalated to the Performance and Contract Management Board.
Any decisions relating to the Agreement must be made within the relevant authorisations agreed between the parties and, for the avoidance of doubt, in  the absence of any written delegated authority to the contrary any decisions relating to any amendments to the Agreement (including to any Services, Service Levels or related standards) shall only be authorised by the Registrar and the Secretary on behalf of the University and the Senior Management Board (by unanimous consent) on behalf of the Service Provider.


APPROVED SUBCONTRACTORS
64. STATEMENT OF COMMITMENT
64.1 The Service Provider shall comply with the terms of Clause 37.2 (Subcontracting).
65. approved subcontractors
65.1 As at the Effective Date, and subject to paragraph 2.2, the University consents to the subcontracting of the Services set out below to the following Approved Subcontractors:

	No.
	SERVICES
	APPROVED SUBCONTRACTOR

	1
	Pest Control (as further detailed in Service Specification SSPC01)
	Rentokil

	2
	Waste Services (as further detailed in Service Specification SSWS01)
	The University's waste management partners as at the Effective Date, including Veolia ES UK Limited

	3
	The Services provided pursuant to any contracts which have been novated (or which will be novated prior to the Services Commencement Date) from the University to the Service Provider except for any contracts which fall within the exclusion in Clause 36.2 (each a "Novated Contract"), including the contracts with:

· The Landscape Group Limited

· Emprise Services PLC

· Skanska Rashleigh Weatherfoil Limited
	The named service provider under the relevant Novated Contract


65.2 The prior consent given by the University in respect of the Novated Contracts shall continue for six (6) months from the Services Commencement Date, following which the Service Provider must seek the further consent of the University in order to continue to subcontract the provision of Services to the relevant Approved Subcontractor (and the Service Provider acknowledges that the expectation of both parties is that it will seek to self deliver the relevant services as soon as practicable). This is without prejudice to the Service Provider's obligations under Appendix 3 of Schedule 3.
66. subcontracting APPROACH
66.1 Without prejudice to any other requirements relating to subcontracting set out in this Agreement, the Service Provider shall comply with the terms set out in this paragraph 3 (Subcontracting Approach) in relation to the subcontracting of the performance of any of its obligations under this Agreement.

66.2 Training
The Service Provider shall include all Approved Subcontractors in any relevant internal training programs.
66.3 Authority to Work
66.3.1 Prior to allowing any subcontractor access to the Premises, the Service Provider shall ensure that:

(a) the relevant subcontractor completes, and signs and returns to the Service Provider, the documentation included in the Service Provider's General Access Permit to Work (PTW) Approval Form and QSHE Booklet; and

(b) subject to approval of the documentation by the Service Provider, the relevant subcontractor is issued a confirmation letter setting out the start date for the relevant works and the date of the annual review of the relevant permission.

66.3.2 The Service Provider shall provide the University with copies of all General Access PTWs relating to the Agreement.

66.4 Reviews
66.4.1 The Service Provider shall carry out regular performance reviews of all its subcontractors and shall ensure that:

(a) it meets with all subcontractors at least monthly to review performance;
(b) it promptly addresses any concerns or issues raised pursuant to any such review meeting (or as may be identified by the University); and

(c) the University is able to attend any subcontractor performance reviews if the University requests to do so.

66.5 Records
The Service Provider shall maintain and provide to the University, on request, a list of all subcontractors used in relation to this Agreement.
66.6 SMEs
The Service Provider shall use its reasonable endeavours to ensure that at least 50 percent (50%) of all subcontracted works or services under the Agreement are subcontracted to (suitably qualified) small and medium enterprises (as defined by the European Commission) ("SMEs").
66.7 Open Book Accounting
66.7.1 The Service Provider shall ensure that all of its subcontracts are subject to open book accounting methods and it shall provide details of all subcontractor costs to the University on request, including details and records of any subcontractor costs relating to:

(a) staff;
(b) overheads and profit;
(c) materials and fees;
(d) plant, vehicles and equipment;
(e) suppliers; and
(f) any other direct costs.
UNIVERSITY POLICIES AND GUIDELINES
The University Policies and Guidelines (as at the Effective Date) include the following (copies of which shall be made available to the Service Provider):

Probity and good conduct of University business

Fraud, bribery and corruption

· Information Governance

Information governance and legal compliance
· Information Governance

· Freedom of Speech

· Records Management Guidance

· Information security

· IT Policies

· Financial Regulations

Health, Safety and Wellbeing
· Equality & Diversity Policy

· Estates and Sustainability

· Carbon Management Plan

· Environmental Policy

· Grounds Environment Policy

· Management of Contractors Policy

· Traffic and Parking regulations

· Waste Management Policy

· Student Charter

· Tenancy Terms and Conditions

· UUK Accommodation Code of Practice

· Rent Rebates and Compensation Policy

· Guidelines on Responding to Incidents of Sexual Violence

· University Regulations

· Residential Handbooks

· Missing Student Policy

· Security Standard statement: It is the policy of the University to ensure, as far as reasonably practicable, that a secure environment is created for all students, staff and persons utilising or visiting the campus and their personal property. In addition, every effort is made to maintain the security of the buildings and equipment owned or utilised by the University and the intellectual assets developed and/or utilised by the University.

· Asbestos Management Policy

· Control of Hazardous Substances Policy

· Control noise at work policy

· Display Screen Equipment (DSE) Policy

· Driving at Work Policy

· Emergency Response and Business Continuity Management Policy

· Fire Policy 2007

· Lone Working Policy

· Manual Handling Policy

· Prevention and Management of Violence Policy

· Radiation Policy 2007

· Smoking Policy

· Waste Management Policy

Other
· Handbook for Contractors Working at the University of Sussex
RECORDS AND REPORTING
67. GENERAL
67.1 This Schedule 12 sets out the University's requirements in respect of the production, maintenance and storage of reports and records in relation to the Services and this Agreement.  The Service Provider shall comply with all reporting requirements as set out below and as specified for each Service (including, under Schedule 2, Schedule 4, Schedule 7 and Schedule 13).

68. PURPOSE AND SCOPE
68.1 The exact details of the content, format and distribution of the respective reporting requirements may vary over time dependent upon the University's requirements from time to time and changes in any Applicable Laws and Regulations but in essence it is the Report Information and Data necessary to support:

68.1.1 the Service Provider demonstrating to the University that it has fulfilled its obligations under this Agreement;

68.1.2 the Service Provider's reporting of performance against its performance indicators;

68.1.3 the University's financial, regulatory and insurance reporting requirements;

68.1.4 the University's ability to demonstrate transparency and value for money; and

68.1.5 the University's rights under Clause 27.

68.2 Report Information will be provided by way of the Required Reports, in such format as may be reasonably required by the University. The objectives of these are to:

68.2.1 show trends and exceptions;

68.2.2 show performance against activity plans, cost budgets and performance targets;

68.2.3 support financial charges; and

68.2.4 identify issues and opportunities.

68.3 These Report Information and Data requirements will be subject to review by the University from time to time.

68.4 The Service Provider will also comply with any existing or new legislative reporting requirements during the Term.

68.5 The remainder of this Schedule identifies the core management information requirements and the minimum level of supporting data that the Service Provider is to maintain and where a Good Industry Practice category of data is not listed, this should also be maintained.

69. REQUIRED REPORTS
69.1 The Service Provider shall prepare the following Required Reports:

69.1.1 the reports specified in Appendix 1 or elsewhere in this Agreement at the frequency and with the content specified therein; and

69.1.2 such other reports as may be reasonably requested by the University within such period and in such format as may be reasonably required by the University (taking into account the purpose for which the report is required).

69.2 The Service Provider shall ensure that:

69.2.1 the information, conclusions and/or recommendations contained in the Required Reports are (where relevant) evidenced, substantiated and justified by reference to calculations, data and any other necessary matters; and

69.2.2 any data or other information in the Required Reports shall, where applicable, be referenced to:

(a) the relevant Required Records;

(b) the location of the data within the Required Records; and

(c) where and how the relevant data and the Required Records can be located and identified.

70. REVISIONS TO REPORTS
70.1 The Service Provider shall in a timely manner and at no additional cost to the University rectify any errors or inaccuracies in any Required Report identified by the University or which the Service Provider itself discovers.

70.2 The Service Provider shall at no additional cost to the University make such reasonable changes to the required format, content and frequency of any report described in Appendix 1 and elsewhere in this Agreement that the University and/or the Service Provider may identify.

71. REPORT DESCRIPTIONS
71.1 In the event of any ambiguity, conflict or inconsistency between any of the summary report descriptions set out in Appendix 1 and any more detailed description of the same report in any other Schedule, then the more detailed description in the other Schedule shall take precedence.

72. REQUIRED RECORDS
72.1 The Service Provider shall as a minimum produce, store and maintain the following Required Records:

72.1.1 the records listed in Appendix 2;

72.1.2 such physical and electronic records (including databases) as an operator acting in accordance with Good Industry Practice and providing services similar to the Services would maintain relating to the following matters, including:

(a) the Assets;

(b) the Equipment;

(c) the operation of equipment and assets;

(d) the provision of the Services;

(e) employee information in respect of the Service Provider Personnel;

(f) the performance of the obligations of the Service Provider under this Agreement; and

(g) financial management data, including all cost and income data relating to this Agreement;

72.1.3 without limitation to paragraph 6.1.2, such physical and electronic records (including databases) as are necessary to:

(a) efficiently manage the provision of the Services; and

(b) enable the University and/or Replacement Service Provider, if required, to commence the provisions of Replacement Services without unreasonable additional expenditure immediately on expiry or termination of this Agreement; and

72.1.4 such other physical and electronic records (including databases) relating to the Services and/or this Agreement as the University may reasonably require.

72.2 The Service Provider shall ensure that the Required Records are at all times comprehensive, complete, up-to-date and accurate. The Service Provider shall make these records available for inspection to the University on request and in accordance with any timescales specified in this Agreement (or in the absence of any specific timescale, upon reasonable notice).

72.3 The Service Provider shall produce, store and maintain the Required Records:

72.3.1 in accordance with Good Industry Practice;

72.3.2 in chronological order, as appropriate for the records concerned and where such an approach is in keeping with Good Industry Practice;

72.3.3 within organised systems, in a form which maintains their integrity, context and authenticity and which enables the efficient audit and inspection of the Required Records by the University;

72.3.4 using a method of storage which allows easy access and duplication by the University in accordance with this Agreement; and

72.3.5 so as to enable segregation of the Required Records from any other records of the Service Provider and the transfer of the Required Records to the University and/or Replacement Service Provider efficiently and without undue expense or delay on expiry or termination in whole or part of this Agreement.

72.4 The Service Provider shall, during the Term and a period of at least six (6) years following the expiry of termination of this Agreement, maintain or cause to be maintained complete and accurate documents and records in relation to the provision of the Services including all of the Required Records.

73. DATA REQUIREMENTS
73.1 All University Data held by the Service Provider relating to this Agreement (including, the provision of Services, Premises, space utilisation and space planning, the Assets and any contractual provisions) will be owned by the University.

73.2 The Service Provider shall keep secure and maintain all University Data and/or Data (and shall ensure that all Approved Subcontractors keep secure and maintain) for six (6) years from the date of termination of this Agreement, or, for such longer period as may be specified or required by the University in relation to a particular Service or required by any Applicable Laws and Regulations.

73.3 The University will make reasonable requests throughout the Term to access the University Data and/or Data relating to this Agreement. Any "base" data (for example drawings) should be immediately available to the University via reasonable and ready access to the Service Provider's system relating to the provision of the Services or any projects. Other University Data and/or Data requiring some compilation must be made available with five (5) Working Days of the University Data and/or Data being requested, unless otherwise agreed with the University. University Data and/or Data should be maintained in a secure manner and only delivered to the named recipients as agreed with the University.

73.4 The Service Provider is, in addition to providing the Required Records and Required Reports, required to establish and maintain the following University Data and/or Data at a minimum:

73.4.1 Data necessary to achieve and sustain the following accreditations:

(a) OHSAS 18001 (Health & Safety);

(b) ISO 14001 (Environment); and

(c) PAS56 (Business Continuity).

73.4.2 Data necessary for management of occupational risk and statutory compliance, including the following:

(a) audit and inspection reports for security in accordance with the requirements in Schedule 13, asbestos, fire, environmental, health and safety, cleaning, workplace environment, and Premises engineering systems;

(b) Service Provider Personnel competency assessments, training received and planned for all key staff and duty managers in respect of security, asbestos, fire, environmental, health and safety and Premises engineering systems;

(c) details of all events, breaches issues and incidences, including Rectification Plans put in place to stop re-occurrence, associated with security (including breaches in security), asbestos (including uncontrolled releases, unrecorded asbestos and air sampling failures), fire (planned and unplanned activations), environmental, health and safety and Premises engineering systems or any other Service;

(d) Premises compliance certificates and risk assessments for fire, licenses, asbestos containing materials, air sampling logs, consents;

(e) planned versus actual details of all actions against action plans and on statutory compliance actions including: fire safety systems, lifting equipment, pressure vessels, fire doors, shutters and dampers;

(f) procedures and processes used in provision of the Services;

(g) duty log books for all Premises;

(h) all licences, statutory notice and notices issued by competent persons carrying out statutory inspections relating to the Premises or assets;

(i) up to date information on all software used in delivery of the Services;

(j) the Assets which appear on the Asset Register including the following (timescales for achieving these data requirements will be agreed with the University):

(i) Assets Register and condition register in relation to each of the Premises;

(ii) end user documentation;

(iii) maintenance history for all assets and schedule for all planned preventative routine maintenance, including details of assets such as cooling towers, lifts, water cooling towers;

(iv) cooling tower water quality records, including monitoring for legionella bacteria;

(v) environmental data such as statistics and trends for waste management, emission, energy management, licensing emission consents, pollution, asbestos air sampling;

(vi) log of all enforcement actions, including statutory enforcement, and visits by enforcing authorities;

(vii) reports as a result of undertaking legal compliance activities;

(viii) details of all statutory projects, planned versus actual activities, key risks and mitigation contingency arrangements by Premises to address issues of non compliance; and

(ix) details of all legal compliance activities.

73.5 The Service Provider shall collect, manage and process University Data and/or Data on the following:

73.5.1 Approved Subcontractor details;

73.5.2 resource analysis and organisation charts;

73.5.3 types of work and operation and which Service Provider Affiliate or Approved Subcontractor undertakes each Service;

73.5.4 the name of any Approved Subcontractor by Service and by Premises;

73.5.5 volumes of work (both daily and monthly) by the Service Provider, Approved Subcontractor and by Premises;

73.5.6 Data required in relation to Schedule 4;

73.5.7 Helpdesk Data including:

(a) customer interface activities;

(b) key issues achievements;

(c) requests volume;

(d) location;

(e) cost centre and Service type; and

(f) full records of all reactive calls;

73.5.8 details of any performance inspection made including:

(a) log of key issues arising from inspections and monitoring, and action plans and report on progress;

(b) Helpdesk end user reports including volume of calls by Service type and location and response times;

(c) end user feedback and complaints;

(d) end user customer satisfaction surveys ("CSS"), including details of CSS issued, received and results; and

(e) churn details within Premises where no works were required or no furniture moves were involved and all other moves. Details of ordering cost centre should be recorded including actual versus planned, forward plan and churn rate per Premises.

73.6 The Service Provider shall collect University Data and/or Data necessary for financial management including all cost and income data relating to this Agreement which must be available on request to the University.

73.7 The Service Provider shall collect University Data and/or Data necessary for continuous improvements, innovations and opportunities including copies of business cases, change orders, approvals and continuous improvement plans.

73.8 At the start of each Year, the Service Provider shall submit to the University for approval a proposed regime for undertaking CSS or questionnaires, including content, frequency and satisfaction results.

73.9 The Service Provider shall collect University Data and/or Data relating to CSS including the following:

73.9.1 undertake surveys in accordance with the regime agreed with the University;

73.9.2 management, implementation and reporting on CSS surveys;

73.9.3 recommendation of appropriate actions to address identified issues;

73.9.4 plans to implement the agreed recommendations developed as a result of the survey findings; and

73.9.5 development of an improvement plan based on the findings of the CSS and subsequent implementation of the service improvement plan.

73.10 The Service Provider shall collect University Data and/or Data necessary for Premises management including:

73.10.1 all master drawings and Premises details;

73.10.2 asbestos survey drawings, risk assessments and registers;

73.10.3 visitor passes and ID issues;

73.10.4 landscaping register;

73.10.5 details of car park occupancy levels;

73.10.6 conference room utilisation;

73.10.7 space type and number of workstations per Premises, as part of CAD drawings (including reconciliation with the University space records); and

73.10.8 details of office and car park space utilisation by occupier type.

Appendix 1 To Schedule 12

REPORTS
	Service
	Monthly
	Quarterly
	Annual

	Waste Services
	A comprehensive monthly report including the amount of bin lifts per location, weight of waste per Residual Waste bin, a breakdown of Food Waste, details of metal, wood and Mixed Recycling lifts in tonnes for HEFCE EMS purposes
	
	

	Transport Services
	
	
	

	University Event Services
	A report identifying particular resources required to effectively manage any Event, with all costs identified as required by the University ten (10) Working Days prior to an event.
	
	

	General Management Services 
	The Service Provider shall provide the following reports on a monthly basis (included in the monthly management report):

summary of all activities in reporting month showing planned date, actual date activities were carried out;

Service performance in reporting month;

forward work plan to show planned PPM for following two (2) months, specialist or periodic cleaning for following month and current Forward Maintenance Plan;

contract variation requests;

number and details of all compliments and complaints received;

statement of accounts showing the invoiced amounts, payments made by the Service Provider, payments made to Approved Subcontractors or other third parties and payments made to suppliers;

individual building usage of utilities, highlighting areas where each building is failing to reach targets and make recommendations to improve performance;

forthcoming changes to Applicable Laws and Regulations which may have the potential to impact the Services;

health, safety and environmental breaches and recordable accidents, incidents and near misses relating to the utilisation of all Premises;

review of Service Provider Personnel numbers and contract management structures including a full list of all Service Provider Personnel on site at the start of the month including:

their name, 

job descriptions, 

work location, 

CRBDBS (Disclosure and Barring Service ) status, 

SIA Licence; and 

any other relevant certification details as required;

Service delivery proposals and contractual issues if any changes have occurred;
	Forward work plan to show planned PPM for following two (2) months, specialist or periodic cleaning for following month and current Forward Maintenance Plan;
	 

	Statutory Compliance Services 
	All statutory compliance services undertaken during the previous month (included in the monthly management report).
	
	

	Sports Grounds Services 
	The Service Provider shall ensure the Manager of the Grounds Staff meet with the University each Monday and Friday to review the previous week's work undertaken and to plan for the upcoming week ahead.  The Service Provider shall ensure the Manager of the Grounds Staff is contactable via mobile phone at all other times during the working day.  The Service Provider shall notify the University if inclement weather prevents any services being carried out and to advise the University when the Service Provider expected that services can resume.
	
	

	Space Information and Moves Services 
	The Service Provider shall produce a monthly report containing data on the Space Information and Moves Services (included in the monthly management report).
	
	

	Signage Management Services  
	A report on any changes to permanent signage and proposals for Temporary Signage required to and from any Approved Sub-contractor sites (included in the monthly management report).
	
	

	Security Services
	The Service Provider shall report on the Security Services as part of the monthly management reports.

The Service Provider shall provide reports on specific security Incidents on the request of the University
	
	

	Project Management Services 
	An overview of all current project management activities;
A detailed overview of all current projects in the required format to summarise project progress in agreed format for the University Vice Chancellor's Executive Group and Committees;
A detailed report on all Capital Projects and  Works, the contents of which report is to be agreed with the University.
	
	

	Print and Reprographic Services 
	
	The Service Provider shall provide the following reports on a quarterly basis (included in a quarterly management report):

· summary of all activities in reporting quarter showing planned date, actual date activities were carried out;
· Print and Reprographics Service performance in the reporting quarter;
· number and details of all compliments and complaints received;
· statement of accounts showing the invoiced amounts;
· health, safety and environmental breaches and recordable accidents, incidents and near misses relating to the Print and Reprographics Services; and

any other relevant details as required.
	

	Portering

Services
	The Service Provider shall provide a monthly report on the Portering Services (included in the monthly management report).
	
	

	Pest Control Services 
	All Pest Control Activities undertaken during the previous month, supported with any required compliance certification (included in the monthly management report).
	
	

	Mail Services
	A report on trends in the usage of mail services via monthly reports and quarterly or annual reviews to enable the University to identify peaks and troughs of demand and emerging patterns of usage.
	
	

	Launderette Services 
	Monthly reports on the income and operational performance of the Launderettes (including a breakdown of income for the washing machines, drying machines, service washes and vending income (soap dispensers)).
	
	

	Helpdesk Services
	The Service Provider shall provide data regarding the Helpdesk Services in the monthly management report.
	
	

	Health, Safety and Wellbeing Management Services
	On an ad-hoc basis, a serious incident report;

On a monthly basis:

(a)
activity reports;

(b)
details of fire activations (including scheduled evacuation performance and unscheduled fire activation numbers and causes);

(c)
training statistics;

(d)
incident statistics;

(e)
incident investigation reports;

(f)
all inspection reports;

(g)
all audit reports.
	 
	(a)
the Service Provider's Health and Safety Forward Plan and progress report;

(b)
progress report on School and Directorate's objectives set in their Health and Safety Forward Plan;

(c)
the Health and Safety annual report; and

(d)
the School and Directorate annual return summary.

	Grounds Maintenance Services 
	All grounds maintenance activities undertaken during the previous month (included in the monthly management report).
	
	

	Estates Management Services 
	The Service Provider shall provide a monthly report for the estates management operations (included in the monthly management report) detailing any:

· condition reports;

· Lease Events due in the following six (6) months

· disposal of Premises;

· rental issues;

· leasehold transactions;

· valuation advice;

· planning advice;

· strategic risk advice;

· legal matters; and

· audit responses.
	
	

	Energy & Environmental Management Services
	The Service Provider shall provide information on the Energy and Environmental Management Services in the monthly management reports
	
	

	Emergency Response and Business Continuity Services
	Details of any updates to the Emergency Response and Business Continuity Plans, any changes to the in-scope services (which may have an impact on business continuity), the results of any tests, training and response levels to University support requests (included in the monthly management report). 
	
	

	Cleaning Services 
	Details of any areas not cleaned in accordance with the Cleaning Services Specification

Findings of the weekly self audit and monthly joint audits (included in the monthly management report).
	
	

	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	The Service Provider shall include in the monthly management report reports on all maintenance activities undertaken during the previous month including, planned preventative maintenance activities including all relevant information required to identify the activity.

The Service Provider shall include in the monthly management report reports on reactive maintenance activities including recall work and all relevant information required to identify the activity.
	
	In addition the Service Provider shall provide annual reports on:

· Portable Appliance Testing;

· Water Hygiene;

· Energy Performance Certification and Display Energy Certificates;

· Electrical Safety;

· Gas Safety.

	Finance
	The Service Provider shall provide:

Schedule of charges for invoiced services - for each transaction/invoice as it occurs (format: Excel; unit: £)

Fuel and power meter readings (format: Excel; unit: count)
	
	The Service Provider shall provide:

1. TRAC dataset (for 15 Sept each year; format: Excel), including:

(i) Full analysis of pay and non pay expenditure by activity

(ii) Expenditure analysed by activity and by Residential/non residential expenditure by residential and non residential

(iii) Space audit data in full detail

2. EMS report for October each year, comprising the following data (in Excel format unless otherwise stated):

(i) Area internal/external, as follows:

· Number of Buildings - Split Residential/Non Residential (count)

· Site Area (hectares)

· Grounds Area Water (hectares)

· Grounds Area Listed/Heritage (hectares)

· Playing Fields (hectares)

· Gross Internal Area (GIA) - Split Residential/Non Residential (m2)

· Net Internal Area (NIA) - Split Teaching/Research/Support (m2)

· Net Internal Area (NIA) - Support associated with Catering (m2)

· Net Internal Area (NIA) - Support Learning space (m2)

· Net Internal Area (NIA) - Residential/Non Residential (m2)

· Net Internal Area (NIA) - Vacant Non Residential (m2)

· Net Internal Area (NIA) - Other Non Residential (m2)

· Specialist Academic Area - Teaching/Research (m2)

· Area Cleaned (GIA) - Split Residential/Non Residential (m2)

· Area Cleaned External - Split Residential/Non Residential (hectares)

· Occupancy Rate - Residential (percentage)

· Tenure - Split Residential/Non Residential (percentage)

· Tenure - Leasehold/long leasehold/Freehold (percentage)

· Date of Construction - Split Residential/Non Residential (percentage)

· Space charging system - Non Residential (Y/N)

· Listed building coverage (m2)

· Number of Parking Spaces - Split Residential/Non Residential (count)

· Number of Cycle Spaces (count)

(ii) Building condition, as follows:

· Building condition Category A-D - Building Condition Survey Annually (percentage)

· Building condition Category A-D - Split Residential/Non Residential (percentage)

· Cost to Upgrade buildings - Split Residential/Non Residential (£)

· Functional Suitability Grade 1-4 - Split Residential/Non Residential (percentage)

· Insurance Replacement Value - Split Residential/Non Residential (£; format: statement)

(iii) Policy, as follows:

· Travel Plan on Web (Y/N; format: statement)

· Environmental Policy on Web (Y/N; format: statement)

· Biodiversity Policy on Web (Y/N; format: statement)

· Environmental Auditing (Y/N; format: statement)

· Environmental Reporting (Y/N; format: statement)

· Fair Trade Accreditation (Y/N; format: statement)

· Single Occupancy Car Journeys - Staff & Students Survey (percentage; format: statement)

(iv) Energy, as follows:

· Energy Consumption  - Oil - Split Residential/Non Residential (KWH)

· Energy Consumption  - Gas - Split Residential/Non Residential - Meter Reads (KWH)

· Energy Consumption  - Electricity - Split Residential/Non Residential - Meter Reads (KWH)

· Energy Consumption  - Coal - Split Residential/Non Residential (KWH)

· Energy Consumption  - Steam/Hot Water - Split Residential/Non Residential (KWH)

· Energy Consumption  - Other Fuels - Split Residential/Non Residential (KWH)

· Energy Consumption  - Vehicles - Split by Department eg Catering / Geography / Security etc (Litres)

· Water Consumption - Split Residential/Non Residential - Meter Reads (m3)

· Energy Emissions - Split Residential/Non Residential - Meter Reads (kg CO2e)

· Energy Generated on Site - CHP - Monthly analysis of CHP performance (kg CO2e)

· Energy Generated on Site - CHP - Input & Output energy data (kg CO2e)

· Renewable On Site Energy generation - Not currently generated/measured (KWH)

· Carbon Conversion Factor - Energy & Environment Manager/External Website (KWH)

· Waste total - Recycled - Split Residential/Non Residential (tonnes)

· Waste total - Incineration - Split Residential/Non Residential (tonnes)

· Waste total - Other Methods - Split Residential/Non Residential (tonnes)

· Waste total - Used to create Energy - Split Residential/Non Residential (tonnes)

· Construction Waste - Recycled (tonnes)

· Construction Waste - Incineration (tonnes)

· Construction Waste - Other Methods (tonnes)

· Construction Waste - Used to create Energy (tonnes)

· Water Supply - "Grey" & Rain water [not currently applicable] (m3)

· Water Supply - Borehole [not currently applicable] (m3)

· Participation in EU Emissions trading - Energy & Environment Manager (Y/N; format: statement)

· Participation in Carbon Reduction commitment - Energy & Environment Manager (Y/N; format: statement)

· Carbon Allowances bought or sold - Energy & Environment Manager (t CO2; format: statement)

(v) Finance, as follows:

· Income - Teaching/Research/Other/Residential

· Income  - Non Residential

· Expenditure - Split Residential/Non Residential

· Capital Expenditure on Estates - Split Residential/Non Residential

· New building works - Split Residential/Non Residential

· All Other - Split Residential/Non Residential

· Rateable Value - Split Residential/Non Residential

· Rates Paid - Split Residential/Non Residential

· Insurance Premium - Split Residential/Non Residential

· Energy Costs - Oil - Split Residential/Non Residential

· Energy Costs - GAS - Split Residential/Non Residential

· Energy Costs - Electricity - Split Residential/Non Residential

· Energy Costs - Coal - Split Residential/Non Residential

· Energy Costs - Steam/Hot Water - Split Residential/Non Residential

· Energy Costs - Other Fuels - Split Residential/Non Residential

· Water Costs - Split Residential/Non Residential

· Sewerage Costs - Split Residential/Non Residential

· Maintenance/Repair Costs - Split Residential/Non Residential

· planned (includes Utility mntce, mntce CHP & Boiler house)

· Reactive (Salix projects, Grounds, roads, foothpaths, car)

· grounds parks (major/minor repairs, Pat testing & contingency spend)

· playing fields

· Cleaning - Split Residential/Non Residential (also includes cost of Refuse coll'n, staff salaries)

· Internal Property Management - Split Residential/Non Residential

· Estates Management (include Consultancy & Legal costs)

· Facilities Management (landlord/tennant costs, acquisitions/sales)

· Project Management (associated staff costs/time apportionment (FTE))

· post room/help desk management

· security & porterage

· External Property Management - Split Residential/Non Residential

· Estates Management (include Consultancy & Legal costs)

· Facilities Management - external management

· Project Management

· Security & Porterage - Split Residential/Non Residential

· Security & Porterage - staff costs

· Post room - Split Residential/Non Residential

· Post room - staff costs

(vi) Staff, as follows:

· Staff Headcount - Split Residential/Non Residential (FTE)

· Environmental Staff (FTE)

· Estate Management Staff (FTE)

· Property Management Staff (FTE)

(vii) H&S, as follows:

· Number of Incidents involving injury - Split Staff/Students/Other (Count)

· Dangerous Occurrences (Count)

· Occupational Injuries Reportable (Count)

· Occupational Diseases Reportable (Count)

· Number of Major Fires (Count)

· Number of Minor Fires (Count)

· Number of Near Miss Fires (Count)

· Number of External Fires (Count)

· Number of Injuries as Result of Fire (Count)

· Number of Malicious Alarms (Count)

· Number of Fire Alarm activations (Count)

· Number of automatic detectors (Count)

· Fire & Rescue Services attendance (Count)

HESA report for December each year - Analysis of pay and non pay costs by HESA category (in Excel format)

EMM report for December each year, comprising the following data (in Excel format):

Record and analysis of price reduction savings achieved (£)

Record and analysis of added value negotiated (£)

Record and analysis of risk reductions secured (Qualitative)

Record of re-engineered processes/efficiencies (Qualitative)

Record of sustainable environmental/social/economic gains (Qualitative)


Appendix 2 To Schedule 12
REQUIRED RECORDS
In accordance with the provisions of this Schedule 12, the Service Provider shall maintain the following records (as may be updated by the University from time to time):

74. This Agreement, its schedules and all amendments to such documents.

75. All other documents and records which this Agreement expressly requires to be prepared.

76. Records relating to the appointment and succession of the Service Provider Contract Manager and each member of the Key Employees.

77. Manufacturers' printed documentation.

78. Lists of spares and consumables used by the Service Provider including all details necessary to enable the re-ordering, re-stocking or replacement of spares.

79. List of all employees directly employed by the Service Provider in the delivery of Services including details of each employee's name, job description, location, CRB status, SIA Licence and any other relevant certification.

80. List of all Approved Subcontractors.

81. Risk assessments.

82. Condition surveys.

83. Asbestos registers.

84. Valid safety certificates including pressure vessels, hoists and jacks in accordance with current regulations.

85. Historical statutory certification and test certificates (potable water, drainage and electrics test, calibration, and repair documentation).

86. Warranties and guarantees.

87. Maintenance schedules and records including details of all regular and periodic preventative and planned maintenance actions and activities, and corrective maintenance procedures carried out over the Term.

88. Schedules of items of routine maintenance and inspection.

89. All drawings held by the Service Provider relating to the University's estate.

90. Any procedures generated by the Service Provider for the purposes of delivering the Services to the University.

91. Notices, reports and other documentation submitted by an expert.

92. All operation and maintenance manuals prepared by the Service Provider for the purpose of maintaining the provision of the Services.

93. Documents prepared by the Service Provider or received by the Service Provider from a third party relating to a Force Majeure Event.

94. All information relating to the operation, performance and financial management of the Services provided under this Agreement by the Service Provider and any Approved Subcontractors.

95. All formal notices, reports or submissions made by the Service Provider to the University in connection with the provision of Services.

96. All certificates, licences, registrations or warranties in each case obtained by the Service Provider in relation to the provision of the Services.

97. Documents prepared by the Service Provider in support of claims for the Service Charges.

98. Documents submitted by the Service Provider pursuant to accordance with the Change Control Process.

99. Documents submitted by the Service Provider pursuant to invocation by it or the University of the Dispute Resolution Procedure.

100. Documents evidencing any change in ownership or any interest in any or all of the shares in the Service Provider.

101. Financial records, including audited and un-audited accounts of the Service Provider.

102. Records required to be retained by the Service Provider by Applicable Laws and Regulations, including in relation to health and safety matters and health and safety files and all consents.

103. All documents relating to the insurances to be maintained under this Agreement and any claims made in respect of them.

104. All other records, notices or certificates required to be produced and/or maintained by the Service Provider pursuant to this Agreement.

105. All Estates Management Statistics (EMS) data.

106. VAT information and details.

107. CRC (carbon reduction commitment) report.
SECURITY
108. PRINCIPLES OF SECURITY

108.1 The Service Provider acknowledges that the University places great emphasis on confidentiality, integrity and availability of information and consequently on the security of the Premises and the security of the Service Provider System.
108.2 Subject to the provisions set out below, the Service Provider shall be responsible for all aspects of the security of the Services and shall take action to safeguard the Services against:

108.2.1 loss of confidentiality of information (e.g. unauthorised observation, acquisition or transmission of paper or electronic data including voice);
108.2.2 loss of integrity of information either in storage or in transit (e.g. loss, corruption, contamination or obliteration of data including voice);
108.2.3 loss of availability of information due to failure or compromise of the Services;
108.2.4 unauthorised access to, use of, or interface with the Services and by any person;
108.2.5 unauthorised breaches of physical security, including network elements, buildings and tools used by the Service Provider in the provision of the Services; and
108.2.6 use of the Service Provider Systems or the Services by any third party (including, any subcontractor) in order to gain access to any computer resource or University Data.
108.3 The University's decision will be final when any question regarding the interpretation of its security policies is raised and also on what constitutes an acceptable level of security compliance.
108.4 The Service Provider shall be responsible for the security of the Services and shall at all times provide a level of security which:
108.4.1 is in accordance with Good Industry Practice and all Applicable Laws and Regulations;
108.4.2 meets any specific security threats to the provision of the Services or the Service Provider System;
108.4.3 complies with ISO/IEC27002 and ISO/IEC27001 in accordance with paragraph 4; and
108.4.4 complies with the Security Standard.
109. SECURITY PLAN

109.1 The Service Provider shall produce and deliver a detailed draft Security Plan within thirty (30) Working Days of the Effective Date. The University shall respond with comments on the draft detailed Security Plan within twenty (20) Working Days of its receipt by the University. The Service Provider shall produce a revised draft of the detailed Security Plan within ten (10) Working Days of its receipt of comments from the University which takes account of, and reflects, the University's comments. The Security Plan shall then be submitted to the University for its approval. 

109.2 If the University does not approve the draft Security Plan then the Service Provider shall amend it within ten (10) Working Days of a notice of non-approval and re-submit the revised version to the University for approval. The parties will use all reasonable endeavours to ensure that the approval process takes as little time as possible and in any event no longer than fifteen (15) Working Days (or such other period as the parties may agree in writing) from the date of its first submission to the University. If the University does not approve the Security Plan following its resubmission, the matter will be resolved in accordance with the Dispute Resolution Procedure.

109.3 Once approved by the University, the Service Provider shall immediately adopt the approved the Security Plan, which will then be tested by the Service Provider and periodically updated and audited in accordance with this Schedule.

109.4 The Security Plan will set out the security measures to be implemented and maintained by the Service Provider in relation to all aspects of the Services and all processes associated with the delivery of the Services and shall at all times comply with and specify security measures and procedures which are sufficient to ensure that the Services comply with:
109.4.1 the provisions of this Schedule 13;

109.4.2 the provisions of Schedule 2 relating to security;

109.4.3 the Security Standard;

109.4.4 ISO/IEC27002 and ISO/IEC27001;

109.4.5 the requirements of the SIA (the Security Industry Authority) and any other applicable codes, rules and regulations;

109.4.6 the data protection compliance guidance produced by the University; and

109.4.7 all appropriate information systems standards for technical countermeasures which are included in the Service Provider System.

109.5 The references to standards, guidance and policies set out in paragraph 2.4 shall be deemed to be references to such items as developed and updated and to any successor to or replacement for such standards, guidance and policies, from time to time.

109.6 In the event of any inconsistency in the provisions of the above standards, guidance and policies, the Service Provider should notify the University Contract Manager of such inconsistency immediately upon becoming aware of the same, and the University Contract Manager shall, as soon as practicable, advise the Service Provider which provision the Service Provider shall be required to comply with.

109.7 The Service Provider shall structure the Security Plan in accordance with ISO/IEC27002 and ISO/IEC27001, cross-referencing if necessary to other Schedules of this Agreement which cover specific areas included within that standard.

109.8 The Service Provider shall ensure that the Security Plan shall be written in plain English in language which is readily comprehensible to the staff of the Service Provider and the University engaged in the Services and shall not reference any other documents which are not either in the possession of the University or otherwise specified in this Schedule 13.
109.9 The Service Provider shall review and update the Security Plan annually, or from time to time to reflect:
109.9.1 emerging changes in Good Industry Practice;

109.9.2 any change or proposed change to the Service Provider System, the Services and/or associated processes;

109.9.3 any new perceived or changed threats to the Services; and

109.9.4 any reasonable request by the University.

109.10 The Service Provider shall provide the University with the results of such reviews as soon as reasonably practicable after their completion and amend the Security Plan at no additional cost to the University.

109.11 Any change or amendment which the Service Provider proposes to make to the Security Plan (as a result of a University request or change to Schedule 2 or otherwise) shall be subject to the Change Control Process and shall not be implemented until approved in writing by the University.

110. AUDIT AND TESTING
110.1 The Service Provider shall conduct tests of the processes and countermeasures contained in the Security Plan ("Security Tests") on an annual basis or as otherwise agreed by the parties.  The date, timing, content and conduct of such Security Tests shall be agreed in advance with the University.

110.2 The University shall be entitled to send a representative to witness the conduct of the Security Tests. The Service Provider shall provide the University with the results of such tests (in a form approved by the University in advance) as soon as practicable after completion of each Security Test.

110.3 Without prejudice to any other right of audit or access granted to the University pursuant to this Agreement, the University shall be entitled at any time and without giving notice to the Service Provider to carry out such tests (including penetration tests) as it may deem necessary in relation to the Security Plan and the Service Provider's compliance with and implementation of the Security Plan. The University may notify the Service Provider of the results of such tests after completion of each such test.  Security Tests shall be designed and implemented so as to minimise the impact on the delivery of the Services.

110.4 Where any Security Test carried out pursuant to paragraphs 3.2 or 3.3 reveals any actual or potential security failure or weaknesses, the Service Provider shall promptly notify the University of any changes to the Security Plan (and the implementation thereof) which the Service Provider proposes to make in order to correct such failure or weakness. Subject to the University's approval in accordance with paragraph 2.3, the Service Provider shall implement such changes to the Security Plan in accordance with the timetable agreed with the University or, otherwise, as soon as reasonably possible. For the avoidance of doubt, where the change to the Security Plan to address a non-compliance with the Security Standard or security requirements, the change to the Security Plan shall be at no additional cost to the University. For the purposes of this paragraph 3, a weakness means a vulnerability in security and a potential security failure means a possible breach of the Security Plan or security requirements.

111. COMPLIANCE WITH ISO/IEC 27001
111.1 The Service Provider shall obtain independent certification of the Security Plan to ISO 27001 as soon as reasonably practicable following approval of the Security Plan and will maintain such certification for the duration of this Agreement.
111.2 If certain parts of the Security Standard do not conform to Good Industry Practice as described in ISO 27002 and, as a result, the Service Provider reasonably believes that its certification to ISO 27001 would fail in regard to these parts, the Service Provider shall promptly notify the University of this and the University in its absolute discretion may waive the requirement for certification in respect of the relevant parts.

111.3 The Service Provider shall carry out such regular security audits as may be required by the British Standards Institute in order to maintain delivery of the Services in compliance with security aspects of ISO 27001 and shall promptly provide to the University any associated security audit reports and shall otherwise notify the University of the results of such security audits.

111.4 If it is the University's reasonable opinion that compliance with the principles and practices of ISO 27001 is not being achieved by the Service Provider, then the University shall notify the Service Provider of the same and give the Service Provider a reasonable time (having regard to the extent of any non-compliance and any other relevant circumstances) to become compliant with the principles and practices of ISO 27001. If the Service Provider does not become compliant within the required time then the University has the right to obtain an independent audit against these standards in whole or in part.

111.5 If, as a result of any such independent audit as described in paragraph 4.4, the Service Provider is found to be non-compliant with the principles and practices of ISO 27001 then the Service Provider shall, at its own expense, undertake those actions required in order to achieve the necessary compliance and shall reimburse in full the costs incurred by the University in obtaining such audit.

112. BREACH OF SECURITY

112.1 Either party shall notify the other immediately upon becoming aware of any breach of security including an actual, potential or attempted breach, or threat to, the Security Plan. In addition, the Service Provider shall submit a report to the University on the following Working Day which contains brief details of the relevant security incident(s).
112.2 The Service Provider shall implement and maintain systems and procedures to report, record and collate all security incidents (including criminal offences) correctly, accurately and of a quality suitable for submission in Court or other tribunal or judicial forum. In the case of criminal activity, the Service Provider shall also notify the appropriate authorities.
112.3 Upon becoming aware of any of the circumstances referred to in paragraph 6.1, the Service Provider shall:
112.3.1 immediately take all reasonable steps necessary to:

(a) remedy such breach or protect the Service Provider System and University Data against any such potential or attempted breach or threat; and
(b) prevent an equivalent breach in the future; and
112.3.2 as soon as reasonably practicable, provide to the University full details (using such reporting mechanism as may be specified by the University from time to time) of such actual, potential or attempted breach and of the steps taken in respect thereof.
113. PHYSICAL SECURITY
113.1 The Service Provider shall:
113.1.1 provide effective security to all of the Premises;

113.1.2 take effective measures to physically protect all of the University's property at the Premises, University Confidential Information, University Data, Premises and University Systems from unauthorised access, theft, manipulation, tampering and/or any  environmental threats including fire, flood, temperature and humidity;

113.1.3 ensure that all persons providing the Services are trained in and aware of the provisions of this Schedule and their responsibilities;

113.1.4 facilitate any audit or checks undertaken by the University in relation to whatever physical security arrangements are in place (and consult with the University regarding any findings);

113.1.5 implement any recommendations that are made by the University within the timescale determined by the University and communicated to the Service Provider (in accordance with the Change Control Procedure);

113.1.6 address any changes required by the University in relation to buildings security (in accordance with the Change Control Procedure) within a timescale notified by the University; and

113.1.7 ensure that it only allows documents, magnetic media and/or other materials to be transmitted between the University, Service Provider, Service Provider Personnel or Approved Subcontractor(s) in accordance with the Security Standard.

113.2 In respect of portable storage devices, the Service Provider shall:

113.2.1 not store University Data on unencrypted portable storage devices such as USB sticks or laptops;

113.2.2 ensure that any portable devices and/or removable media containing University Data are secured when not in use (e.g. by using a cable-lock attached securely to a desk);

113.2.3 ensure that the use of portable devices (particularly laptops) to process University Data in public areas is avoided;

113.2.4 ensure that the volume of University Data stored on portable media is minimised; and

113.2.5 ensure that all University Data held on removable media (disks, memory sticks, etc) is encrypted using at least 128 bit encryption.

113.3 The Service Provider shall ensure that:

113.3.1 all information is secured under lock and key if left unattended for periods of two (2) hours or over or if left unsupervised by Service Provider Personnel;

113.3.2 Service Provider Personnel are expressly required not to access, use, review or read any University Data save to the extent necessary for the provision of the Services;

113.3.3 any IT assets and electronic media that are being used to store University Data but which are no longer required are destroyed by incineration, damaged beyond repair or that the University Data is erased using data erasure technology;

113.3.4 any paper documents containing University Data which are no longer required are disposed of by shredding; and

113.3.5 University Data is only disclosed internally on a need-to-know basis.

114. INFORMATION SECURITY

114.1 The Service Provider shall:

114.1.1 use its best endeavours to detect potential security issues or threats relating to the Service Provider System;

114.1.2 ensure that the confidentiality, integrity and availability of the University's Confidential Information, any University Data or any University property to which the Service Provider Personnel or Approved Subcontractors have access is not breached;

114.1.3 appoint an individual to act as the Service Provider's designated security contact with day-to-day responsibility for security and information governance and then provide the University with that individual's contact details;

114.1.4 ensure that only persons authorised in accordance with this Agreement can gain access to the University Data and University Confidential Information;

114.1.5 ensure that there is a comprehensive system of data backup in place at all times to prevent the loss of any applications and data in the event of a system failure as far as it is possible to do so;

114.1.6 store backup copies at a physically separate site to provide recovery facilities in the event of a disaster in which significant data loss is encountered such as during a fire, flood, or vandalism incident;

114.1.7 keep all servers in lockable rooms (and any server located at the Premises in the facility provided to the Service Provider by the University);

114.1.8 register the names of all Service Provider Personnel with permission to access the University Systems and their access levels with a designated systems security manager, and provide this information to the University on request;

114.1.9 ensure that only persons authorised in accordance with this Agreement can access the University Systems by using their unique identifier;

114.1.10 ensure that access control measures are documented and approved by the University;

114.1.11 introduce system software and hardware to operational service into the University's System only after obtaining prior written authorisation from the University and only where there is potential for this to have a significant impact on the Services provided;

114.1.12 ensure that all databases, individual records and paper files are protected against unauthorised access to information by unauthorised persons, unauthorised modification or corruption and accidental or deliberate damage;

114.1.13 dispose of any redundant hardware and/or magnetic media in accordance with the Security Standard;

114.1.14 obtain the agreement of the University before using any network analysis or remote management tool;

114.1.15 ensure that audit trails are provided and inspected at intervals approved by the University; and

114.1.16 ensure that it is not possible to update audit trails by any means.

115. APPROVED SUBCONTRACTORS

115.1 In its contracts with Approved Subcontractors, the Service Provider shall:

115.1.1 assert contractual requirements substantively similar to all security requirements in this Agreement;

115.1.2 assume responsibility for the sufficiency and due care of the security controls of such subcontractors and remain liable for breach by such subcontractors of any provisions set forth in this Agreement;

115.1.3 provide the University with the authority and direct access to, or the levels of information necessary to, facilitate such reviews of such subcontractors' security controls and services. The University agrees to treat information collected or provided in such reviews as the Service Provider's Confidential Information; and

115.1.4 safeguard all University Data under the terms of all security requirements in this Agreement, even after termination of the Services and this Agreement, as long as the Service Provider retains any University Data.
Business Continuity AND DISASTER RECOVERY
116. PURPOSE
The purpose of this Schedule is to set out the Service Provider's obligations in relation to business continuity and disaster recovery.
117. GENERAL
117.1 The University may, from time to time during the term of this Agreement, prepare plans which describe the arrangements required to:

117.1.1 ensure continuity of service and support for the University and any relevant third parties to enable them to carry out their respective activities; and

117.1.2 minimise the adverse impact of a Disaster on the activities of the University and any relevant third parties

("Business Continuity Plans").
117.2 The Service Provider shall produce and deliver to the University a detailed draft Disaster Recovery Plan based on the high level plan attached at Appendix 1 within thirty (30) Working Days of the Effective Date. The University shall respond with comments on the draft detailed Disaster Recovery Plan within five (5) Working Days of its receipt by the University from the Service Provider. The Service Provider shall produce a revised draft of the detailed Disaster Recovery Plan within five (5) Working Days of its receipt of comments from the University which takes account of, and reflects, the University's comments.

117.3 The detailed draft Disaster Recovery Plan developed by the Service Provider must:

117.3.1 be aligned with and take into account any Business Continuity Plan prepared by the University;

117.3.2 be aligned with and take into account Good Industry Practice; and

117.3.3 be sufficiently flexible to allow for changes in the University's priorities at or before the time of implementation.

117.4 The Disaster Recovery Plan must clearly:

117.4.1 define the type of event to which the plan applies (which will provide the definition of a "Disaster");

117.4.2 set out a risk and impact assessment for each potential type of Disaster situation;

117.4.3 set out detailed technical processes and action plans for managing each potential type of Disaster situation;

117.4.4 detail the provision and maintenance of a disaster recovery site equipped with sufficient hardware, software and services required to provide the Services in accordance with the Service Levels (such equipment to be subject to an annual stock check and audit to be undertaken by the Service Provider);

117.4.5 set out actions required and timeframes for the reinstatement of full normal provision of Services as described in paragraph 6;

117.4.6 detail the human resources required to implement the Disaster Recovery Services including identification of the skills and experience of the relevant Service Provider Personnel;

117.4.7 identify the key roles, responsibilities and decision-making authority limits including the names and contact details of relevant individuals and the nominated points of contact for the Service Provider and the University;

117.4.8 identify third parties who will need to be informed and the events that will trigger such contact;

117.4.9 identify third parties (including Approved Subcontractors) whose services will be required or impacted in the event of each potential type of Disaster;

117.4.10 define time-related triggers and checkpoint events including the timeframes for the Service Provider to investigate the likely scope and duration of the Disaster;

117.4.11 define escalation and decision-making events;

117.4.12 provide for conducting Disaster Recovery testing in accordance with paragraph 9;

117.4.13 provide for periodic review of the Disaster Recovery Plan in accordance with paragraph 10.1;

117.4.14 set out all other services to be provided by the Service Provider in respect of a Disaster; and

117.4.15 set out the process for demonstrating that the provisions of this Schedule are fully met.

117.5 Any dispute over the content of the Disaster Recovery Plan shall be referred to the Dispute Resolution Procedure.

118. DISASTER RECOVER SERVICES
118.1 The Service Provider shall ensure that the Services are available to the University and any relevant third parties as soon as reasonably practicable (and in any event within twelve (12) hours) after the declaration of a Disaster in accordance with paragraph 4.

118.2 The Service Provider shall provide and maintain (at appropriate levels of standby readiness) such infrastructure, equipment, hardware, software (including appropriate licences), documents, personnel and any other goods and services as is necessary to fulfil its obligations and provide the Disaster Recovery Services (including, for the avoidance of doubt, to ensure it is able to comply with its obligations in the Disaster Recovery Plan in the event of a Disaster).

118.3 In the event of any change to the Disaster Recovery Plan, the Service Provider shall ensure that it implements such changes as may be necessary to ensure it continues to comply with the requirement in paragraph 3.2.

118.4 The Service Provider shall ensure that any third parties whose services would be required in the event of a Disaster are approved by the University.

119. DECLARATION OF A DISASTER
119.1 Where a party becomes aware that a Disaster has occurred or that its occurrence can reasonably be expected to take place imminently, that party shall declare a Disaster by:

119.1.1 informing (by the most rapid method of communication reasonably practicable) the other party's Contract Manager; and

119.1.2 arranging, as soon as practicably a discussion and/or meeting (a "Disaster Declaration Discussion") between the University and the Service Provider, the outcome of which shall be the formal declaration of a Disaster and invocation of the relevant Disaster Recovery Plan (unless the University requests otherwise).

120. OCCURRENCE OF A DISASTER
120.1 In the event of a Disaster being declared the Service Provider shall:

120.1.1 carry out the activities and procedures described in the Disaster Recovery Plan and otherwise comply with all obligations in the Disaster Recovery Plan in order to restore the provision of the Services and minimise impact on the business of the University and any relevant third parties within the prescribed timescales;

120.1.2 ensure that all relevant disaster recovery reference material is made available to the appropriate personnel;

120.1.3 ensure that a nominated Service Provider point of contact is provided as required in the Disaster Recovery Plan during the period until acceptance of a Business As Usual Notice (served in accordance with paragraph 6) in respect of the relevant Disaster;

120.1.4 ensure that the University Contract Manager, and nominated helpdesk contacts, receive appropriate levels of communication regarding the Disaster, actions taken, recovery status and recovery times through communications channels as agreed in the Disaster Recovery Plan;

120.1.5 provide reasonable input and assistance in the event that press releases are to be issued in relation to the Disaster or its consequences;

120.1.6 with the assistance of the University, use all reasonable endeavours to  resolve any Disaster-related issues not adequately provided for in the Disaster Recovery Plan or which are not resolved by the implementation of those plans and use all reasonable endeavours to achieve the University's mitigation and recovery objectives;

120.1.7 take such further steps as may reasonably be expected of the Service Provider acting in accordance with Good Industry Practice (including mitigation of and risk minimisation in respect of all impacts of the Disaster and alerting the University in respect of any related issues or concerns which should reasonably be brought to the University's attention).

121. RETURN TO BUSINESS AS USUAL
121.1 The Service Provider shall ensure that the provision of Services is reinstated to normal operation in accordance with the Disaster Recovery Plan but in any event, as soon as is reasonably practicable in the circumstances.

121.2 Once all Services affected by the Disaster have returned to normal operation in that the provision of the Services is operating in line with the applicable Service Levels (or in the absence of Service Levels to the standard otherwise required under the terms of this Agreement presuming the absence of any Disaster) and provided the University has given its consent, the Service Provider shall issue to the University a notice (a "Business As Usual Notice") which identifies itself as such.

122. POST-DISASTER REVIEW
122.1 Within a reasonable period as agreed by the University after a Business As Usual Notice has been issued, the parties shall carry out a review (a "Post-Disaster Review") of the causes of the Disaster, the operation and effectiveness of the Disaster Recovery Plan and any necessary modifications to the Disaster Recovery Plan.  The Service Provider shall update the Disaster Recovery Plan by incorporating such modifications within ten (10) Working Days of the completion of such Post-Disaster Review for acceptance by the University.

122.2 In the event of a long term continuing Disaster the University may require that an initial review takes place no later than two (2) months from the occurrence of the Disaster with a further Post-Disaster Review taking place within a reasonable period (being, in any event, no longer than one (1) month after the Business As Usual Notice has been issued.

123. FAILURE TO IMPLEMENT THE DISASTER RECOVERY PLAN
123.1 In the event that the Service Provider fails to implement successfully the Disaster Recovery Plan:

123.1.1 the University may claim payment for, or set off against future invoices, all costs and expenses incurred by the University that relate to such failure; and

123.1.2 such failure shall constitute a material breach for which the University may terminate this Agreement and/or any part thereof (provided always that such termination shall not prejudice or affect any right of action or remedy which shall have accrued or shall thereafter accrue to the University).

124. DISASTER RECOVERY TESTING
124.1 The University may request that the Service Provider test to assess and demonstrate the proper operation and effectiveness of the Disaster Recovery Plan and the Disaster Recovery Services through such combination of desk reviews, simulation and live testing as set out in the Disaster Recovery Plan.

124.2 The University and the Service Provider shall agree the scope of the test and the success criteria ten (10) Working Days prior to the scheduled date of the test.

124.3 The University shall be entitled to witness and attend such testing and the Service Provider shall give the University all relevant information relating to the tests in order to assist the University to arrange attendance by the University Contract Manager.

124.4 The Service Provider shall provide a report on the results of the Disaster Recovery testing conducted within two (2) Working Days following completion of any such testing except that if the Disaster Recovery Services testing indicates that Service Levels might not be achieved, the Service Provider shall advise the University to this effect within twenty-four (24) hours following completion of the testing.

124.5 Within five (5) Working Days of the Service Provider's delivery of a report in accordance with paragraph 9.4 the University and the Service Provider shall agree:

124.5.1 any necessary modifications to the Disaster Recovery Plan; and

124.5.2 whether any repeat Disaster Recovery testing is to be conducted.

124.6 The Service Provider shall update the Disaster Recovery Plan by incorporating the modifications agreed in accordance with paragraph 9.5 within twenty (20) Working Days of the completion of Disaster Recovery testing for acceptance by the University.

124.7 Within ten (10) Working Days of acceptance by the University of the modifications to the Disaster Recovery Plan, the parties shall agree the dates and duration of repeat Disaster Recovery tests and all other relevant details relating to such repeat Disaster Recovery tests.

125. CHANGES TO THE DISASTER RECOVERY PLAN
125.1 The Service Provider shall review the Disaster Recovery Plan with the University:

125.1.1 on a periodic basis (and in any event not less than once each year) as set out in the Disaster Recovery Plan; and

125.1.2 as required by the University from time to time.

125.2 The University and the Service Provider shall agree any changes to the Disaster Recovery Plan through the Change Control Process.

125.3 The University shall use reasonable endeavours to advise the Service Provider of any changes which are made or proposed to be made to its Business Continuity Plan, or to its arrangements with relevant third parties, which are likely to impact upon the Disaster Recovery Plan.

125.4 In the event that changes are made or proposed to be made:

125.4.1 to any Business Continuity Plan;

125.4.2 to the University's arrangements with relevant third parties; and/or

125.4.3 to this Agreement and/or to the Services

and such changes impact or may impact on the operation of the Disaster Recovery Plan or otherwise reasonably require the extension, variation or review of the Disaster Recovery Plan, this shall be notified to the University by the Service Provider.  As soon as reasonably practicable following such notification, the parties shall discuss and agree any changes to the Disaster Recovery Plan required by the University.
125.5 The Service Provider shall maintain copies of the Disaster Recovery Plan in a central and a reserve repository where such plans can be easily accessed by the University at all times.
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1. Introduction
Sussex Estates and Facilities LLP (the LLP) recognises the importance of having effective and accessible business continuity (BC) arrangements in place across its key operations and continues to develop and maintain a Business Continuity Management System (BCMS) that will minimise disruption and ensure effective recovery of critical functions in the event of an unusual and/or unplanned event. To this end it will adopt and adapt Interserve Support Services (ISS) BC and BCMS to ensure best practice is followed.
The definition of a disruption is:-

“an event, whether anticipated or unanticipated, which causes an unplanned, negative deviation from the expected delivery of products or services according to the organisation’s objectives”.
1.1 Purpose
This plan describes the framework and procedures to be activated in the event of a disruption occurring.

The objectives of this plan are the following: 

· To assign responsibilities to designated personnel;

· To limit the extent of disruption and damage; 

· To minimise interruptions to the normal operations;

· To minimize the economic impact of the interruption;

· To establish alternative means of operation in advance; 

· To provide effective communication networks to customers, internally and where appropriate, the media; 

· To maintain stakeholder confidence in the company;

· To maintain employees’ confidence in the continuing operation of the company and to ensure the welfare needs of staff is considered;

· To provide for restoration of normal service in the shortest time period.
1.2 Scope
The scope of this Business Continuity Plan is to provide guidance to LLP management for the restoration of services provided at the University of Sussex as identified in the Business Impact Analysis (BIA) attached to this plan as Appendix A and as set out in the BC Policy document.

1.3 Business Continuity Policy Document

The LLP will adopt ISS’s Business Continuity processes and approach, which is set out below:
GROUP BUSINESS CONTINUITY

POLICY STATEMENT

The Group recognises the importance of having effective and accessible business continuity arrangements in place across its key operations.  As such, the Group has developed and maintains management systems that aim to minimise disruption and ensure effective recovery of critical functions in the event of an unusual and/or unplanned incident.
Plan design follows the Business Continuity Institute Good Practice Guidelines which align to the BS ISO 22301 standard.
Group companies will share their in-house expertise and diverse resource recovery specialists to support any of the businesses which are faced with disruption and help them to continue to deliver an acceptable level of service to their critical activities.
Organisation
Executive Board members are responsible for authorising the mobilisation of teams and allocating resources where cross-divisional support is required.
Senior management is responsible for ensuring that Plans are in place for appropriate sites and contracts within their business units. Plans and specifically Business Impact Analyses are to be reviewed as a minimum annually; version control is to be maintained; plans should be published, communicated to staff and tested annually and the results recorded.
Business Continuity Focus Group members meet twice a year and are responsible for providing an update on BC activity to the Risk Committee every six months.
Divisional HR teams are responsible for capturing senior management training needs by communicating BC responsibilities across all recruitment, induction and appraisal processes.
The Internal Audit function will carry out periodic reviews across the Group to monitor standards and compliance with this policy and report findings to the Risk Committee.
General Arrangements
Plans and Workplace Recovery arrangements for key sites will be reviewed and updated at least annually.
Emergency communications, IT Disaster Recovery and scenario testing exercises are each to be carried out (as a minimum annually) and, together with live incidents, results and actions summarised and reported every 6 months to the Business Continuity Focus Group by its members.
This policy is to be attached to all divisional plans, reviewed annually, published on the company’s intranet and may be made available upon request to clients, subcontractors and suppliers.
AM Ringrose
Chief Executive
2. Response Structure

ISS corporate has adopted the incident response and business recovery format used by the UK Emergency Services, this utilises three tiers of response, often referred to as Gold, Silver and Bronze.  Gold is a strategic team and is deliberately kept to a small numbers of members.  Silver is tactical and includes a number of subject matter experts who may be called upon dependent upon the nature of the incident concerned.  The bronze team is made up of the business unit Managing Directors that own the responsibility of maintaining the BC Plans within their business units.  
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Gold/Strategic Team Responsibilities

As the guardians of the organisation’s reputation, the strategic response team have the responsibility to adjust the organisation’s recovery strategy if its reputation is being threatened.  

Specific responsibilities of the strategic response team include:-

· Determining the recovery policy

· Establishing the strategic objectives of the response to the incident

· Devising a long term strategy

· Managing communications, in particular with the media

· Approving significant expenditure

· Monitoring overall progress of recovery

· Identifying and maximising opportunities or advantages arising from the incident

· Ensuring the recovery is in line with the long term interests of the organisation

· Approving media statements before they are issued to devising, monitoring and adjusting as necessary the media strategy

· Ensuring financial health of the organisation

· Ensuring that any recovery meets the organisation’s legal obligations

Silver/Tactical Team Responsibilities

Specific responsibilities include:-

· Co-ordinating and monitoring the operational level of recovery by the appointment of an Incident Management Team

· Allocating available resources to operational teams

· Changing the agreed priorities and recovery strategies to take into account seasonal changes, business conditions or on direction from the strategic level

· Co-ordinating main support functions of ICT, HR, finance, facilities, business development and QSHE

· Receiving and seeking information from other response teams

· Reporting to the strategic response team

· Mobilising third-party suppliers of salvage and recovery services

· Maintain Incident Log

Bronze/Operational Team Responsibilities

Specific responsibilities include:-

· The resilience of services as identified in the BIA by conducting a threat assessment which should be attached to this plan as Appendix B
· Recovery of specific facilities or services as identified in the BIA

· Undertake recovery activities as instructed by the Silver Team

· Reporting to and receiving information from the Silver Team

· Maintaining communication with employees

· Maintain Incident Log

2.1 Central Incident Management Team(CIMT)
A Central Incident Management Team (CIMT), comprised of members of the Silver Team, has been appointed to manage disruptions occurring at University of Sussex.
The CIMT comprises the following:-

	Name
	Area of Responsibility
	Contact Details

	Partnership Manager
	Team Leader
	

	QSHE Manager
	Health and safety expert
	

	Site Services Manager
	Non-residential areas, site-wode security
	

	Residences Manager
	All residential areas
	

	Estates Manager
	Maintenance of all areas
	


The  CIMT will manage and co-ordinate the response to any disruptions occurring at University of Sussex that cannot be dealt with by an individual department/function or in the event of major disruptions.
2.2 Incident Management Teams (IMT)
Incident Management Teams (IMT), comprised of members of the Bronze Team, have been appointed to manage and respond to incidents within their specific areas of concern. In the event of a major incident in which the CIMT is activated the CIMT will assume and will co-ordinate the response of Incident Management Teams.

2.2.1 Site Services IMT

	Name
	Area of Responsibility
	Contact Details

	Site Services Manager
	Team Leader
	

	
	
	

	
	
	

	
	
	

	
	
	


2.2.2 Residence IMT

	Name
	Area of Responsibility
	Contact Details

	Residence Manager
	Team Leader
	

	
	
	

	
	
	

	
	
	

	
	
	


2.2.3 Building Services IMT 

	Name
	Area of Responsibility
	Contact Details

	Estates Manager
	Team Leader
	

	
	
	

	
	
	

	
	
	

	
	
	


2.3 Emergency Response Team

A team of volunteers have been retained to provide first aid support in the event of an emergency. They will be activated by the Security Office on the following contact number:

Tel No.
Team Rosters and contact details will be held and manager by the Security Office.

3. Project Analysis

3.1 Business Impact Analysis

A copy of the project Business Impact Analysis is included in Annex A
3.2 Threat Analysis

A copy of the project Threat Analysis is included in Annex B
3.3 Risk Analysis

A copy of the project Risk Analysis is included in Annex C
3.4 Business Continuity Process [To be developed during mobilisation]
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4. Document Owner and Maintainer
The Business Continuity plan is owned by the LLP Partnership Manager.  

The Business Continuity plan shall be managed and reviewed by the QSHE and Compliance Manager.
4.1 Review & Testing Programme 

The QSHE and Compliance Manager will implement a programme of reviews of the business continuity documentation which will include: 

· Annual review of analysis and strategic documents or following major changes, a six monthly review of all plans

· Quarterly review of dynamic data such as contact details.

A programme of testing included in Appendix D will be implemented by the QSHE and Compliance Manager. 

· Desk top exercise to be undertaken 6 monthly by  individual Incident Management Teams 

· Component test to be undertaken annually by the Central Incident Management Team

· Real disaster simulation will only be implemented in liaison with University of Sussex
In addition to testing Plans whenever an actual incident has been responded review  performance and the effectiveness of the plan on our business continuity activity report format (ISS-11-FM-02).
5. Communication Plan
Where business continuity arrangements are invoked, it is essential that a flow of communication is maintained covering the members of staff displaced.  State below the method(s) to be used to keep staff informed during an incident, to inform them about subsequent return to work arrangements etc.

Telephone Communication 
When BC/Disaster response arrangements are invoked the CIMT Team Leader will brief all members of the BC team in person or by mobile telephone. 
All personnel will be notified in the event of an incident by CIMT and IMT team personnel who will telephone all individuals under their line management. Throughout the incident they will update/instruct personnel by telephone and at resolution inform them of return to work arrangements. 

E-mail Communication
The CIMT Team Leader will prepare and send an e-mail to all personnel, if e-mail systems are available, when BC/Disaster response arrangements are invoked. The Team Leader will produce and issue regular e-mail updates as signification actions/resolutions are undertaken/achieved and when normal working is accomplished and return to work arrangements can be issued.    

6. Continuity Culture

6.1 Continuity Training Arrangement
	Training Provision
	Training to be given to:

	LLP Business Continuity 


	All LLP personnel developing Plans will be given Interserve Business Continuity Training which will include an overview of general business continuity requirements, analysis tools and techniques and Plan development.

	Induction Training - 

-Evacuation Procedures

-Criticality & Priorities

-Incident Response & Escalation Procedure
	All LLP personnel 

	Incident Response Procedures and Management


	Central Incident Management Team

Incident Management Teams

	‘Buddy’ Training
	‘Buddy’ site/building/function training – familiarisation visits,  risk registers and incident response requirements


The QSHE and Compliance Manager will develop and implement an annual programme of training. A copy of the training programme is included at Appendix E
7. Continuity Strategic & Tactical Actions

7.1 People
The following strategies will be implemented to recruit and retain the contract operational team maintaining levels and competency that support normal operations. This will be based upon the Interserve Corporate HR Policies and Procedures, and tailored to suit the geographic and demographic profiles for the catchment areas of the contract. The following approach will be embedded in human resource procedures:
	Strategy
	

	Gapping general absence
	· Identification of personnel to move across functional / geographical boundaries to support

· Multi Tasking 

	Retention Initiatives
	· Motivating & Rewarding Talent ( i5 Values Scheme, PADP's, Awards, Bonuses, Benefits, Training & Development, Innovation Forums, Employee Surveys)

· Career Progression opportunities

· Growth of Talent ( i Learn, Graduate Development Programme, Leadership Edge Programme)

	Recruitment Initiatives
	· Attracting Top Talent (Salaries & Benefits, Recruit a friend Incentive scheme, Performance Bonuses, Internal Advertising)

· Attracting new employees from Local Communities (Employment & Opportunities Team, Transformation Trust, Return to Work Programme)

	Role Competency
	· Recruitment (Assessing Leadership, Support, Operations & Technical Competencies)

· Leadership Edge Programme - Develop Leadership Competencies

· Improving skills and Developing Employees - Investors in People (Skills for Life, Apprenticeships, NVQ's, Interserve Training Trust)


7.2 Premises

The following strategies will be implemented to maintain usable office space.

	Strategy
	

	Implementation of Maintenance Regime on LLP Office Premises
	· Functionality of offices maintained at optimum levels


7.3 Information Technology
The following Information Technology systems will be introduced to maintain continuity of service.

	Strategy
	

	Building in Resilience - Information Technology Infrastructure
	Interserve operate a pair of fully redundant data centres based in West Bromwich in the West Midland and Redditch in Worcestershire. This is relevant to provision of the Helpdesk CAFM system for the first 5 years of the contract Each site has the following environment equipment:
· Generator back up with auto switch-on in case of power failure. This is tested monthly on both primary and secondary data centres.
· Generators are supported by a third party for repairs and maintenance and each generator has a regular service and maintenance routine.
· We also have a diesel replenishment contract to supply diesel when on load.
· Multiple independent air conditioning systems backed up with 3rd party support for repairs and maintenance.
· Automatic fire suppressant systems in case of fire backed up with 3rd party support for repairs and maintenance.
· Environment monitoring systems water ingress and temperature monitoring.
· Full UPS protection with half hour standby capacity with 3rd party support for repairs and maintenance.
· Diverse routing of WAN networks into main data centres.
· Fully redundant switch network with high resilient triangulated core data centre network.
· All technical single points of failures have been removed where possible.

	Hardware Provision
	Resilience provision built into the infrastructure at both data centres including:
· Duplicated multi-protected server and network hardware
· Dual power supplies
· Dual multi-network switches
· Multiple cooling fans in server hardware
· Highly redundant and duplicated disk arrays with N +2 availability
· Multi-path, standby switchable fibre channel network cards
· Dual SAN technology in both locations (4 x SAN)
· Multiple Air conditioning installations in each location
· Multiple UPS installations in each location
Maintenance is provisioned across our data centre services:
· Data Centre infrastructure maintenance is covered under support agreements with key vendors with the appropriate SLA’s. (Aircon, UPS, Fire etc.) Regular maintenance is carried out as per the manufacturers guidance.
· Hardware monitored via LANDesk and  Microsoft SCCM to warn of system/hardware issues and to carry out regular maintenance (BIOS Upgrades etc).

	Software Provision



	Licence Monitoring
· Licensing is monitored via our Enterprise monitoring solution LANDesk.  This tool audits all licenses in use across the estate by means of interrogating each device by way of an agent.  It records license information within a central database as well as actively checking compliancy against licenses purchased.
· Where LANDesk cannot monitor license usage we have native monitoring and auditing tools within the application  to manage the current usage of licenses against license entitlement.
· Where a system is supplied and hosted by a 3rd party the supplier is responsible for monitoring licensing and informing Interserve if we are outside of our agreement.
· The Interserve asset manager is responsible for license compliancy.    
· Maintenance / Update Arrangements
· Interserve maintain software support agreements on all applications and system software for the appropriate contract.
· Support agreements allow the provision of access to the latest versions of software and updates or patches.
· Software provisioning varies depending on the software supplied but is managed by the Interserve Vendor Engagement Team and the Central Procurement department.

	Data Backup and Access Control
	Backup Arrangements
· All applications and data are replicated from our primary data centre to our backup data centre in Redditch.
· Data is ‘snap mirrored’ across to the fail over data centre and additionally backed up to Snap Vault and then archived off to tape.
· Tape back ups are carried out daily and tapes are rotated on a daily, weekly and monthly basis.
· Month end tapes are stored indefinitely or until destroyed.
· Tapes are stored at a secure off data centre location.
 
Controlled Access
Access to the locations where data is physically held are controlled via the following means:
· Access into the Interserve Data Centres is through an unmarked access card which requires 2-factor authentication (PIN and proximity) which is unique for each individual.
· Activity is logged via our Access Control system
· CCTV also records any activity (movement based) within our Data Centres and emails Security each time a camera is triggered.
· Additionally access to the wider building is only permitted by use of a separate proximity card system.
· All server racks are locked and general IT areas are security controlled via a proximity card system to ensure that only authorised personnel can gain access.
· Transitory backups and tapes are stored within these secure areas
 
Screen Protocols
· We enable screen locking via group policy and the screen automatically locks after 10 minutes of activity. The user has to enter their password to unlock the screen to use the system.
· Where screens are located in the data centre the physical controls above apply to these areas.

	Hardwired Communication Systems
	 Supply Chain for replacement hardware
· Comprehensive support contracts are held with our support partners for supply of replacement parts.
· Regular contractual and service reviews are held with each partner to measure against SLA and performance.
· Supply chain management is carried out by the Interserve Vendor Management Team and Central Procurement


	Mobile Communication Systems
	 Supply Chain for replacement hardware
· A replacement stock of mobile and data devices are held in stock within Interserve and can be ordered next day from Vodafone.
· If a device needs replacement a call is logged to the Interserve service desk and a replacement device sent to the affected user.

	Helpdesk 
	Resilience provision built into infrastructure
· The helpdesk systems are maintained on Interserve infrastructure which is fully resilient as described in the sections above.
 
Maintenance provisions
· The helpdesk is subject to our standard maintenance programme of monthly patches and enhancements both hardware and software.
 


7.4 Suppliers

The following strategies will be implemented to maintain the continuity of works undertaken by supply chain organisations.

	Strategy
	

	Pre-Qualification 
	· Only supply chain partners who meet exacting pre-qualification criteria will be appointed and utilised

	Monitoring Performance
	· CI meetings with supply chain organisations

- Address areas of underperformance

- Develop areas of over performance and expand through organisation

- Implementation of initiatives





DISASTER/EMERGENCY RESPONSE PLAN

University of Sussex Portfolio

8. Invocation
Responsibility for invocation of the Business Continuity plan rests with the  Interserve Regional Director who sits on the Management Board and the Partnership Manager (CIMT Team Leader).The decision to invoke may be made by either of the above acting on their assessment of a disruption.

The CIMT Team Leader will communicate the decision to invoke the plan to the Interserve organisation, University of Sussex and other identified stakeholders using the established communication arrangements.

Responsibility for standing down the Business Continuity plan rests with the Partnership Manager CIMT Team Leader who will communicate to the organisation through the established communication arrangements when to stand down once a disruption has been resolved and return to business as usual.

A full log of any incident will be recorded in an Incident Log at Appendix F
8.1 Description of Incident Levels

The incident response and business recovery format used by the UK emergency services, employing three tiers of response – gold, silver and bronze will be utilised to communicate the scale of the incident. 
	Level
	Incident Level and Management

	GOLD
	Strategic Incident Management
	Catastrophic event that has widespread project or companywide disruption. 

Partnership Manager and ISSRegional Director will assume management of response and recovery using the whole organisation, and external support resources if needed. 

	SILVER
	Tactical incident Management
	· Significant disruption affecting a number of facilities or a number of high-priority/criticality assets or services. 
· Potential for major loss of US and Interserve reputation.

· Major H&S or environmental issue.

· Permanent or long lasting issue.
Partnership Manager and Central Incident Management Team will assume management of response and recovery using the whole organisation, IMT(s), and external support resources if needed (eg. Other local Interserve resource).

	BRONZE
	Operational Incident Management
	· Any Localised disruption

· Potential for loss of US and Interserve reputation.

· H&S or environmental issue.
Incident Management Team will manage operational teams and specialist central support as required. Activating multiple incident response and rectification teams/personnel. They will facilitate possible movement of resources across operational area boundaries. Incident maybe escalated to Central Incident Management Team.


9. Strategies and Tactics for Disaster Recovery

9.1.1 People

The following strategies will be implemented to react to an incident which affects contract operational team levels:
	Strategy
	

	Gapping at Local level facility/team level
	· Movement of personnel from usual role to temporarily fulfil alternative role. 

· Temporary Agency cover

· Overtime

	Project wide movement of personnel
	· Dispersal of personnel to concentrate on and maintain operational levels for critical service provision
· Movement of personnel across functional and geographical boundaries.
· Utilisation of supply chain resources

	Support from alternative Project
	· Utilise Nationwide Interserve project portfolio resources to support the LLP
The following projects have been identified to provide support:

Contact details:


9.1.2 Premises

In the event that offices become unavailable relocation of office premises will be as follows:

	Office
	Alternative Location on Site
	Buddy Site

	
	
	

	
	
	

	
	
	

	
	
	


9.1.3 Information Technology

	Strategy
	

	In the event of any problems with Information Technology or Communication Systems the Interserve Business Systems Helpdesk will be notified  Tel: 

The Business Systems Team will then action the required resources and undertake the appropriate response and rectification action.

	Information Technology Infrastructure
	Interserve operate a pair of fully redundant data centres based in West Bromwich in the West Midland and Redditch in Worcestershire. This is relevant to provision of the Helpdesk CAFM system for the first 5 years of the contract
Each site has the following environment equipment:
· Generator back up with auto switch-on in case of power failure. This is tested monthly on both primary and secondary data centres.
· Generators are supported by a third party for repairs and maintenance and each generator has a regular service and maintenance routine.
· We also have a diesel replenishment contract to supply diesel when on load.
· Multiple independent air conditioning systems backed up with 3rd party support for repairs and maintenance.
· Automatic fire suppressant systems in case of fire backed up with 3rd party support for repairs and maintenance.
· Environment monitoring systems water ingress and temperature monitoring.
· Full UPS protection with half hour standby capacity with 3rd party support for repairs and maintenance.
· Diverse routing of WAN networks into main data centres.
· Fully redundant switch network with high resilient triangulated core data centre network.
· All technical single points of failures have been removed where possible.

	Hardware Provision
	SLA for rectification of problems
· SLA’s are in place with all our 3rd party suppliers for the appropriate level of cover.
· SLA’s are maintained and measured through regular service meetings and reports.
· Failed SLA’s are subject of the Interserve Incident Report process.
 
Supply chain for replacement hardware – timescales and spares replacement
· All of our hardware is covered under the relevant support contract with the vendor or the vendors recognised partner/supplier.
· Key systems and services are covered under the appropriate replacement support contract.
· Where appropriate vendors are required to hold spares.
· Regular performance reviews are held with suppliers to measure performance and manage issues.
· These are managed by the Interserve Vendor Management team.

	Software Provision



	

	Data
	Backup Arrangements
· All applications and data are replicated from our primary data centre to our backup data centre in Redditch.
· Data is ‘snap mirrored’ across to the fail over data centre and additionally backed up to Snap Vault and then archived off to tape.
· Tape back ups are carried out daily and tapes are rotated on a daily, weekly and monthly basis.
· Month end tapes are stored indefinitely or until destroyed.
· Tapes are stored at a secure off data centre location.
 

	Hardwired Communication Systems
	SLA for network/line problems
· Our site to site WAN communications are supplied via British Telecom and is a fully supported service with the appropriate SLA. 
· Typically our sites have managed circuits with a 4 hour response and 4 hour fix SLA.
· Virgin support our core triangulated data centre network with the appropriate SLA.
· General LAN is supported internally by a dedicated Interserve support team.
 
Supply Chain for replacement hardware
· Comprehensive support contracts are held with our support partners for supply of replacement parts.

	Mobile Communication Systems
	SLA for network/line problems
· Interserve procure their mobile equipment and services from Vodafone.
· A comprehensive SLA agreement is in place with the suppliers and monthly reviews are held with them to monitor service against the agreed SLA.
· The SLA has multiple measurements and a copy can be supplied if required.
 
Supply Chain for replacement hardware
· A replacement stock of mobile and data devices are held within Interserve and can be ordered next day from Vodafone.
· If a device needs replacement a call is logged to the Interserve service desk and a replacement device sent to the affected user.

	Helpdesk 
	 SLA for rectification of problems
· The Helpdesk system is maintained internally and is subject to the LLP SLA and underlying 3rd party SLA’s if needed. 
· The LLP SLA’s have a  varying degree of response depending on the severity of the problem.
 
Fall Back Provision – Diversion of calls to alternative phone/call centre
· Interserve operate a fully redundant telephony system located across the primary and secondary data centres.
· The telephony system is an AVAYA system and is fully redundant
· users can log into the system across the Interserve core estate.
· Helpdesk contact numbers can also be re-directed in the cloud to any UK landline should the need arise.
· There is a 3rd party support contract with the appropriate SLA’s with Azzuri and is managed via the Interserve Vendor Engagement team.


9.1.4 Suppliers

The following strategies will be implemented to maintain the continuity of works undertaken by supply chain organisations.

	Strategy
	

	Replacement 
	· Utilisation of alternative partner from pre-qualification list

	Temporary utilisation of Interserve resources
	· Secondment of Interserve resources to gap


10. Rectification Priorities 
Interserve management functions and service delivery will be recovered in to the priority’s indicted in the Business Impact Analysis included in Appendix A. 

BIA’s have been completed as follows:

US Contract Management BIA
US Building Services BIA

US Helpdesk Service

US QSHE & Compliance Service

US Residence Service

US Site Services

10.1 Priority Summary

	Priority
	Service or Business Function

	Priority 1

Resume within 0-4 hrs
	Security Services
Helpdesk Service

Fabric and Services Maintenance Services Reactive Maintenance

QSHE  Processes and Procedures

	Priority 2

Resume up to 24 hrs
	Transport & Car Park Management


	Priority 3

Resume up to 48 hrs
	Mail Service

Print & Reprographics Services

Portering Service

Waste Disposal & Recycling Management Services

Cleaning Services
Business Continuity Services

Health & Safety Management Services

Statutory Compliance Services

Resource Management

	Priority 4

Resume up to 1 week
	Residence Laundry & Laundrette Services

Environmental Management Services

Fabric and Services Maintenance Services Planned, Preventative Maintenance

Grounds Maintenance

Estate Management Services Residences

Human Resources Processes & Procedures

Financial & Commercial Operations

Sub-Contract / Supplier Management

	Priority 5

Resume up to 2 weeks
	Space Management & Moves

Project Works and Long Term Maintenance

Estates Management Service

Furnishing & Furniture Management


11. Contact Details
Contact details for all key stakeholders and useful contacts under this Business Continuity plan as identified in the BIA are included in Appendix G.
12. Site Specific Information
Included in Appendix H is site specific information that may be required in an emergency situation.

Site Plans

Emergency Evacuation Plans

Service Infrastructure Plans

Site Hazards e.g. Chemical storage areas
13. Action Plans  

[To be developed during mobilisation] 
1 Appendix A Business Impact Analysis

1 Appendix B Threat Assessment

1 Appendix C Risk Analysis
1 Appendix D Review and Testing Programme

1 Appendix E Training Programme
1 Appendix F Incident Log

	Date/Time
	Events/Issues/Actions/Decisions/Telephone Calls
	Comments
	By Whom
	Escalation

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1 Appendix G Contacts List
	Name
	Company
	Role
	Contact Details

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1 Appendix H Site Specific Information

Site Plans

Evacuation Plans
Service Infrastructure

Etc.
KEY EMPLOYEES
	No.
	Name
	Location
	Function

	1.
	[Redacted in accordance with the Freedom of Information Act 2000]
	Full time at the Premises
	Partnership Manager

	2.
	To be appointed
	Full time at the Premises
	Site Services Manager

	3.
	To be appointed
	Full time at the Premises
	Residences Manager

	4.
	To be appointed
	Full time at the Premises
	Estates Manager

	5.
	To be appointed
	Full time at the Premises
	QSHE and Compliance Manager

	6.
	To be appointed
	Full time at the Premises
	Finance Manager

	7.
	To be appointed
	Full time at the Premises
	Commercial Manager

	8.
	To be appointed
	Full time at the Premises
	Security Manager


Following the Effective Date and Services Commencement Date, the parties shall review the list of Key Employees (and roles) and shall (within one (1) month from the relevant date) agree such changes (if any) to the list of Key Employees to reflect the roles and make-up of the persons involved at the relevant time.
EXIT
126. OBJECTIVES AND REQUIREMENTS
126.1 This Schedule supplements Clause 33 and describes the responsibilities of both parties during the Exit Period and the ongoing activities during the Term required to assist with the planning for, and the management of, a successful, efficient and effective exit upon termination or expiry of all or part of the Agreement.

126.2 The purpose of Termination Assistance and the Exit Plan is to:

126.2.1 enable the Service Provider to cease supplying the Services, or part thereof (including Partial Termination), which are to be terminated from the end of the Exit Period, and for the University or any University Affiliate or any Replacement Service Provider, to tender for and/or perform those Services;

126.2.2 identify which of the property, assets, employees, software, Intellectual Property Rights (including know how), third party contracts, third party service providers and materials used by the Service Provider in the provision of the Services should transfer to the University or any Replacement Service Provider;

126.2.3 ensure that there is a comprehensive management and project plan in place, and to identify all of the activities the Service Provider shall be required to perform, for the orderly transition of the Services and transfer of the relevant data and other assets from the Service Provider to the University or to any Replacement Service Provider without disruption to the University's and the University Affiliates' receipt of the Services during the Exit Period;

126.2.4 eliminate or minimise any disruption or deterioration of the Services or failure to achieve the Service Levels during, and as a result of, the handover of responsibility for, the relevant Services; and

126.2.5 implement the Exit Plan and meet such other purposes and objectives as shall be documented in the Exit Plan, as the same may be updated and amended from time to time in accordance with this Agreement

together, the "Exit Objectives".
126.3 Termination Assistance shall be part of the Services and shall be provided in accordance with the Agreement.

126.4 Where in this Schedule there is reference to transition or transfer to the University, at the University's option, such transition or transfer shall be to another member of the University Group, to any Replacement Service Provider or to any other nominee of the University.

127. Contract Life Obligations
127.1 During the Term the Service Provider shall maintain in relation to each of the Premises and each Service:

127.1.1 the Asset Register;

127.1.2 a register of the Equipment and the Net Book Value of such Equipment;

127.1.3 a register of all assets used exclusively by the Service Provider in the provisions of the Services and the Net Book Value of such assets;

127.1.4 a register of all assets used by the Service Provider in the provision of the Services but which are also used by the Service Provider for other purposes and the Net Book Value of such assets;

127.1.5 details of all sub‑contracts with Approved Subcontractors and other relevant agreements (including relevant software licences, maintenance and support agreements and equipment rental and lease agreements) required for the performance of the Services;

127.1.6 up to date copies of the documentation and records set out in Appendix 2 to Schedule 12

(collectively the "Registers"). The Service Provider shall maintain the Registers in such format as is agreed between the parties and shall update the Registers from time to time.

128. EXIT PLAN
128.1 The Exit Plan shall comply with the following requirements:

128.1.1 the Exit Plan shall identify different procedures for termination including the termination of whole or part of this Agreement (including Partial Termination), the termination of some or all of the Services and/or the removal of Premises;

128.1.2 the Exit Plan shall set out all planning assumptions on which the Exit Plan is based including a risk analysis with specific reference to how continuity of Services and Service Levels will be assured during the Exit Period;

128.1.3 the Exit Plan shall provide for the base assumption that the Services shall be transferred to the University or a Replacement Service Provider which will provide Replacement Services from the United Kingdom;

128.1.4 the Exit Plan shall include an agreed list of weekly meetings (with attendees from each party (any Replacement Service Provider(s), where applicable, and agendas) to be held during the Exit Period (and beyond, if agreed by the parties) to ensure successful management of the Termination Assistance;

128.1.5 the Exit Plan shall include a clear statement of the strategy, management processes and controls to be used by the Service Provider in the implementation of the Exit Plan, including the key roles, personnel and responsibilities of the Service Provider's exit management team and (if relevant) a plan for orderly vacation of the University Premises;

128.1.6 the Exit Plan shall include full documentation of the operational, support and security processes, insofar as these are specific to the Services, and the Service Provider shall maintain such documentation in a current form for inclusion in the Exit Plan;

128.1.7 the Exit Plan shall include a milestone plan for the key activities in the Exit Plan to be completed and which shall include:

(a) the activities to be performed by the Service Provider;

(b) the activities to be performed by the University; and

(c) the activities to be performed by a Replacement Service Provider, where applicable;

128.1.8 the Exit Plan shall include details around the transfer of any assets and/or contracts listed in the Registers and noting where any such transfer is not possible;

128.1.9 the Exit Plan shall include the Service Provider's then current best estimate of the Service Provider effort in terms of the Service Provider Personnel and resources required by the Service Provider to discharge the Service Provider's obligations for Termination Assistance. For the avoidance of doubt, no additional Service Charges shall be due and payable in relation to the Termination Assistance;

128.1.10 the Exit Plan shall include details around the transfer of any assets and/or contracts listed in the Registers and noting where any such transfer is not possible;

128.1.11 the Service Provider shall remove from any Premises in respect of which a Service has been terminated any plant, equipment, machinery or other materials or assets which belong to the Service Provider and which are not being purchased by or transferred to the University;

128.1.12 the Service Provider shall take all reasonable steps and co-operate with the University and any Replacement Service Provider in order to mitigate any avoidable costs being incurred by any of the University Group or a Replacement Service Provider during or in respect of the execution of the Exit Plan;

128.1.13 the Service Provider shall conduct various activities to ensure that Premises and/or any areas of the Premises occupied by the Service Provider are returned in a clean and tidy condition;

128.1.14 the Exit Plan shall include sufficient planning information to enable the University to satisfy itself acting reasonably that the Exit Plan is comprehensive, accurate, and up to date, and to enable the parties to agree that the Exit Plan is achievable within the required timescales;

128.1.15 the Exit Plan shall include the identification and transfer of the Transferring Employees (if any) and provision of the Relevant Service Provider Information;

128.1.16 the Exit Plan shall set out how the Service Provider intends to meet the Service Levels during the Exit Period; and

128.1.17 the Exit Plan shall set out the procedure and processes for returning the University Data (including migration of any data)

together, the above requirements constitute the "Exit Principles".
128.2 The University shall be entitled to invoke the Exit Plan or any part thereof immediately upon the commencement of the Exit Period.

128.3 The Exit Plan shall be based upon the outline Exit Plan set out at Appendix 1.

129. COOPERATION AND PROVISION OF INFORMATION
129.1 During the Exit Period or such other period as may be agreed in writing between the parties:

129.1.1 the Service Provider will provide the University with complete and up to date copies of the Registers and all other documentation relating to the Services (provided that if the University already has such documentation then the Service Provider shall not be obliged to provide additional copies);

129.1.2 promptly on request by the University, the Service Provider shall provide access to and copies of all information which the Service Provider is required by any other provision of this Agreement to retain after the termination or expiry of this Agreement. Where the University is already in possession of the relevant information, the Service Provider shall not be obliged to provide extra copies thereof. The University shall be entitled to copy all such information. Such information shall include Service Level and other relevant performance data; and

129.1.3 the Service Provider shall permit the University and any Replacement Service Provider to have such access to its employees and facilities as is reasonably required by the University for the sole purpose of understanding the methods of delivery of the Services employed by the Service Provider and to assist appropriate knowledge transfer, subject to such Replacement Service Provider's execution of such confidentiality terms and access agreements as are reasonably required by the Service Provider.

130. Knowledge Transfer
130.1 During the Exit Period, the Service Provider will:

130.1.1 transfer to the University and/or the Replacement Service Provider all knowledge reasonably required for the provision of the Services which may, as appropriate, include information, records and documents; and

130.1.2 provide the University and/or Replacement Service Provider with access to such members of the Service Provider Personnel as have been involved in the development, provision or management of the Services and who are still employed or engaged by the Service Provider or its Approved Subcontractors.

130.2 To facilitate the transfer of knowledge from the Service Provider to the University and/or its Replacement Service Provider, the Service Provider shall provide a detailed explanation of the procedures and operations used to provide the Services, the change management process and other standards and procedures to the operations personnel of the University and/or the Replacement Service Provider.

130.3 The information which the Service Provider shall provide to the University and/or its Replacement Service Provider pursuant to paragraph 5.1 will include:

130.3.1 copies of up-to-date Registers;

130.3.2 agreements with third party service providers of goods and services which are to be transferred to the University;

130.3.3 key support contact details for third party service provider personnel under contracts which are to be assigned or novated to the University pursuant to this Schedule; and

130.3.4 details of physical and logical security processes and tools which will be available to the University.

131. EXIT MANAGEMENT
131.1 Each party shall each appoint a representative (each an "Exit Representative") who will act as the primary point of contact for each party in respect of the Termination Assistance and all exit‑related matters.

131.2 Immediately upon the commencement of the Exit Period, each party shall appoint representatives to a steering committee with responsibility for management of the transition of Services from the Service Provider to the University or a Replacement Service Provider (the "Exit Group").  The Exit Group shall consist of, at least, the Exit Representative for each party plus an exit manager nominated by the University.

131.3 The University may, at any time and at its sole discretion, appoint representatives of one or more members of the University Group and the Replacement Service Providers to the Exit Group.

131.4 The Parties may, by agreement, appoint representatives of other third parties to the Exit Group.

131.5 The Exit Group shall be responsible for managing the transfer of the Services and implementation of the Exit Plan. The Exit Group shall agree the management processes, controls, and style to be used in the execution of the Exit Plan, where these are not already specified in the Exit Plan.  The foregoing shall not relieve the Service Provider from full responsibility for proper provision of the Termination Assistance.

132. FEES FOR TERMINATION ASSISTANCE
132.1 All activity relating to the development and maintenance of the Exit Plan prior to the commencement of the Exit Period and all Termination Assistance shall be provided by the Service Provider at no cost to the University.

Appendix 1 To Schedule 16

OUTLINE EXIT PLAN
133. Introduction
133.1 The purpose of this Exit Plan is to outline the roles, responsibilities and processes for the demobilisation of all or part of the contract between Sussex Estates and Facilities LLP (the "Service Provider") and the University of Sussex (the "University").

133.2 The Service Provider will manage the demobilisation through the pragmatic application of the PRINCE2 Project Management Methodology.

133.3 The Exit Plan will typically commence up to twelve (12) months prior to the end of the Agreement. The Service Provider will require a minimum of four (4) months to successfully complete the Exit Plan provided always that if the Service Provider is terminated early the Exit Plan will be accelerated accordingly.

134. Date for Provision of Exit Plan

The Service Provider will undertake detailed planning regarding the activities required to complete contract closedown and transfer Services to another body. A period of two (2) weeks from the time of formal notification will be required to draft the initial exit plan details.
135. Exit Group
135.1 The Exit Group will be initiated at the time of formal notification by the University. The Service Provider members of the Exit Group will be composed of:
135.1.1 Partnership Manager;
135.1.2 Commercial Manager;
135.1.3 Finance Manager; and
135.1.4 QSHE and Compliance Manager.
135.2 The Exit Group will have access to additional Supplier resources as required to assist with closing down the contract, for example:
135.2.1 HR Business Partner; and
135.2.2 IT Manager.
135.3 The University will be required to make available appropriate resources to assist the Exit Group during the demobilisation.
136. Exit Group Roles & Responsibilities
136.1 The table below shows the roles, responsibilities and key skills for each of the Service Provider members of the Exit Group.
	Role
	Responsibilities
	Key Skills

	Partnership Manager

(1 FTE)
	· demobilisation plan

· risk and issue management
	· high level management

· client liaison

· project management

	Commercial Manager

(1 FTE)
	· asset management

· subcontracts

· financial closure of contract
	· subcontractor management

· commercial processes

	Finance Manager

(1 FTE)
	· financial closure of contract

· transfer of finance processes to incoming supplier
	· financial processes

	QSHE and Compliance Manager (1 FTE)
	· Transfer of Health and Safety data to incoming supplier
	· Health and Safety knowledge and management

	HR Business Partner

(1 FTE)
	· employee communications

· TUPE transfer of employees
· pensions transfer
	· communications

· relevant employment legislation

· people management

	IT Manager

(1 FTE)
	· data handover

· equipment retrieval/decommissioning
	· data cleansing manipulation and presentation


136.2 Finance & Commercial
136.2.1 At the commencement of the Exit Plan, the Service Provider will communicate the termination of the contract to the Approved Subcontractors and suppliers and request a final invoice. The Service Provider will reconcile the helpdesk and finance systems to ensure all records are up to date and will send out final payments as invoices are received from the Approved Subcontractors.

136.2.2 The Service Provider will work with the University to identify any leases, contracts and/or licenses that the University may wish to novate or assign to the Replacement Service Provider. This task will be undertaken and completed in a timeframe agreed between the University and the Service Provider.

136.2.3 The final contract end reports and accounts will be produced by the Service Provider ready for presentation to the University as soon as possible after the end of the Agreement.

136.3 Documentation & Records
136.3.1 The Service Provider will provide the University with a schedule of documentation and other property to be transferred to the University at the end of the contract. This will include:
(a) Service Provider operating manuals for the provision of services to the University;
(b) proprietary operating and maintenance manuals used by the Service Provider in delivering services to the University;
(c) manufacturers’ printed documentation as provided by the University to the Service Provider;
(d) project handover documentation as required;
(e) lists of all tools and plant held by the Service Provider in the delivery of services to the University;
(f) lists of spares and consumables used by the Service Provider including all details necessary to enable the re-ordering, re-stocking or replacement of spares;
(g) list of all employees directly employed by the Service Provider in the delivery of services to the University;
(h) list of all Approved Subcontractors employed by the Service Provider in the delivery of services to the University;
(i) risk assessments;
(j) condition surveys;
(k) asbestos registers;
(l) valid safety certificates for all relevant equipment in accordance with current regulations;
(m) historical statutory certification and test certificates (potable water, drainage and electrics test, calibration and repair documentation);
(n) warranties and guarantees;
(o) Asset registers;
(p) maintenance schedules and records including details of all regular and periodic preventative and planned maintenance actions and activities and corrective maintenance procedures carried out; 

(q) schedules of items of routine maintenance and inspection;
(r) all drawings held by the Service Provider relating to the University estate; and
(s) any procedures generated by the Service Provider for the purposes of delivering Services to the University.
136.3.2 All documentation will be managed and maintained by the Service Provider until the agreed handover date.
136.4 University Premises
136.4.1 During the demobilisation period, the Service Provider will conduct various on-site activities to ensure that the University owned premises occupied by the Service Provider are returned in the same condition as provided. This will include general “housekeeping” activities such as clearing out cupboards, disposing of unnecessary paperwork and ensuring filing is up to date, as well as running down stocks of consumables and chemicals and removing Service Provider owned equipment prior to the handover date.

136.4.2 As part of the Exit Plan, the Service Provider will disclose to the Incoming Service Provider details of consumables and chemicals used on-site to ensure continuity of service. Subject to agreement between the Service Provider, the University and the Incoming Service Provider, remaining stock can be left on-site, together with relevant COSHH information.

136.5 University Property & Confidential Information
136.5.1 At the point of exit, the Service Provider will return to the University any property provided to the Service Provider by the University or its agents.

136.5.2 Confidential Information disclosed or supplied to the Service Provider and secure data will be returned to the University or disposed of in accordance with the University’s instructions.

136.6 Software & Intellectual Property
136.6.1 Software used by the Service Provider on the contract will transfer to the University along with the data within these systems at the end of the contract.

136.6.2 At the point of exit, the Service Provider will provide the University with a copy of the data held within MIS systems. The Service Provider will agree with the University the format and transfer method during demobilisation.

136.6.3 The Service Provider will work with the University to identify the data for each site and service to be transferred to the Incoming Service Provider at the end of the contract.  This data will be provided in a timescale and format agreed with both the University and the Incoming Service Provider.

136.7 Information & Communications Technology
136.7.1 During the demobilisation period, the Service Provider will identify Service Provider owned ICT equipment to be transferred along with any network connections to be terminated at the end of the contract.  The Service Provider will require a three (3) month lead time for the termination of any network connections.

136.7.2 The Service Provider will also work with the transferring employees to identify personal ICT equipment to be transferred at the handover date including laptops, mobile phones, PDAs and BlackBerrys for example.

136.7.3 At the point of exit, the Service Provider will decommission and revoke access to systems provided by the Supplier for the contract, for example the Dynamics accounting system, Supplier forms and policies used by the Service Provider, etc.

136.8 Assets & Equipment
136.8.1 At the point of exit, the Service Provider will hand over or deliver assets owned by the University or purchased from the Service Provider at a time and place agreed with the University and the Incoming Service Provider.

136.8.2 Assets and equipment owned by the Service Provider, including protective equipment and work wear, will be retrieved from the University premises prior to the handover date and will be either transferred to other Service Provider contracts or disposed of. There will be no additional cost to the University associated with this.

136.8.3 Assets and/or equipment under lease at point of exit will either be terminated and returned to the supplier, or transferred to the Incoming Service Provider. This will be determined on a case by case basis.

136.9 Risk and Issue Register
During the demobilisation period a register will be created and monitored to track all risks and issues that are inherent in the demobilisation activities being undertaken.  This will include risks and issues which are jointly owned with the University and these will be monitored and managed by the Exit Group.
137. Exit Plan Management & Review
137.1 This Exit Plan is indicative only and will require further definition at the point of notification by the Service Provider that the contract will terminate or a re-tender exercise is due to commence.  The plan will then require periodic review and amendment throughout the demobilisation period. The plan will initially be set up using the following steps and approvals:
137.1.1 Detail of methodology for handover of all information detailed above in section 4 including who is accountable for the handover. This will be dovetailed with the incoming service provider’s mobilisation plan;
137.1.2 Plan for TUPE consultation and transfer of staff, to be dovetailed with incoming provider’s TUPE plan; and
137.1.3 Agreement on the above will need to be signed off by the Exit Group. Once agreed the committee will agree steps to exit to fit exit timescales. If it is a planned exit this will occur twelve (12) months prior to exit. If the exit happens due to termination then these steps will need to happen at an agreed and accelerated pace.
137.2 The Service Provider will make every effort to ensure that the Exit Plan is managed and executed successfully. This will be achieved by:
137.2.1 engaging the Service Provider Exit Group members and the University Exit Committee members at the commencement of the Exit Plan;
137.2.2 fortnightly reviews of the Exit Plan and associated risks and issues undertaken by the Exit Group;
137.2.3 conducting weekly internal reviews of the plan with the Service Provider members of the Exit Group and the internal demobilisation team;
137.2.4 addressing risks and issues in a proactive and timely fashion, outside of weekly progress meetings if required;
137.2.5 facilitating full and open communication between the Service Provider and the University throughout the demobilisation period; and
137.2.6 updating and/or reworking the Exit Plan as required to ensure that it flexes to the needs of both the Service Provider and the University during the demobilisation period.
138. Employee Transfer & Pensions
138.1 TUPE
138.1.1 During the demobilisation period, the Service Provider will continue to meet all employee-related obligations set out in the contract and will comply with all current TUPE legislation.

138.1.2 At the commencement of the Exit Plan, the Service Provider will identify all individuals directly employed by the Service Provider that will be affected by the TUPE process. The termination of the contract and details of the TUPE process will then be formally communicated to each impacted employee.

138.1.3 The Service Provider will also notify all supply chain partners that the TUPE process should be initiated. The Service Provider’s HR lead (Supplier’s regional HR Business Partner) will work directly with the HR teams at each Approved Subcontractor and supplier to ensure that the employee transfer process takes place in a smooth, coordinated and efficient manner.

138.1.4 The Service Provider will notify the Incoming Service Provider that the TUPE process has commenced. The Service Provider will then work with the Incoming Service Provider to agree the key dates for handover of information prior to the transfer date and the process for the final payroll run after the end of the contract.

138.1.5 The Service Provider will consult in a reasonable and appropriate manner with affected staff, this consultation may simultaneously involve the Incoming Service Provider. Employee liability information will be provided to the Incoming Service Provider by the Service Provider as obliged by current TUPE regulations so that the Incoming Service Provider can make every reasonable effort to maintain employee conditions of service following the transfer.

138.1.6 The Service Provider will provide employee information in line with the obligations outlined in the Agreement.

138.1.7 By the termination date, the Service Provider will have satisfied all obligations with respect to outgoing and accrued liabilities in respect of the affected employees including wages, contractual bonuses, commission, holiday remuneration, payments of PAYE, tax, social security and national insurance contributions.

138.1.8 The Service Provider will work with the University and the Incoming Service Provider to coordinate reasonable access to employees at times that do not affect the Service Provider’s contractual performance obligations during the exit period.

138.2 Pensions
Pension related information will be included in line with TUPE legislative requirements and will be supplied to the Incoming Service Provider by the Service Provider no later than two (2) weeks before the transfer date.
139. Support for Re-tender Exercise
139.1 Should the University decide to enter into a re-tender exercise at any point during the contract term, the Service Provider will support this process in the following ways:
139.1.1 facilitation of site visits in a professional and courteous manner;
139.1.2 disclosure of information relating to employee head count, working hours and roles;
139.1.3 disclosure of information relating to sites and services as required; and
139.1.4 disclosure of information relating to the current supply chain as required.
139.2 Please note that confidential or sensitive information will not be provided unless prior and specific authorisation is given by the University.

139.3 During the re-tender process, the Service Provider will ensure that documentation is brought up to date and carefully maintained to ensure a smooth transfer to the Incoming Service Provider if required, for example asset registers, HR information and PPM schedules.

140. Financial Matters
140.1 The Service Provider will make every effort to ensure that the University and the Replacement Service Provider do not incur additional costs during demobilisation.

140.2 All activity relating to the development and maintenance of the Exit Plans prior to the commencement of the Exit Period and all Termination Assistance shall be provided by the Service Provider at no cost to the University.

value testing
141. INTRODUCTION
141.1 This Schedule describes the manner in which any Value Testing may be conducted during the Term.

141.2 The University may require (at the University's sole discretion) a Value Testing of:

141.2.1 the Services;

141.2.2 the Service Levels; or

141.2.3 the Service Charges
(or any combination of the foregoing). The Service(s) to be included in the Value Testing shall include any or all, at the University's sole discretion, of the Services provided by the Service Provider under the Agreement (each a "Value Tested Service").
141.3 Each party undertakes to work in good faith to implement the provisions of this Schedule.

141.4 In no circumstances shall there be any increase in the Service Charges, or any decrease in the performance of any Services or Service Levels, as a consequence of any of the activities described in this Schedule unless agreed to in writing by the University.

142. MARKET TESTING
The University may, at any time during the Term irrespective of the timing and frequency of Value Testing described in paragraph 3.5, conduct its own review of the cost and effectiveness of the Services. This may include conducting regular meetings with third parties, including third parties that have outsourced similar services, sharing information with such third parties and inviting such third parties to give presentations to the University in order to understand market trends. If requested, the Service Provider shall provide such information, co-operation and assistance that the University reasonably requires in order to conduct any such market testing exercise. A third party to whom such information is to be disclosed shall enter into a confidentiality agreement on terms reasonably specified by the University. Such meetings and any other similar consultations may be conducted with third parties who supply Comparable Services provided that the University shall not disclose any information about the Service Provider which the Service Provider, acting reasonably, has identified as being commercially sensitive information. The exercise described in this paragraph shall not constitute Value Testing.
143. SCOPE AND INITIATION OF VALUE TESTING
143.1 Objectives – Service Charges
The objectives in relation to Value Testing of the Service Charges shall be to ensure that the University is paying charges which are, subject to paragraph 1.4, competitive in the market by reference to the Comparable Services.
143.2 Objectives – Services and Service Levels
The objectives of Value Testing in relation to Services and Service Levels are to determine the extent to which the overall quality of the Services provided by the Service Provider represents Good Industry Practice. This assessment shall be made having regard to the passage of time and consequent changes in technology, systems and Applicable Laws and Regulations affecting the sectors of both the University and the Service Provider.
143.3 Any Value Testing shall benchmark any or all of the following elements:
143.3.1 the Services;

143.3.2 the Service Levels; or

143.3.3 the Service Charges
(or any combination of the foregoing) as identified by the University under paragraph 1.2.
143.4 Services Covered
The University shall decide which Services shall be subject to Value Testing (and the aspects of the relevant Services that are to be reviewed and tested).
143.5 Timing and Frequency of the Value Testing
143.5.1 The University shall have the right (at its sole option and discretion) during the Term to require Value Testing at regular intervals.

143.5.2 The first Value Test may not be carried out until twenty-four (24) months after the Effective Date.

143.5.3 Value Testing may not be carried out more than once every twenty-four (24) months in respect of the same Services (provided always that, notwithstanding the date of the last Value Testing exercise, the University may require Value Testing in respect of the Services in the sixth Year of this Agreement).

143.6 Initiating Value Testing
143.6.1 The University shall be entitled to initiate Value Testing at any time, subject to paragraph 3.5. The University may initiate Value Testing by issuing a written notice (a "Value Testing Notice") to the Service Provider specifying the Service(s), Service Levels and/or Service Charges to be Value Tested.

143.6.2 Prior to issuing a Value Testing Notice, the University may submit a written request to the Service Provider to meet to discuss whether the University should proceed with the Value Testing. The parties shall, within a reasonable period of such a request (which period shall not exceed fifteen (15) Working Days, unless otherwise agreed) meet to discuss the request and agree to either reduce the Service Charges for all or a portion of the Services (as specified in the University's request) and/or improve or modify the Services and the related Service Levels, or leave them unchanged.  If the Service Provider considers that the Service Charges and/or the Services and related Service Levels should remain unchanged, it shall provide evidence that it is providing a competitive service or such other evidence to support its assertion that there should be no change.  If the parties cannot agree whether the Service Charges should be reduced or left unchanged and/or the Services and related Service Levels improved or modified, the parties shall (unless the University otherwise requires) conduct a Value Testing exercise upon the terms of this Schedule.

144. APPOINTMENT OF A VALUE TESTER
144.1 Each Value Testing shall be conducted by a Value Tester (as agreed between the parties, or if not agreed within ten (10) days, as may be identified by the Chair of the Institute of Chartered Accountants in England and Wales) with suitable skills and experience of value testing in the facilities management industry, who shall be appointed by the University within three (3) months of the Value Testing Notice being issued (or such longer period as may be agreed between the parties (such agreement not to be unreasonably withheld or delayed)). If a Value Tester is not appointed by the University within such timescale the Value Testing Notice shall lapse and the proposed Value Testing shall not take place.

144.2 Before receiving any information from the University or the Service Provider regarding the Services, Service Levels and/or the Service Charges, the Value Tester shall enter into a confidentiality agreement with both parties. Neither party shall unreasonably withhold or delay approval of the confidentiality agreement. The confidentiality agreement shall not restrict disclosure by the Value Tester to the University for the purpose of the Value Testing.

144.3 The Value Tester's costs for Value Testing shall be borne by the University. Each party shall bear its own costs (other than the costs of the Value Tester) relating to a Value Testing.

144.4 The parties shall each, at their own cost, co‑operate with the Value Tester and provide reasonable information requested by the Value Tester relating to the relevant Services, Service Levels and/or the Service Charges. This shall include making available knowledgeable personnel and pertinent documents and records, and providing access to premises, systems or equipment where necessary to facilitate the Value Tester in performing the Value Testing. The Service Provider shall obtain authority from any third parties, to whom it owes confidentiality obligations precluding it from complying with the foregoing, to allow it to disclose relevant information to the Value Tester solely for the purposes of enabling the Value Tester to carry out the Value Testing. The Service Provider shall obtain such authority from all third parties on the Effective Date or, where the Service Provider enters into an agreement with a third party subsequent to the Effective Date, from the effective date of the agreement(s) between the Service Provider and any third party. The Service Provider shall not enter into any agreement(s) with any third party without obtaining such authority.

145. CONDUCT OF VALUE TESTING
145.1 Value Tester's Methodology
145.1.1 The Value Tester shall perform the Value Testing in accordance with the Value Tester's methodology, such methodology to be agreed upon as part of the process for agreeing upon and engaging the Value Tester.  As part of such Value Testing, the Value Tester shall examine the relevant Services, Service Levels and/or the Service Charges under the Agreement for the (aspects of the) Services being benchmarked and shall measure the Service Provider's performance under the Agreement in order to determine whether that performance matches, and the relevant Services, Service Levels and/or the Service Charges are competitive with, Comparable Services and the corresponding charges of a sample of operations run by or for other entities.

145.1.2 In carrying out the measurement of the Service Provider's performance described in paragraph 5.1.1, the Value Tester shall (unless the University otherwise requests) examine, and provide detail in its report of, those areas where the delivery and the performance of the Services (and related Service Levels) should be improved or modified and/or the Service Charges reduced to bring the Services being value tested in line with performance standards and/or charges for Comparable Services, including areas such as time, cost and quality.

145.1.3 The Value Tester's report shall be produced in terms which will enable the University to elect whether to require the Service Provider to, amongst other things, improve or modify service standards, improve or modify service delivery against those standards, reduce the Service Charges, or to propose a combination of improvements or modifications in these areas.

145.2 Selecting a Representative Sample of Comparable Organisations
145.2.1 The Value Tester shall select the most appropriate representative sample from entities:

(a) identified by the Value Tester and approved by the University; and
(b) identified by either party and approved by the Value Tester and the other party (that other party's approval not to be unreasonably withheld, delayed or made subject to unreasonable conditions).
145.2.2 Subject to the normalisation process pursuant to paragraph 5.3.1, the following conditions shall apply to the sample contemplated in paragraph 5.2.1:

(a) the sample shall include not less than three (3) Comparable Outsourced Entities unless otherwise agreed between the parties;
(b) the sample may include entities that have not outsourced facilities management operations, provided always that preference shall be given to inclusion of organisations which have done so; and
(c) the sample may include up to a maximum of two (2) entities that are outsourcing customers of the Service Provider provided always that preference shall be given to inclusion of organisations that are not customers of the Service Provider.
145.3 Value Testing Process
145.3.1 Prior to performing the Value Testing, the Value Tester shall provide a written statement of its Value Testing methodology and shall meet with the University and the Service Provider to explain and agree the approach with the University (taking into consideration any observations from the Service Provider). The Value Tester shall conduct the Value Testing as promptly as is prudent in the circumstances and shall, in any event, issue a preliminary version of its report within three (3) months of its appointment unless otherwise agreed between the Value Tester and the University. The data to be used by the Value Tester should be no more than twenty four (24) months old ("Current Information") unless older data is agreed as acceptable for use in the exercise by the University. If information is not within the definition of Current Information, then the University shall be entitled, at its option, to defer the Value Testing until such time as Current Information is available or seek the appointment of another Value Tester who has access to such information. In conducting the Value Testing and in comparing the relevant Services, Service Levels and/or Service Charges against Comparable Services, comparable service levels and/or comparable charges the Value Tester shall normalise the data which is used to perform the Value Testing to take account of all pertinent factors, including:

(a) accommodating differences in volume of services, scope and complexity of services, service levels (including key performance indicators), circumstances of service delivery, financing or payment streams;
(b) employee and pension liabilities of the comparable services; geographical location; quality standards of delivery; age, nature and condition of the facilities in which the comparable services are being performed;
(c) ensuring equivalent peer group comparisons;
(d) ensuring that representative data represents relevant and current trends and practice;
(e) the terms and conditions of contract (including, the term of the contract), relating to the Comparable Services;
(f) the value of any distributions accruing to the University from profits achieved by the Service Provider; and
(g) any other differences in the Comparable Services when compared with the Value Tested Services and which would be material to the price charged or the service outputs delivered in respect of the Comparable Services
(together, the "Adjustment Factors").

145.3.2 The purpose of the normalisation process set out at paragraph 5.3.1 is to ensure that the results of the Value Testing provide as accurate a comparison of the relevant Services, the Service Levels and/or the Service Charges as is reasonably possible.

145.3.3 The Value Tester shall provide one copy of a preliminary version of its report to each of the Service Provider Contract Manager and the University Contract Manager who will review and check for factual accuracy. A copy of the draft report will then be sent to the Registrar of the University and the Company Secretary of the Service Provider who will review and comment on the Value Tester's preliminary report. The parties shall meet with the Value Tester within ten (10) Working Days of receipt of the Value Tester's preliminary report, with a view to consulting on the Value Tester's findings and recommendations. The Value Tester shall, subject to the University's agreement, revise its report in the light of such consultation and shall issue (as soon as is reasonably practicable and in any event within twenty (20) Working Days (unless otherwise agreed between the Value Tester and the University)) a final report of its findings and conclusions as set out in paragraph 6.

145.4 Opportunity Report
The University may also require the Value Tester to produce an opportunity report which helps the parties to identify cost reduction opportunities from new technologies and best practice techniques used by other organisations, so that such information will assist the parties to more fully understand the levels of price and performance being achieved by other organisations and how they are being achieved.
146. VALUE TESTING RESULTS
146.1 The final report of the Value Tester shall be reviewed by the Strategic Governance Board within five (5) Working Days of its receipt by the parties.

146.2 If, in the final report of the Value Tester, the Service Charges to the University for the Value Tested Services are found to be higher than the average charges for the sample Comparable Services (taking into account the Adjustment Factors) and/or the delivery of the Services and related Service Levels are found to be lower than the average for the sample Comparable Services (taking into account the Adjustment Factors) or there are any other recommendations by the Value Tester, then:

146.2.1 the Service Provider shall promptly and in any event within thirty (30) Working Days after the first meeting of the Strategic Governance Board referred to above, develop a plan setting out how the Service Charges for the Value Tested Services and/or the delivery of the relevant Services and related Service Levels will be brought into line with the Comparable Services and/or the other recommendations of the Value Tester will be implemented (the "Value Testing Implementation Plan"), to include an implementation schedule and a schedule of reduction in the Service Charges (as applicable), subject to the approval of the University; and

146.2.2 subject to paragraph 6.4, in the event that the Value Tester's report only relates to a reduction in Service Charges and where no other implementation is required, the Service Charges shall be reduced with effect from the date of the Value Tester's final report.

146.3 In the case of any acceptance of a required improvement in the delivery of the Services and/or, at the University's sole discretion, an increase in the related Service Levels or implementation of any other recommendations in accordance with the Value Tester's report, the Service Provider shall proceed to implement the same in accordance with the approved Value Testing Implementation Plan.

146.4 The Value Tester shall act as an expert and not as an arbitrator.  The Value Tester's final report issued in accordance with paragraph 5.3.3 shall be binding on the parties, save in the case of manifest error, negligence, or wilful misconduct by the Value Tester in the preparation of the report.

146.5 If the Service Provider:

146.5.1 fails to meet with the University in accordance with paragraph 6.1;

146.5.2 fails to provide a Value Testing Implementation Plan in accordance with paragraph 6.2.1; or

146.5.3 fails to reduce the Service Charges and/or otherwise fails to implement the requirements of the Value Testing Implementation Plan in accordance with paragraphs 6.2 and 6.3
it shall constitute a material breach of the Agreement.
146.6 The Service Provider shall implement any Changes or other measures which the University requires to be implemented in connection with this paragraph 6 in accordance with the Change Control Procedure (save that the costs of such Changes shall be borne by the Service Provider alone). Any disputes which arise in relation to this Schedule 17 shall be resolved in accordance with the Dispute Resolution Procedure.

EMPLOYMENT SCHEDULE
147. INTERPRETATION
147.1 In this Schedule unless the context requires otherwise, the following words and expressions shall have the following meanings:

	"Agreed Redundancy Procedure"
	means the procedure set out at Appendix 4

	"University Transferring Employees"
	means all those employees of the University and/or any member of the University Group wholly and/or mainly engaged in the Services immediately before the Services Commencement Date as listed in Appendix 1, save for those who object to their transfer pursuant to Regulation 4(7) of the Employment Regulations 

	"Employee Liability Information"
	means the information which a transferor is obliged to notify to a transferee pursuant to Regulation 11(2) of the Employment Regulations

	"Employment Losses"
	means all claims, demands, penalties, actions, proceedings, damages, compensation, protective awards, court or tribunal orders or awards, fines, costs, expenses, pension liabilities and all other losses and liabilities (including legal and other professional expenses on an indemnity basis)

	"Employment Regulations"
	means the Transfer of Undertakings (Protection of Employment) Regulations 2006 and/or any other regulations enacted for the purpose of implementing the Acquired Rights Directive (Council Directive 77/187/EEC as amended by Council Directive 98/50 EEC and consolidated in Council Directive 2001/23/EEC ) into English law

	"New Employees"
	means all employees other than the University Transferring Employees employed by or recruited by the Service Provider to provide the Services to the University including for the avoidance of doubt any Non-University Transferring Employees

	"Non-University Transferring Employees"
	means all those employees of any Outgoing Service Provider and/or any sub-contractor of an Outgoing Service Provider who are wholly and/or mainly engaged in the Services immediately before the Services Commencement Date, save for those who object to their transfer pursuant to Regulation 4(7) of the Employment Regulations 

	"Outgoing Service Provider"
	means the following Service Providers who prior to the Services Commencement Date provided services similar to the Services to the University Group or any of its members: (i) Emprise Services PLC and (ii) the Landscape Group Limited and (iii) any other third party service provider engaged as at the date of this Agreement in the provision of services to the University in respect of which it is agreed between the University and the LLP that the provision of the relevant services to the University by the LLP instead of that third party service provider constitutes a Relevant Transfer

	"Potential Returning Employees"
	means those employees of the Service Provider (or any Service Provider Affiliate or Approved Subcontractor) wholly or mainly engaged in providing the Services from time to time in accordance with this Agreement

	"Relevant Transfer"
	means a relevant transfer of an undertaking for the purposes of the Employment Regulations

	"Relevant Transfer Date"
	means, in respect of  Returning Employees, the date or dates on which there is a transfer of responsibility for the provision of the Services or part of the Services to which they are assigned between the Service Provider and any member of the University Group and/or a Replacement Service Provider (as the case may be) 

	"Replacement Service"
	means any service which any member of the University Group provides or obtains in place of the Services or any of them 

	"Replacement Service Provider" 
	means a member of the University Group or a third party appointed by any member of the University Group from time to time, to provide any Replacement Service (including a Step-In Third Party)

	"Required Minimum Hourly Rate"
	means £7.29 per hour, such rate being increased as follows:

(a)
with effect from 1 August 2013, by applying the 2013 national pay award in the HE sector if agreed between the University and Colleges Employers' Association and relevant trade unions before or on the Services Commencement Date; and

(b)
thereafter, by reference to the Service Provider's remuneration policy for employees of the Service Provider (or any Service Provider Affiliate or Sub-contractor) at the relevant site

	"Returning Employees"
	means those Potential Returning Employees listed in a Schedule to be agreed by the parties prior to the Subsequent Transfer Date who it is agreed are or were employed by the Service Provider (and/or any Approved Subcontractor) wholly and/or mainly in the Affected Services immediately before the Subsequent Transfer Date and who become employed by the University or Replacement Service Provider on the Subsequent Transfer Date

	"Subsequent Transfer Date"
	means the date or dates on which there is a Relevant Transfer of Affected Services under paragraph 5.1 of this Schedule

	"Transferring Employees"
	means the University Transferring Employees and the Non-University Transferring Employees


148. INITIAL TRANSFER OF EMPLOYEES
148.1 Transferring Employees
148.1.1 The University and the Service Provider intend and acknowledge that the commencement of the Services on the Services Commencement Date by the Service Provider shall, with respect to the Transferring Employees, constitute a Relevant Transfer and agree that as a consequence of that Relevant Transfer the contracts of employment made between the current employer and the Transferring Employees (save insofar as such contracts relate to benefits for old age, invalidity or survivors under any occupational pension scheme) shall have effect from and after the Services Commencement Date as if originally made between the Service Provider and the Transferring Employees.

148.1.2 Notwithstanding the acknowledgement and agreement in paragraph 2.1.1 and in recognition of the possibility that the transaction contemplated by this Agreement may be determined not to be a Relevant Transfer by a court or tribunal, the Service Provider shall with effect from the Services Commencement Date offer employment to each University Transferring Employee on like terms to the terms on which they would have become employed by the Service Provider had there been a Relevant Transfer or, to the extent that it is not reasonably practicable to do so in respect of any such term, on terms which are not in such respect materially to the detriment of the University Transferring Employee.

148.2 Information and Consultation
148.2.1 The Service Provider shall comply (and shall procure that any Service Provider Affiliate or Approved Subcontractor complies) with its obligations under Regulation 13 of the Employment Regulations during the period prior to the Services Commencement Date.

148.2.2 The University shall comply, and shall use reasonable endeavours to ensure that any Outgoing Service Provider shall comply, with its obligations under Regulations 13 and 14 of the Employment Regulations during the period prior to the Services Commencement Date, save where the University is unable to do so as a result of the failure of the Service Provider to comply with their duties under Regulation 13 of the Employment Regulations.

148.2.3 The Service Provider will, forthwith on request by the University, appoint a person or persons to liaise with the University in relation to information to and consultation with the trade union representatives of the Transferring Employees and information to and communication with the Transferring Employees themselves.  The Service Provider will agree in good time with the University a detailed plan for such information, consultation and communication and shall co-operate with all reasonable requests made by the University in relation to the same. The Service Provider shall not make any communication to the Transferring Employees without prior approval of the University.

148.3 Employee Liability Information
148.3.1 The University will provide to the Service Provider the Employee Liability Information in relation to the University Transferring Employees (other than any relevant information already provided under paragraph 2.3.2), at such time or times as are required by the Regulations and shall take reasonable steps to procure that the Employee Liability Information in relation to the Non-University Transferring Employees is provided to the Service Provider by any Outgoing Service Provider at such time or times as are required by the Regulations. The University gives no warranty as to the accuracy or completeness of this information.
148.3.2 The University has supplied to the Service Provider the  information, as at the Effective Date, which is contained in Appendix 1 (the "First Transferring Employee List") regarding the name, age, date of birth, gender, date of commencement of employment, period of continuous employment, job title, salary and other benefits, notice period and holiday entitlement of each of the University Transferring Employees and (subject to this being provided to the University by any Outgoing Service Provider) of any non-University Transferring Employees. The University gives no warranty as to the accuracy or completeness of this information.

148.3.3 The University shall also supply to the Service Provider within five (5) Working Days after the Services Commencement Date a "Final Transferring Employee List" updated to reflect any changes to the First Transferring Employee List of which the University is aware as at the Services Commencement Date.  The University gives no warranty as to the accuracy or completeness of this information.
148.4 Indemnities
148.4.1 The University shall indemnify and keep fully and effectively indemnified the Service Provider on demand from and against any and all Employment Losses which the Service Provider may suffer or incur (directly or indirectly) in respect of:

(a) any claim or demand by any University Transferring Employee (whether in contract, tort, under statute, pursuant to European law or otherwise) including, any claim for unfair dismissal, wrongful dismissal, a redundancy payment, breach of contract, unlawful deduction from wages, discrimination on the grounds of sex, race, disability, age, sexual orientation, religion or religious belief, personal injury, a protective award or a claim or demand of any other nature, in each case arising directly or indirectly from any act, fault or omission of the University or any member of the University Group in respect of any University Transferring Employee in the period on and before the Services Commencement Date, save to the extent that the Service Provider is able to claim successfully in respect of any such Employee claim or demand under the terms of an employer's liability insurance policy transferring by operation of law from the University to the Service Provider;

(b) any failure by the University to comply with its obligations under Regulations 13 and 14 of the Employment Regulations, or any award of compensation under Regulation 15 of the Employment Regulations, save where such failure arises from the failure of the Service Provider and/or any Service Provider Affiliate and/or any Approved Subcontractor to comply with its or their duties under Regulation 13 of the Employment Regulations; and

(c) any claim (including any individual employee entitlement under or consequent on such a claim) by any trade union or other body or person representing the any University Transferring Employees (or other employees of the University or any member of the University Group) arising from or connected with any failure by the University or any member of the University Group to comply with any legal obligation to such trade union, body or person.

148.4.2 The Service Provider shall indemnify and keep fully and effectively indemnified the University and/or any member of the University Group and/or the Outgoing Service Provider on demand from and against any and all Employment Losses which the University and/or a member of the University Group and/or an Outgoing Service Provider (as applicable) may suffer or incur (directly or indirectly) in respect of:

(a) any claim or demand by any Transferring Employee (whether in contract, tort, under statute, pursuant to European law or otherwise) including, any claim for unfair dismissal, wrongful dismissal, a redundancy payment, breach of contract, unlawful deduction from wages, discrimination on the grounds of sex, race, disability, age, sexual orientation, religion or religious belief, a protective award or a claim or demand of any other nature, in each case arising directly or indirectly from any act, fault or omission of the Service Provider or any Service Provider Affiliate or any Approved Subcontractor in respect of any Transferring Employee on or after the Services Commencement Date and during the term of this Agreement or otherwise relating to that period;

(b) any failure by the Service Provider or any Service Provider Affiliate or any Approved Subcontractor to comply with its obligations under Regulation 13 of the Employment Regulations;

(c) any claim (including any individual entitlement of a Transferring Employee under or consequent on such claim) by any trade union or other body or person representing the Transferring Employees arising from or connected with any failure by the Service Provider or any Service Provider Affiliate or any Approved Subcontractor to comply with any legal obligation to such trade union, body or person; and

(d) any change or proposed change in the terms and conditions of employment or working conditions of the Transferring Employees on or after their transfer to the Service Provider or any Service Provider Affiliate or any Approved Subcontractor on the Services Commencement Date, or to the terms and conditions of employment or working conditions of any person who would have been a Transferring Employee but for their resignation or decision to treat their employment as terminated under Regulation 4(9) of the Employment Regulations on or before the Services Commencement Date as a result of any such changes.

148.5 Employees Remaining Employed by the University Group
148.5.1 If as a result of the transaction contemplated by this Agreement it is found or alleged that any of the University Transferring Employees remains an employee of the University or any member of the University Group after the Services Commencement Date:

(a) the University shall notify the Service Provider of that finding or allegation within fourteen (14) days after becoming aware of it;

(b) in consultation with the University, the Service Provider shall within seven (7) days of becoming aware of the finding or allegation make that person a written offer of employment to commence immediately on the same terms and conditions as the Service Provider would be obliged to provide to that person if his employment had transferred pursuant to the Employment Regulations and under which the Service Provider agrees to recognise that person's period of service with the University or the member of the University Group, and the University shall give all reasonable assistance requested by the Service Provider to persuade that employee to accept the offer;

(c) if the offer of employment made by the Service Provider is accepted by that person, the University agrees to permit that person (and to procure that the member of the University Group permits that person) to leave the University or member of the University Group's employment without having worked his full notice period, if that person so requests; and

(d) the University (or, where applicable, the member of the University Group) may within twenty-eight (28) days after becoming aware of that allegation or finding, if that person is still or still claims to be an employee of the University (or member of the University Group) and has not accepted an offer of employment with the Service Provider, dismiss the employee with immediate effect.

148.6 Apportionments and Payments
148.6.1 The University shall be responsible for all emoluments and outgoings in respect of the University Transferring Employees (including, all wages, bonuses, commission, premiums, subscriptions, PAYE and national insurance contributions and pension contributions) which are attributable in whole or in part to the period up to and including the Services Commencement Date (including bonuses or commission which are payable after the Services Commencement Date but attributable in whole or in part to the period on or before the Services Commencement Date), and shall indemnify and keep fully and effectively indemnified the Service Provider on demand from and against any and all Employment Losses which the Service Provider may suffer or incur (directly or indirectly) in respect of the same.

148.6.2 The Service Provider shall be responsible for all emoluments and outgoings in respect of the Transferring Employees (including, all wages, bonuses, commission, premiums, subscriptions, PAYE and national insurance contributions and pension contributions) which are attributable in whole or in part to the period after the Services Commencement Date and during the term of this Agreement (including any bonuses, commission, premiums, subscriptions and any other prepayments which are payable before the Services Commencement Date but which are attributable in whole or in part to the period after the Services Commencement Date and during the term of this Agreement), and shall indemnify and keep fully and effectively indemnified the University and/or any member of the University Group and/or the Outgoing Service Provider on demand from and against any and all Employment Losses which the University and/or a member of the University Group and/or an Outgoing Service Provider (as applicable) may suffer or incur (directly or indirectly) in respect of the same.

149. OBLIGATIONS DURING THE AGREEMENT
149.1 At all times during this Agreement, the Service Provider shall ensure that the provisions of this clause are complied with in respect of any University Transferring Employee for so long as the University Transferring Employee is employed by the Service Provider in the same or broadly similar role as held by him/her at the Services Commencement Date:

149.1.1 The basic salary of the University Transferring Employee (excluding overtime rates or any contractual overtime) shall be at least equivalent to that of the University Transferring Employee as at the Services Commencement Date:

149.1.2 The overall annual leave entitlement of the University Transferring Employee shall remain at least equivalent to that of the University Transferring Employee as at the Services Commencement Date, including the benefit of eight (8) public/bank holidays (pro-rated for part-time employees) and six (6) minimum service days (pro-rated for part-time employees) although nothing in this Agreement shall preclude the Service Provider from scheduling minimum service days on days which differ from those scheduled by the University;

149.1.3 The entitlement of any University Transferring Employee to paid sick leave shall be at least equivalent to that of the University Transferring Employee as at the Services Commencement Date:

149.1.4 The contractual hours of work per week of any University Transferring Employee (as at the Services Commencement Date) shall not be decreased without the prior agreement of the University Transferring Employee;

149.1.5 No University Transferring Employee can be obliged or required to work for the Service Provider at any location other than the University's sites without prior mutual agreement by the University Transferring Employee. This obligation shall not preclude the Service provider from requiring any University Transferring Employee to attend an alternative work location for the purposes of training or induction.

149.2 In the period of twelve (12) months commencing with the Services Commencement Date (or such longer period as shall be agreed between the University and the Service Provider), if the Service Provider proposes to dismiss any Transferring Employee by reason of redundancy (with the exception of the Transferring Employee in a post for which UCU is the recognised trade union and in respect of whom a separate procedure applies under his contract of employment), the Service Provider shall follow the terms of the Agreed Redundancy Procedure.

149.3 The Service Provider shall ensure that each University Transferring Employee and each New Employee shall, while employed by the Service Provider or any Service Provider Affiliate and assigned to the provision of the Services, have access to either (at the employee's choice):

149.3.1 a pension scheme which is substantially equivalent to the Sussex Group Stakeholder Scheme as at the Services Commencement Date as detailed in Part 1 of Appendix 3 and that in relation to each University Transferring Employee who is, at the Services Commencement Date, a member of one of the University's final salary pension schemes (USS or USPAS) the substantially equivalent scheme shall include access to the contribution rates set out in Part 2 of Appendix 3; or

149.3.2 the National Employment Savings Trust Scheme (NEST).

149.4 Paragraph 3.3 shall not prevent the Service Provider from enrolling (on or after the Service Provider's staging date under pensions auto enrolment legislation) any University Transferring Employee or any New Employee into an alternative pension scheme if the University Transferring Employee or New Employee has not by that date chosen to join the scheme mentioned in paragraph 3.3.1 provided that the University Transferring Employee or New Employee shall have been offered the opportunity (before the relevant auto enrolment date or the end of any auto enrolment postponement period) to join the scheme mentioned in paragraph 3.3.1. For any University Transferring Employee any alternative pension scheme shall meet the Service Provider's obligations under the Transfer of Employment (Pension Protection) Regulations 2005 and sections 257 to 258 Pensions Act 2004.

149.5 The Service Provider shall offer and make available to any University Transferring Employees or New Employees, who do not elect to participate in a scheme substantially similar to the Sussex Group Stakeholder Scheme provided by the Service Provider, life insurance cover at the rate of three (3) times annual salary.

149.6 At all times during this Agreement, the Service Provider shall ensure that the provisions of this paragraph are complied with in respect of any New Employees:

149.6.1 The Service Provider shall pay an hourly rate of pay to each New Employee which is no less than the Required Minimum Hourly Rate;
149.6.2 Each New Employee shall be entitled to paid sick leave of no less than three (3) months' full pay and three (3) months' half pay in respect of sickness absence in any twelve (12) month period (subject to compliance with notification and certification requirements as laid down by the Service Provider (or any Service Provider Affiliate) from time to time); and
149.6.3 Each New Employee shall be entitled to paid maternity, paternity and adoption leave which shall be at least equivalent to the provisions in Appendix 6.

149.7 At all times, the Service Provider shall ensure that:

149.7.1 each member of the Service Provider Personnel is suitably qualified, adequately trained and capable of providing the applicable Services in respect of which they are engaged;

149.7.2 there is an adequate number of Service Provider Personnel to provide the Services properly;

149.7.3 only those people who are authorised by the Service Provider (under the authorisation procedure to be agreed between the parties) are involved in providing the Services; and

149.7.4 all of the Service Provider Personnel comply with all of the University's policies including those that apply to persons who are allowed access to the applicable University's Premises.

149.8 The University may refuse to grant access to, and remove, any of the Service Provider Personnel who do not comply with any such policies, or if they otherwise present a security threat.

149.9 The Service Provider shall replace any of the Service Provider Personnel who the University reasonably decides have failed to carry out their duties with reasonable skill and care. Following the removal of any of the Service Provider Personnel for any reason, the Service Provider shall ensure such person is replaced promptly with another person with the necessary training and skills to meet the requirements of the Services.

149.10 The Service Provider shall, for the duration of the Agreement, deliver a minimum of ten (10) training hours per person per annum to the Service Provider's Personnel.

149.11 The Service Provider shall maintain up-to-date personnel records on the Service Provider Personnel engaged in the provision of the Services and, on request, provide reasonable information to the University on the Service Provider Personnel. The Service Provider shall ensure at all times that it has the right to provide these records under Data Protection Legislation.

149.12 The Service Provider shall (and shall procure that any Approved Subcontractor shall) maintain current adequate and suitable records regarding the service of each of the Service Provider Personnel including details of terms of employment, payments of statutory sick pay and statutory and non-statutory maternity pay, disciplinary, grievance and health and safety matters, income tax and social security contributions and any enhanced redundancy entitlement in excess of statutory redundancy pay and (save to the extent prohibited by law) shall transfer the same or a complete copy of the same to the University or any Replacement Service Provider within fourteen (14) days of any Subsequent Transfer Date in relation to each Returning Employee.

149.13 The Service Provider will comply with the public sector equality duty under s149 Equality Act 2010 and any associated Regulations and codes of practice from time to time in force as if it was a public authority for such purposes under the Equality Act 2010. The Service Provider shall provide such information and cooperation in relation to the discharge of its obligations under this paragraph as the University shall reasonably request.

150. EXIT MANAGEMENT
150.1 The Service Provider shall not (and shall procure that any Service Provider Affiliate and Approved Subcontractor shall not) without the prior written consent of the University (such consent not to be unreasonably withheld or delayed) vary, or purport or promise to vary, the terms or conditions of employment of any Potential Returning Employee (including a promise to make any additional payment or provide any additional benefit) where any part of such variation or addition:

150.1.1 first takes effect in the six (6) months prior to expiry of all or part of the Services, or after notice of termination of all or any part of the Services has been given by a Party;

150.1.2 first takes effect after expiry or termination of all or any part of the Services;

150.1.3 results in any Potential Returning Employee's employment not being terminable by the Service Provider, a Service Provider Affiliate, an Approved Subcontractor, a member of the University Group, or a Replacement Service Provider, within three (3) months of the date of expiry or termination of all or any part of the Services;

150.1.4 relates to a payment or the provision of a benefit triggered by termination of employment;

150.1.5 relates to the provision of a benefit (but excluding base salary) which any such Potential Returning Employee will or may have a contractual right to receive after the expiry, or after the termination, of all or any part of the Services; or

150.1.6 prevents, restricts or hinders any Potential Returning Employee from working for any of the University Group or a Replacement Service Provider in the performance of the duties which he/she performed for the Service Provider or a Service Provider Affiliate or any Approved Subcontractor

save where such variation or addition is carried out in the ordinary course of business and not in any way related to the transfer of all or part of the Services.

150.2 The Service Provider shall, so far as the law permits, ensure (and shall ensure that any Service Provider Affiliates and Approved Subcontractors ensure) that all Service Provider Personnel engaged in respect of the Services are under an obligation of confidentiality to the Service Provider or the relevant Service Provider Affiliate or Approved Subcontractor (as appropriate), and to the University, not to disclose or use any trade secrets or confidential information acquired during the course of or as a result of their employment or engagement which belongs to and is of value to any member of the University Group, or in respect of which any member of the University Group owes a duty of confidentiality to a third party.

150.3 No later than six (6) months prior to the expiry or termination of all of part of this Agreement or all or part of the Services (or, if earlier, within fourteen (14) days of notice being given to terminate all or part of this Agreement (for whatever reason)) or at any other time requested by the University, the Service Provider shall, to the extent permitted by the Data Protection Act 1998, and within ten (10) days of the University's request, fully and accurately disclose to the University staff information, including the following information set out below ("Relevant Service Provider Information"):

150.3.1 the total number and description of Potential Returning Employees (whoever the employer) including name, age, sex, job title, date of birth and date of commencement of appointment and continuous employment and the specific part of the Services which they are engaged in providing to the University;

150.3.2 in respect of each Potential Returning Employee, the percentage of time spent by each Potential Returning Employee in providing the Services to the University and in providing services to other customers or clients of the Service Provider (indicating the number of other clients and customers concerned);

150.3.3 in respect of each Potential Returning Employee, whether he or she is employed on a full time basis and, if not, the relevant proportion of full time hours for which he/she is employed;

150.3.4 an explanation of the Service Provider's organisational structure showing clearly the relevant business unit (or similar) associated with the provision of the Services to the University and detailing whether the business unit (or similar) concerned provides services to clients or customers other than the University;

150.3.5 an explanation of how the Service Provider determines from time to time which employees will be deployed to provide Services to the University as opposed to the Service Provider's other customers or clients;

150.3.6 the terms and conditions of the Potential Returning Employees;

150.3.7 details of all amounts payable and benefits provided to each of the Potential Returning Employees;

150.3.8 the redundancy terms applicable to the Potential Returning Employees;

150.3.9 details of all changes to the matters listed above, promised to or discussed with any of the Potential Returning Employees;

150.3.10 details of any Potential Returning Employees who might reasonably be regarded as a key employee in the context of the maintenance of the Services after expiry or termination of all or part of this Agreement;

150.3.11 a list of agency workers, agents and independent contractors engaged by the Service Provider, Service Provider Affiliates and Approved Subcontractors;

150.3.12 details of any disciplinary proceedings taken against a Potential Returning Employee or grievance proceedings taken by a Potential Returning Employee within the previous two years or circumstances likely to give rise to such proceedings;

150.3.13 details of any court or employment tribunal case, claim or action brought by a Potential Returning Employee or their representatives or which the Service Provider or any Service Provider Affiliate or an Approved Subcontractor has reasonable grounds to believe that a Potential Returning Employee or their representatives may bring;

150.3.14 the total payroll bill of the Potential Returning Employees;

150.3.15 details of all agreements or arrangements entered into in relation to or affecting the Potential Returning Employees with any trade union or organisation or body of employees including any employee representatives, with a brief summary of the current state of negotiations with such bodies;

150.3.16 details of all death, disability benefit or permanent health insurance schemes and other similar arrangements with or in respect of the Potential Returning Employees including the identities of any such employees in receipt of benefits under any such scheme;

150.3.17 any documentation governing each of the pension arrangements which the Service Provider, any Service Provider Affiliate and any Approved Subcontractor has in place in respect of the Potential Returning Employees (including any communications with defined benefit members (including announcements and letters) in relation to opting out of any defined benefit scheme);

150.3.18 details of all strikes or other industrial action taken by any of the Potential Returning Employees and details of any industrial disputes or claims for recognition by any trade union;

150.3.19 details of long term or serious ill health or disability affecting any Potential Returning Employees' capacity to work; and

150.3.20 any other information reasonably requested by the University.

150.4 To the extent that the Potential Returning Employees' consent is required under the Data Protection Act 1998 in order to disclose any of the foregoing or for any other purposes in relation to paragraph 4.3 the Service Provider shall use its best endeavours to secure that consent or, if consent is not provided, provide the data in an anonymous form in order to enable disclosure of the information requested.

150.5 The University may disclose, and permit use of, the Relevant Service Provider Information to/by any relevant members of the University Group and/or any potential Replacement Service Provider.

150.6 At the University's request, the Service Provider agrees (and shall procure that the Service Provider Affiliates and Approved Subcontractors agree) to provide the Relevant Service Provider Information (including any updates) directly to a member of the University Group and/or a Replacement Service Provider.

150.7 At intervals to be stipulated by the University, and immediately prior to the subsequent Transfer Date, the Service Provider shall deliver to the University a complete update of all such information as shall have been deliverable pursuant to paragraph 4.3, and, if requested, the Service Provider shall meet with the University to discuss the information disclosed.

150.8 At the time of providing the information pursuant to paragraphs 4.3, 4.5 and 4.6 the Service Provider shall warrant the completeness and accuracy of all such information.

150.9 Without prejudice to paragraphs 4.3, 4.5, 4.6 and 4.7 the Service Provider agrees to provide the Employee Liability Information to the University (or, where relevant, the relevant member of the University Group or the Replacement Service Provider) at such time or times as are required by the Employment Regulations, and, at the time of providing such Employee Liability Information, the Service Provider shall warrant that the Employee Liability Information:

150.9.1 is complete and accurate at the time it is provided to the University (the relevant member of the University Group or the Replacement Service Provider, as appropriate);

150.9.2 will be updated to take account of any changes to such information, as required by the Employment Regulations.

150.10 The University may assign the benefit of the warranties at paragraphs 4.7 ,4.8 and 4.9 to a member of the University Group and/or a Replacement Service Provider.

150.11 The Service Provider shall (and shall ensure that any Service Provider Affiliates and Approved Subcontractors shall) upon the reasonable request of the University enable and assist the University and such other persons as the University may reasonably determine to communicate with and meet the Employees and their representatives as, when and where the University determines.

150.12 The Service Provider undertakes to the University that it shall not (and shall procure that the Service Provider Affiliates and Approved Subcontractors shall not), in the six (6) months prior to expiry or termination of all of part of this Agreement or all or part of the Services (or, if earlier, within fourteen (14) days of notice being given to terminate all or part of this Agreement (for whatever reason)), and in respect of all or part of the Services which will cease to be provided by the Service Provider (or any Service Provider Affiliate or any Approved Subcontractor) (the "Affected Services" for the purposes of this paragraph), without the prior written consent of the University (which shall not be unreasonably withheld or delayed):

150.12.1 terminate or give notice to terminate the employment or engagement of any Potential Returning Employees (other than in circumstances in which the termination is for reasons of misconduct or lack of capability);

150.12.2 transfer away, remove, reduce or vary the involvement of any of the Potential Returning Employees from or in the provision of the Affected Services (other than where such transfer or removal: (i) was planned as part of the individual's career development; (ii) takes place in the ordinary course of business; and (iii) will not have any adverse impact upon the delivery of the Services by the Service Provider, (provided that any such transfer, removal, reduction or variation is not in anyway related to the transfer of the Services)); and

150.12.3 recruit or bring in any new or additional individuals to provide the Affected Services who were not already involved in providing the Affected Services prior to the relevant period.

150.13 The Service Provider shall use its best endeavours to ensure (and shall ensure that any Approved Subcontractor uses its best endeavours to ensure), in time for the University to be able to meet its obligations under this Agreement, that it is lawfully permitted to disclose the information required to be disclosed under this Agreement, which will include the Service Provider using all reasonable endeavours to secure the consent of the Potential Returning Employees to such disclosure of information relating to them where consent is necessary for the disclosure.

151. TRANSFER ON TERMINATION
151.1 Where all or part of the Services cease to be provided by the Service Provider (or by a Service Provider Affiliate or an Approved Subcontractor) for any reason (including in the event of the University exercising a Step-In Right) and where all or part of the Services continue to be provided by any member of the University Group and/or a Replacement Service Provider, there may be a Relevant Transfer of employees and/or liabilities to the relevant member of the University Group and/or a Replacement Service Provider for the purposes of the Employment Regulations.  If there is, or it is alleged that there is, such a Relevant Transfer then paragraphs 5.2 to 5.4 shall apply.

151.2 If there is a Relevant Transfer for the purposes of the Regulations, the employment of the Returning Employees shall transfer to the University or a Replacement Service Provider in accordance with the Regulations with effect from the Subsequent Transfer Date.

151.3 If the parties both reasonably believe that there will be a Relevant Transfer for the purpose of the Regulations, the parties shall co-operate in agreeing a list of Potential Returning Employees prior to the Subsequent Transfer Date, and shall co-operate in seeking to ensure the orderly transfer of the Potential Returning Employees to the University and/or the Replacement Service Provider.

151.4 Regardless of whether the Regulations apply to the transfer of the Returning Employees, the parties acknowledge and agree that if the University and/or any Replacement Service Provider makes an offer of employment to any of the Potential Returning Employees, and where such offers are accepted, the Service Provider undertakes that it shall waive (and shall procure that any Approved Subcontractor shall waive) any notice of termination of employment required to be given by the relevant Potential Returning Employees, and shall not (and shall procure that any Approved Subcontractor shall not) restrict, prevent or delay any such Potential Returning Employees from taking up or commencing (or agreeing to take up or commence) employment or engagement with the University and/or any Replacement Service Provider on the date of termination of the Agreement, or where relevant, the termination of that part of the Services in which such Potential Returning Employees are engaged.

152. Apportionments and Payments
152.1 The Service Provider shall be responsible for all emoluments and outgoings in respect of the Returning Employees (including all wages, bonuses, commission, premiums, subscriptions, PAYE and national insurance contributions and pension contributions) which are attributable in whole or in part to the period up to, and including, the Subsequent Transfer Date (including any bonuses or commission which are payable after the Subsequent Transfer Date but attributable in whole or in part to the period on or before the Subsequent Transfer Date) and the Service Provider will indemnify the University (both for itself and any Replacement Service Provider) against any costs, claims, liabilities and expenses (including reasonable legal expenses) incurred or suffered by the University or any Replacement Service Provider in respect of the same.

153. Indemnities
153.1 The Service Provider shall indemnify and keep fully and effectively indemnified the University (both for itself, any member of the University Group and a Replacement Service Provider) against any and all Employment Losses which the University, any member of the University Group or a Replacement Service Provider may suffer or incur (directly or indirectly) in connection with or as a result of:

153.1.1 any claim or demand by any Potential Returning Employee (whether in contract, tort, under statute, pursuant to European law or otherwise) including, any claim for unfair dismissal, wrongful dismissal, a redundancy payment, breach of contract, unlawful deduction from wages, discrimination on the grounds of sex, race, disability, age, sexual orientation, religion or religious belief, personal injury, a protective award or a claim or demand of any other nature, in each case arising directly or indirectly from any act, fault or omission of the Service Provider or any Approved Subcontractor in respect of any Potential Returning Employee on or before the Subsequent Transfer Date, save to the extent that the University or any Replacement Service Provider is able to claim successfully in respect of any such claim or demand under the terms of an employer's liability insurance policy transferring by operation of law from the Service Provider or any Approved Subcontractor to the University or any Replacement Service Provider;

153.1.2 any failure by the Service Provider or any Approved Subcontractor to comply with its or their obligations under Regulations 13 and 14 of the Regulations, or any award of compensation under Regulation 15 of the Regulations, save where such failure arises from the failure of the University or a Replacement Service Provider to comply with its or their duties under Regulation 13 of the Regulations;

153.1.3 any claim (including any individual employee entitlement under or consequent on such a claim) by any trade union or other body or person representing the Potential Returning Employees arising from or connected with any failure by the Service Provider or any Approved Subcontractor to comply with any legal obligation to such trade union, body or person on or before the Subsequent Transfer Date;

153.1.4 the provision of inaccurate or incomplete information pursuant to paragraphs 4.3, 4.5, 4.6, 4.7 and 4.8;

153.1.5 any claim by any person who is transferred by the Service Provider to the University and/or a Replacement Service Provider or whose name is included in the list of Potential Returning Employees where such person was not engaged wholly or substantially in providing the Services prior to the Subsequent Transfer Date; and

153.1.6 any sub-contract which it enters into with an Approved Subcontractor except that the Service Provider shall not be liable in respect of such subcontract for any period following its assignment (with the University's agreement) to the University or any member of the University Group or any Replacement Service Provider.

154. Other Transferring Employees
154.1 If it is found or alleged that:

154.1.1 the employment of any person other than the Returning Employees transfers to the University or a Replacement Service Provider on or after the Subsequent Transfer Date pursuant to the Regulations; or

154.1.2 the employment of any Returning Employee was not in fact transferred to the University or any Replacement Service Provider pursuant to the Regulations 
paragraphs 8.1.2 to 8.1.6 shall apply.

154.1.3 The University shall notify the Service Provider, or shall procure that the Replacement Service Provider notifies the Service Provider of that finding or allegation as soon as reasonably practicable after becoming aware of it.

154.1.4 In consultation with the University, the Service Provider shall within seven (7) days of becoming aware of that allegation or finding make that person a written offer of employment to commence immediately on the same terms and conditions as that person was employed prior to the transfer (actual or alleged), and under which the Service Provider agrees to recognise that employee's prior service with the Service Provider (or, where applicable, the Approved Subcontractor) and the University shall give all reasonable assistance requested by the Service Provider to persuade that person to accept the offer.

154.1.5 The University or Replacement Service Provider may, within twenty-eight (28) days after becoming aware of that finding or allegation, if that person is still an employee of the University or the Replacement Service Provider and has not accepted an offer of employment with the Service Provider, dismiss that person.

154.1.6 The Service Provider shall indemnify and keep indemnified the University against costs, liabilities and expenses (including reasonable legal expenses) which the University and the Replacement Service Provider may suffer or incur in relation to that dismissal and the employment of that person up to the date of that dismissal and any other claim brought by that person in each case:

(a) provided the University and the Replacement Service Provider take all reasonable steps to minimise such costs, liabilities and expenses; and

(b) save to the extent that the University or the Replacement Service Provider is able to claim successfully in respect of any such costs, liabilities and expenses under the terms of an employer's liability insurance policy transferring by operation of law from the Service Provider or any Approved Subcontractor to the University or the Replacement Service Provider.

155. Information and Consultation
155.1 The Service Provider shall comply (and shall procure that any Approved Subcontractor shall comply) with its duties under Regulations 13 and 14 of the Regulations in relation to any Relevant Transfer of the Affected Services, save where it is unable to do so as a result of the failure of the University and/or a Replacement Service Provider to comply with their obligations under Regulation 13 of the Regulations.

155.2 The University shall and shall procure that any Replacement Service Provider shall comply with its/their duties under Regulation 13 of the Regulations in relation to any Relevant Transfer of the Affected Services.
Appendix 1

university transferring employee LIST
[Redacted in accordance with the Freedom of Information Act 2000]
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THE UNIVERSITY OF SUSSEX

CCONDITIONS OF EMPLOYMENT OF MANUAL AND ANCILLARY STAFFS

Qeneral
Inthe interpretation of these Conditions of Employment the following definitions apply:-

(@ A"fulltme” employee is a person engaged to work a normal week of 36.5 hours
or more (see 9 below).

(b) A “part-time" employee is a person engaged to work a normal week of less than
36.5 hours.

(6)  Aresident’ employee Is a person who is required to reside in University
accommodation as a condition of employment.

Other definitions are given elsewhere in these Conditions of Employment in the
following paragraphs as follows:-

(d) A holiday on otner days when the Universtty is operating on minimum service is
defined in 27.

() The "normal working week" is defined in .
) "Overtime" is defined in 10.
Paragraphs (g) 1o () have been defeted.

() Reference throughout this document to the mascuiine gender shall inciude the
feminine gender, and vice-versa, except where the context otherwise requires.

Members of staf are utimately responsible to the Vice-Chancellor for the satisfactory
performance of their cuties, but in their day-to-day work each member of staff is
responsible to the officer specified in the letter of appointment s amended from time.
to time.

Unless an exception has been made by the Vice-Chancellor in any individual case,
members of staff other than those appointed to part-time or temporary posts are
required to reside within 20 miles of the University.

In the case of ful-time appointments to the University, members of staff may not hold
any other appointments except with the prior consent of the University.

Members of staf of the University may be required, in accordance with the procedure
laid down in document E52A, to work in any University buiding.

Members of staff working in the University areas concerned with the preparation or
serving of food are required o obtain a certiicate that they are medically fit for such
work from a registered medical practitioner. If the practitioner states that the member
of staff is unfit for such work, or if the member of staff does not obtain such a
certificate within one week of the commencement of service, then their contract of
employment is void.
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Rates of Pay

7. The salary scales are published at
o and form

part of these Conditions.

Remuneration s paid monthly on the last day of each month, in arrears, by bank credit.
Income tax is deducted as instructed by the Revenue and Customs.

The annual incremental date is 1 October, except that persons appointed or promoted
between 1 Aprl and 30 September inclusive recive their first increment on 1 October of
the following calendar year. Increments are granted autornatically but may be postponed or
withheld for a specified period for unsatisfactory work.

8. Paragraph 8 has been deleted.

Normal Hours of Work and Working Week

9. Anormal working week for full-ime employees shall consist of 36.5 hours. Except
where otherwise agreed or stated below the normal working hours are spread equally
over five days from Monday to Friday. Gertain members of staff may be required to
work at weekends.

‘The normal working week is exclusive of meal breaks. The number of hours normally
worked in a week may vary in a cycle of duty providing that the average number of
hours per week for the complete cycle is 36.5 or more.

The working hours for Catering staif are spread across any five days out of seven
including weekends. Working hours generally fall within the hours of 5.30am to 10pm
(although evening hours will be until 11.30pm for two of the units in Bramber House —
Eat Central and the main production kitchen). Staff work a four-week rolling rota, i.. a
rota where the shift patterns repeat themselves every four weeks. Catering Services
staff work an average of two weekend days per four week period (i.e. one weekend
every 4 weeks which equates to a maximum of 23 weekend days per annum, but not
necessarily a consecutive Saturday and Sunday) and Kitchen Staff work alternate
‘whole weekend shifts (maximum of 25 shifts or 49 weekend days per annurm).

Overtime - Conditions for Payments and Rates

10. Wherever possible employees should co-operate in working any necessary overtime.
As much advance warning as practicable of overtime working will be given but
unavoidable that some overtime occurs at short notice due to sickness and
emergencies.

A working week of 36.5 hours must be completely worked before overtime is payable
except in cases of authorised absence which wil include sickness. When an
employes s working a cycle of duty which covers a period averaging 365 hours per
week, then the number of normal hours in each week will vary, as stipulated in the
‘employee's contract of employment, and overtime will be calcuiated on the basis of an
average of 36.5 hours per week.




[image: image23.png]‘Time worked in addition to the daily work which forms part of the normal working week
of 36.5 hours is counted as overtime and is paid at the following rates:-

Time and a half for hours worked beyond 36.5 hours on days 1-5 inclusive
that an inclividual works In their working week.

Time and three quarters for hours worked beyond 36.5 hours on ither or
both of the 8 or 7" day worked in a week.

"Conditioned overtime" is where employees are conditioned (ie required by the
University) to work more than 36.5 hours a week as a normal and regular scheduled
feature of their employment: it excludes extra hours worked for staff shortage, or
occasional or abnormal work, but it includes regular scheduled work required for the
University whether by a requirement on each employee or by reliance on volunteers.
It Gan be seasonal, ie employees can be required fo work an hour a day overtime in
term fime but not in vacations. Voluntary conditioned overtime is defined in Document
£528.

Work on a Bank/Public Holiday or minimum service da

10a. Double time will be paid for all hours worked on a bankipublic holiday or minimum
service day, plus time off in lieu (TOIL) up to a maximum of an individuafs normal
working day, irrespective of the 36.5 hour threshold having been reached. Bankipublic
holidays and minimum service days will be deemed 1o start at 12 midnight and end at
12 midnight, 24-hours later.

1. Paragreph 11 has been deleted.

‘Additional Hours for Part-time Staff

12. When additional hours are worked immediately before or after normal hours of duty, a
part-time employee is paid at the hourly rate of pay unless the number of hours
worked in the pay week exceeds 36.5, when overtme rates as stipulated in Paragraph
40 will apply.

13, Paragraphs 13 to 17 have been deleted

tand-in Duties

18 An employee required to undertake the duties of a job in a higher grade for a period of
one normal working day is paid at the rate for the higher grade during the period
providing all the duties and responsibilities of the higher grade job are undertaken.
The higher rate continues to be paid for each full day of stand-in duty worked
continuously after the first normal working day. This does not apply where the
requirement to act as deputy is included in the job.

Call Out Provision

19 (For employees required to retum to work at an unscheduled time, but excluding those
employees who receive a Call Out Allowance.)

(a) o qualify for payment in accordance with this paragraph, employees must:
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20.

have ceased work and left the place of employment and been recalled to

work, or

have been notified before ceasing work to return to work at a time not less

than two hours after the normal fni

(b)  Where the recall to work is at a time which is more than three hours before their
normal commencing time, payment shall be as follows:

@ | Retum to work and not required | A minimum payment as for two
or required for less than two | hours at the rate of tme-and-a-
hours half or the rate appropriate to

the day and time whichever is
the greater.

(@ | Timoe worked up to and including | Time-and-a-half of the rate
three hours appropriate to the day and time

whichever is the greater.

(i) | Time worked in excess of three | Double-time for hours worked in
hours excess of three up to normal

commencing time.

()| Work after midnight Double-time for all hours worked
up to normal commencing time,
subject to a minimum payment
under () above.

(c)  Where the recall to work is three hours or less before normal commencing time
an employee shall be paid time-and-a-half o the rate appropriate to the day and
time, whichever is the greater, for the hours worked and plzin time In respect of
any period between the finish of the work and normal commencing time.

(d)  This payment does not apply to staff where the employee is given the option not
to return to work as requested, or to amangements which receive the spiit shift
‘supplement.

Tenure

Members of staff are appointed on probation for a period of three months unless
otherwise stated in their letter of appointment. Members of staff transferred or
promoted on these conditions will not be placed on probation for a second fime.
During the probationary period all these Conditions of Employment apply except that
the appointment may be terminated by one weeks notics in wiiting on either side.
During the last month of the probationary period consideration Is given to confirming
the member's appointment or o extending it for a further period. Ifthe appointment is
not confirmed on the expiry of any probationary period or of any extension 1o it, the
appointment will terminate. The member wil be informed in writing of the University's
decision at least one week before the appointment terminates in this way.
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minimum amount of notice being as follows:

By the University Length of Nofice
Where the employee has a period of | One month
continuous service of less than five years:
Where the employee has a period of | Three months
continuous service of five years or more

By the member of staff Gne mont
* Members of staff are encouraged to give as much notice as possible when they intend to
leave the Universily.

22 Where a member of staf falls to give or serve the prescribed period of notice, the
University tay offset against any amounts due for holiday entitlement a sum for the
period of notice not served. Payment will however be made for all hours actually
worked.

23. Paragraph 23 has been removed following the aboltion of the statutory retirement age.

24, Subject to the above provisions, appointments to the staff of the University are made
either indefinitely or for a specified period which is stated in the letier of appointment,

‘Superannuation and Pension Arrangements

25, The appointment is pensionable. The relevant scheme for staff on grades 1 o 6 Is the
Sussex Group Stakeholder Scheme. (The University of Sussex Pension and
Assurance Scheme has ciosed to new members )

National Insurance Contributions

26. National Insurance contributions are deducted monthly from salaries. The amount of the
contribution depends on whether or not the member is contracted out of the State Second

Pension (S2P).

IV Holidays and Sick Leave

27. Members of the manual and ancillary staff are entitled in the leave year, 1st October to
30th September, to holidays with pay in accordance with the Holiday Scheme for
Manual and Ancillary Staff (Document E53). This Scheme entities members of staff to
paid holidays on the days when the University is operating on minimum service, at
present six, as well as on the eight publicibank holidays, provided that members of
staff may be required to work on any of these days and if they are so required to work
they will be entitied to special payments and/or to days off i lie in accordance with
the Scheme. Members of staff are also entitled to annual holidays with pay of twenty
days, which in the first year of service accrues at the rate of 1/12th for each completed
calendar month of continuous service. For the purpose of this provision, part months"
service at the start and finish of employment within the first year of service shall be
aggregated and, if 30 or more calendar days, the aggregate period shall be treated as
a monin's service for the determination of leave. In addition 10 this standard holiday
entitlement full time employess are entitled to one additional day of holiday in the
leave year after they have completed three years of service with the University, ane
additional day of holiday in the leave year after they have completed four years of
service and one additional day of holiday in the leave year after they have completed
five years of service. As stated in the Scheme, the University maintains the right to
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29.

30

3t

2.

“lay-off part-fime members of the catering staff during vacations, if their services are
not required, on the terms set out in the Scheme.

Members of the manual and ancillary staff who are absent from duty owing to iliness,
including Injury or other disabilty, are eniled to the benefis of the University Sickness
Benefit Scheme (Document E49A). Members of staff absent from duty owing to
illness should inform the University of such absence immediately, or as soon as is
practicably possible. Members of staf il for more than three days must submit a self
certificate and i ill for more than seven days a doctor's certficate must be submitted.

The monthly salary payable during annul holidays and sick leave shall be the rate
ordinarlly payable for the basic working week, together with payments (if any) for
conditioned overtime which would have been worked in that week. (Porters in the
residential area who take their holidays in vacations are paid conditioned overtime
based on the average of the previous term.)

Details of entitlement to maternity leave, paternity leave, adoption leave and parental

leave are available on the Human Resources website of from the Human Resources
office.

Trade Union
Members of staff of the University have the right:-
(a) to be a member of such a trade union as they may choose;

(b) to refuse to be a member of any particular trade union or other organisation of
workers;

() if they are a member of a trade union to take part, at any appropriate time, in
the activiies of that union (including any activities as, or with a view to
becoming, an offical of that union), and to seek or accept slection or
appointment as an offcial o that union.

(‘Appropriate time" in this paragraph means outside normal working hours or, if
the consent of the officer to whom the member of staff is responsible, as in
Paragraph 2, for the day-to-day work has been given, within working hours. For
instance, in accordance with the Procedure Agreements, there may be
occasions when union meetings are held during working hours.)

The University has recognised Unison as the appropriate trade union for manual and
ancillary staffs for the purpose of

(1) union recruitment, and
(2)  representation of their own members, and
(3)  representation and negotiation on behalf of Unison members.

Similarly the University has recognised Unite for their Craft membership.
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33 Members of staff having an individual grievance, complaint or problem relating to
employment should normally discuss the matter first with the person specified for this
purpose on appointment or as amended from time to time. At any discussions
members of staff may, if they wish, be accompanied by a friend who may be a Union
representative. The procedure to be followed if the grievance is not safisfactorily
setled at the inital stage is set out in the Staff Grievance Procedure, copies of which
are available from the Human Resources Office.

Vil Conditions Applicable to Part-Time and Temporary / Fixed Term Members of
Staff

34, Except where otherwise stated, all these conditions of employment apply to temporary
(or fixed term) appointments and to part-time appointments.

VIl Amendment of Conditions
35, The University reserves the right to amend the foregoing conditions of employment

after negotiation, In accordance with the Procedure Agreements, with Unison and
Unite, as appropriate.

HR Office
April 2013
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DATA PROTECTION ACT

The hoiding o processing of infomation on individuals which a member of staff may handle in the course of
his or her dues is subject (0 the Data Protection Act 1984 and the Universitys Code of Practca on
Safeguarding the Confidentialty of Personal Information. It is the policy of the Uriversity that all members of
staff must comply with this Act and the Code of Praciice. The Dala Protection Act refers to information stored
in computers as widely defined, inclucing word processaors, ('equipment operating automaticall I responsa to
instructions"), whereas the Code of Practice refers {0 allpersonal information about an individualleared in the
course of a member of staffs dutles. The Universty has designated a Data Protection Offcer to oversee
compliance with the Act.

‘The attention of members of staffis drawn in particular to the following points:

1. Information conceming individuals leamed in the course of a member of staffs duties must not be
‘communicated to ather persons or bodies unless required to do 5o by law of for the proper purposes of
University business, or with the consent of the individual concened, and any disclosure of information
must be consistent with the University's registration under the Data Protection Act.

2. Itisthe responsibilty of all members of staff to ensure:

() that appropriate measures are taken to ensure that information which they obtain, including
information given on computer print-out, microfiche etc, is not accidentally dvulged to
unauthorised persons, and that appropriate care is taken in disposing of printed information and

(i) that the measures relating to their particular offices, to ensure the securlty of personal
information, are applied and

(i) that any personal data they handie has been registared under the Data Protection Act, and that
the Data Protection Officer is informed of any data which is not registered or of any changes or
deletions that might affect the University's registration.  For anyone handiing personal data that
they do not themselves control, this responsibilty is met by checking with the person who controls
the data.

A Code of Practice on the Data Protection Act, with Annexss on subject access requests and on
securlty has been issued, and Section Heads or appropriate academic officers wil inform staff of
the security measures applicable to their office.

3. Staff who are data holders may hoid persanal data anly in accordance with the University's registration
under the Data Protection Act, except where a_member of staff has chosen to register as & Data User
for his Universiy academic work, and where a member of staff has chosen to be so registered he
should inform the Data_Protection Officer, Data hoiders should make appropriate arrangements for
access to their data whenever they are absent from the Universily.

4. No employee is pemitted to remove from the University personal data with the intention of processing
this on another computer, unless suuch use s recognised and authorised as part of the system. The
standard of securiy at ancther site should be adequate having regard to this code of pracice.

5. The University will use its resources to support any employee o student who faces court proceedings
for alleged breaches o the Act connested with the Universiy's registration, i that employee or student
has acted in a reasonable manner, and not in breach of this Code of Practice.

Copies of the Code of Practice on Safeguarding the Confidentialty of Personal Information, which gives staff
tights of access to their manual personal fles, and of the Code of Practice on the Data Protection Act, may be
consuled for reference in Schaol Offices, the Library, or the Humen Resources Offce.
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THE UNIVERSITY OF SUSSEX

Statement of University Procedures concerning working in other buildings/sites

The University Conditions of Employment of Manual and Ancillary Staffs state:

Members of taff of the University may be required, in accordance with the procedure laid down
in document E52A, to work in any University building

The procedure agresd between the University and Unison and Unite Is as follows:

() Members of staff who are initially appointed to work in a particular building or buildings (eg
porters) will not normally be required to work either temporarily or permanently in another
building without their consent.

(b)  Members of staff not initially appointed to work in a particular building or buildings (eg catering
staff, craft staff) will not normally be required to work either temporarily or permanently on
another site without their consent.

(9)  Lists of those crafis and grounds staff who are wiling to work on other sites will be prepared,
and requests o work at other sites willfirst be made to those listed. Only if there s no-one
avallable from the lists of volunteers will a person not on the list be asked to work at another
site.

(d) Where an abnormal situation is held to exist, the question of re-allocation of staff will be
discussed with Unison or Unite representatives, as appropriate, as soon as possible.
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THE UNIVERSITY OF SUSSEX

SICKNESS BENEFIT SCHEME FOR MANUAL AND ANCILLARY STAFE.

Proambl

1

The University's Sick Pay Scheme covers employees who are absent from duty owing to certfied ilness,
including industrial disease or accident. During their absence, empioyees shall receive not more than the
normal weekly wage as defined in Paragraph 13 below, by way of

() payments arising from Statutory Sick Pay (SSP) during 28 wesks of absence in any tax year,
(i) payments arising from State incapacity beneft after 28 weeks of absence and
(i) allowances provided by the Scheme.

Following the introducton of Statutory Sick Pay from April 1983, some requirements of the Uriversity's Sick
Pay Scheme may vary from the statutory requitements of SSP. Care should be taken to distinguish between
the respective requirements of the two Schemes. L is ot intended that employess shall receive, during the
fist 28 wesks of absence, less than the normal weekly wage as defined in Paragraph 13 below.

Conditions of admisslon to the Scheme

3

If requested by the Universiy, an employee shall give details of any past or current iness and undergo a
medical examination at the University's expense as a precondition of admission to the Scheme.

Conditions for claiming allowance

4.

An employee is not entitled to claim aflowance unless

(e)  where precticable noification is made on the first day of absence to the officer prescribed for this
purpose by the University:

() a seif-ertfcate is furnished by the fourth day of absence, unless otherwisa required by the University,
‘and a doctor's certficate is fumished for absence of more than 7 calendar days, inciuding Sunday;

() for longer periods of absence, subsequent doctor's certificates are fumished to the University at the
‘same intervais as they are required for National Insurance purposes.

Where an employes has provided an open doctor's statement during sickness absence, the employes must
obtain a doctor's statement of fitness to resume duies before returning to work.

Exclusion from benefit

5.

Where absence on the grounds of sickness is due or attributable to:

(2)  an employee's own misconduct, or
(b)  injury whilst working in his/her own time on his/ner own account or for another employer for privete

gain, an employee is not entitled to an alowance under this scheme, except at the discretion of the
Universiy.

Emplovees excluded from the Scheme on medical grounds or lack of service

7

Where an employes is excluded from the Scheme on medical grounds or lack of service and is absent due
toindustrial disease or accident associated with employment at the University, the employee shal be enitied
to an allowance based on an assumed 3 months' service or, ifthe actual service is longer, as if the employes
had been admitted to the Scheme on the date of appointment.
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8

Reauir to submitto

An employee wh is not incapable of work but who is deemed in accordance with the National Insurance
Acts to be incapable for work becase of contact with Infectious disease s entied to the provisions of tis
Scheme. A period of absence on tis account shall not be reckoned against the employee's entiement to
allowance during absence due to nommal sickness or industial isease or accident

10

An employee shal, if required by the Universiy, during any period of prolonged absence or frequent
absences, undergo a medical examination by a registered medical practiioner nominated by the University.
In the event of a difference in medical opinion 8 to the employee's fitness for work, the matter shall, at the.
request of the niversty or of the employee, be submitted to an independent medical rsferee chosen ointy.
If the referee determines that the employes is fitto resume work, the allowance under the Scheme ceases
with effect from the date on which the referee determines that the employee shoud return to work

Scale of allowances

10,

.

12

Within any span of 12 monts, payment of allowance s for the foliowing periods according to length of
continuous service:

Length of Service. Full Pay Half Pay
During the first three months service 2 weeks 2 weeks
First year after three months” service 2 months 2 months
‘Second and third year 3 months 3 months
Fourth and fifth vear 5 months S months
After five years' service S months 6 months

provided that the University may, at its discretion, extend the period of allowance in an individual case if the
circumstances 5o justify.

ofall
“The period Guring which the aliowance is paid is calculated by deducting from the employes's entitement
any period, or the aggregate of periods, of paid absence on sick leave during the 12 months immediately
preceding the first day of absence.

“The fullpay allowance is the amount which when added to:

(@ payments arising from SSP duing the first 28 wesks of absence;

() payments arising from State incapaciy benefi afte the first 28 weeks of absence;

() compensation payments under the Employers' Liabilty Acts;

(@) any payments under any Acts amending, altering or affecting those Acts or at Common Law;

Is the equivalent of the empioyes's normal weekly earnings. No deductions are taken from the half pay

allowance, except to the extent to which the allowance, including the benefits listed above, exceeds the full
normal weskly earnings.

Normal weekly eamings for purposes of calculating sick pay.

13

‘The normal weskly eamings for sick pay purposes are the normal weekly wags plus enhanced payment for
unsocial hours, shift supplements, overtime and other allowances regularly paid as an additon to basic
wages. Where earnings for a normal working wesk vary from week to week or from one part of the year o
another then the calculation s based on average eamings over whatever period is necessary to cover the
variations.
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14,

15,

‘The National Insurance Incapacity Benefi or Statutory Sick Pay which is to be taken into account for the
calculation of the allowance is the full payment to which an employee is entitied on the basis that the
employee has satisfied, 50 far as possible, the contribution conditions and, so far as the employee Is
required by the Universty to do so, the conditions for the reporting of sickness and the claiming of benefit
under the relevat Acts. When the 28 wesks of absence under SSP has expired, make up of pay will be on
the basis that the employee is recsiving full state benefis and that the employee is obliged to declare any
alterations in hisfher circumstances which might affect these entitements.

Widows and maried women exercising thelr right 1o be exempted from the payment of full National
Insurance contrbutions ars dsemed to be insured i their own right and to be receiving full benefits.

Sickness during annual holidays

18.

An employee who falls sick during the course of annual leave is regarded as being on sick leave from the
date specfied on a self-cerficate, or on a doctors statement in the case of finess exceeding 7 calendar
days, and is entiled 1o take the balance of hollday at @ later dete afer retuming to work, provided the
balance of holiday is taken before the end of the leave year, or such longer period as may be agreed by the
Universtty.

Accident - third party claim

17,

18

19,

20,

Where a member of staff s absent from duty as a resut of an injury or accident in such circumstances that
damages may be recoverabls from a third party, the University shall instead of sick pay advance (o the
member a sum or sums of money equivalent to the sick pay which he or she would otherwise have recaived,
on condition that the member wil refund to the Universiy any sums recovered by him o her from a third
party in 5o far as those sums represent compensation for loss of eamings from the Universy. The member
shall be obliged to make a claim or to take legal proceedings against a third party for such compensalion if
required 50 10 o by the University on the basis of indemnity from the University as to his or her expenses
Any period of absence in a case where refund of monles advanced is mad n ful will N0t be recorded for the
purpases of the Sickness Benefit Scheme. Where the refund is mad in part only, the University may. at its
discretion, decide to what extent the period of absence may so be recorded.

In the event of the employee being dissafisfied at the ultimate determination by the University under
Paragraph 17, the matter may be referted, either jointy or at the request of either party, to the Joint
Secretaries of the Joint Committee for advice. Any period of absence in such a case where & refund of the
monies advanced is made in full shall not be taken into account for the purpose of Paragraph 11 of the
Scheme.

Where, however, the refund is made in part only, the University may, at s discretion, decide to what extert,
if any, the period of absence shall be taken Into account for the purpase of Paragraph 11 above.

“The requitement to refund allowances from damages recsived does not extend to any sum awarded by the
Criminal Injuries Compensation Board.

Personnel Office.
January 1988
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Holiday Scheme: Manual and Ancillary Staff

1. This scheme applies to those appointed on the Conditions of Service of
Manual and Ancillary Staff (see document E52). It applies to full and part time
staff.

Holidays
2. Holiday Entitiement shall be as follows:
a) Annual Leave Entitlement i ing Days
5 Day Week 6 Day Week
With the choice of 20 days plus 1long 24 days plus 1 fong
dates left o the service day after service day after

individual, subjectto  completing 3 years  completing 3 years
the approval of the  continuous service, 1~ continuous service, 1
Head of Department ~ day after completing ~ day after completing

who will not 4 years continuous 4 years continuous.

unreasonably senviceand 1day  service and 1 day

withhold consent. after completing 5 after completing 5
years continuous  years continuous.
service. service.

N.B. For the purpose of reckoning long service entiiement,
employment with another employing institution in The University
sector (without a break of service) shall be counted as continuous
service.

b) Public and Statutory Holidays 8 Days

(Normally, New Year's Day, Good
Friday, Easter Monday, May Day,
Spring  Bank Holiday, Late
Summer Bank Holiday, Christmas
Day, Boxing Day)

N.B. These days may be moved to other more convenient dates by
prior agreement locally.

©) Other days when the University 6 Days
s Closed

To be fixed at the discretion of
The University ~after local
consultation.

3. Paragraph 3 has been deleted.
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leave can be carried forward fo the next year.

Annual Leave Year

5. The leave year runs from 1% October to 30" September. In the first year of
service, annual leave entitiement accrues at the rate of 1/12" for each
completed calendar month of continuous service.

An employee who leaves the employment of The University is entitled to
receive pay in lieu of any annual holiday entitlement which has been accrued
but not taken.

Pay During Annual Leave

6. A day's pay for annual leave is the equivalent of total earnings for a normal
working week divided by the number of days worked by the employee in the
week. Enhanced payment for conditioned overtime is included. Where
eamings for a normal working week vary from week to week or from one part
of the year to another, then the calculation is based on average eanings over
whatever period is necessary to cover the variations. The calculation is made
on the basis of the current hourly rate for the employee’s post at the time the
holiday is taken

Public and Statutory Holiday

7. An employee is entitied to a holiday with a normal day’s pay on each of the
public holidays, except in the circumstances described in Paragraph 9 below.

8. A normal day's pay for a public holiday is the sum which would have been
payable i that day had not been a public holiday.

9. An employee is not paid for a public holiday if absent from work without
permission on the normal working day preceding or following it.

10.Double time will be paid for all hours worked on a bank or public holiday, plus
time off in lieu (TOIL) up o a maximum of an individual's normal working day,
irrespective of the 36.5 hour threshold having been reached. Bank or public
holidays will be deemed to start at 12 midnight and end at 12 midnight, 24-
hours later.

11.When @ public holiday falls upon a rest day or lieu day then another day is
granted as a rest day.

12.The University may arrange for the public holiday entitiement of all or part of
its Manual and Ancillary staff to be transferred by mutual agreement from the
actual public holidays to other more convenient dates.
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13.The University may be closed on days other then public holidays when it
closes for an official holiday at its discretion.

14.An employee is entitled to a holiday with a normal day’s pay, as defined in
Paragraph 6, except in the circumstances described in Paragraph 15 below,
on those days when The University is closed under 2 ) above.

15.An employee is not paid for the holiday on the other days when the University
is closed under Paragraph 2 c) above if absent from work without permission
on the normal working day preceding or following these other days.

16.Double time will be paid for all hours worked on the other days when the
University is closed, plus time off in lieu (TOIL) up to a maximum of an
individual's normal working day, irrespective of the 36.5 hour threshold having
been reached. The other days when the University is closed will be deemed
to start at 12 midnight and end at 12 midnight, 24-hours later.

17.1f the holiday on the other days on which The University is closed under
Paragraph 2 c) above falls upon a rest day or lieu day then anather day is
granted as a rest day or lieu day.

18.The University may amange by mutual agreement for the holiday on other
days on which The University is closed under Paragraph 2 c) above to be
transferred to other more convenient dates.

ickn Annual Leave

19.Where an employee does not return to work afer sick leave, either because
their employment is terminated by notice on either side, or because they have
retired under the terms of The University of Sussex Pension and Assurance
Scheme, they shall not be allowed payment for any holiday which has been
accrued but not taken.

20.An employee who falls sick during the course of their annual holiday shall be
regarded as being on sick leave from the date of their medical certificate, and
shall after returning to work be entitied to take the balance of their holiday at a
later date.

21.0n the death of an employee, their representatives shall be paid an allowance
in lieu of holidays with pay calculated s provided under Paragraph 19.

Lay Off

22. Apart from the above holidays The University maintains the right to ‘lay-off
certain part time catering staff during vacations, if their services are not
required. Employees who are ‘laid-off shall be allowed a Special Retaining
Fee calculated at one third of their normal basic weekly wage, subject to the
following conditions:
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off;

b) One half of the special payment shall be paid prior to the commencement
of the period during vacation when the employee is ‘laid-off, and the other half
of the special payment shall be paid on the first day after the employee's
resumption of normal working hours; provided that the second half of the
special payment shall not be withheld from an employee who, for reasons of
certified illness or with the consent of The University does not return to duty
on the appointed day;

) An employee who is sick during that period of The University vacation when
the Special Retaining Fee applies, will receive the fee and no allowance under
the Sickness Benefit Scheme for Manual and Ancillary staff;

d) The Special Retaining Fee shall be related to the basic hours worked (the
basic week) immediately prior to the corresponding University vacation.

23.'Laid-off employees may be called back during a period for which they have
already received one third pay. In these cases payment at two thirds rate will
be made in order to bring the total payments up to full pay, unless recall s for
special functions, when the normal casual rate will be paid. An employee who
accepts alternative employment with The University during the period of ‘lay-
off on equal or better rates of wages, shall not be entitled to the Special
Retaining Fee in respect of any such period of alternative employment.

HR Office
October 2007
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THE UNIVERSITY OF SUSSEX
CONDITIONS OF SERVICE OF FACULTY

Definitions
In these Conditions:

"University" means the University of Sussex.

"Coungil’ means the Council of the University.

“Senate" means the Senate of the University.

“member” means a person appointed as a member of the University's faculy (including such a
member on probation) on these Conditions.

“member of the administrative faculty’ means a person appointed as a member of the University's
administrative faculty and remunerated according to the salary scale for administrative faculty,
library facully and computer staff. In paragraphs where the phrase ‘member of the
administrative faculty” is given in bold type, the provisions of that paragraph refer solely to the
category or categories of faculty in bold type.

“member of the library faculty” means a person appointed as a member of the University's library
faculty and remunerated according to the salary scale for administrative faculty, library faculty
and computer staff, In paragraphs where the phrase ‘member of the library faculty” is given in
bold type, the provisions of that paragraph refer solely to the category or categories of faculty in
bold type.

“member of the other related faculty” means a person appointed as a member of the University's
other related faculty and remunerated according to either the salary scale for computer stalff or
the salary scale for other related faculty. In paragraphs where the phrase “member of the other
related faculty” is given in bold type, the provisions of that paragraph refer solely to the category
or categories of faculty in bold type.

“member of the research and analogous faculty” means a person appointed as a member of the
University's research and analogous faculty and remunerated according to the salary scale for
research and analogous faculty. In paragraphs where the phrase ‘member of the research and
analogous faculty” is given in bold type, the provisions of that paragraph refer solely to the
category or categories of faculty in boid type.

“member of the teaching faculty’ means a person appointed as a member of the University's teaching
faculty and remunerated according to the salary scale for teaching faculty. In paragraphs where
the phrase ‘member of the teaching faculty’ is given in bold type, the provisions of that
paragraph refer solely to the category or categorles of faculty in bold type.

"Head of School” means the Dean or Head of the School of Studies to which the member is appointed
or, In the case of a member whose appointment is to an academic unit other than a School of
Studies, the head of that unit

In the case of a member appointed to the Centre for Continuing Education, University of Sussex
Institute of Education or SPRU, "Dean” means the Director of that unit

“Investigator” means the person, who may be the member, who has obtained the grant of funds to the
University from which a member of the research and analogous facully s paid or, where no
outside grants are involved, the person who is responsible for the work of the member. The
investigator exercises his or her powers in these Conditions subject to the overall authorty of
the Head of School.

“senior officer” means the officer having primary responsibilty direct to the Vice-Chancelor for oversight
of the office or unit in which a member of the administrative faculty works.

“Librarian’ means the Librarian of the University of Sussex (i.e. the University Librarian) o in the case of
a member working elsewhere than in the University Library the person specified in his or her letter
of appointment.

*Senior Librarian' means a member of library faculty who has the overall responsibilty direct o the
Librarian for the division or section of the Library in which the member of the library faculty works.

“UCU" means the University & Colleges Union being the trade union for the time being recognised by
the University as the appropriate trade union and sole bargaining agent for members of facuity.
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shall for the time being be in force and shall be published by the University from time to time.

References in these Conditions to particular University officers and committees shall be deemed to be
references to such officers and committees as are from time to time responsible for the relevant
functions in accordance with the Organisation of the University document for the time being in force.

In the case of members whose appointment is funded from a grant of funds to the University, everything
in these Conditions of Service and in any publications made under paragraph 2(d) of these Conditions is
subject to the terms and conditions of any grant of funds to the University from which the member is
paid. Where there is a conflict between the terms of such grant and these Conditions, then the terms of

that grant shall prevai

SECTION| GENERAL

1

2.

The terms of appointment of a member are subject to the provisions of the Charter and
Statutes of the University. They are also subject to such Regulations as may from time to time
be made by the Senate and/or the Council, provided that any such matters as may for the time
being fall within the scope of the Procedure Agreement shall have been negotiated according
to the full processes of that Agreement.

(a) The UCU is recognised by the University as the appropriate trade union and sole
bargaining agent for faculty.

(b) The Council may from time to time vary or add to these Conditions provided that such
variations or additions shall:

() only be made after the full processes of the Procedure Agreement shall have been
followed; and

(i) be set out in a notice in writing to the member and shall take effect on the date
specified in such nofice (not being earlier than three months after service of such
notice) unless the member shall before such date give notice in writing (to the
University officer who issued the notice of such variation or addition) of his or her
dissent thereto.

(¢)  Any notice required to be given under sub-paragraph 2(b) shall be given:

() by the University by delivery to the normal place of receipt of written communication
within the building where the member is for the tme being usually working when in
attendance at the Universiy; and

(i) by the member by delivery to the office of the said University officer; and in each
case a notice shall be deemed to have been served at the time of delivery.

(d) Matters expressly referred to in these Conditions as due to be published by the University
from time to time shall only be published after the full processes of the Procedure
Agreement shall have been followed and shall be published in the minutes of the Council
o Senate or their Sub-Committees or by notice elivered to the normal place of recelpt of
wiitien communication within the building where the member is for the fime being usually
working when In attendance at the University, and shall be applicable forthwith upon such
publication.
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Paragraphs 3-4 Below Apply to Members of the Administrative Faculty

3

It is the responsibility of members of the administrative faculty within the policies laid down by
Council (and Senate whers relevant) to further the objectives of the University and in particular to
exercise professional skill and judgement in administrative support of the University's teaching.
research and other activites.

(a) A member of the administrative faculty is responsible to the Council, through the Vice-
Chancellor as the chief academic and administrative officer of the Universty, for the
satisfaciory performance of the duties assigned to him or her from time to time on the
authority of the Vice-Chancellor. He or she may be responsible to the Vics-Chancellor
through a designaled senior officer, and in his or her day-to-day work may also be
responsible to other designated senior oficers.

() A member of the administrative faculty is appointed to the Admiistration initally to
undertake the duties of a specific post, or to a specific post outside the Administration, which
shall be defined in his or her letter of appointment. Subsequently and efter his or her views
have been taken into account such a member may be transferred on the authority of the Vice-
Chancellor to another suitable administrative faculty post.

Paragraphs 5-6 Below Apply to Members of the Administrative Faculty and Other Related
Facuity

5.

A member of the administrative faculty or other related faculty may undertake outside
activiies which contribute to his or her professional standing and development, including the
membership of committees and working parties concened with matters which affect his or her
professional concerns, attendance at recognised professional conferences, book-reviewing and
wiiting articles, and undertaking broadcasting and lecturing; provided that in sum these activiies do
not, in the opinion of his o her designated senior officer, adversely affect the proper performance
of the member's University dules.

(See paragraphs 20 and 21 below for other provisions relating to outside activities.)

Within the limitation of its available resources, the University wil provide adequate facilties,
support staff and materials for the proper performance of the duties assigned to a member of the
administrative faculty or other related faculty.

Paragraphs 7-10 Below Apply to Members of the Library Faculty

7.

A member of the library faculty shall be responsible through the Librarian to the Council of the
University for the satisfactory performance of the duties properly assigned to him o her. It is the
responsibility of a member within the policies laid down by Senate and Council to contribute to the
fulfilment by the Library of the objectives of the University in teaching, learning and research by the
provision and management of appropriate services,

(2) A member of the library faculty is required to undertake such library, academic and
administrative duties as may be reasonably required of him or her by the Librarian for the
furtherance of those objectives.

(® The member of the library faculty wil be expected, and will be encouraged by the
University to contribute as much as he or she is able 1o the development of the library
profession, consistent with the performance of the duties set out in sub-paragraph (a) of this
paragraph.
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A member of the library facuity may undertake such professional or outside activities as are
normally associated with liorary posts in universities, provided that these activiies in the aggregate
do not, in the opinion of the Librarian, adversely affect the proper performance of the member's
University duties.

(See paragraphs 20 and 21 below for other provisions relating to outside activities.)

In the case of members of the library faculty, within the limitation of its available resources, the
University will

(e)  provide adequate facilties, secretarial assistance and materials for all his or her duties;

(b seek to provide for the use of a fulktime member and of such part-time members as require
full-time faciliies, accommodation in a room suitable for the performance of his or her duties.

Paragraphs 11-14 Below Apply to Members of the Research and Analogous Faculty

1

12,

13

14,

(a) A member of the research and analogous faculty will camry out such duties as may be
required from time to time by the investigator subject to the overall authority of the Head of
School.

(b) A membor of the research and analogous faculty may be invited o teach for up to 60
hours a year without pay except where otherwise agreed. The nature of these teaching
activities and their timing would be determined by the Head of School after consultation with
the investigator

(2) Subject to the Head of School's express approval which shall only be given after consultation
with the investigator, a member of the research and analogous faculty may undertake any
professional or outside activiies that do not form part of his or her duties. In additon, in the
case of continuing engagements (paid or unpaid) or of substantial consulting work, the
‘approval of the Vice-Chancellor is required.

() In respect of any activities approved under sub-paragraph (a), a member of the research
and analogous faculty must satisfy the Vice-Chancellor (or some other officer authorised by
him or her for the purpose) that he or she has given notice to the outside body or bodies
concerned that the University will not accept any responsibilty for advice given o liabiliy of
any kind in connection with such work.

In respect of any professional or outside activity for which a member of the research and
analogous faculty anticipates a need for a significant resulting demand on the University's
equipment, material or supporting staf, the arrangements (including, if appropriate, agreement for
payment of the estimated costs of the resources to be used) for such use must be the subject of
prior approval by the Vice-Chancellor (or some other officer authorised by him or her for the

purpose)

Within the limitations of its avallable resources, and having regard to the funds provided by any
grant under which a member of the research and analogous faculty is employed, the University
will seek to provide adequate facilties, support staff and materials for the proper performance of
the duties assigned to the member.

Paragraphs 15-19 Below Apply to Members of the Teaching Faculty

15.

itis the responsibilty of members of the teaching faculty to advance and diffuse knowledge
through teaching, advanced study and original research of other professional activities and to
undertake such academic and administrative tasks as relate to those purposes.
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7.

18.

19.

a)

b)

L)

to plan, develop and co-ordinate and teach such courses and programmes of activities as
the Director of the Centre for Continuing Education may determine and to undertake the
academic and administrative duties related to these tasks; and

to contribute to the professional development of his or her area of work and undertake
research in his or her subject; and

throughout the academic year to assist in the general work and activities of the Centre for
Continuing Education and of the University,

Subjectto paragraph 16, a member of the teaching faculty is required:

(@)

)

(©

A member of the

to give such lectures and tutorial instruction (including participation in the University's
personal tutor scheme), and to conduct such seminars, discussions, supervision of
graduate students, and practical classes as the Head of School may from time to time
determine after consultation with the Chairperson of his or her Subject or Contextual
Group acting as the representative of that Group; and

to fulfl the customary duties incidental to these tasks as determined by the appropriate
academic bodies and to undertake research or in other ways to contribute to the
professional development of his or her subject; and

throughout the academic year to assist In the general work and activities of his or her
School or Area and of the University.

aching faculty may undertake such extra-curricular or outside activities as.

are normally associated with academic posts in universities provided that these actvities in the
aggregate do not, in the opinion of the Head of School, adversely affect the proper performance
of the member's University duties.

(ee paragraphs 20 and 21 below for other provisions relafing to outside zctivities))

In the case of members of the teaching faculty, within the limitations of its available
resources, the University will:

(@

®

provide adequate facillies, secretarial assistance and materials for all teaching activities
(including lectures, classes, tutorials, seminars, discussions, supervision of graduate
students, and practical classes), research activifies and administrative duties;

seek o provide for the exclusive use of a full-ime member and of such part-time members
as require ful-tme faciliies, a room in which he or she may work, teach, and keep his or
her books, papers, atc.

Paragraphs 20-21 Below Apply to Membors of the Administrative Faculty, Library Faculty,
Other Related Faculty and Teaching Faculty

20, With reference to paragraphs 5, 8 and 18 as appropriate:

(a)

A member of the administrative faculty, library faculty, other related faculty or teaching
faculty must (subject to the practice published by the University from time to time) notify such
commitments o the Head of School or designated senior officer, and a Head of School or
senior officer must noltfy his or her commitments to the Vice-Chancellor.
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2.

(6) Amember of the administrative faculty, library faculty, other related faculty or teaching
faculty may undertake exira-curricular, professional or outside activities cther than those
mentioned in the preceding paragraph 5, 9 or 18 as appropriate with the written consent of
the Head of School or designated senior officer, who shall in the case of continuing
engagements (paid or unpaid) or substantial consufting work first obtain the approval of the
Vice-Chancellor, and in the case of a Head of School or senior officer with the written consent
of the Vice-Chancellor. The member shallin each and every case receive a decision within
three weeks of the submission of his o her request. A part-ime member is not required to
obtain such consent

(9) In respect of all his or her outside actvities under paragraph 5, 9 or 18 as appropriate and
sub-paragraph (b) above a member of the administrative faculty, library faculty, other
related faculty or teaching faculty must safisfy the Vice-Chancelor that he or she has given
notice to the outside body or bodies concemed that the University will not accept any
responsibilty for advice given o liability of any kind in connection with such work.

In respect of any extra-curricular, professional or outside activity for which the member of the
administrative faculty, library faculty, other related faculty or teaching faculty anticipates a
need for a significant resulting demand on the University's equipment, material or supporting staff,
the amangements (including, if appropriate, agreement for payment of the estimated costs of the
resources 1o be used) for such use must be the subject of prior written approval by the Vice-
Chancellor (or some other officer authorised by him or her for the purpose).

Any unresolved disagreement about the performance, nature, extent, or appropriateness of the
duties assigned to a member of faculty shal be determined in accordance with the Grievance
Procedure for the time being In force and referred to In paragraph 55 of these Condtions.

SECTION il REMUNERATION

2.

24,

2.

2.

Remuneration shall be in acoardance with the national salary scales approved from time to time
for academic and related staff in universities. The scale, and the salary within that scale, on
which a member is first appointed are stated in his or her letter of appointment; and any
changes therein (other than by annual increment) shall be notfied to him or her in writing.
Overtime payments are not made, except to pari-time members where the extra hours have
been worked with the prior agreement of the head of the unit and in which case these will be
remunerated at the basic, and not enhanced, hourly rate. In the case of members paid from
grants or other external funds, the payment of salary awards wil be conditional upon the grant-
giving body not refusing the provision of funds to pay the increase.

The University will deduct income tax monthly from salaries, in accordance with nstructions
from the Commissioners of Inland Revenue. Remuneration is paid monthly on the last working
day of each month in arrears and payment is made by bank credit.

A member who has left the University's employment prior to the implementation by the
University of a retrospective salary award covering in whole or in part the period of his or her
‘employment shall receive the benefit of the award, provided that he or she has informed the
University of the address to which notification can be sent, and provided that, in the case of
members paid from grants or other external funds, receipt of the award shall be conditional upon
the grant-ghving body not refusing the provision of funds to pay the increase.

Unless specified otherwise in the letter of appointment the annual incremental date is 1
October, but in the case of a member appointed or promoted to a new scale between 1 April and
30 September inclusive his or her first increment shall accrue on 1 October of the following
calendar year.
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28,

In the case of members of the administrative faculty, library faculty, other related faculty
o toaching faculty, a review of salaries and gradings is made annually: the criteria and
procedures of the review will be as published by the University from time to time. Salaries of
research and analogous faculty may be reviewed at any time by the Head of School in
discussion with the principal investigator, subject to the agreement of the grant-awarding body
1o pay any increase.

() A member of the administrative faculty or library faculty who, for any reason other than
the annual leave of another member, is called upon formally to undertake for at least four
weeks the full duties and responsibilities of another member on a higher grade, is entitied to
receive an acfing allowance at a daily rate for the whole period uring which such fullduties
are undertaken calculated on the difference between his or her salary and the salary he or
she would have received if he or she had been promoted o that higher grade.

() In a case where a member of the administrative faculty or library faculty does not
undertake the full duties of the higher grade (eg where the duties are shared between more
than one member) or where he or she undertakes the full duties of another member who is
not on a higher grade, there is no entitiement to an acting allowance, but an honorarium (of
an amount dependent upon the circumstances of each case and determined by the Vice-
Chancellor at his or her absolute discretion) may be paid if the period s extended and the
additional duties and responsibilities are exceptionally onerous.

SECTIONIV_TENURE

29,

20.

A member of the administrative faculty or other related faculty who is appointed on grade 7 or
8 is initially appointed on probation for a period of two years unless this condition is waived or
reduced in the letier of appointment or unless his or her appointment is temporary. A member
‘appointed on a higher grade may initially be appointed on probation for a period of up to two years
if he or she has not had previous relevant experlence in a university. Temporary employmen as a
member of the University's administrative faculty or other related faculty shall contribute in full
towards the probationary period. Early In the second year of the probationary period, or eight
‘months before the termination date of the probationary peiod In the case of members appointed on
probation for less than two years, consideration s given to confirming the member in his or her
appointment or to extending his or her probationary appointment for up o one further year. If ihe
appointment is not confirmed with effect from the expiry of the probationary period, or such
extension of i, the appointment shall terminate. The member shall be informed of the University's
decision at least six months before the expiry of the probationary period (or of any such exiension)
The procedures relating to such confirnation or extension will be as published by the University
from time to time. The University will give help to the member during the period of his or her
probation with a view to his or her fulfiling the requirements for confirmation of his or her
appointment

A member of the library faculty who is appointed on grade 7 or 8 is initially appointed on
probation for a period of three years unless this condition Is waived or reduced in the letter of
appointment or unless he or she has been appointed to a temporary post or has been granted
tenure in a Commonwealth University. Temporary employment as a member of the University's
library faculty shall contribute in full towards the probationary period. Early in the third year of the
probationary period, or eight months before the termination date of the probationary period in the
case of members appointed on probation for less than three years, consiceration is given to
confimming the member in his or her appointment o to extending his or her probationary
appointment for up to one further year. If the appointment is not confirmed with effect from the
expiry of the probationary period, or such extension of it, the appointment shall terminate. The
member shall be informed of the University's decision at least six months before the expiry of the
probationary period (or any such extension). The procedures relafing to such confirmation or
extension will be as published by the University from time to time. The University will give help to
the member during the period of his or her probation with a view to his or her fulfiling the
requirements for confirmation of his or her appointment.
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A member of the teaching faculty appointed on the Lecturer salary scale whose appointment
is not femporary is initially appointed on probation for a period of three years unless this
‘condiion s walved or the period is reduced in the letter of appointment or unless he o she has
been granted tenure in a Commonwealth University. Temporary mployment as a member of
the University's teaching faculty shall contribute in full towards the probationary period. Early in
the third year of the probationary periad, or eight months before the termination date of the
probationary period in the case of members appointed on probation for less than three years,
consideratian is given to confirming the Lecturer in his or her appointment or to extending his or
her probationary appoiniment for one further year. ~If the appointment is not confirmed with
effect from the expiry of the probationary period, or such one year extension of it, the
‘appointment shall terminate. The Lecturer shall be informed of the University's decision at least
six months before the expiry of the probationary period (or of any such extension). The
procedures relating to such confirmation or extension will be as published by the University from
time to time. The Universty wil give help to the Lecturer during the period of his or her
probation with a view to_his of her fuffling the requirements for confirmation of his or her
appointment.

/A member of the research and analogous faculty whose appointment is for a fired term of
one year or more is initially 2ppointed on probation for eight months, unless this condition is
waived in the letter of appointment. Six months from the start of the appointment consideration
is given to confirming the member in his or her appointment to the expiry date of the fixed term
or to extending the probationary period for up to eight further months. If the appointment is not
confirmed with effect from the expiry of the probationary period or such extension of It then the
appointment shall terminate.

The appointment of a member of the teaching faculty or research and analogous faculty
may be terminated:

(@ by the University in accordance with Regulations adopted under Statute VIl from time to
time, by service of three months’ notice in writing, save in the case of gross misconduct. In
the case of members of the teaching faculty, where the three months' notice wouid
othervise expire during a term, the notice period will be extended to expire at the end of
that term. The dates of the University's terms are published on the Academic Office
website at www.sussex.ac.uk/academicoffice.

(b) by a member by service of three months' notice in writing (or such lesser notice as the
parties shall agree). In the case of members of the teaching faculty, where the three
months’ notice would otherwise expire during a term, the notice period will be extended to
expire at the end of that term. The dates of the Universily's terms are published on the

Academic Office website at www.sussex,ac.uk/academicoffice.

and subject thereto and to the provisions of the preceding paragraph 31 or 32 as appropriate the
appointment shall subsist during the specified period (f any) stated in the letter of appointment.

‘The appointment of a member of the administrative faculty, library faculty or other related
faculty may be terminated:

(2) by the University in accordance with Regulations adopted under Statute VIl from time to
time, by service of three months' notice in writing, save in the case of gross misconduct,

(b) by a member by service of three months' notice in writing (or such lesser notice as the
parties shall agree)

and subject thereto and to the provisions of the preceding paragraph 29 or 30 as appropriate the
appointment shall subsist during the specified period (if any) stated n the letter of appointment.
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35. There is a national superannuation/pension scheme approved from time to time for academic
and related staff in Universities. All eligible staff will be enrolled in the national superannuation
scheme unless the member gives notification of membership of a personal pension scheme or
the State Second Pension (S2P) prior to taking up appoiniment, of after taking up appointment
subject to the nofification requirements of the scheme. Members of the approved national
scheme will be required to contribute the appropriate share of the contributions by monthly
deductions from salary, the University contributing its own share. In cases where a member
who is eligible for the national superannuation scheme has chosen a personal pension scheme
orthe S2P, the University will pay National Insurance contributions only.

SECTI!

Paragraphs 36-37 Below Apply to Members of the Library Faculty and Teaching Faculty

36. No specified periods of holiday are laid down for members of the library faculty or teaching
faculty, other than the statutory minimum of twenty eight days per annum provided by national
legislation. Full salary is payable during holidays, which will be taken in conformity with the custom
and pracice of the University. In the case of members of the library faculty, the time or times at
which holiday may be taken s subject to the approval of the Librarian. The procedures for
armanging holiday dates shall be as published by the University from time to time.

37, If the appointment of a member of the library facuity or teaching faculty terminates other
than on 30 September and if he or she s not taking up another appointment in 2 university In the
United Kingdom, he or she shall receive payment in respect of the current academic year (1
October to 30 September) for holidays not aiready taken. In caloulating this payment it will be
assumed that six weeks’ holiday, in addition to public holidays, Is allowed in each academic year
and accrues at the rate of one tenth of this enitiement for each completed month of service
since the previous 1 October, up to a maximum of six weeks.

38. Members of faculty in the University Library are required, and other members of the library faculty
may be required, to participate in a ota system in taking responsibiliy for the provision of Library
services outside University office hours,

Paragraphs 39-41 Below Apply to Members of the Administrative Faculty, Other Related
Faculty and Research and Analogous Faculty

39, Subject to any terms and procedures published by the University from time to tme, a full-time
member of the administrative faculty, other related faculty or research and analogous
faculty s entitied in the leave year 1 October to 30 September to 30 working days' (Mondays to
Fridays) holiday with pay including University minimum service days (ie. days on which the
University operates only minimum services other than at week ends and on statutory holidays), no
more than six minimum Service days being included within the entitlement. The time or times at
which this holiday may be taken must in the case of members of the research and analogous
faculy, and subject to the authority of the Head of School, be approved by the investigator, or in
the case of members of the administrative faculty or other related faculty by the officer io whom the
member is responsibe for his o her day-to-day work. A member's leave entitement, both for the
current leave year and any brought forward from the previous leave year, is absolute: a member
will forfeit any such leave which he or she does ot take, or does not carry forward with the
approval of his or her Head of Schaol or designated senior officer to the following year.

40. (a) The leave entitiement of a fulltime member of the administrative faculty, other related
faculty or research and analogous faculty whose appointment is for less than 12 months is
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calculated on the basis of one tweifth of the annual holiday entitiement for each completed
month of employment.

(6) A part-time member of the administrative faculty, other related faculty or research and
analogous faculty is entitled to equivalent holidays with pay, pro-rated to the fraction of a
full-time member's time he or she works.

() In addition all members of the administrative faculty, other related faculty or research
and analogous faculty (fulktime and part-ime) are entitied to holidays with pay on the
statutory public/bank holidays when they would otherwise have been working, or to double-
time off in lieu if required by the designated senior officer or investigator, as appropriate, to
work on any such day.

On termination of service of a member of the administrative faculty, other related facuity or
research and analogous faculty, he or she will be entitied to payment in respect of holidays
accrued but not taken (inclusive of any accrued balance brought forward under the provisions of
Paragraph 40), except that in cases of members of the research and analogous faculty where the
grant-awarding body will not provide funds for holidays accrued but not taken, the Head of School
may require the member to take all outstanding leave entitlement before the end of the
appointment. The method by which the holidays and holiday pay due to a member at any time are
calculated is described in a peper, which is available from the Human Resources Division on
request.

A fulktime member's hours of work are not specified; he or she s required to work for such
periods as are necessary to carry out the duties of his or her post. (The University office hours
for members of the administrative faculty and other related faculty are as published by the
University from time to time.)

SECTION VIl LEAVE

Sickness or Injury Leave

43

A member who is absent from duty owing to iliness, including injury or other disabillty, s entitied
to the benefts of the Universiy Sickness Benefit Scheme sef out at

hiip:/iwvw.sussex.ac uihumanresources/documents/facsicknessbenefit.odf,

Where a member is absent from duty as the result of an injury or accident in such circumstances
that damages may be recoverable from a third pary, the University shall instsad of sick pay
advance to the member a sum or sums of money equivalent to the sick pay which he or she
would otherwise have received, on condition that the member will refund to the University any
sums recovered by him or her from a third party in so far as those sums represent compensation
for loss of eamings from the University. The member shall be obliged to make a claim or to take
legal proceedings against a third party for such compensation if required so to do by the
University on the basis of indemnity from the University s 1o his or her expenses. Any period of
absence in a case where refund of monies advanced is made in full will not be recorded for the
purposes of the Sickness Benefit Scheme. Where the refund is made in part only, the University
may, at its discretion, decide to what extent the period of absence may be o recorded.
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A member who is prevented from performing his or her duties because of contact with disease
in circumstances which, under any legislation, orders, directions, or regulations in force at the
time prevents him or her from atiending work shall notify the University as soon as possible and
shall be entitied to receive full pay less any benefits receivable under such legislation or
regulations. Periods of absence for this reason shall not be reckoned against entitlement to sick
leave under paragraph 44.

ity Le

A female member is entitied to matemity leave as set out in the University's Maternity Guide.

Short Term Leave

ar.

‘The University may grant to a member special leave of absence with salary n each case for a
period not exceeding one term in the case of members of the teaching faculty, or three months
in other cases, for such purposes and in accordance with such procedures as may be published
by the University from time to time.

‘Study Periods

48

49,

The University recognises the importance of study periods (i.. leave with salary from teaching
duties for one, two or three terms, for ressarch, educational development, or other approved
purposes) and wil seek to grant it, within the constraints of policy on stafing and University
finance, to members of the teaching faculty whose appointment is not temporary. The
conditions and procedures relating to such periods will be as published by the University from
time to time.

‘The University recognises the importance of study leave (i.. leave of absence with salary for up to
one year for approved purposes including training and research) and wil seek to grant it within the.
constraints of policy on staffing and University finance to members of the library faculty whose
appointment is not temporary. The conditions and procedures relating to such leave will be as.
published by the University from time to time.

save for Career Development

50.

‘The University recognises the importance of leave of absence with salary for periods of up to one
year for training, research and allied approved purposes related to the dufies and responsivilies of
' member of the administrative faculty and as set out in Section Il of these Conditions, and will
seek to grant it, within the constraints of staffing and finance, to members whose appointment is
not temporary. The conditions and procedures relating to such leave will be as published by the
University.

Leave without Salary

51

‘The University may grant to a member of the administrative faculty, library faculty, other
related faculty or teaching faculty leave of absence without salary for a period not exceeding
(except in exceptional circumstances) one year in accordance with such conditions and such
procedures as may be published by the University from time to time but without prejudice in the
case of members of the teaching faculty or library faculty to the member's right to apply for
Study Leave, or in the case of members of the adminisirative faculty to any application which the
member may make for leave of absence with salary, or to his or her incremental rights under
Section Iil of these Conditions. The University will continue to pay its share of such a member's
superannuation contribution for the period of leave, and member will pay his or her own share,
unless the University in both cases or in efther case otherwise decides.
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2. Members are subject to an appraisal scheme, the procedures of which will be as published by
the University from time to time.

SECTION IX_ EXPENSES, ETC

53 Sublect to the terms and conditions and procedures relating to such grants and exemptions.
published by the University from time to time, the University:

(2)  will make a grant towards the expenses of a member in moving to the area of the
University, and

() may exempt a member registered as a candidate for a parttime course of study at the
University from the payment of fees, and

(¢)  will reimburse, in accordance with scales approved from time to time by the Council,
expenditure on travel and subsistence which the member incurs in the course of
University business and which shall have been approved (specifically or generally) in
advance by the Budgetary Officer concemed.

SECTION X GRIEVANCE PROCEDURE

54. A member who wishes to raise an individual grievance relating to his or her appointment should
do 50 in accordance with the procedure set out in Regulations adopted under Statute VIl from
time to time.

55, Paragraph 55 has been incorporated ino paragraph 54 above.

ECTION XI Al

56 Subject to any expressed provision herein to the contrary, these Conditions shall apply to all
members (including those holding temporary or fixed-term or part-time appointments).

7. Paragraph 67 has been incorporated into paragraph 56 above.

SECTION XIl__INSURANCES

58. The University maintains certain insurances which are as published by the University from time
to time.

SECTION Xiil INVENTIONS AND PATENTS

59, A member shall inform the Director of Research Services of any invention made by him or her
during the course of (or in circumstances connected with) his or her empioyment and duties with
the University which appears to the member to be commercially exploitable, shall consult the
Director of Research Services on whether and how steps shall be taken to protect and exploit
the invention, and shall observe such procedures for the further development of the invention
and for dealing with the proceeds of the invention as may be published by the University from
time to time.
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60, Information and data collected in the course of duty and reports and papers compiled and written
by a member, and all rights thereto, remain the property of the University. Procedures and terms
relating to decisions to publish, to the acknowledgement of credit in publications, and to the destiny
of data collected during a member's participation in a research programme, shall be as published
by the University from time to time.

June 2012
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APPENDIX T

THE UNIVERSITY OF SUSSEX

SS BENEFIT SCHEME FOR MEMBERS TY

REGULATIONS

8.

These regulations apply to all those holding posts coming within the scope of the Universities
Superannuation Scheme and of the Federated Superannuation System for Universites.

‘The period of entitlement and method of calculating sickness benefit shall be in accordance with the
scheme which is printed below.

A member of faculty absent from duty owing to illness should send notification of the fact to the
University (ie to the School Office or Unit Head) on the first day of absence in order that
arrangements may be made for his/her duties to be carried out.

A Self-certificate form, obtainable from School Offices, must be forwarded o the Payroll Office to
cover four to seven calendar days of absence.

After the seventh day of absence a doctor's statement must be sent to the Payroll Office, which will
forward it to the local office of the Department of Social Security.

If the period of absence extends beyond the period covered by a doctor's statement, further doctor's
statements must be sent to the Payroll Office. The last medical certificate must show the date on
which the incapacity ended.

The obligation to claim sickness or injury benefit rosts solely with the person concerned. The
amount of benefit to be deduced from sickness pay is the amount claimable whether or not a claim
is made. It is therefore essential to ensure that a claim is submitted at the times prescribed above.

These regulations are to be read together with the conditions of service of the member of faculty.

DETAILS OF THE SCHEME
A__ Sealeof Allowances

L

A member absent from duty owing to illness (which term is deemed to include injury or other
bility) shall be entitled, subject to the provisions of this scheme, to sickness leave for six months
on full pay and for the next consecutive period of six months on half pay. The Vice-Chancellor
may extend these periods and shall normally do so in the case of members who have been a least
three or at least five consecutive years in the employment of the University so that the total
entitlement becomes s follows:

a)  three years: full pay for a total of at least nine months and half pay for the next consecutive
period of at least six months;




[image: image52.png]b)  five years: full pay for a total of at least twelve months and half pay for the next consccutive
period of at least six months.

Where a member is following an approved course of treatment which has been approved by a
doctor acting on behalf of the University Council, he/ she shall be enitled to full pay in tespect of
the fiest twelve calendar months after certification, and further full or half pay at the discretion of
the University may be allowed.

A member who in accordance with the National Insurance Acts is prevented from performing
histher duties because of contact with disease shall be entitled to full pay.

"Pay" in this scheme means the salary and allowances which would have been reccived by the
‘member if hefshe had not been absent owing to illness. Full pay includes payments arising from
Statutory Sick Pay during eight weeks of absence in any tax year.

Calculation of Allowances

‘The rate of allowance and the period for which it shall be paid in respect of any period of absence
due to illness shall be ascertained by deducting from the period of benefit appropriate to service on
the first day of absence the aggregate of the periods of absence due to illness during the twelve
‘months immediately preceding the first day of absence. In aggregating the periods of abserice no
account shall be taken of any unpaid absence on sickness leave. Where 2 public or bank holiday
occurs during paid sickness leave, the allowance shall be suspended and holiday pay substituted.

for which the allowance shall be paid, account shall not be taken of

In calculating the peri
absence due to:

4)  absence in circumstances stated in the preceding paragraph A3;

b)  absence for a period not exceeding six months due to an accident or iliness which the
University in the case of accident or a doctor acting on behalf of the University in the case of
illness s satisfied was sustained or suffered in the course of the member's employment,
including travelling on duties connected with the work of the University.

The following deductions shall be made from an allowance equal to full pay:

i) The amount of sickness benefit and invalidity benefit receivable under the National Insurance
Acts and Regulations made there under for the pericd after the first eight weeks of absence;
and

i) The amount of injury benefit including camings-related supplements receivable under the
‘National Insurance (Industrial Injuries) Acts and Regulations made there under; and

iv) The amount (if any) received as a treatment allowance from the Department of Social
Sccurity. The dependency element only of the treatment allowance shall be deducted from
sickness allowance. The member will, therefore, be allowed to retain the personal element of
histher treatment allowance;

and the following deductions shall be made from an allowance equal to half pay:

V) the amount by which the total of the allowances receivable under (i)to (iv) above plus half pay
exceeds full pay: provided in each case that:




[image: image53.png]@ A member of faculty is under an obligation to declare to the University, in whatsoever
manner may be required, his/her entitlement to benefit under the foregoing Acts, and
any subsequent alteration in the circumstances on which such entitiement is based, in
default of which the University shall be entitled to determin the benefits by reforence
10 the maximum benefits obtainable.

b)  Married women and widows excreising their right to be exempted from the payment of
full-rate National Insurance contributions shall be deemed to be insurcd in their own
right for camings-related supplements as well as for other benefits; subject to the
qualification that there shall be teken into account only that amount by which the State
benefit receivable had full contributions been paid exceeds the amount receivable by the
employee during normal employment. Therefore, in the event of illness, full deductions
as above will be made in the case of all married women members of staff.

) The allowance payable under this scheme to any member of faculty shall not exceed the
sum (if any) by which the amount of benefits, allowances and payments referred to in
the foregoing sub-paragrephs, falls short of histher full pay.

Other Matters

During absence due to sickness or injury the University and the member shall continuc to pay their
respective full contributions to the national superannuation/pension scheme (USS or USPAS) for
such periods as the member is receiving any pay under Section A above.

It s a requirement of this scheme that at any time during absence & member musl, if S0 required by
the University, submit to a medical examination by a registered medical practitioner nominated by
the University at the University's expense. The member's own doctor may be present at such
examinations at the member's request and expense.

Where a member is absent from duty as the result of an injury or aceident in such circumstances
that damages may be recoverable from a third party, the University shall insicad of sick pay
advance to the member 2 sum or sums of money in accordance with the relevant paragraph of the
Conditions of Service. That paragraph sets out other requirements on the member and on the
University.

47, July 1994
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THE UNIVERSITY OF SUSSEX

CCONDITIONS OF SERVICE OF
CLERICAL. SECRETARIAL, LIBRARY ASSISTANT AND RELATED STAFFS

Remuneration

The salary scales are published at
wyiw.sussex.ac.uk/humanresources/personnel/salaryscalesratesofoay and form
part of these Conditions.

Members of staff may also be appointed on fixed salaries which are related to these
scales; their salarles wil be examined annuzlly (see paragraph 10 below).

Paragraph 3 has been deleted.

Remuneration is paid monthy on the last day of each month, in arrears, by bank credt.
Income tax is deducted as instructed by the Revenue and Customs.

The annual incremental date is 1 October, except that persons appointed or promoted
between 1 April and 30 September inclusive receive ther first increment on 1 October of

the following calendar year. Increments are granted automatically but may be postponed or
withheld for a specified period for unsatisfactory work.

Qualifications
Paragraph 6 has been deleted.

(2

Eagiliti itional Qualificatiol

Members of staff are encouraged to undertake further traning appropriate o their work
while at the University, and in certein cases time off can be allowed. The University will pay
a proportion of ttion and examination fees for approved courses. Detais Gan be oblained
from Heads of Sections or the Human Resources Office.

Members of staff should inform their Head of Section of any additional qualifications they
obtain while working at the University.

Paragraph 9 has been deleted.
Annual Revi

A review of members of staff takes place each year. At this review extra increments may
be awarded and promotions approved. These will normally take effect from the following 1
October but may take effect from an earlier date, eg in the case of those whose salaries
have not previously been reviewed. Special importance is attached to the first review of a
new employee's salary and, exceptionally, a special review may be made at any time
during the firt year of service. Whenever an extra increment is awarded or a promotion
‘approved the member will be so informed.
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V  Probation

11 Members of staff are appointed on probation for a period of three months unless otherwise
stated in ther letter of appointment. Members of staff transferred or promoted on these
conditions vl not be placed on probation for a second time. During the_probationary
period all these conditions of service apply except that the appointment may be terminated
by one week's notice in wriling on either side. During the last month of the probationary
period consideration is given to confirming the member's appointment o to extending it for
a further period. If the appaintment Is not confirmed on the expiry of any probationary
period or of any extension of it the appointment will terminate. The member wil be
informed in wriing of the Unlversitys decision at least one week before the appoiniment
terminates in this way.

VI Hours of Work

12. The normal working hours for fulliime memibers of staff are 36.5 hours per week,
exclusive of one-hour lunch breaks. For clerical, secretarial and refated staff hours of work
are generally Mondays to Fridays, between 9,00 am and 5.30 pm. The actual hours and
times of working are prescrived by the Head of Section who has the discretion to vary
them if necessary fo meet the needs of the office. Overtime work may, on occasion, be
required, in which case time off in lieu or overtime payment shall be granted as agreed in
advance between the Head of Section and the member concered.

In the University Library staff generally work within the hours of 8.30 am to 5.30 pm,
Monday to Friday. Additionally, during the term, il University Library staff are liable for
participation In a rota to cover the times outside normal office hours when the University
Library is open; this normelly involves one evening duly & wesk, and occasional working
on Saturday andior Sunday. For evening duty and weekend working, time of in lieu or
overtime payment is granted as agreed in advance between the University Librarian (or
other person authorised) and the member of staff concerned, except where evenings or
week-ends form part of the specified normal working hours. Where an overtime payment is
agreed, the rates of payment will be as specified in section V. 13 below.

The working hours for Catering staff are sproad across any five days out of seven
including weekends. Working hours generally fall within the hours of 5.30am to 10pm
(although evening hours will be unti 11.30pm for two of the units in Bramber House - Eat
Central and the main production kitchen).  Staff work a four-week roling rota, i.e. a rota
‘where the shift pattems repeat themselves every four weeks. Catering Services staff work
an average of two weekend days per four week period (i.e. one weekend every 4 weeks
which equates to a maximum of 23 weskend days per annum, but not necessarily a
consecutive Saturday and Sunday) and Kitchen Staff work altermate whole weekend shifts
(maximurm of 25 shifts or 49 weekend days per annum).

VIl Rates of Overtime Pay

13. The normal working week of 36.5 hours must be worked completely before provisions in this
section shall apply.

It is recognised that at certain times some overtime working will be needed by the
Universiy. In such cases as much advance warning as practicable wil be given but it is
unavoidable that some overtime may occur at short nofice due to sickness and
‘emergencies. In all cases overtime should be authorised by the appropriate Head of
Section.
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Where overtime is worked it shall be compensated either by time off in lieu or by the
payment of the following enhanced rates:

Time and a half for hours worked beyond 36.5 hours on days 1-5 incusive

that an individual works In their working week.

‘Time and three quarters for hours worked beyond 36.5 hours on elther or
both of the 6" or 7" day worked in a week.

When requesting an individual employee to work non-contractual overtime, the University
shall at the same time advise the employes of the nomal arrangement for compensation.
Itis then for the Individual employee to accept or indicate to the Head of Section the
preferred method of compensation and to decide whether or not to work the overtime on

the terms offered.
VIl Holiday Entitiement and Pay

14 Ful-ime members are enitied, in the leave year 1 October to 30 September, to 20 working
days' (Mondays to Fridays) holiday with pay. The time or times at which this holiday may
be taken is subject to the approval of the officer to whom the member of staff is responsible
for day to day work. If, owing to the exigencies of the work, full entitiement cannot be taken
during any leave year, the balance wil be carried forward to the next leave year (but no

fonger).

15.._In additon, fullime membors of staff are enitied to paid holidays on the eight publiciank
hoiidays and on six other days when the University operates on minimum service. The
University may, at its sole discretion, grant paid holidays on certain additonal minimum
sevice days. Members of staff may be required to work on any of these publicank
holdays or minimum service days and if they are o required to work they will be entiled to
double ime for all hours worked plus time off n fieu, up to a maximum of an individual's
nomal working day, iirespective of the 36.5 hour threshold having been reached.
Bank/public holdays and minimum service days are deemed to start at 12 midnight and
end at 12 midnight, 24 hours later. In adition fo the standard holiday entitiement, fullime
‘employees are entitied to one additional day of holiday in the leave year after they have
‘completed three years' confinuous servie with the University, one additional day of holiday
affer they have completed four years' continuous service and a further long service leave
day after five years' confinuous service.

16. Part-time and part-year members of staff are entilied to paid holidays on a pro-rata basis as
set out in Document E56 *Calculation of Holidays and Holiday Pay Due", which is available
from the Human Resources Office.

17. I addition, part-time and part-year members of staff are entitled to paid holidays on the
days they would otherwise have been working when there is a public/bank holiday or the
Unwersiy is operating on minimum service. Members of staff may be required to work on
any of these pubiic/bank holidays or minimum service days and if they are so required to
work they wilbe entiled to double fime for all hours worked plus fime off in few, up 1o a
maximum of &n individual's normal working day, imespective of the 36.5 hour threshold
having been reached.  Banklpublic holidays and minimum service days are deemed fo
start at 12 midnight and end at 12 midnight, 24 hours later.

18, On termination of employment, members of staff will be entitied to payment of salary in
respect of holidays accrued but not taken. The method by which the holidays and holiday
pay due to members at any time is calculated as described in Document E5.
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19 Leave with pay additional to entiflement may be authorised in exceptional circumstances.
Applications for leave without pay Wil be given favourable consideration where possible.
IX Other absences

20. Details of entitiement to maternity leave, paterniy leave, adoption leave and parental leave
are available on the Human Resources website.

21, Details of entilement to sick pay are avaiable on the Human Resources website.
Paragraphs 22 and 23 have been deleted.

X Superannuation and Pension Arrangements

24 The appointment is pensionable. The relevant scheme for staff on grades 1 to 6 Is the
Sussex Group Stakeholder Scheme. (The University of Sussex Pension and
Assurance Scheme has closed to new members.)

Xt i Insurance Contributions

25. National Insurance contributions are deducted monthly from salaries. The amount of the
contribution depends on whether or not the member is contracted out of the State Second
Pension (S2P).

XNl Rights in Relation to Trade Union Membership
26. Members of staff of the University have the right:

i) tobe members of such trade union as they may choose;
i) to be members of no trade union or other organisation of workers;

i) to refuse to be members of any particular trade union or other organisation of
workers;

iv)  if they are members of a trade union to take part, at any appropriate time, in the
activities of that union (including any activities as, of with a view to becoming,
officials of that union), and to seek or accept appointment or election as officals of
that union. (Appropriate time' in this paragraph means outside normal working
hours, or if the consent of the officer to whom the member of staffis responsibie for
their day to day work has been given, within working hours.)

27. The University has recognised Unison as the appropriate trade union for clerical,
secretarial and related staffs for the purpose of

i) union recrutment, and
i) representation of their own members, and

iii)  representation and negotiation on benalf of the whole category of clerical,
secretarial, library assistant and related staffs.
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Xl Grievance Procedures

28. Members of staff having an individual grievance, complaint or problem relating to their
‘employment should, in the first instance, approach the person specified for this purpose on
appointment or as amended from time to time. The procedure to be followed if the
grievance is not satisfactorily settled at this stage is set out in the Staff Grievance
Procedure, copies of which are available from the Human Resources Office.

XV Discipline, Control and Welfare

29. In matters affecting discipline or amangement of work, members of staff are under the
direction of the person specified for this purpose on appointment or as amended from time
totime.

XV Residence

30. Unless an exception has been made by the Vice-Chancelor in any individual case, ful-
time, permanent members of saff are required to reside within 20 miles of the Universiy.

xvi ers

31. Appointments are made to the staff of the University, and members of staff may be
transferred from time to time from one office or post to another within the Universiy.

XVIl Termination of Contract

32. The appointment may be terminated at any time by notice in writing on either side, or on
the part of the University by the payment of salary in lieu of notice. The length of such
notice is:

By the Employer Tength of Notice

Where the employee has a period of | One month
coninuous service of less than five years:

Where the employee hes a period of | Three months
continuous service of five years or more.

By the Employee Gne month”
*Members of staff are encouraged to give as much notice as possible when they Infend to
leave the Universty.

33. Inthe case of gross misconduct the appointment may be terminated immediately, in which
case the University shall not be under any obligation to pay salary other than for hours
worked.

34, Paragraph 34 has been removed following the abolition of the statutory retiement age.

XVIII Whole Time Appointments

35, In the case of ful-time appointments to the University, members of staff may not hold any
other appointment except with the prior consent of the University.
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INIVERSITY OF

ic| ENEFIT SCHEME FOR CLERIC) LATED STAFF:

Preamble

1

‘These regulations apply to all members of the clerical and related staff, Le. to those on the Conditions of
Service of Clerical, Sacretarial, Library Assistants and Related Staffs (cierical staff, secratarial steff,
library assistants, machine operators, telephonists, storekeepers, domestic bursars, bookshop staff,
printing staff, programmers who are not facuy, clerks of works, post office staff, nursing staff, nursery and
creche staff and some manual staff on clerical conditions of service.)

2. The University's Sick Pay Scheme covers employees who are absent from duty owing to ceriiicated
illess, including indusiral disease or accident.  During their absence, employees shal receive not more
than nomal pay as defined in Paragraph & by way of () payments arising from Statutory Sick Pay (SSP)
during 28 weeks of absence in any tax year (i) payments arising from State incapacity beneft after 28
weeks of absence and (i) allowances provided by the Scheme.

3. Folowing the introduction of Statutory Sick Pay (SSP) from April 1983, some requirements of the
University's Sick Pay Scheme may vary from the statutory requirements of SSP. Care should be taken to
distinguish between the respective requirements of the two Schemes. It is not intended that employees.
shallraceive, during the first eight wesks of absence, less than th normal pay s defined in Paragraph 6

Conditions for claiming allowance

4. @ A member of staff absent from duty owing to iiness should send notfication of the fact to the

University (.. inform his or her Section Head immediately by tefephone o letter) on the first dey of
absence. (This is in order that arrangements may be made for his or her dutes to be carried out);

b) @ self certfcate must be furnished to cover four to seven calendar days of absence;

©  adoctor's statement must be fumished to cover absence of more than seven calendar days;

@ 1 the period of absence extends beyond the period covered by a medical statement, furiher
medical statements must be submitted. The last medical statement must show the date on which
the incapacty ended.

‘Scale of Allowances

5. Amember of staff to whom the above reguiations apply who is absent from dy owing to liness (which
term is deemed to include injury or other disabity) shal be entiled, subject to the provisions of this
scheme, to payment in accordance with the following scale:

Addtionsl leave on full or on part pay may be approved by the Vice-Chancelor

FulPay  HalfPay

During first 3 months' service 2weeks + 2wesks

Firstyear aftar 3 months' service 2months + 2 months

During 2nd and 3rd year of service 3months + 3 manths

During 4th and 5th year of service 5months + 5 monthe

After 5th year of service Smonths + 6 months

6 "Pay"in this Scheme means the salary and allowances (whether peid monthly or weekly or in some other

way) which would have been received by the member if he or she had not been absent owing to iness
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7. &) Therate of alowance and the period for which It shall be paid in fespect of any period of absence
due to liness shall be ascarteined by deducting from the period of benefit appropriate to service on
the first day of absence the aggregate of the periods of absence due to iliness during the twelve
months immediately preceding the first day of absence.  In aggregating the periods of absence no
account shall be taken of any unpaid absence on sickness leave.

b)  Wnere a public or bank holiday occurs during paid sickness leave, the allowance shall be
suspended and holiday pay substituted.

©)  The allowance shall not exceed the sum (if any) by which totel amount of benefits, allowances and
payments referred to below fals short of full pay.

8 Thefollowing deductions shall be made from an alowance equal o full pay:

&) The emount (f any) reseived as a treatment aliowance from the Department for Work and
Pensions. The dependency element only of the treatment allowance shal be deducted from
sickness allowance. The employee wil, therefors, be allowed to retain the personal element of his
or her treatment allowance.

b)  The amount of incapacty benefi receivable under the National Insurance Acts and Regulations for
the period after the frst 28 weeks of absence.

“The following deductions shall be made from an allowance equal to half pay:

©  The amount by which the total of the allowances receiveble under a) o b) above plus half pay
exceeds full pay except that

6 Married women and widows exercising their right to be exempted from the payment of fiat rate
Nationl Insurance contizutions shell bs dsemed, in ragard 1o the scheme for sickness payments,
o be insured in their own right, nd in their case deductions will be made from full and half pay (in
accordance with ) to c) above) of an amount equal to the benefit that would have been receivable
had full National Insurance contributions been paid. This provision is distinct from any obligations
arising from Employers' Sick Pay where separate rules 2pply.

9. Amember of staff snall be under an obligation to deciare 1o the Universiy in whatsosver manner may be
required, his or her entilment to benefit under the foregoing Acts, and any subsequent alteration in the
circumstances on which such entitiement is based, in defaut of which the University shall be entted to
determing the benefits by reference to the maximum benefts obtanable.

Accident - third party

10, Wners amember of staff Is absent from duty s a result of an injury or accident in such circumstances that

damages may be recoverable from a third party, the University shall instead of sick pay advance to the
member @ sum or sums of money equivalent to the sick pay which he or she would othenvise have
received, on condition that the member will refund to the University any sums recovered by him or her from
a third party n o far as those sums represent compensation for loss of eamings from the University. The
member shall be obliged to make a claim o to take legal proceedings against a third party for such
compensation if required 50 to do by the Universiy on the basis of indemnity from the University as to his
or her expenses. Any period of absence in a case where refund of monles advanced is made in ful will not
be recorded for the purposes o the Sickness Benefit Scheme. Where the refund is made in part only, the
University may. at s discretion, decide to what extent the period of absence may so be recorded.

Personnel Office
January 1999
(Updeled 2012 o reflect statutory changes)




[image: image62.png]E45

THE UNIVERSITY OF SUSSEX
CONDITIONS OF SERVICE OF TECHNICAL STAFF

(Note: Building and Resource Managers, Laboratory Managers or Superintendents are
responsible for the day to day running of laboratories i the Science Schools, and members
of the technical staff are initially responsible to the Buiding and Resource Managers,
Laboratory Managers or Superintendents. In the other areas members of the technical staff
are responsible to the persons under whose direction they work. In these Conditions of
Service the term 'Laboratory Superintendent’ has been used throughout, but this term
means the person to whom the member of staff is initially responsible.)

I Remuneration
1. The salary scales are published at

www sussex.ac.uk/humanresources/personnel/salaryscalesratesofpay and form
part of these Conditions.

2. Members of staff may also be appointed on fixed salaries which are related to these
scales; their salaries will be examined annually (see paragraph 5 below).

3. Remuneration is paid monthiy on the last day of each month, in arrears, by bank
credit. Income Tax is deducted as instructed by the Revenue and Customs

4. The annual incremental date for Trainee Technicians is the anniversary of their
appointment date. For all other members of the Technical Staff it is 1st October,
except that persons appointed, promoted or regraded between 1st April and 30th
‘September inclusive receive their increment on st October of the following calendar
year. Normal increments within a grade are paid annually, except that these may be
postponed or withheld on grounds of serious dissatisfaction regarding competence,
industry or conduct in the job, and after due warning in writing has been given to the
member of staff concerned, Unite being informed at the same time where appropriate.

5. Anannual review of the grading of all posts is held, and regradings may be approved,
and exira increments may be awarded for meritorious work, normally to take effect
from the following 1st Octaber. The annual review procedures, which incorporate
provisions for appeals, are negotiated between the University and Unite. The agreed
procedures are obtainable from Unite and from Laboratory Superintendents, or from
the Human Resources Office.

6. Amember of the technical staff who is transferred temporarly to a higher graded post,
and who undertakes the full duties of that post for a continuous period exceeding ane
month, will receive an ad hoc additional payment at the rate of the difference between
their current salary and the minimum of the salary scale for the grade of the post being
filled.

Il Qualifications
7. Paragraph 7 has been deleted.
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10.

1

12.

13,

Tha normal educatien requirement for & technician Grade C is an Ordinary National
Cerifficate in Sciences, BTEC Certiiicate or Diploma, other approved equivalent
qualification, or equivalent experience. For Grade D it may be either an Ordinary
National Certiicate or Higher National Certificate or equivalent, or_equivalent
experience according to the particular specialisation of the post. For Grade E and
above it is a Higher National Certificate or other approved qualification, or equivalent
experience.

Training Facilities

Members of staff are encouraged to undertake further training relevant to their wori; in
particular Trainee Technicians are expected to take courses of training, since
promotion 1o a_fechnician grade may depend on obtaining certain specified
qualifications. Time off up to two half days per week will be granted to Trainee
Technicians, and at the discretion of Laboratory Superintendents o other grades, for
attendance at classes etc. The University wil also pay a contribution of up to 100%
towards tuition and examination fees and other expenses for approved courses.
Details of training facilities (Document ES5) can be obtained from Laboratory
Superintendents or from the Human Resources Office. Agreement 32 on Trainee

Technicians s also available on request,

Probation

Members of staff are appointed on probation for a period of three months unless
stated otherwise in their letter of appointment. A member who is transferred or
promoted on these conditions will not be piaced on probation for a second time.
During the probationary period all these conditions of service apply except that the
‘appoiniment may be terminated by one week's notice in writing on either side. During
the last month of the probationary period consideration is given to confiming the
member's appointment o to extending it for a further period. I the appointment is not
confirmed on the expiry of any probationary period or of any extension to i, the
‘appointment will terminate. The member will be informed in writing of the University's
decision at least one week before the appointment terminates in this way.

Hours of Work

The normal working hours for fulltime members of the technical staff up to and
including Grade 6 are 36.5 hours per week, not including one hour for lunch per day.
Hours of work are generally Mondays to Fridays, between 9.00 am and 5.30 pm.

The actual hours and times of working are prescribed by the Laboratory
Superintendent, who has the discretion to vary them if necessary to meet the needs of
the Laboratory. Overtime work may. on occasion, be required, in which case time off
in lieu will be granted or overtime payment made, as agreed in advance between the
Laboratery Superintendent and the member concerned

The hours of work are not specified for technical staff on Grade 7 or above.
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14

15.

18.
vil
17.

18.

19.

Rates of Overtime Pay

The rates of overtime pay are calculated on the basis of a 365 hour week. The
overtime premia are as follows:

Time worked in addition to the daily work which forms part of the normal working week
of 36.5 hours is counted as overtime and is paid at the following rates:-

‘Time and a half for hours worked beyond 36.5 hours on days 1-5 inclusive
that an individual works in their working week.

Time and three quarters for hours worked beyond 38.5 hours on either or
both of the 6" or 7" day worked in a week.

Where time off in lieu of payment is granted, the time off shall be for the actual hours
worked.

Overtime payments are not made to persons on Grade 7 and above.

Holiday Entitlement and Pay

Full time members of the technical staff other than those on Grade 7 or above are
entitied in the leave year 1st October to 30th September to twenty working days'
holiday with pay; Technicians on Grade 7 or above are entilled to twenty four working
days. The time or times at which this annual leave may be taken is subject to the
approval of the person to whom the member of staff is responsible for their day-to-day
work._If, owing to the exigencies of the work, full entiflement cannot be taken, up (o
five days may be carried forward o the next year (but no fonger), upon writien
application to the Laboratory Superintendant,

In addition, full-time members of the technical staff are entilled to paid holidays on
eight public/oank holidays and four other days when the University operates on
minimum service. The University may also grant paid holidays on certain additional
minimum service days. Members of staff may be required to work on any of these
public/oank holidays or minimum service days and if they are so required to work
they will be entitled to double time for all hours worked plus time off in liev, up to a
maximum of an individual’s normal working day, irrespective of the 36.5 hour
threshold having been reached. Bank/public holidays and minimum service days
are deemed to start at 12 midnight and end at 12 midnight, 24 hours later.

If in any leave year the total of annual leave, public holidays and minimum service
days as stated in paragraphs 17 and 18 above falls short of the total number shown
below appropriate to the service and grade of the individual concerned, the balance
may be taken as annual leave in addition to the basic entitiement,

Grede | Length of Service. Basic Entitlement_| Total Entitlement

Irrespective of 24 days 38 days

7 orabove length of servic

Less than three years | 20 days 3ddays
Three to four years | 21 days 35 days
All other grades " E0,1 15 five years 22 days 36 days

Five years ormore | 23 days 37 days
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continuous service prior to the commencement of the Ieave year. For this purpose the
‘continuous service' referred to must be as a member of the Technical Staff including
service as a Trainee Technician. Service is as an employee of the University,
irrespective of the source of funds used for salary payments (whether HEFCE o
research grant for example). Breaks in service of less than three months will normally
be disregarded where the brezk was not at the wish of the member,

20, Partime and part-year members of the technical staff are entiled to a proportion of
the holidays stated above depending on their hours of work (sse Document ES6
*Caleulation of Holidays and Holiday Pay Due’, available on request from the Human

Resources Office).

21, On termination of employment, a member of staff will be entifled. subject to the
availability of funds, to payment of salary in respect of holidays accrued but not taken.
The method by which the holidays and holiday pay due to 2 member at any time is
calculated is described in Document E56.

22. Leave additional to entilement with pay may be authorised in exceptional
Gircumstances. Applicalions for leave additional to entiiement witholt pay will be
given favourable consideration where possible. Requests for such leave, whether with
or without pay, should be made in writing to the Laboratory Superintendent

VIl Sick Leave and Maternity Leave Arrangements

23, Details of eniitlement to maternity leave, paternity leave, adoption leave and parental
leave are available from on the Human Resources website.

IX  Superannuation and Pension Arrangements

24, The appointment is pensionable. The relevant scheme for staff on grades 110 8 is the
Sussex Group Stakeholder Scheme. (The University of Sussex Pension and
Assurance Scheme has closed to new members.)

The relevant scheme for staff on grades 7 and above is the Universities

X National Insurance Contributions
25 National Insurance contributions are deducted monthly from salaries. The amount of

the contribution depends on whether or not the member is contracted out of the State
Second Pension (S2P)

X! Rights in Relation to Trade Union Membership
26, Amember of staff of the University has the right

i tobe amember of such trade union as he/she may choose;

i tobe a member of no trade union or other organisation of workers;

i to refuse to be a member of any particular trade union or other organisation of
workers;
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iv.if 2 member of a trade union, to take part, at any appropriate time, in the
activities of that union (including any activities as or with a view to becoming an
official of that union) and to seek or accept appointment or election as an official
of that union

(Appropriate time in this paragraph means outside normal working hours or, if the
consent of the person to whom the member of staff is responsible for their day-to-day
work has been given, within working hours.)

The University has recognised Unite as the appropriate trade union for members of
the technical staff for the purposes of:

i union recruitment and
ii representation of their own members and

il representation and negotiation on behaif of the whole category of technical
staffs.

Grievance Procedures

A member of staff having an individual grievance, complaint or problem relating to
their employment shouid, in the first instance, approach the person specified for this
purpose on appointment or as amended from fime to time. The procedure to be
followed if the grievance is not satisfactorlly settled at this stage is set out in the Staff
Grievance Procedure, copies of which are available from the Human Resources

Office.

Discipline, Control and Welfare

In matters affecting discipline or arrangement of work, a member of staff is under the
direction of the Laboratory Superintendent or the person specified for this purpose on
‘appointment or as amended from time to time.

Residence

Unless an exception has been mace by the Vice-Chancellor in any individual case,
full-ime permanent members of the staff are required to reside within twenty miles of

the University.

Transfers

Appointments are made to the staff of the University and members of staff may be
transferred from time to time from a laboratory or post to another wit the University.

Termination of Contract

The appointment may be terminated at any time by notice in writing on either side, or
on the part of the University by the payment of salary in lieu of notice. The length of
such notice is
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* Members of staff are encouraged o give @ much noice as possible when they intend to
leave the University.

Staff who were in post befors 1st April 1974 had the option of remaining on their
existing conditions of service (subject to the Employment Rights Act) or of transferring
to the length of notice set out above.

In the case of gross misconduct, the appointment may be terminated immediately, in
which case the University shall not be under any obligation to pay salary other than for
hours worked.

XVl Whole-time Appointments

33, In the case of full-time appointments to the University members of staff may not hold
any other continuing engagement except with the prior consent of the University,
‘which shall not be unreasonably withheld.

XVIIl Conditions Applicable to_Part-time, Part-Year, Part-Time/Part-Year and Fixed
Term Appointments

34, Except where otherwise stated, all these conditions of service apply to those on fixed
term appointments and to part-fime andjor part-year appointments.

35 Part-year staff may not hold other appointments without prior consent during the
weeks they are working at the University.

XIX Casual Appointments

35, Members of staff may be appointed on a casual basis. They are paid monthly in
arrears at an hourly or weekly rate, for the number of hours actually worked, on
submission to the Payroll Office of a claim form for fees, casual payments and related
expenses, countersigned by the person for whom they are working. The foregoing
conditions of service do not apply to them. Their appointments may be terminated at
any time by one week's notice on either side.

XX Amendment of Conditions of Service

37 The University reserves the right to amend the foregoing Conditions of Service after
negotiation with Unite in accordance with the Procedure Agreement

HR Office.
“April 2013
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PROCEDURE AGREEMENT

Between THE UNIVERSITY OF SUSSEX and UNISON with respect to staff in categories to be agreed by the
o parties from time 1o time; intially in manual and ancilary, clerical, secretarial library assistant and related
categories employed by the University are so agreed.

1.

Itis the spirit and intention of this Agreement to foster the best possible relations between the University and
'UNISON and to this end to provide a satisfactory method of discussion, consultation and negotiation.

®

@

Matters specified in the formal Conditions of Service or Conditions of Employment of saff covered
by this Agreement, other than matters on which the University has delegated authority to another
body, matters on which the University has no discretion under the law or maiters relating ©
individuals, may be negotiated between the two partes, normally in the University end UNISON
Joint Negotiating Body.

“The membership of the Joint Body shall consistof four persans on the employer's sid, appoined by
the University Council, and four University employees from the relevant categories of stalf on the
employees' side, appointed by the local branch of UNISON. The Body shall elect a Chairperson
from amongst its members who shall hold office for one academic year. The cmployer's side and the
employees' side shall each provide & Joint Secretary, who may be one of the members of the Joint
Body. With the agreement of both parties, either side may invite an adviser or advisers to attend
meetings of the Toint Body with a view io providing information and adviee relevant (o the
discussions.

‘The University and UNISON shall agree a procedure for consulation on other matters relating to the
relevant categories of staff, or for preliminary discussion of matters which are for negotiation in the Joint
Negotiating Body.

Fecilities shall be granted to accredited UNISON representatives to discharge their responsibiliies under
this Agreement. The University will use its best endeavours to make such facilites available, including in

particular:

@

@

(i)
()

Facilities for accredited UNISON representatives to leave their place of work during normal
working hours in the course of their nion duties within the temns of the Agreement, subject fo
obtaining prior pemission from the head of the office (or nominee) in which the representative
works, Thes faclities shall not exceed a loss of working time cquivalent o one full ime post

Accommodation for UNISON meetings, where possible; such meetings wil normally be held
cutside working hours;

Notice boards, for formal UNISON business;

Telephone facilities (which may be charged to the local UNISON branch). The use of an intemnal
telephone, where practicable, with reasonable privacy and, if possible, at the place of work;
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‘messages sent and received from cutside the University conform (o the guidelines for the use of the
JANET.

() Provision of office space including essential fumiture;

(i) Faciltes for atiendance at appropriate courses or conferences, as agreed from time to time between
the Personnel Oficer, on behalf of the University, and UNISON. Such filiies shall be in
accordance with guidelines agreed from time to time.

(Vi) Access to information in accordance with guidelines agreed from time t0 time.

The procedures for dealing with disputes shall be as follows, subject to the provisions of any relevant

national legisltion.

) The procedure for an employee 1o pursue a personal grievance shall be through the grievance
procedure as agreed from time to time.

(i) Ifa dispute arises, there shall be no stoppage of work, srike, lock-out or any other industrial action
by either party, and no aleration shall be made by the University to the Conditions of Service or
Conditions of Employment at issue, wntil the dispute procedures specified in this paragraph have
been exhausted.

(i) Anissue which affects only one partcular group of staffin one unt of the University shallbe raised in
the first instance by the appropriate UNISON representative with the head of the unit concemed or
with the Personnel Section.

) Anissue of general application shall be raised by an appropriate UNISON representative with the
Personnel Section.

() Ifan issue arising under (i) or (iv) is not resolved, it may be considered under the procedures for
consulition o negoiafion as appropriate fo the issue.

() An issue which relates to the inferpretation of a national agreement may be refemred (o the national
authorites acting for each party for advice on interpretation,if both parties agree:

i) If an issuc is not resolved through consultation or negotiation, it may be referred to ACAS for

concilation if both perties agree.

'UNISON acceps that inter-union disputes shall not be the subject of industrial action at the University.

“The partes to this Agreement reserve the right to terminate it by giving three months” notice in writing.
Amendments to the Agreement may be made with the consent of both parties.

7ih July 1994
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Changes to the University's procedure agreements

‘The following is an addition to the University's procedure agreements with the UCU, Unite
and Unison:

Information and consultation

In addition to the Universily's agreement to negatiate with its recognised trade unions
matters etalled in this procedure agreement, the University will inform/consult trade union
representatives on issues which fall under the headings listed below.

‘The University will inform and consult trade union representatives at its termly meetings of
the Joint Negotiating Committees, the Vice-Ghancellors termly meetings with trade unions.
representatives, and any related sub-groups. It will also use written communication where
appropriate, for example, the Buletin; the annual review; email notifications; FAQs on
webpages.

The information will provide the necessary background and inform representatives of the
rationale for subsequent decisions on which they will be informed and consulted, and on

which agreement between the University and its recognised trade unions may need to be
reached. It will include:

1. Information about the University's activities and economic situation
2. Information about employment within the University
3. Information about conditions of employment

Note: Consultation under 2. and 3, does not include consultation about individual posts or
members of staff, or very small numbers of staff, unless there are wider implications for other
staff in the University.

The University will review the above arrangements with its recognised trade unions after a
period of one year, and thereafter biannually, to ensure that staif are being informed and
consulted about work-related issues in the most appropriate way.




[image: image71.png]‘The signatories to this document agree that the arrangements set out above shall constitute
the University’s information and consultation arrangements.

Signed on behalf of the University

Date..

Name (block capitals)....

Signed on behalf of the unions

1. UNITE

. Date...

Name (block capitals)....

2. ucu
Name (block capitals)... ... Date...
3. UNISON

.. Date.,

Narme (block capitals)...

JAR/March 2005 (updated with UCU and Unite name changes, Nov 2008)




[image: image72.png]UCU Joint Negotiating Committee
Procedure Agreement.

‘The following Procedure Agreement between the University and the UCU is hereby
published:

Procedure Agreement between the Council of the UNIVERSITY OF SUSSEX (hereinafier
referred to as “the University’) and the University of Sussex Local Branch of the.
UNIVERSITY AND COLLEGE UNION (hereinafter referred to as “the UCU").

1. Itis the spirit and intention of this agreement to foster the best possible relations.
between the University and the UCU and to this end to provide a mutually acceptable
method of consultation and negofiation.

2. The University and the UCU share a common interest in developing the objectives,
national and international, of the University of Sussex and in improving its efficiency
in matters administrative and academic. With these objectives in view, the UCU
recognises the responsibilty of the University through its government and
administration - {o plan, organise and administer s facuty, schools, and subject
groups with whatever machinery it deems necessary. The University on its part
recognises the responsibilly of the UCU to negotiate on appropriate matters on
behalf of those employees of the University who are covered by paragraph 3 below
as well as to represent the interests of this group of employees in a consultative

capacity.

3. This agreement covers academic and related staffs who are employed by the
University on salary scales and ranges negotiated nationally between universi
and the UCU, that s to say teaching faculty, research and analogous faculty,
administrative facuity, library faculty and other faculty.

4. The University recognises only the UCU for the purposes of collective bargaining in
respect of the employees specified in paragraph 3 above.

5. The University agrees that, before implementing alterations to any extant set of
Conditions of Service or major changes in established practices (within the aress of
activity defined in Paragraph 7 (i) below or relating to a matter which has become the
subject of negotiation under 7(i) ) reating to the conduct of the duties carried out by
employees specified in paragraph 3, it will negotiate with the UCU and deal with any
consequent issues through the procedures as set out below.

6. i) There shall be a Joint Negotiating Committee (hereinafter referred to as the JNC)
‘which shall be responsible for negotiation between the University and the UCU on
issues falling within the topics referred to in paragraphs 7 (i) and 7 (i) below.

ii) As far as possible all matters of negotiation or concern o the parties shall be dealt
with outside the JNC or through consultation.

fij) The UCU undertakes as far as possible to raise and to attempt to resolve any
matter subject to negotiation or othenwise jointly of concern in the committee or group
of the University established to deal with the matter and on which the UCU has
agreed lo be and is formally represented, and together with other trads unions to
negoliate or consult on matters of common concern o them, the UCU and the
University in appropriate bodies.




[image: image73.png]) The following topics are agreed upon, as being appropriate for negotiation, in so
far as the University has discretion in the matter:

(2) Salary scales (but not salaries of individual employees)
(b) Superannuation

(©) Changes in Conditions of Service

(d) Sick leave, matemity leave, leave of absence, and study leave

(¢) Appointment procedures, to the extent that they specify explicit qualfications for
particular categories of posts, and in so far as they may affect the treatment of
existing employees in relation to external applicants

(f Conditions and procedures under which appointments are terminated

(9) Career progress procedures and policies.

() Job evaluation

() Redundancy

() Grievance procedures

(k) Part-time and hourly paid appointments, if the holders thereof are covered by
paragraph 3 above

() Fees for additional lectures and internal examinations.
(m) Travelling and subsistence allowances

(n) Insurances, in so far s they relate to contingencies ar
with the University

(0) Appraisal

ii) The University and the UCU may agree to other matters (not relating to
individuals) becoming the subject of negotiation in the JNC, or of joint negotiation
between the University, the UCU and ofher Unions concerned.

i) At any meeting of the JNC, the University side will consist of up to four members of
the University appointed by the Council, and the UCU side will cansist of up to four
members of the University appointed by the UCU. The membership of either side
may vary from item to item, provided that no more than four are present at any time.
By agreement between the two sides, either side may in addition invite an adviser or
advisers to take part in the negotiations on particular items.

ii) Each principal will appoint a Joint Secretary, who may be from the four members
orin addition to them. In the latter case the Joint Secretary may speak on matters of
procedure or fact but may not have a vote nor take part in the negotiations.

The Chairmanship of the meeting shall alternate, and a quorum shall be two
members from each side. The Chairman shall have an ordinary vote.
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v) Each side shall be responsible for communicating decisions of the JNC to its
principal, on the basis of the agreed minutes of the relevant meeting. Decisions shall
be subject to ratification by the principals. If they are not ratified, negotiations shall
be re-opened.

i) References to the JNC should normally be accompanied by explanatory
memoranda.

i) Ameeting will be scheduled each term in the Committee Timetable, but will be
held on that scheduled date only if the need arises. Mestings will also be held at
other times for rgent matters at the request of either side.

ii) Each side may be given advice by its principal as to the limits within which it
should negotiate.

iv) The committee may adjoum at the request of either side for separate private
discussions to be held.

V) The agenda and minutes of the JNC will be prepared by the Joint Secretaries, and
the minutes will indicate in the margin whenever action is required and who is
responsible for that action. The agenda will contain a report, including documents,
from the Joint Secretaries of matters agreed since the last meeting which were
subject to negoliation under paragraph 7 () and (i) or n the process of consultation.

Vi) In the event of agreement not being reached by the JNC on any negotiable issue
following full discussion, either side may declare a dispute.

vii) When a dispute is declared the JNC shall consider the action to be taken
appropriate to the particular dispute, on each issue.

vii) If this action fails to resolve the dispute, normally after a further JNG meeting, it
may be referred by joint agreement of the parties to the dispute to the Advisory,
Concillation and Arbitration Service, or any ofher body agreed by the parties, for
conciliation or arbitration.

%) Conciliation involves an independent conciliator attempting to being the two sides
to common agreement

x) Arbitration involves agreement by both sides to be found by the decision of an
independent arbitrator.

xi) Inlocal disputes the UCU shall not seek approval for industrial action before
opportunities o resolve the issues through consultation, negotiation and/or
concillation according to procedures set out above have been exercised.

In national disputes the UCU and the University shall consult as early as possible to
avoid enduring damage to mutual relations, to the quality and reputation of teaching
and research, and to the education of the students.

‘The University for its partin any dispute shall take no action and make no changes to
employment practices or Conditions of Service before opportunities to resolve the
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issues through consultation, negotiation and/or conciliation acsording to procedures
set out above have been exercised.

i) There shall be provision for consutation between nominated officers on any
matters relating to the employment of staff specified in paragraph 3 above.

i) Consultation shall be carried out according to guidelines to be estabiished and as
necessary revised from time {o time and the JNC shall review in 12 months time
those established in conjunction with this revision of the Procedure Agreement.

iii) The University and the UCU shall consuit ointly on the implementation of matters
which have been determined by agreement on a national basis or the implementation
of new legal requirements affecting Conditions of Service.

Recognition shall be given in the allocation of duties to any employee who is a
member of the UCU and holds the office of President, Secretary, Treasurer, o JNG
Secretary. The work of these officers will be recognised as a load to be offset
against other duties, and the fact of such work will be on the individual's record which
is taken into account in the consideration of promotion and advancement. In the
case of teaching faculty, this will normally be a load to be offset against teaching
duties. The same shall apply to members of the UCU who for the time being are
officers of the National Association. The extent of such recognition will be agreed in
the INC.

University facilities such as secretarial help, duplicating etc. shall be made available
without charge to the UCU for matters directly concerning business falling under this
Procedure Agreement. Faciliies provided by the University for other purposes shall
be chargeable o the UCU. The pattern of these facilies will be reviewed from time
to time.

Neither the provisions of this Agreement, nor the decisions of the JNC, are intended
to be legally enforceable.

The parties to this Agreement reserve the right to terminate it by giving three months'
notice in writing, this period to exclude the summer vacation. Amendments may be
made with the consent of both parties.

In this Agreement, the term “principals” means the University and the UCU which are
defined as follows:

‘The University ~ the Council acting under the Charter and Statutes.

‘The UCU - the University of Sussex Local Branch of the University and College
Union.

References in this document and in agreements reached by the JNC to particular
University officers and committees shall be deemed o be references to such officers
and committees as are from time to time responsible for the relevant functions in
‘accordance with the Organisation of the University document for the time being in
force.

Hyman Resources
1% November 98 (updated with UGU name change, Nov 2008)
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The Information and Consultation of Employees Regulations 2004
Changes to the University's procedure agreements

‘The following Is an addition to the University’s procedure agreements with the UCU, Unite
and Unison:

Information and consultation

In addition to the University's agreement to negotiate with its recognised trade unions on
matters detailed in this procedure agreement, the University will inform/consult trade union
representatives on issues which fall under the headings listed below.

‘The University will inform and consult trade union representatives t its termly meetings of
the Joint Negotiating Committees, the Vice-Chancellors termly meetings with trade nions
representatives, and any related sub-groups. It will also use written communication where
appropriat, for example, the Bulletin; the annual review; email notfications; FAQs on
webpages.

‘The information will provide the necessary background and inform representatives of the
rationale for subsequent decisions on which they will be informed and consulted, and on

‘which agreement between the University and its recognised trade unions may need to be
reached. It will include:

1 Information about the University’s activities and economic situation
2. Information about employment within the University
3. Information about conditions of employment

Note: Consultation under 2. and 3. does not include consultation about indlvidual posts o
members of stalf, or very small numbers of staff, unless there are wider implications for other
staff in the University.

‘The University will review the above arrangements with its recognised trade unions after a
period of one year, and thereafter biannually, to ensure that staif are being informed and
consulted about work-related issues in the most appropriate way.




[image: image77.png]The signatories to this document agree that the amangements set out above shall constitute
the University's information and consulation arrangements.

Signed on behalf of the University

Name (block capitals)......

Signed on behalf of the unions

1. UNITE

. Date.

Name (block capitals).
2. ucu

Name (block capitals).

3. UNISON

... Date...

Name (block capitals)...

JAR/March 2005 (updated with UCU and Unite name changes, Nov 2008)
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PROCEDURE AGREEMENT
Between the UNIVERSITY OF SUSSEX and the Manufacturing, Science, Finance Union (MSF) with respect to
() all technical staff falling within the purview of the Restructured Scherne; Nw
(b)  Rescarch Assistants, Graduate Assistants and Tutorial Assistants; U NI 7?

(©)  Computer Operating Staff; and

@ NonFaculty Computer Programming staff

employed by the University.

“This Procedure Agreement takes the place of the Agreement dated October 1972.

1 PREAMBLE OF GENERAL PRINCIPLES

1

Ttis the spirit and intention of ths Agreement 1o foster the best possible relations between the
University and MSF and o this end to provide 2 mutually understood method of
negotiation.

Alllocal conditions of cmployment shall be covered by this machinery with the cxcey
for their interpretation and application) of matters which are negotiated centrally through the Central
Council for non-Teaching Staff in Universities and its Joint Committee for Technical Stafls,

Both the University and the Union accept that the provisions of this Agreement carry the obligation to
armange discussion under the machinery provided as quickly as possible with the aim of setling the
issue as near as possible to the point of origin

Reasonable facilitis shall be granted for accredited representatives of MSF to discharge their
responsibilites, including in perticular:

@) Facilities for an accredited Union representative to leave his place of work during normal
working hours in the course of his duties within the terms of the Agreemen.

(Itis agreed that the Union representative will not leave without giving notification and
having easured that his absence will not give rise to 2 safety hazard, or to a isk of serious
damage to University equipment, research or teaching)

The names and Laboratories or Units of the representatives to whorn these facilites are to be
granted (not normally exceeding ten) shall be notified in writing to the Finance Officer of the
University. Changes in representatives shall be similarly norified.

‘The University accepts that the work of an accredited representative of MSF is an essential
part of hi

(i) Accommodation for branch and committee meetings, where possible; such meetings will
normally be held outside working houts.

(iii)  Notice boards, which shall be provided for union business.

(¥)  Facilities for attendance at appropriate educational courses, as agreed from time 10 time
between the Finance Officer, on behalf o the University, and the Union.

() Telephone and cleical fciliies (which may be charged to the MSF locel branch).




[image: image79.png]Ifa dispute arises, there shall be no sioppage of work, strike, lock-out or any other industrial action by either
‘party, and no alteration shall be made by the University in the Conditions of Service at issue, unti al the
Disputes Procedures specified in this Agreement have been cxhausted.

MSF accepis that inter-union disputes shall not be the subject of industrial action at the University level but
shall be determined in accordance with inter-union procedure and decisions of the TUC.

‘The right of an employe, whether a member of MSF or not, to pursue a gricvance under the established
Grievance Procedure will be in no way limited by these arrangements.

The partcs to this Agreement reserve the right to terminate it by giving three months’ notice in writing.
Amendments to the Agreement may be made with the consent of both parties in the MSFINC.

In this Agreement,all clauses which are phrased in terms of the masculine gender are intended to have
identical application as if they were phrased in terms of the feminine gender.

THE UNIVERST MSF JOINT NEGOTIA' MMITTEE
1. There shall be a committee specifically for negotiation betwoen the University of Sussesx (the
employer) and the University of Sussex Branch of the MSF (representing that group of employees, or

part of a group for which the MSF is recognised as being the appropriate Trade Union). It shall be
called the University and MSF Joint Negotiating Committee, hereinafter designated the "MSFINC".

MEMBERSHIP:

2. ()  The Employer shall be represented by three persons appointed by the University Council and
authorised to act on behalf of the Council.

(i) The Employees shall be represcated by three elected members of MSF, authorised to act on
behalf of MSF.

(i) The Chaimanship of the MSFINC shall alternate at each meeting.

le to mest the needs of cach issuc as it ariscs.

() Membership of the MSFINC shall be v

(V) Each side shall provide an official Joint Secretary (who shall not join in the discussion) who

shall maintain the closest contact with the other in order to provide channols through which
inary information may pass to the members of ether side. The Joint Secretaries shall
be jointly responsible for prepering and distributing agenda, minutcs and reports of the
MSFINC.

() A quorum shall be two negotiating members of each side, and both Joint Secretaries.

Topics appropriate for Negotiation:

3. () Al matiers relating to those groups of saff which MSF represents, excepting maters agreed
to be negotiated nationally.

Individual cases will not normally be discussed, except where questions of general principle
are involved.

Any topic may be raised by either side and shall be considered by the MSFINC, which shall
recommend whether it should be the subject of negotiation, or dealt with otherwise. If it s 1o
be the subject of negotiation the MSFINC shall recommend a specific form.

See Appendix for guide to "Topics Appropriate for Negotation".

‘Procedures for Negotiation:
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4. @) Alleferences to the MSFINC shall be accompanied by memoranda.

(i) Meetings shall be arranged s the need arises, at the request of either side through the Joint
Secretaries.

Gii) At mestings, the sides will meet together, then as necessary adjourn for separate meetings,
then rejoin. An adjoumment may be sought by either side to consult s principals if
agreement cannot be reached after lengthy negotiation.

(V) Incases where discussion is a prerequisite for negotiation (and where discussion will take
place in the MSFINC), each side may invite advisors with special experienco to give
information at an appropriate time.

Agreements:

5. Agreements inthe MSFINC shall be reached by majority agreement of each side. When agreement is
reached, the date from which it takes effect must also be agreed.

tatements and Reports of
6. Bothsides of the MSFINC shall make reports to their principals through the Joint Secretaries, which
may be:

() Anagreement of the MSFINC
(i) Differing recommendations; or
(ili) A recommendation to refer the mater to arbitration under Section IIl D of this Agreement.

Statements on behalf of the MSFINC shall be jointly agreed, and issued only through the Joiat
Secretaries.

DURES FOR DEALING WITH DISPUTES

A Individual Tssues

Under the University's ‘Grievance Procedure’, an employee who has a personal grievance relating to
the terms and conditions of his cmployment is normally requircd to discuss the matter fist with the
appropriate University officer, as specified in olumn B of the ‘Grievance Procedure Table' and his
letter of appointment

2. Ifthe employee is dissatisfied with the result of this discussion, he may raise the matter with the
officer specified in Column C of the Table, or any other officer to whom that officer may have
delegated his responsibilities. At this meeting, the employee may be accompanicd, i desired, by @
friend, who may be an accredited Union representative.

3. Iftheissue is still ot resolved to the employee's satisfaction, he may give written notice of the fact to
the Finance Officer with full details of his grievance. The Finance Officer shall then refer the
grievance 10 the Vice-Chancellor, or such other University Officer, as may be designated for that
purpose by the Vice-Chancellor who wil discuss it with the appropriate officer or officers of the
Union and of the University. I the issue is stil not resolved, it may be dealt with under the provisions
of Section D below.





[image: image81.png]APPEN]

B.  Grouplssues

1. Ifan issue arises which only affects one particular group of saff in a Laboratory of other part of the
University, it shall be raised in the first instance by the appropriate Union representative with the
Director of the Laboratory or the Head of the Section or Uit concerned and, if appropriate, anofher
representative of the University.

2. Iftheissue is not resolved at this meeting, notification in writing shall be given 1o the Joint
Secretaries of the MSFINC in order that the matter may be reforred to the MSFINC. Alternatively, if
both parties so wish, the issue may be referred for resolution between the appropriate full-time officer
of the Union, a local representative of the Union and representatives of the University.

ons of Section D below.

3. Ifthe issue is still not resolved, it may be dealt with under the provis

C. Collective Issues

Ifan issue is of general application affecting the whole of one of the groups of staff covered by this
Agreement, it shall be rased in writing in the first instance with the Joint Secretaries of the MSFINC
who shall reer it to the MSFINC unless they both agree tha it can be dealt with by discussion
between the appropriate officers of the Union and of the Universiy.

Procedure for Disputes over Individual, Group or Collective Issues, not Resolved at Local Level

1. Ifthe issue is sill not resolved after the procedures outlined above have been exhausted, and if the
matte rolates to questions of the interpretation of agreements reached at nationa level, it shall be
dealt with under paragraphs 3 - 5 below.

2. 1f, however, the matier at issue falls outside the scope of such national agreements, the MSFINC shall
meet within 14 days to consider the possible se of the available local conciliation machinery (e.g-
the services of the Department of Employment). If this machinery is not used the matter may be dealt
with under peragraphs 3 - 5 below.

3. Anissue which is not resolved locally may be raised with the Joint Secretaries of the Joint Commitiee
for Technical Staffs of the Centrel Council who may, at their discretion, nominatc a small joint sub-
committce to look into the complaint or refer it 10 the next meeting of that Joint Commitiee for
resolution.

4. Inthe event of failure o reach agreement under paragraph 3, the issue may be referred 10 a meeting

of the Central Council through the Joint Sectetaries.

. Ifthe Ceniral Council is unsble to resolve the issue under paragraphs 3 or 4, and/or both parties
agree, the matter may be referred to independent conciliation or arbitration at national level through
the offices of the Department of Employment, or as otherwise murually agreed

‘Topics appropriate for negotiation

The topies may include:

Local application of National Agrezments.
Machinery for dealing with Annual Salary Review, merit payments et

Salary scales and conditions of service of those who are represented by MSF but are outside the Restructured
Grading Scheme.

Superannuation arrangements in so far as the University has discretion.

Holiday entitlement and other leave arrangoments (sick leave, maternity leave etc).




[image: image82.png]Appointment procedures, termination of employment and redundancy, probationary service criteria efc.

7. Disciplinary and grievance procedures.
8. Amangements for Post-Entry Treining, and study leave. (Open University ete.) Junior staff trining schemes.
9. Voluntary health screening, safety arrangements, food and recreational facilities, car parking etc.
10, Changes in conditions of employment.
Signed for the Universit
Signed for the MSF
July 1975
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GRIEVANCE PROCEDURE (Regulation 30)

A.

11

12

13

14

15

22

23

24

25

GUIDANCE NOTES
Introduction

The University is committd o supporting it staf in carrying out their responsibiles to
the highest possible standard within a culture which encourages productve and
cooperative working practices. The University will aim to resolve staff grevances by
seeking solutions which take into account the needs of 2l paries Invoived.

General

This procedure has been developed in accordance with the ACAS Code of Practice
“Disciplinary and grievance procedures”, 2009, and the relevant legistation. The
procedure allows for grievances about aspects of an individual's employment to be cealt
‘quickly and in a air and consistent manner.

This Procedure applies to all Uriversity staff and should be appiied in accordance with
the Universily's Equalty and Diversity Policy.

This procediure and any revisions to it will be collectively agreed with the University's
recognised trade unions.

A member of staff has the right to be represented at all mestings held in accordance
with the Grievance Procedure. References to the member of staff in the procedure
apPly to the member of staff o hisier representative.

The latest version of this procedure will be held on the HR webste at
hito: Ay sussex ac Uk/Units/stafing/oers n

Principles

Al staff must support the aim of resolving issues of concern relating to their empioyment
informally through discussion with thelr immediate manager. Where a member of staff
feels that his/her concerns have not been addressed adequately through this route, she
should submit a formal grievance in accordance with the procedure outlined in par B.

Grievances shouid be addressed spesdily to promote productive and harmonious
working conditions.

Subject to the agreement of al partes involved in the grievance, the procedure may be
suspended at any stage for mediation, or altemative non-adversarial discussions with
the aim of promoting a more speedy resolution of the grievance. It is recommended
that mediation or other non-adversarial discussions should wherever possible take
place at an early stage, preferably before formal procedures are commenced.

Solutions on soms issues will require an element of compromise and it must be
accepted that it may not aiways be possible to resolve an issue to the total satistaction
of everyons involved.

Information provided by any parly to a grievance will usually be shared with others
involved in the grievance, including any other party to the grievance, those interviewed
as witnesses, to HR staffinvolved in the proceedings, to those invoived in investigations
or hearings and to managers of the parties to the grievance. It is essential that those
giing or receiving Information during the consideration of & grievance under this

" Employment Rights Act, 1996, Section 1; Employment Act 2008
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procedure maintain confidentialty and privacy at altimes during the grievance process.
This applies to all documentation and meetings. The grisvance siatement and the
outcome letter wil be held witnin HR on the personal file of the aggrieved memoer of
staff.Other relevant papers will be stored in Human Resources and flagged on the
personal file of the agarieved member of staff.

Responsibilities and rights

Members of staff

Members of staff are responsible for:

o

)

(i)

)

v

i

atiempting to resolve any concerns about aspects of their employment at the
earliest opportunity, In a constructive end informal way, through regular
discussion with their immediate manager;

discussing a grievance relating to another member of staff with himvher with
the aim of resoving the issue without the need for the Grievance Procedure;

providing managers with as much detail as possible about the issue of
concer, and giing them a reasonable opportunity o consider it

making suggestions as to how a grievance could be resolved;

taking al reasonable steps to ettend any meetings associated with the
grievance;

conducting themselves with dignty, honesty, and integrity to promote an
atmosphere of mutual respect, In accordance with the University's squalty
‘and diversity and harassment policies.

Members of staff have a fight:

(i)

i)

@)

to seek guidance and advice from a trade union official or Human Resources
prior to aitending a grievance hearing

to explein their grievances and have them addressed in a fair and constructive
manner;

ot to be treated less favourably than other members of staff as a result of
raising & grisvance,

Managers

Managers are responsible for:

o

(i)

[0}

(iv)

providing staff with regular opportunites to raise any issues of concem
Felating o their wor;

resolving staff grievances at the earliest opportunity and in a constructive,
sensitive and reasonable way, with particular sensifiity given to issues of an
interpersonal nature, for example, a complaint of harassment;

ensuring that they receive appropriate advice and training relating 1o the
operation of the Grievance Procedure, subject to such training being provided
by the Universiy;

consuliing Human Resources before taking action under the Grievance
Procedure;
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() ensuring that their actions are lawful and do not expose the University to legal
iabiity, sitner by il-advised action or negligence;

() conducting themselves with dignity, honesty, and integrlty to promote an
atmosphere of mutual respect, in accordance with the University's equality
and diversity and harassment policies.

Managers have a right to

(i) request more detailed information about a grievance in order to sesk to
resolve it
Human Resources.

‘Human Resources is responsible for:

() training and advising managers on all aspects of the Grievance Procedure to
ensure that staff grievances are resolved at the earliest opporunty;

(i) advising members of staff on the Grisvance Procedure;

(i) providng training and brisfings for managers who may be involved in
grievance matters;

() keeping aformal record of any meetings held under the Grievance Procedurs.
This is not a verbatim record but a detailed and accurate summary of the
proceedings;

() monitoring the use of the Grievance Procedure across the University;

(W) ensuring that the Grievance Procedure Is applied consistently throughout the
Universty.

Right to be accompanied

At all stages of the Grievanca Procedure, a member of staff may be accompanied by a
Tellow worker or trade union representative. The chosen companion will be allowed to
address the hearing in order to put the Mmermber of Staffs case, sum up the member of
staffs case, and respond on behalf of the member of staf to any view expressed at the
hearlng. The companion does not have a right to answer questions on the member of
staffs behalf.

Members of saff must make a reasonable request to the Universty to be accomparied,
for example, it would ot be reasonable {0 request @ companion wnose presence would
prejuice he hearing, or one who is from a remote geographical location if sameane
sultable and wiling was available on site.

Members of staff are required 1o give notice of the name and relevant details of any
companion 1o the Human Resources representative responsible for the case at least
two working days prior to a meeting under this procedure.

1 the chosen companlon cannot atend on the date proposed and a suitable altemative
companion cannot be found, the member of stafl may propose an allemative date and
time which is reasonabie and is nommally within fve working days of the original date set
(exceptional arrangements may be needed during vacation periods). The Universty wil
make the necessary amangements to postpane the meeting.

If the member of staff is disabled, it may be appropriate to aliow himiher to be
accompanied by a suitable person because of hisiher disabilty, in addtion to any
chosen companion.
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If the member of staffs first language is not English, it may be appropriate to allow
e to be accompanied by someone who can provide support with communication

in English.

Where  grievance relates to anather member of staf, this indwidual will have the same
right to be accompanied as the aggrieved member of staff.

Time fimits

Time limits are set out in the pracedurs to reinforca the need to daal with grievances as
quickly as possibie. They must be folowed uniess varied by mutual agreement.

Working days include all weekdays except days when the Universtty s closed or whete
minimum service provisions apply.

Exclusions
The procedure cannot be used to resolve the following:

() matters relating to statutory deductions from pay which should be referred to
Human Resources (Payrol) In the first instance. If the issue cannot be
resolved through this route, Payrol staff wil advise the individual on the
courses of acton availabie to himiher;

(i) appeals against job evaluation outcomes, which should be dealt with under
the HERA processes;

(i) appeals against re-grading proposais or other reward payments, which should
be dealt with under the pay review procedu

(v)  complaints about being subject to the capabilty procedure, or action taken
under that procedure, which should be dealt with under the capabilty
procedure;

() complaints about the Instigation of discipiinary proceedings against an
individual, action taken under the disciplinary procedurs, or the operation of
the discipiinary procedure, which should be dealt with under the disciplinary
procedure at the same time as the alleged misconduct s being considered;

(v)  any matter which seeks to change an agreement reached with a recognised
trade union, either nationally or locally. Such matters should be referred to the
Chair of the relevant Joint Negotiating Committee for consideration by this.
roup (i appropriate);

(i) a complaint against an actual or threatened dismissal, which should be dealt
with under the appropriate procedure (for example disciplinary procedure,
capabilty procecure or redundancy procedure);

(il allegations which are covered by the University's Whistieblowing Procedures;

() issues which are outside the responsiilty or control of the Uriversiy in its
ole 25 an employer, for example statutory limits on night work or satutory rest
periads (as defined by the Working Time Reguiations).

Complaints about harassment or bulying should iniially be dealt with under
the Universitys Policy to Prevent Harassment and Bulying at Work. Where the
harassment continues, or where it fel that the harassment procedures have not been
appled correctly or have not resalved the concer, the Grievance Procedure should be
used. It should also be oted that complaints of harassment may b dealt with under
the University's Disciplinary Procedure rather than the Universit's Policy to Prevent
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Harassment and Bullying at Work or Grievance Procedure If this is considered more
‘appropriate.

At any stage of this Grievance Procedurs, the relevant manageripanel dealing with the
grievance at that stage, in hisfheriits discretion. may:

= defer consideration of the grievance (in whole of in parl) f other proceedings (for
example, disciplinary procedures or a redundancy procedure) conceming the
employee and relevant to the subject matter of the grievance are pending or are in
progress or for any other good reason; or

o direct that the grievance should be considered at a formal hearing under any other
procedures, for example, staff or student disciplinary procedure, whistieblowing
procedure.

It shallbe for the relevant manager or panel dealing with the grievance at the relevant
stage to determine whether the grievance shouid be deferred, or should be considered
at a formal meeting under anather procedure of whether i falls outside this procedurs
by viriue of this paragraph and their decision on this shll be final. Any such decision
should normally be made within 10 working days of receipt o the grievance.

A colective grievance which applies to more than one person may be dealt with under
the procedures specified in Appendix 1.

Statutory changes

Any changes to statutory provisions that affect this collective agreement will
‘automatically be incorporated.

Statistical data

‘Statistical data wil be collected and reported to the Human Resources Commitee, the
Equalty and Diversity Commitiee, and the Joint Negatiating Committees in order to
meet the University's obligations under the relevant legisiation. Al reporis will be
anonymised.

Review

This procedure will be reviewed by Human Resources in association with the tradss
unions in response to relevant statutory changes, changes in University procedures or
structures, changes in good prectice, or as a resut of analysis of the statistical data
collected.

ACTION BEFORE FORMAL STAGES
Informal Stage

In advance of raising the grievance or any informal resolution of matters, the member of
staff Is encouraged 1o seek advice from a Human Resourcss representative to assist
with the informal resolution of the complaint or concern. This could take the form of an
Informal conversation, in confidence, where the Hurman Resources representative would
assist the member of staff in deciding how to progress the matter. Where appropriate,
the option of mediation as a means of resoling the grievance will be discussed with the
individual prior to any informal or formal action being instigated undr this procedure.
(see 2 below).
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Where a member of staff decides that s/ne wishes to pursue the grievanc, sihe should
raise the matter with hisiher line manager (*the relevant manager*) either in person or in
writing. Even when the grievance relates to actions or decisions of the member of staffs
relevant manager, wherever possible the member of staff should commence by raising
the matter with him/her in the frst instance.

‘The relevant manager should aliow the member of staff to explain his/her complaint and
‘ask himiner how helshe would ike to see the matter resoived.

In contrast to formal grievance procesdings, informal resolution s not a process which
involves detailed investigation into the complaint, the making of decisions on disputed
issues of fact or attrbuting blame. The focus of informal resolution is on exploring
whether the complaint or concern can be resoived through discussion and in particular
by agreement on ways of avoiding similr issues arising in future. This may include:

0] exploring and discussing the reason for the decision or action which has given
fise to the grievance and considering whether there have been any
misunderstandings on sither side;

() the member of staff and the relevant manager and any other smpioyes 1o
whom the grievance relates expiaining their views and feelings on the issue in
question to better understand each other’s position. This could be facitated
by a mediator (ses 2 below);

(i) considering whether aterative ways of communicating or working with sach
other could have prevented the issue arising or might avoid similar issues
arising n future.

Where necessary, the relevant manager may need o explore the issues furher by
speaking to cther members of staff or seeking advice before meeling again with the
member of staf.

The informal stage wil normally be completed withi ten working days of the matter
being raised. Whero this is not possible, the ressons for the celay will be
communicated to the employee.

Although this is an informal stage in the procedure, the relevant manager should meke
2 summary note of the discussion and its outcome and provide a copy 1o the member of
staf,

If the member of staff is not satisfied with the outcome, helshe may wish to pursue the
formal stages of the Grievance Procedure.

Whilst it s not necessary for a Human Resources representative to atiend meetings
connected with the informa stage, advice should normally be sought by the relevant
manager deling with the grievance.

Mediation

Mediation is a process whereby a neural third party attempts to help the parties reach
agreement in the event of a dispute. It may be requested or recommended at any stage
in dealing with a grievance that the University (through Human Resources) appoint a
mediator to help towards a resolution, if both parties are agreeable. It is usually
preferable, however, for any_mediation (o fake place before formal grievance
proceedings are commenced. The first contact should be with Human Resources who
will arrange external mediation.

Agreement to mediation does not preclude the member of staff from submitting a formal
grievance at a later stage, if mediation is not successful in resolving the complaint. In
such circumstances, the member of staff shall il raise any formal grievance prompty.
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Further guidance on mediation is avallable at Appendix 1

FORMAL STAGES
Stage 1: Statement of Grievance

I a member of staff feels that hisier work-related conceins have not been addressed
adequately through informal discussion with the relevant manager, s/ne should submit
to the manager, opied to the relevant Human Resources representative, details of the
grievance in writing, sstting out as fully as possible his/mer specific complaint inclucing
any available evidence in support of the complaint and specify how hefshe would like to
see the matter resolved. Where the grievance relates to the immediate menager, it
should be submitted 1o that person's manager, or, i that person is also involved, to the
Director of Human Resources who will nominate a manager outside the indiiduals
immediate area of work_Further information or clarifcation may be requested where the
spacifics of the complaint ars not clear o the manager or where this is considered
ussful in undertaking o resolving the grievance. Staff who have difficulty in formulating
a writien grievance, for example, cue o a disabilty or bacause English is not their first
language should contact Human Resources, @ work colleague, or a trade union
representative who wil offer help.

‘The relevant manager shall discuss the grievance promptly with the relevant Human
Resources representative and will appoint a manager (who may be himerself) to deal
with the grievance (the "investigating manager).  The investigating manager should
‘normally be appointed within ten working days of receipt of the grievance.

Where a grievance relates wholly or party to the actions of a named member of staff,
this individual will be notified of the grievance by the investigating manager without
unreasonable delay, and wil receive a copy of the grievance (or that part of that relating
to himher) and any documentation submitted with t

Stage 2: Investigation and outcome
Following receipt of the grievance, the aggrisved member of staff shall be invited in
wiiing to attend an nitial meeting with the investigating manager and advised of his/er
fight 10 be accompanied in accordance with paragraph A4 above. This meeting will
nomally be held within 15 working days of the Investigating Manager being appointed.
The purpose of this maeting is to allow the investigeting manager to understand the
nature of the grievance and to explore potential solutions. Th investigating manager
wil explain the purpose of the meeting, introduce those present and outine the
procedure to be followed. The aggrieved member of staff or his/her companion will then
be invited to state hisiner case as sat out in the statement of grievance and may be
questioned, or the purposes of Garifcation, and establish the scope of the grievance. If
further details or examples emerge at the meeling that were not included in the original
statement of grievance, the agarieved member of staff shall be asked to put those in
wriing if helshe wishes these to form part of the grievance. The investigating manager
will arrange for_Human Resources to keep a formal record of the meeting which will be
copied to the aggrieved member o staff.

It may be appropriate for the investigating manager to underteke a further investigation
into the grievance before reaching hisher decision. The investigating manager shall
discuss with the aggrieved member of staff the scope of such nvestigation and the
names of any potential witnssses or other members of staff who shoukd be interviewed
as part of this investigation. The investigating manager shail expiain the proposed next
steps and an estimate cf the tmescale for camying out any invesligation and responding
to the aggrieved member of staff, The estimated timescale shoukl be as short as is
reasonably practicable, whilt allowing for a fullinvestigation to take place.
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Where the grievance concerns (in whole or in pari) the actions of any other member of
staf, helshe will be given the opportunty to respond in a mesting with the investigating
‘manager to that part of the grievance which covers himiher. This member of staff shall
also be informed of his/er right to be accompanied under paragraph A4 above.

It shall be for the investigating manager to determine the extent of the investigation
heishe considers necessary to respond to the grievance, including the need to interview
any other members of staff, If at any point in the investigation the Investigating
manager decides that the complaint is unfounded, vexatious or trivial, heishe may
decide to reject the griavance without further investigation of the facts and report that
decision to the member of taff. f the investigating manager considers that the subject
matter of the grievance indicates a potential case of misconduct, heishe may decide
that t Is more appropriate to cease or put on hold any further consideration of the issues
under this procedure, end to refer the issues for consideration under the staff
disciplinary procedure.

The investigating manager shall ensure that notes are kept of meetings with the
member of staff who has aised the grievance and any person interviewed as part of the
investigation into the grievance. These notes will usually be a summary of the meeting,
rather than a verbalim note. The members of staff concemed will be given the
opportuniy to agree or meke comments on the notes of the metings which they have
beeninvolved in

“The investigating manager shall nomally provide the aggrieved member of staff with
the notes of any Investgatory mestings with other members of staff and invits the
aggrieved member of staff to provide comments on these before the investigation is
cancluded. Likewise, where the grievance is wholly or partly against another member of
staff, his individual wil be provided with the notes of any investigatory meetings which
relate 1o the grievance against himvher and give the opportunity to provide comments on
these before the investigation is conciuded. Thes comments may be provided at a
mesting or n writing, at the discretion of the investigating manager. If a further meeting
is convened, the member of staff wil be reminded of hisier ight to be accompanied
under paragraph A4 above. In light of these comments, the investigating manager shall
decide whether any futher investigations o comments from ofher colleagues are
considered necessary.

The investigating manager shall prepare a report which will usually summarise the
nature of the grievance, the investigation that has taken piace, the decision on the
grievance and the reasons for that decision, and any recommendation considersd
appropriate to resolve the grievance or adress its cause (whether of not the grievance
is upheld). This report wil normally be produced within 10 working days of the
conclusion of the investigation. At the discretion of the investigating manager, a further
mesting may take place with the member of staff who raised the grievance in order to
orally communicate the decision that has been taken on the grievance. In any event,
the outcome of the grievance shall be communicated in wriing by sending the
‘aggrieved member of saff a copy of the investigating manager's report. If the grievance
is not upheld, the aggrieved member of steffwill be advised of hisier right to appeal the
decision under the next stage of the Grievance Procedure. The report will also be
provided to any member of staff against whom the grievance has been brought.

Where recommendetions are madi in the investigating manager's reporl, the Human
Resources representative Wil ensure that these are forwarded to the appropriate
individuals for action.

Stage 3: Appeal to Grievance Panel
A member o staff mey sppeal against a decision reached under stago 2 by submiting
witen nofication together wih all supporling Gocumentation that the indivicual wishes
o be considered to_the Director of Human Resources within 10 working days of
receiving writen notfication of the outcome of stage 2.
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‘The appeal hearing is not designed to re-hear the grievance but to examine the grounds
of appeal. Appeals may be raised on one ar more of the following grounds:

[ that the decision of the investigating manager s flawed because the evidence
did not suppor the conclusion reached;

() that new evidence not previously avaliable has come to light since the
investigating managers report;

(i) that any action proposed was nappropriate i the circumstances of the case;

() that there has been a faiure to folow procedure which has affected the
decision taken by the relevant manager.

The Director of Human Resources (or nominee) wil make amangements for a
Grievance Appeal Panel to be convened to consider the appeal. The panel wil be
appointed by the Vice-Chancellor (or nominee) and wil consist of three senior'
managers (a Chair and two other members) who have it bean previously invalved in
the matter.”For academic staff, one of the panel members will be an academic peer,
and a second panel member will be a Head of School (but not rom the same School as
the aggrieved membar of staf),

‘The investigating manager whose decision is being appealed shall have the opportunity
to respond in writing to the grounds of appeal and to any request by the member of staff
for witness evidence to be considered at the appeal mesting. The investigating
manager may also request permission {o call witnesses at the appeal meating.

The Grievance Appeal Panel Chair (‘the Chalr) shall consider the grounds of appeal
and shall have discretion at this stage to dismiss the appeal if it is considered to be
trivial, vexatious or obviously without merit

Ifthe appeal is not dismissed on these grounds, the Chair wil invite the member of staff
to attend an Appeal Mesting and inform the member of staft of hisier fght to be
accompanied under paragraph Ad above. The investigating manager whose ecision is
being appealed shall also be entiled to attend and may be accompanied by a Human
Resources representative. A second member of Human Resources may attend (o take
notes of the heating. The Chair shall determine the need for any ofher person
(including any winess named by the member of staff or investigating manager) to
attend the Appeal Mesting (in whole o in par) as a witness and where his/her
attendance s requested, heishe shall have the right to be accompenied under
paragraph Ad above.

‘The appeal meeting wil nommally be held within 20 working days of the Grievance
Appeal Panel being appointed.

The purpose of the Appeal Meeting is to explore the grounds of the appeal and to
determine whether any further investigation into the grievance Is required. The member
of staff will be given the opportunity to explain hisier grounds of appeal and to make
epresentations on any furiher investigation or action which is required (0 resolve the
grievance to hisiher satisfaction. The investigating manager whose decision is being
appealed shall be enlilld to respond. The Appeal Chair may decide to adioum and
reconvene the meeting to hear witness evidence from any person.

The member of staff will receive witlen nofiication of the outcome of the appeal
meeting within 10 working days of the later of the date of the meating (or any
reconvened mesting) or the date on wihich the further investigations concluded

ThisIs the finallevel of appeal.

" Grade 8 or above
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Conduct of a grievance appeal meeting

The Chair will determine who should attend the meeting. In most cases this
willbe:

() the Chair and two other panel members;

(i) the aggrieved member of staff;

(i) hisier representative o colleague;
() the investigating manager whose decision is appealed:
(1) any relevant witnesses ideniied by the aggrieved member of staff,

Investigating manager or member of staff against whom the grievance is
brought and whose atiendance is agreed by the Chair;

(W) a Human Resources representative who wil advise on the procedure and
keep a formal record of the masting.

The aggrieved member of staff should ensure that any evidence in support of the
grievance is submitted to the Chair at least three working days befors the meeting.

Where a grievance relates to another member of staf, this individual will bs allowed to
attend the hearing as a witness in relation to those aspects of the appeal which relate to
the complaint against hirmher.

At all meetings, the aggrieved member of staff will have the opportuniy to explain the
nature of the grievance, and suggest how it couid be resoived.

In the event that the Appeal Chair allows any witness to attend the Aopeal Mesting, the
complainant (o hisiher representative) shall have the opportuniy to ask questions of
the witness. The invesligating manager shall have the opportunity to ask questions of
the witness. The Appeal Chair shall also have the right to ask questions of anyone
present

If the Appeal Panel feel that it is appropriate to conduct further investigations or seek
advice, the meeting will be adjourned.

At the conclusion of the Appeal Mesting the investigating manager and the member of
staff or his/her represantative) shall have the opportunity to sum up his/her case.

Where possible, the Chair should inform the member of staff of the decision at the end
of the meeting. This will then be confirmed in writing (including to any person against
whom the grisvance s brought) within the prescribed timescales.

Record of grievance meetings

A record wil be made by Human Resources of all meetings held under the Grievance
Procsdure. A copy of the notes will be sent to the mermber of taff.

Itis not the University's normal practice to tape record grievance meetings.
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GUIDANCE NOTES
Introduction

‘The University is committed to supportng its staff n carrying out their responsibities to
the highest possible standard within a culture which encourages productive and
‘cooperative working practices. Where discipiinary action is required, it wil be caried out
by means of a fair and supportive structure focussed upon the principles of natural
justice.

General

This procedure has been developed in accordance with the ACAS Code of Practice
“Disciplinary and grievance procedures”, 2008, and the relevant legislation’. The
procedur is designed to encourage staff o achieve and maintain acceptable standards
of conduct, to ensure the safety and wel-being of all staff, and to provide a fair and
‘consistent mechanism for dealing with situations where misconduct s alleged.

‘This Procedure applies to all Universiy staff and should be appled in accordance with
the Universit's Equalty and Diversity Poliy.

This procedure and any revisions 1o it will be collectively agreed with the University's
recognised trade unions.

A member of staff has the right to be represented at il meetings held in accordance
with the Disciplinary Procedure. References to the member of steff in the procedure
‘apply to the member of staff or his/her representative.

The latest version of this procedure wil be held on the HR webste at
hitor/Awwi.sussex.ac.uk/umanresources/documents/discipiinaryprocedure.

Principles

Itis essential that appropriate levels of confidentialty and privacy are maintained at all
times during the disciplinary process. This applies to all documentation, interviews and
hearings.

At each stage of the procedure, the member of staff will be informed of the alleged
misconduct, and given the opportunity to state his/her case prior to any decision being
taken.

A member of staff will not be dismissed for a irst disciplinary offence, unless it a case
of gross misconduct, in which case the misconduct is deemed sufficienty serious to
destroy the employment contract and to make any further working relationship
untenabl. In such cases, summary cismissal may be justiable, e. without the normal
period of notice.

‘The procedure may resultin any of the listed outcomes according o the nature of the
allaged misconduct, and any previous warnings.

Responsibilties and rights

Members of staff

" Employment Rights Act, 1996, Section 1; Employment Act 2008
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Members of staff are responsible for.

@

i)

(i)

conducting themselves with dignity, honesty. and integrty o promote an
atmosphere of mutual respect, in accordance with the University's equaliy
and diversity and harssment polices;

familiarising themselves with and adhering to acceptable standards of
conduct, relevant poices, procedures and practices, and rules;

seeking clariication from their manager i there are aspects of (i) above which
they do not understand,

Members of staff have a right to:

) sesk guidance and advice from a trade union official or Human Resourcss n
relation to any disciplinary matter afiecting him/her,

() be treated fairy and consistently. This inciudes representation, the right of
appeal, and the right to be provided with all the evidence and relevant
documentation prior to attending a disciplinary hearing

Managers.

Managers are responsible for:

0
(i)

@

()

()

)

i)

canfronting, challenging and dealing with unacceptable behaviour;

estabiishing standards of conduct and ensuring that staff understand and
comply with these;

ensuring that staff receive, understand and observe any policies, procedures,
practices or other rules governing their employment;

ensuring that matters relating to an individual's conduct are treated in a feir
and consistent way, with sensitivity and confidentiaity;

ensuring that they recsive appropriate advice and training relating to the
operation of the Discipinary Procedure, subject to such training being
provided by the Universty;

consuling Human Resources when taking action under the Disciplinary
Procedure;

ensuring that their actions are lawful and do not expose the University to legal
liability, either by il-advised action or neglgence.

Managers have a right to:

(Vi) use their discretion to resove problems through informal discussion.
Constructive guidance can often resolve difficulies and cbviate the need for
formal disciplinary action;

(¥ enauire of issues that may be affecting a member of staf's behaviour, with
‘appropriate sensiiviy.

Human Resources

Human Resources Is responsible for:
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) training and advising managers on all aspects of the Disciplinary Procedure;
() advising members of saff on the Disciplinary Procedure;

kesping a formal record of any meetings held under the Discipiinary
Procedure. This is not a verbafim record but a detalled and accurate summary

of the proceedings;

() monitoring the use of the Disciplinary Procedure across the University;

() ensuring that the Discipiinary Procedure is applisd consistently throughout the.
Universty.

Right to be accompanied

At al hearings held in accordance with the Disciplinary Procedure, a member of staff
may be accompanied by a fellow worker or trade union representative. The chosen
companion will be allowed to address the hearing in order to put the member of saffs
case, sum up the member of staffs case, and respond on behal of the mermber of staff
o any view expressed at the hearing. The companion does fot have a right to answer
questions on the member of staffs befra

Members of staff must make a reasonable request to the Universiy to be accompanied,
for example, it would not be reasonable to request a companion whose presence wouk
prejucice the hearing, or one who is from a remote geographical location If someone
suitable and wiling was availeble on ste.

Members of staff are required to give noice of the name and relevant detais of any
‘companion to the Human Resources representative responsible for the case at lsast
two working days prior to a meeing under this procedure.

If the chosen companion cannot attend on the date proposed and a suitable altemative

companion cannot be found, the member of staff may proposs an altemative date and
time which is reasonable and is nermally within five working days of the original date set
(exceptional arrangements may be needed during vacation periods). The University wil
make the necessary arrangements to postpone the hearing.

f the member of staff is disabled, it may be appropriate to aliow himier to be.
accompanied by a suitable person because of hisiher disabilty, in addiion to any
chosen companion

If the member of staffs first languzge is not Engish, it may be appropriate to allow
himiher to be accompanied by someone who can provide Support with communication
in English, in addiion to any chosen companion.

Time limits.

Every effort will be made to deal with alieged breaches of discipline in the shortest
possible timescale. This wil vary according to the time required to investigate a specific
case.

Time Iimits are set out in the procedure o reinforce the need to deal with disciplinary
issues as quickly as possible. They must be followed unless varied by mutual consent.

Working days include all weekdays except days when the University s closed ot has a
Minimum Service Day.

Grievances raised during disciplinary proceedings

‘The staff grievance procedure cannot be used to challenge or complain about:
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@) anydecision to invoke the formal or informal stages of this procedure;
(i) any decision or action taken or proposed under this procedure;
(i) the operation of this procedure.

In the event that a member of staff raises a complaint about such matters hisiher
complaint will be investigated and dealt with under this procedure (ie. the staff
Disciplinary Procedure) at the same time as any allegations of misconduct are being
discussed or considered. The appication of this procedure may be modified as
deemed appropriate by the Director of Human Resources (o faciltate this. If the
member of staft is dissatisfied with the outcome of this process, heishe may appeal
under the appeal stage of the staff grievance procecure. The purpose of this
paragraph is to assist all parties by alowing both the substantive issues and any
related complaint or grievance from the member of staff o be considered speediy.

Disciplinary action against a trade union representative or safety
representative

Where disciplinary acton is being considered against a mermber of staff who s a trade
union representative (or safety. representative) the normal Disciplinary Procedure
applies.The Human Resources representative will discuss the case wih the relevant
trade union full-ime officer at an early stage, after obtaining the individual's consent.
“The Human Resources representative Wil advise the hearing manager as to when she
can proceed with the planned disciplinary hearing.

Criminal charges or convictions

Where an incividual is under investigaton for a criminal offenco that may have been
comeitted in the course of o related to hisier employment, and is in breach of the

University's disciplinary rules, the Discipinary Procedure will apply ssparately to any
police_investigations. In all such cases, advice should be sought from Human
Resources before taking action.

1f a member of staff is charged with or conicted of a criminal offence not related to
work, advice should be sought from Human Resources as to whether there is any nead
for acton by the Universty.

f, a5 a result of a criminal offence, a member of staif s in breach of his/er contract of

employment, the appointment will normally be terminated.

Allegations of fraud

Any allegations of fraud should be reported in accordance with the University's Fraud
Response Plan, in addiion to following ths procedure.

Exclusions
‘The procedure does not apply to:

0] cases of incapacity due to il health which are dealt wih under the University's
Sickness Absence and Medical Incapacity Procedure and/or Disabilty Policy;

i) s of incapabilty or professional incompetence which are dealt with under
the Universiy's Capabilty Procedure;

(i) issues of misconduct during the probationary period, which are dealt with
under the University's process for managing probation and induction;
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() cases where the alleged misconduct may be solely or partly due to a disabilty,
in which casa advice should be sought from Human Resources, and reference
made to the University's Disability Policy andor Sickness Absence and
Medical Incapacity Procedure.

Statutory changes

Any changes o statutory provisions that afiect this collective agreement wil
automatically be incorporated.

Statistical data

Statistical data will be collected and reported to the Human Resourcss Commitee, the.
Equality and Diversity Committee, and the Joint Negotiating Committees in order to
meet the Unlversity's obligations under the relevant legisiation. All reports will be
anonymised.

Review

These procedures will be reviewed by Human Resources in association with the trades
unions in response to relevant statutory changes, changes in University procedures or
structures, changes In good practice, or as a resu of analysis of the statistical data
collected.
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DISCIPLINARY PROCEDURE
Informal action

Cases of minor misconduct are usually best dealt with by a manager informally, and
without delay. The manager should speak o the member of staff in private, and advise
himiher of the problem and what is required of the member of staffto rectiy it Although
there is no statutory right to be accompanied at this Informal stage, a request to be
accompanied by a fellow worker of trade union representative wil not be unreasonably
refused. The Disciplinary Procedure should only be used where informal action has
failed or the misconduct is considerad sufficiently serious to warrant formai action.

Allegations

Alegations wil be refered to the relevant manager (nereafier referred to as the hearing
manager) for intial consideration. This would iomally be a Head of School, Divisional
Director, Head of Department, Section Head, Strategy & Operations Manager, or
equivalent. Wnere the hearing manager considers the allegations to have substance,
sine will notiy the relevant Human Resources representative, and make amangements
o progress the case.

Suspension

Suspension is a very serious act and should only occur in exceptional
circumstances ie. where it is deemed necessary to suspend the individual to
allow the investigation to be caried out. Any such suspension would be on
full pay, for as short a period as possible, and would not constitute disciplinary action
Al suspensions will be kept under review. Examples of circumstances in which
suspension may b necessary ars whers the hearing manager considers that:

. the allegation may constitute gross misconduct;
. the member of steffs presence at work may hinder the investigation;
. there are health and safety concers or ather risks about the continued

presence of the member of staff at work, e.g. fisks to Universiy property or to
ather individuals or the individual him/herself,

‘The hearing manager is responsible for the act of suspension, and should mest with the
individual n private and at the earliest opportunlt, after consuling the relevant Human
Resources representative. The hearing manager should explain to the individual:

1. That serious allegations have been made that wil need to be investigated in
‘accordance with the University's Disciplinary Procedure. If substantiated, these
allegations may amount to gross misconduct for which the member of staff may
e dismissed without notice.

2. The nature of the allegations and confirm that they fail within the defintion of
gross misconduct in the Disciplinary rules (see Appendix 3).

3. That the suspension wil be with immedate effect

4. The period of suspension, and confirm that a further period of suspension may be
necessary in order to complete the investigation.

5. That suspension is not a disciplinary penaly. It is a neutral act pending the
‘outcome of a disciplinary investigation.
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6. Thatthe member of stafis not required to canry out any work during the period of
suspension and should refrain from the_ University's campus_unless prior
permission has been granted by the Human Resources representative.

7. Thatthe member of staff will receive full pay during the period of suspension (ie.
the total pay s/he would have recsived had s/he been at work during this period).

8. That during any investigation the member of staff should not discuss the case
with anyone (excapt for his/er representative) involved with, or winess o, the
incident under investigation, without prior perission from a Human Resources
representative (see also 16.4 below). The member of staff il be able to suggest
the names of potentia witnesses or athers who may have information relevant to
the invesigation, so that these can be interviewed by the investigating manager.
The member of staff may discuss the case with a colleagus employed by the
University who is not involved with, or witness {o, the incident under investigation,
but heishe shall only do so in private and in strct confidence and on the basis
that that person undertakes not o discuss the case with any other person

9. Thatthe member of staff s required to be available for interviews that form part of
the Investigation, and to cooperate fully with he process.

10, That the member of staff must retum any keys or other items of Universily
property.

The hearlng manager should accompany the member of steff to collect any persanal
belongings before escorting him/her from the University's premises.

Any suspension wil take immediate effect, and will be confimed in wriling by Human
Resources within two working days of the suspension. The letter wil confirm the details
of the suspension covered under points 1-10 above.

During a period of suspension the member of staff il be allowed reasonable access to
information and colleagues in relation to the preparation of hisier case. Requests
should be made to the Human Resources representative.

Where the suspension relates to an allegation of fraud, the University's Fraud Response
Plan should be followed in addition to this procedure.

Investigation

Befors any disciplinary hearing is convened thers will ususlly be an investigation into
the potential disciplinary matier(s) to establish the facts of the case. The investigation
willbe carmed out, without unreasonable delay, by &n investigatng offcer i liaison with
‘2 Human Resources representative.

The investigating officer wil be appointed by the hearing manager, in lisison with the
Human Resources representative, and should normally be someone who does ot work
closely with either the individual under investigation, the indvidual(s) making the
complaint (i appropriate), or the manager, and should not have had any previous
involvement n the case. The investigating officer wil feceive acvice and guidance from
Human Resources.

‘The investigation process will depend on the nature of the alleged misconduet, the initial
evidence against the member of staff, and whether the individual has admitted to the
misconduct. In cases where the facts are very clear and ot in dispute, the investigation
Wil be very short and It may be appropriats for it to be undertaken by the hearing
manager.

A member of staff who Is the subject of an investigation wil be informed promptly by the
hearing manager that the investigation is going to take place and why.
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‘The investigation will be concluded as quickly as possible.

A member of staf who is the subject of an investigation will nomally be required to
attend an investigatory interview. Wnere praciicable, the mermber of staff wil recelve at
least 48 hours’ notice ofthe iterview. This wil not be a dscipliary hearing, and willbe
confined 10 establishing the facts o the case. Allrough there is no stafuiory right o be
‘accompanied at this Interview’, a request to be accompanied will not be unreasonably
refused. The member of staff should inform the invesligaiing offcer of any wilnesses.
that e feels are relevant 1o the case. The investigating oficer wil normaly be
‘acoompanied by a Human Resources reprasenttive who wil take a formal nole of the
interview (ths will be a summary rather than verbatim notes). This note should be
agreed, signed and dated by the member of staff and included as an appendix to the
investigation report, Where agreement cannot be reached, the individual should be
invited 1o give reasons for hisier disagreement, and this should be reflected in the
investigation report

Whers witnesses have been identied by either the investigating officer, the person
under investigation of the person(s) making the allegations, signed wilness statements
should be obiained at the earliest opportunity. In addition to or as an aterative to the
witness statement, the investigating officer should interview relevant winesses as part
of the investigation. The investigating offcer will normally be accompanied by a Human
Resources representative who wil take a formal note of the interview (this will be a
summary rather than verbetim notes). This note should be signed and deted by the
witness and included as an appendix to the investigation repor, together with any
witness statements. Any disagreement about the interview note should be reflected in
the investigation report, Witnesses will be informed that their statements and interview
notss may be used in a disciplinary hearing, in which case they wauld romally be
made available to the member of staff under investigation. In extreme situations, for
example, serious aliegations of harassment or violence, witnesses wil be offered the
‘opportunity to provide evidence in a protected environment.

‘The investigating officer will provide the hearing manager with @ report detailing the
facls of the case and recommending to the hearing manager whether the matter should
procesd to a disciplinary hearing.

Following the investigation, the hearing manager wil need to assess the case and
decide on the next steps. Possible outcomes to the investgation are:

0] 1o resolve the issue withaut the need to take furtther action - a letter confirming
that there s considered to be no case to answer, and that all reference to the
investigation will be removed from the record, will be sent to the individual who
has been the subject of the investigation.

() to armange advice, support and/or training in an attempt 1o resolve the problem
without recourse 1o the Disciplinary Procedure;

to armange and chair a disciplinary hearing (in cases where the alisged
misconduct is nota potentially dismissible act)

(W) if the hearing manager considers that the alleged misconduct /s a potentially
dismissible act, she will recomimend to the Vice-Chancellor (or nominee) that
the cass is heard by a disciplinary pane! under section 1 below.

Option (i) or (v) should only be pursued I it is inappropriate to deal with the issue
under options (1) o (i). Whatever the outcome, the member of staff wil recaive a copy
of the investigation report.

 Unless the person is disabled and needs faciltation or support, or where the person's
firstlanguage is not English and s/he needs support with communication in English




[image: image102.png]18
184

182

183

184

185

19.

191

192

Gonvening a discipiinary hearing

Where option (i) above applies (i. in cases wher the alleged misconduct is not a
potentially dismissible act), the hearing manager will convene a disciplinary hearing as
setoutin 18.3to 18.5 below.

Whers option (v) above applies (ie. in cases where the alleged misconduct is
potentilly dismissible act) the hearing manager will recommend to the Vice-Chancellor
{or nominee) in wriing that a Discipiinary Panel is convensd to considar the aleged
misconduct, The hearing manager will attach a copy of the investigation report to the
recommendation. The Vice-Chancellor (or nominee) wil consider the matter i the light
of all the material submitted and wil decide:

(a)  Torefer the case back to the hearing manager to deal with under 17.9 (), (i) or
(i) above; or

(b} Toappoint adiscipinary panel.

Where option (b) above is chosen, the Vice-Chancellor (or nominee) will appoint a
disciplinary panel consisting of three senior' members of staff (which will normally
include the hearing manager), one of whom shall be the Chair. One of the panel
members will be from ancther School/area of the University’). The Chair must have the
authority to dismiss. The panel wil be supported by a Human Resources representalive.
The disciplinary panel will convene a disciplinary hearing in accordance with sections
18.3-18.5 below.

The Human Resources representative will write to the member of staff at least 5
working days in advance of the hearing confirming the reason for the hearing; the date,
fime and venue of the hearing; and the individuals righ to be sccompanied. Copies of
the Investigating officers report. any other relevant documens, and these procedures
Vil be attached to the letter. The letter wil give notice of any witnesses that are to be
caled by the investigating offcer to give evidence at the hearing.

Should the employee wish to be accompanied or 1o call winesses, it will be his/her
responshiliy to provide his companion and any witnesses with all the appropriate
dotail, including the Gate, time and location of the hearing, as well as the detais and
documentation related to his/her case.

The member of staff shall provide the names of hisiher companion and any witnesses
helshe wishes to call to the Human Resources fepresentative at least two working days
before the hearing. It shall howaver be for the hearing manager lo determine whether
any witness evidence shall be heard, whetner the proposed witness is o be called by
the member of staff or the Investigating officerlother management representative.

Postponing the hearing

Where a member of staff requests that the hearing is postponed due to circumstances
outside hisiher control and nict foreseeable at the time the hearing was amanged, an
aternative date will be set by the hearing manager. Where a postponement is agreed,
this should be confirmed In witing with the new date for the hearing. Any further request
for postponement may be refused Unless there are exceptional circumstances.

fthe member of staff is sbsant due to sickness prior to the hearing, the individual may
be required to see the University's Occupational Health Adviser to assess hisiher fitness

+ Grads 8 or above

2 \re the member of stafis employed witin & School, the panel member will be from a diferent Schodt
where tha member of stat is employed with Professional Services, the panl membar wil be from another
Division. The panel memser will nomnally be from the same stzff group a3 the member of staff (e9.

academic, professi

al support tachnical stc)
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o attend a hearing, and o give advice on any special requirements or adjustments for
the hearing. The Human Resources representative wil make the necessary
arrangements.

It s possible to proceed with the hearing in the absence of the member of staff (for
example, where the member of staff is remanded in custody, or on long-tem sick
leave), in which case all details that wil be considered at the hearing should be made
available 1o the member of staff in advance, and the indvidual shouid be invied to
make a writlen subission. Atematively, the hearing manager may decide to conduct
the hearing with a representative nominated by the member of staff, afer careful
consideration and the full agreement of the member of siaff and hisher chosen
representative.

Conduct of a disciplinary hearing
The disciplinary hearing will be chaired by the hearing manager. The Chair will ensure.
that the number of people present at the hearing is kept to a minimur. In most cases
this will be:

@) the manager responsble for chairing the hearing (and the two other panel
members if appiicavie);

() the investigating offcer responsible for submitting the report leading to the
disciplinary hearing;

(i) the person against whom disciplinary action is being considered:

) hisher representative or colleagus;

() a Human Resourcss raprssentative who will advise on the procedure, be
responsible for keeping a formal record of the hearing, and offer advice to the
Chair on the appropriate level of disciplinary action to be taken based on
simiar cases. The Human Resources fepresentative's role is to provide

information 1o the Chai o enable himiher to make a fair decision regarding
the member of staffs case; and

(i) witnesses called subject to permission of the Chair'

Depending on the circumstances, it may be possible 1o rely on the written evidence
submitted by witnesses, rather than calling witnesses into the hearing. Ifthe Chair gives
permission for witnesses to be called, they will attend to give their evidence, and answer
questions, They willthen leave the hearing.

‘The hearing will follow the procedure detailed in Appendix 1.

Record of the disciplinary hearing

The Human Resorces representative is responsibie for making a confidential, accurate
and detailed record of the hearing. This is not a verbatim record but a summary of the
proceedings.

Itis not the University's normal practice to tape record disciplinary hearings.

Outcome of a disciplinary hearing

Where the alleged misconduct is not a potentially dismissible act, the options available
to the Chalr are:

" The permission of the Chair should not be unreasonably vithheld.
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0 to determine from the evidence presented that the member of staff hes not
committed an act of misconduct, and that disciplinary action is not appropriate.
This wil be confirmed in the fetter with the outcome of the hearing, and a copy.
held on the individuas personal fil;

() o determine that misconduct has occurred, but that the situation can be
rectied by an atemative to Issuing a disciplinary warning, for example, by
stff development;

(i) toissue a formal waming the level of which wil be dependent on the severity
of the misconuct, the member of safis disciplinary record, and any mitigating
circumstances raised. It il be recorded and a copy piaced on the indiidual's
personal file.

N.B: It may be appropriate for the Chair to decide on more than one of the above
outcomes.

The disciplinary sanctions available are detailed in Appendix 2.

In cases where the alleged misconduct is a potentially dismissible act, the option to
dismiss the member of staff may be considered In addion to options (i) o (i) above.

Wnero a member of staff has committed an act of gross misconduct, the University
reserves the right to dismiss without nofice (summary dismissa). Exampies of actions
which couid consitute gross misconduct are given at Appendix 3

Confirmation of the outcome

The Chair s responsible for confirming the outcome to the member of staff in wriing
within 5 working days of the hearing.

For action short of clismissal, the letter should state the nature of the misconduct, the
level of any disciplinary warning issued and how long it will last, any action required of
the member of staff, and the consequences of any further misconduct. The letter will

also contain details of the appeals process.

Where the decision has been made to dismiss the member of staff, the letter will ive
detalls of

W the reason(s) for dismissal;

(@ the right of appeal against the decision - any appeal shouid be submitied to
the Director of Human Resources within ten working days of receipt of the
dismissal letter. Receipt will be deemed to be 48 hours from the date of the
latter. The appeal would normally be heard within 1 working days of the date
the appeal was received;

The period of nofce (i appropriate) and the arrangements for the corpletion
of such notice;

() details of final payments due.

A copy of the notes of the hearing should b attached to the leftr, or fonwarded to the
individual as soon s they are available.
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APPEALS
General

A member of staif who is disciplined or dismissed will be informed of hisiher right of
‘appeal, and the right to be accompanied. This information should be includad In the
litter confirming the outcome of the disciplinary hearing.

When submitiing an appeal, the member of staff must state the grounds of appeal which
could be:

. sihe thinks that the decision is flawed because the evidence did not support
the decision reached;

. sihe thinks a finding or penalty is disproportionate to the discipiinary breach;
and for

. significant new evidence has emerged since the original hearing; andlor

. sthe thinks the Disciplinary Procedure was not followed properly.

‘The above fst is not exhaustive.

The Chair of the appeal hearing will be provided with records and rotes of the
original disciplinary hearing.

Appeals against wamnings

The member of staff should submit written notice of hisiher intention to appel, stating
the grounds of appeal (see 24.2 above), o the Director of Human Resources within ten
working days of the date of the letter confirming the outcome of the disciplinary hearing.

An appeal shall not normally take the form of a re-heering of the evidence and
witnesses may only be called with the permission of the Appeal Chair wich shall
usually be given only where there was good reason for the witnesses not being called to
give evidence at the discipiinary hearing, I the member of staff wishes to proposs that
avidence is heard at the appeal hearing from any person other then the member of staff
and the Chair of the Disciplinary Hearing, heishe shouid name such proposed
witnesses in hisher grounds of appeal and expiain, by reference to the ground of
appeal, why his/her evidence is required.

‘The appeal should be chaired by a mare senior manager who has not previously been
involved in the case. The Chair wil ensure that the number of people present at the.
‘appeal hearing is kept to a minimum. In most cases this will be:

W the manager responsible for issuing the disciplinary warning or notice of
dismissal;

[0} the member of staff;

(i) his/ner representative;

() a Human Resources representative who will adviss on the procedure, give
general advice based on employment law and good employment praciices,
and keep a formal record of the hearing. This should not be the same Human
Resources representative who atiended the disciplinary hearing.

The appeal wil nomaly be held within ten working days of receving the
appsal.




[image: image106.png]21

282

23

284

27.
271

272

273

274

Appeals against dismissal

Appeals against dismissal are heard by a Disciplinary Appeals Panel appointed by the
Vice-Chancellor (or nominee), and consisting of two independent senior managers (one
of whom shall be the Chair), and an independent employment solicitor appointed by the
University (who shal not be employed by the University nor act for the University ofher
than in their capacity as a member of a panl for appeals against dismissal). In the case
of the independent peer (fom the staff), independent shall have the meaning of not
having had prior involvement in the case. In the case of the indspendent person
exiernal to the University, independent shall have the meaning of having no involvement
with the University which might be prejucicial to Impartial judgement (and for the
avoidance of doubl, any payment by the University to such extemal person In respect of
heir time incurred in respect of the appeal shal not be deemed to prejucice their
impartial judgement). In the case of an appeal of an academic member of staff, one of
the two senior managers shall be a Head of School from ancther School o other
academic peer. The panel will be supported by a Human Resources representative.

Appeals must be submitted in wiing to the Director of Human Resources wihin ten
working days of receipt’ of the letter confinming the dismissal, speciying the grounds for
appeal (see 24.2 above). The appeal wil nommally be held witin fifteen working days of
recelpt of the paperwork, and the member of staff will be given at least five days' nofice
i writing of the arrangements for the appeal hearing.

The letter confirming the appeal arrangements wil specily that the detais of any
witnesses andior any addtional documentation must be submitied to the Human
Resources representative atleast three working days prior to the appeal,

The appeal hearing will ollow the format detailed in Appendix 4, and will represent the
final stage in the procedure.

Outcome of the appeal

Where the appeal is not upheld, this will be confirmed in writing to the individual, and 2
copy placed on the personal fle.

Where an appeal against a disciplinary waming is upheld, and a lesser disciplinary
warning issued, this will be confirmed to the member of staff in wrting and a copy
placed on the persona fle.

Whero an appoal against a disciplinary warning is upheld and there is et to be no case
10 answar and therefore no warning o be issued, alreferenc to the discplinary action
Wil be removed from the indlviduars personal il and confirmed to the member of staff
inwiting.

Where an appeal against dismissal is upheld, and a discipiinary warning issued, this wil
be confirmed to the member of staff in writing and a copy piaced on the personal file.
The member of staff will normally be reinstated from the date of dismissal.
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Format of the dist

linary hearing

‘The Chair introduces those present and their roles. Where the member of staff is
‘accompanied, the Chair may seek diariication s to the role of the collsague, for
‘example, will sthe be presenting the case (.. fepresenting the member of staf) or is
she present in a supporling capacity? In efther case both parties should be
encouraged to contributs o the heafing

As an introduction o the hearing, the Chair wil:

) ‘confirm that the hearing represents a formal disciplinary hearing in line with
the university's Disciplinary Procedure and check that those present are
familiar with this document;

@) note that itis hisher aim s to conduct the hearing in a fair and systematic
manner, and to ensure that the issues are explored thoroughly and with
dignity o reach a fair outcome;

(i) confinn that the details of the discussion should remain confidential between
those present uniil a decision is made;

(%) note any previous discussions that have taken place relating o the matter and
the documants that wil be considered. Al partes should have a copy of these
documents;

() explain the nature of the alleged breach of discipline and make sure that the
member of staff understands the complaints(s) made against himvher,

i) explain that the investgating offcer will be present throughout the hearing,
and witnesses wil be called nto the hearing (subject o prior permission of the
Chair - ses section 18.5) i appropriate. Each witness shall ieave the hearing
upon completion of their evidence and questoning;

(i) confitm the rol of the Human Resources representative;

(vii)  offer the member of staff the opportuniy to request reasonable time to confer
with his/her representative at any time during the hearing.

‘The Chair asks the investigating officer to go through his/her report into the allegations.
‘The member of staff has the oppartunity to ask quastions of the investigating offcer.

The Chair (andior members of the panel, if applcable) has the opportunity to ask
questions of the investigating offcer.

Whera appropriate, the investigating officer calls and questions each witness i turm.
The member of staff' has the opportunity to ask questions of the witness.

The Chair (andior members of the panel, if applicable) has the opportunity to ask
questions of the witness.

The member of staff responds to the allegations, giving details of any mitigating
circumstances.

" References to the member of staff 2pply equally o his/her representative.
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The investigating officer has the opportunity to ask questions of the member of staff.

The Chair (andlor members of the panel, f applicable) has the opportuniy to ask
questions of the member of staff.

I appropriate, the member of staff calls and questions each of his/er witnesses in turn.
The investigating officer has the opportunity to ask questions of the witness.

The Chair (andior members of the panel, f applicable) hes the opportunty to ask
questions of the witness.

The investigating officer sums up and makes a closing statement.
The member of staff sums up and makes a closing statement.

N.B: In the summing up nether the investigating officer nor the member of staff may
introduce new evidence.

Al parties except the Chair (and members of the panel, if applicable) and the Human
Resources representative leave the room to allow the chair to consider the evidence
presented, to take into account the member of staffs previous disciplinary record, and
o decide on the appropriate outcome. If there are any polnts of uncertainty that need
Tesolving, both parties wil be asked 1o fetum and informed of the proposed course of
action.

‘The Chair will normally reconvene the hearing in order to give a decision on the case.
“The decision wil be confirmed in wiiting within five working days and the latier wil give
details of the member of taffs ight of appeal,
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‘Types of disciplinary action and time limits on personal file

The following types of disciplinary action may be taken by the chair of a discipinary hearing
where the allegations are upheld:

1

Formal oral warning - for a first act of minor misconduct. The manager should ensure
that the member of staff uncerstands the standards of conduct expected. An oral
warning will be distegarded for disciplinary purposes and removed from the Individual's
personal fl after G months, subject to satisfactory conduct

Formal written warning - for further acts of minor misconduct, not necessarlly of the
same nature, or for a fist act of more serious misconduct. A wiitten waming will be
disregarded for disciplinary purposes and removed from the individual's personal file
after 12 months, subject to satisfactory conduct.

Final written warning - for further acs of misconduct subsequent to the issuing of a
formal oral andor written warning, of for a irst act of very serious misconducl, of for an
act of gross misconduct for which dismissal is not considered to be appiicable due to
mitigating circumstances. The member of staff will be informed that any further
misconduict wil aimost certainly resutt in dismissal. A final writen warning will normeally
be disregardad for disciplinary purposes and removed from the individuafs personal fil
atter 24 months.

A decision to dismiss the member of staff either with notice (for further acts of
misconduct subsequent (0 a final writen warning) or without notice. (summary
dismissal).’

Note: The procedure may result in any of the listed outcomes zccording to the nature of the
alleged misconduct, and any previous warnings.

" Summary dismissal - where a member of staff is summarily dismissed for gross.
misconduct there is no entitiement to a notice period of to payment i lisu of notice.
Summary dismissal will only take place in exceptional circumstances and in
accordance with section 12 of the disciplinary procedure.
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Disciplinary rules and gross misconduct
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The Universiy's disciplinary rules set standards of conduct at work, and indicate the
fikely consequences of a breach of the rules. The rules are not exhaustive. They apply
generally to all University staff and will be reviewed periodically. Due to the variance in
the nature of work at the University, there may be adaitional ruies that are specifc to an
individual's area of work. Although the rules apply to standards at work, there may be
circumstances where conduct outside work could make impact on a member of siaffs
‘employment. In such cases, the rules will apply fo conduct outside work

Gross misconduct is defined as acts "resulting in a ssrious breach of contractual
terms™ for which dismissal is justfied without previous warnings. By breaching any of
the examples of gross misconduct given below, a member of staff will be at risk of
immediate dismissal. It s recognised that there may be situations where action short of
dismissal is appropriate, and equally, there will be acts that are not specified below
which may be considered as gross misconduct.

Examples of action which could constitute gross misconduct

“Theft or misappropriation of property of the Universty, any member of the University, or
any visior o the University.

Threatening or using physical violence on any member of the Universty, or any visitor
to the University.

Deliberete damage to, or neglect of, the University's property, assefs, cash, investments.
o,

Harassment or bulying on any of the grounds steted in the University's Harassment or
Equalty and Diversity policies, and ofher acts of unlawful discrimination.

Fraud, for example falsification of qualfications, timesheets, overtime ciaims.
Wiful and serious breach of confidenialiy.
Serious breaches of safety regulations or the Universit's safety policy.

Engaging in unauthorised employment during contracted hours with the University or
periods of sick leave.

‘Conviction for a criminal offence which prevents a member of steff from being able to
fulfl hisiher contractual duties or makes continued employment unienabe.

Breach of the University's Charter and Statutes.
Serious breach of University's regulations, policies or procedures, for example, the
regulations for the use of computers and computer networks, code of practice for
research, data protection policies

Action which resuts in the loss of trust and confidence in the member of staff, or which
may bring the University into disrepute.

Gross negligence in the performance of duties or responsibiliies which may cause
unacceptable loss, damage or njury.

"ACAS Code of Practice 1: Disciplinary and Grievance Procedures
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315 Being unft for work due to alcohol or drug misuse.

316 Corrupt practices that result in personal advantage or other inducements.
347 Any other misconduct of @ simiiar severly.

4 Examples of other misconduct which may lead to disciplinary action
41 Refusal or failue to comply with reasonable instructions.

42 Negigence i the performance of duties and responsibiltes.

43 Unauthorised absence from work and unsatistactory timekeeping.

44 Falsification of workcrelated documents, for example records of working hours (lextime
or other)

45 Inappropriate language and behaviour.

46 Faiure to comply with University poiices, procedures, rules and regulations, for
‘example, the Equality and Diversiy policy; no smoking policy.

47 Being an accessory to a disciplinary offence.

48 Failure to comply with local policies, procedures and regulations, for example, dress
Godes, safety and hygiene rules.

48 Threats or retaliatory action faken against individuals who act as witmesses in
discilinary cases.

410 Breach of the conditions of employment.

411 Any other misconduct of a similar severity.
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Format of the appeal hearing

1

‘The Chair introduces those present and their roles. Where the member of staf s accompanied,
the Chair may seek clarfication as to the role of the coleague, for example, will she be
presenting the case (ie. representing the member of staff) or is sie present in a supporting
capacty? In either case both parties should be encouraged to contribute to the hearing.

As an ntroduction to the hearing, the Chalr wil

0] offer the member of staff the opportunity 1o request reasonable time to confer with
hisiher representafive at any time during the hearing;

@ confirm that the hearing reprasents an appeal hearing in e with the uriversity’s
Discipiinary Procedure and check that those present are familiar with this document;

i) nots that it is histher aim is to conduct the hearing In a fair and systematic manner,
&nd to ensure that the issues are explored thoroughly and with dignity to reach a fair
outcome;

() confim the role of the Human Resources representative;

(W) confim that the details of the discussion will remain confidential between those
present until a decision is reached:

) note the documents that will be considered. All parties should have a copy of these
documents;

(i) explain that any witnesses will be called into the hearing as required. Each witness.
shallleave the hearing upan compleion of their evidence and questioning

‘The Chair reads out the grounds of appeal and asks the member of staf to confirm tha ey are
cormect. Where the grounds are unclear, the Chair may ask for more ciarification.

‘The member of staff has the opporiunily to submit evidence in support of the appeal and may
call witnesses with the permission of the Char.

‘The manager who chaired the disciplinary/dismissal hearing has the opportunity to question the.
member of staff and any wilnesses.

‘The Chair (andior members of the panel, f appicable) has the opportunfy to question the
member of saff and any witnesses.

The manager who chaired the disciplinary/aismissal hearing has the opportunity to submit
evidence in support of the disciplinary action and call witnesses with the permission of the
Chair.

‘The member of staff has the opportunity to ask questions of the manager who chaired the
disciplinary/dismissal hearing and any witnesses.

The Chair (andior members of the panel,if applicable) has the opporiunity to ask questions of
the manager who chaired the discipiinary/dismissal hearing and any witnesses.
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The manager who chalred the disciplinary/dismissal hearing is invited to make a closing
statement

The member of staffs Invited to make a closing statement.

All parties except the Chai (or Discplnary Appeals Panel if applicable) and the Human
Resources reprasentative leave the room fo allow the chai to decide on the appropriate
outcome. I thers are any poin's of uncertainy that nesd resoNing, both parties wil be asked to
tetur and informed of the proposed course of acton.

The Chair (or Disciplinary Appeals Panel if applicable) may confim, amend or refect the
discipiinary action which is the subject of appeal. The Chair wil reconvene the hearing in order
to give the decision, which will be confimed In writng. If the decision s to amend the
disciplinary penalty, the Chair wil inform the member of staff and the manager who issued the
penalty of ifs amendment, and any associated action required to reduce the likelinood of any
further misconduct
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REDUNDANCY PROCEDURE (Regulation 32)

PART ONE-GENERAL AND INTRODUCTION
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INTRODUCTION AND APPLICATION OF THE PROCEDURE

The University recognises that staff are a valuable resource. The Uriverslty wil therefore
endeavour {0 seek to safeguard the current and future employment of members of staff as far
as reasanably practicable and in a way that is consistent with the University's aim to maintain
and enhance the efficiency with which its core purposes are carried out. While itis the policy of
the University to avold compulsory termination of employment on the grounds of redundancy
wherever reasonably practicable, it is possible that circumstances may make that unavoidable
from time to time.

The purpose of this Procedure is to set down the processes to be followed in potential
redundancy situations, so that the Universit's interests are protected and members of staff at
fisk are treated fairly and consistently. This Procedure Seeks to onsure that all potential
redundancy situations are handied n a fair, consistent and sympathatic manner and to minimise
any hardship, as far as reasonably practicable, that may be Suffered by the members of staff
concered.

In al potential redundancy situations, the University will have due regard to its equafly duties

‘Subject to paragraph 1.5 this Procedure shal apply to all staff Including Associate Tutors and
other staff contracied on a variable hours basis but excluding casual staff and references to
*member of staff”or "staff"shall be interpreted accordingly.

‘This Procedure shall not apply to any member of acadomic staff who was appointed prior to,
and not promoted on or after, 20 November 187. For the purposes of this paragraph, a
reference to “appointment" or ‘promotion" shall be construed In accordance with sub-sections
{3)10 () of section 204 of the Ecucation Reform Act 1988.

“This Procedure shall apply to the potential redundancy of members of staff employed on fixed
term contracts as well as to members of staff employed on indefinite contracis. However, the
Universiy has standing arrangements (reflected in this Procedure) for consutation Wit trade
union representatives on certai types of proposed redundancies, which include the proposed
or anicipated redundancy of staff on fixed tem conlracts or fhose whose employment Is
supported by specific external funding.

A flow ehartis set out at Appendix 1 to this Procedure in order to summarise the key steps to be
taken under this Procedure,

Redundancy situations may arise in a number of contexts. This Procedure distinguishes
between redundancies atising in the context of  Proposal for Organisational Change and those
arising in other stuations, recognising that in the context of @ Proposal for Organisational
Change specific measures may be appropriate o mitigate the impact of fhe proposed
redundancies of the affected stafl. This Procedure aso requires that i the case of 2 Proposal
for Organisational Change, authorty will be sought fom Council to implement the appropriaie
stages of the procedurs that would normally follow collsctive consultation vilh irade union
representatives

*Please rfer o aragrao 7.3
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For the purposes of this procedure, a Proposal for Organisational Change is  proposal made
by the Vice-Chanceliors Executive Group for.

191 a significant restructuring of the University or any of its Schools or Professional
Services Divisions:

192 the closure of a Department within a School; or

193 the closure of a Professional Services Division or Unit within a Professional Services
division.

Redundancy situations will not always include the application of selection criteia to a group of
staff to determine which members of staff in the affected group should be dismissed on the
‘grounds of redundancy and which shall be retained. In some cases the redundancy proposal
may affect a single member of staff o may consist of a propasal to dismiss all staff, or to whom
2 specific circumstance giving rise fo the redundancy situation applies.

The steps required under this Procedure wil vary depending on whether or not there is a
Proposal for Organisalional Change and whether or not selection for dismissal on the grounds
of redundancy by the application of selection criteia i required.

The University wil meet on a reguiar basis, which shall normally be twice yearly, with the
recognised trades unjons, 10 discuss financial and other relevant business information, outside
of the scope of this Procedure; for the avoidance of doudt, such meetings will not include
discussions on potential or actual redundancies and wil not therefore form part of collective or
Indivicual consaltation. (AlSo see the respective Procedure Agreements between the University
and the trades unions),

DEFINITION OF REDUNDANCY AND POTENTIAL CONSEQUENCES FOR EMPLOYMENT

For the purposes of this Procedure, a potenial redundancy situation exists where:

214 the University has ceased or infends to cease to carry out any actvity for which a
member or members of staff is/are employed, or ceases or intends to cease to camy
out such activty at any particular place; or

242 the Universiy's requirements for members of staff to carry out work of  particular
Kind. or for members of staff to carry out work of a particular kind in any particular
place, hasiave ceased or diminished or is/are expected to ceass or diminish.

Where a potential edundancy situation exists, the poteniial consequences for members of staff
affected by the redundancy situation may be:

221 thetermination of their employment with the University.

222 the termination of their current contract of employment and redeployment to cther
roles within the Universty,

223 the tenmination of ther current contrct of employment and redeployment {0 new roles
created in the context of a Proposal or Organisafional Change.
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REDEPLOYMENT PROCEDURE

‘The University recognises that the redeployment of staff at risk of dismissal on the grounds of
redundancy into suitable alternative posts is a way in which compulsory redundancies can be
avoided or reduced.

Where a member of staff has been selected or identfied for dismissal on the grounds of
redundancy under this Procedure, and where the member of staff will have been employed by
the University for one or more years by the proposed dismissal date, the Universily shall, either
prior to the issuing of notice of dismissal or during the member of staffs nofice period, explore
the possibilty of redeploying the member of staff to sultable altemative employment within the
University. The Redeployment Procedure se out at Appendix 2 to this Procedure sefs out the
detailed arangements that will apply in relation to seeking and effecting redeployment.

MAINTENANCE OF EMPLOYMENT POLICY

In the case of a Proposal for Organisational Change, altemaives to compulsory termination of
employment on the grounds of redundancy may include measures such as voluntary severance,
eariy retirement, part-ime working or ransfer to other work n tho University. I this respoct, this
Procedure should be read in conjunction vith the Uiversity's Maintenance of Employment
Policy which is attached as Appendix 3 to this Procedure and which wil appiy In cases of a
Proposal for Organisational Change, incluing, fo the avoidence of doust, to staff on fxed-term
contracts whose posts are at risk of redundancy as part of  Proposal for Organisational
Change.

RIGHT TO BE ACCOMPANIED

Members of staff may be accompanied at formal meetings or hearings under this Procedure by
a colleague employed by the University or a trade union representative. The companion will be
able to confer with the member of staff during the meeting or hearing and will be allowed to
address the meeting or hearing in order to put forward and sum up the member of staff’s case,
respond on the member of staffs behalf o any view expressed at the hearing and ask questions
of clarifcation. The companion will not be able to answer questions on the member of staffs
behali.

Should the chosen companion be unavailable to attend the meeting or hearing on the first
notified date, the member of staff shall as soon as reasonably practicable request @
postponement by proposing an altemative date and fime, which should be within fve days of the
date originally notifies. Where this is not reasanably practicable, the member of staff shall
choose an altemative colleague employed by the Universily or a trade union representative o
accompany himiher to the meeting or hearing.

‘The member of staff and companion shall make every efort to attend meelings or hearings
under this Procedure. It s the member of staffs responsiblity to notify hisier chosen
‘companion of the etals of the mesting or hearing incluing the date, time and location of the
‘meetings as el any relevant documentation relating to hisfner case.

1f & member of staff or hisfer companion becomes unable to attend any mesting or hearing for
reasons that were unforeseeable at the time of airanging the meeting, the member of staf wil
be notfied of & new date, time and location for the meeting. If a memoer of staff or hisier
Gompanion fals o attend a meeting or hearing without good reason, the University reserves the
1igh to proceed vith the meeting or hearing in the absence of the member of staff or hisimer
companion.
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Appendix 2

NOT USED

Appendix 3
Sussex group stakeholder scheme
156. PART 1
156.1 For the purposes of this Appendix and paragraph 3.3 of Schedule 18, a "scheme substantially equivalent to the Sussex Group Stakeholder Scheme" means a defined contribution scheme:
156.1.1 with a provider of similar or higher financial standing to AEGON UK;

156.1.2 which offers rates of employer and employee contributions of:-

	Employee contribution rate
	Employer contribution rate

	3%
	6%

	4%
	8%

	5%
	10%

	6% or more
	12%


which is changeable at the option of employees on an annual basis;
156.1.3 with management fees no higher than the University obtains from AEGON UK as at the Relevant Transfer Date; and
156.1.4  (in the case of University Transferring Employees only) with life assurance in association with pension scheme membership providing cover of 7 times annual salary, 3 times of which is paid as a cash sum and 4 times of which is paid as a dependant's pension.

157. PART 2
157.1 For the purposes of this Appendix and paragraph 3.3 of Schedule 18, the contribution rates available under the Scheme referred to in Part 1 of this Appendix shall, in the case of the University Transferring Employees who are, at the Services Commencement Date, members of one of the University's Final Salary Schemes (USS or USPAS), be as follows:

157.2 For employees who are below age 55 at the Services Commencement Date, the employer contribution rate will match the current future-service contribution rate for USPAS and USS, respectively, with employee contribution rates set at 7.5%:

	Employee contribution rate
	Employer contribution rate
	Transferring staff who are in:

	7.5%
	15%
	USPAS

	7.5%
	16%
	USS final salary section


157.3 For employees who are age 55 to 65 at the Services Commencement Date, the employer contribution will be increased to the following levels:
	Employee contribution rate
	Employer contribution rate
	Transferring staff who are aged:

	7.5%
	18%
	55 to 57

	7.5%
	20%
	58 to 60

	7.5%
	25%
	61 to 65


157.4 A University Transferring Employee who is eligible for one of the above higher employer contribution rates shall have the option to drop to one of the "standard" contribution rates in the DC scheme set out in paragraph 1.1.2 if he or she prefers to make a lower employee contribution than 7.5%, in which event the higher employer rates would no longer apply. Otherwise, the employer contribution rate will be set until the earlier of: their reaching age 75; or their number of years’ active membership of the DC scheme (when added to their pensionable service in USPAS or USS prior to the Relevant Transfer) reaching 40 years; or their leaving their assignment by the Service Provider to the delivery of the Services. For the avoidance of doubt, the increased employer contributions under paragraph 2.3 shall not increase with the University Transferring Employee's age but shall remain as determined by their age at the Services Commencement Date until the earlier of their reaching age 75; or their number of years’ active membership in the DC scheme when added to their pensionable service in USPAS or USS prior to the Relevant Transfer reaching 40 years; or their ceasing to be assigned by the Service Provider to the delivery of the Services.
Appendix 4
Agreed redundancy procedure
PART ONE – GENERAL AND INTRODUCTION

158. INTRODUCTION AND APPLICATION OF THE PROCEDURE
158.1 This Procedure and its Appendix apply only to staff transferring under the Transfer of Undertakings (Protection of Employment) Regulations 2006 from the University of Sussex (the University) to the Service Provider and for the first twelve (12) months of the Service Provider's service provision to the University. References to "member of staff" or "staff" shall be interpreted accordingly. For the avoidance of doubt, such staff will comprise those employed on indefinite or fixed-term contracts or on variable/zero-hours contracts but exclude casual staff and any staff in posts for which UCU is the recognised trade union. The Service Provider recognises that staff are a valuable resource. The Service Provider will therefore endeavour to seek to safeguard the current employment of members of staff as far as reasonably practicable and in a way that is consistent with the Service Provider's aim to maintain and enhance the efficiency with which its core purposes are carried out. While the Service Provider will aim to avoid compulsory termination of employment on the grounds of redundancy wherever reasonably practicable, it is possible that circumstances may make that unavoidable from time to time.

158.2 The purpose of this Procedure is to set down the processes to be followed in potential redundancy situations, so that the Service Provider's interests are protected and members of staff at risk are treated fairly and consistently. This Procedure seeks to ensure that all potential redundancy situations are handled in a fair, consistent and sympathetic manner and to minimise any impact, as far as reasonably practicable, that may be suffered by the members of staff concerned.

158.3 In all potential redundancy situations, the Service Provider will have due regard to its equality obligations.

158.4 Redundancy situations may arise in a number of contexts.  This Procedure distinguishes between redundancies arising in the context of a Proposal for Organisational Change and those arising in other situations, recognising that in the context of a Proposal for Organisational Change specific measures may be appropriate to mitigate the impact of the proposed redundancies of the affected staff.  This Procedure also requires that in the case of a Proposal for Organisational Change, consultation will take place with the University prior to implementing the appropriate stages of the procedure that would normally follow collective consultation with trade union representatives.

158.5 For the purposes of this procedure, a "Proposal for Organisational Change" is a proposal made by the Service Provider for a significant restructuring of the Service Provider's workforce who are employed to work at the University. Redundancy situations will not always include the application of selection criteria to a group of staff to determine which members of staff in the affected group should be dismissed on the grounds of redundancy and which shall be retained.  In some cases the redundancy proposal may affect a single member of staff or may consist of a proposal to dismiss all staff, or to whom a specific circumstance giving rise to the redundancy situation applies.

158.6 The steps required under this Procedure will vary depending on whether or not there is a Proposal for Organisational Change and whether or not selection for dismissal on the grounds of redundancy by the application of selection criteria is required.

159. DEFINITION OF REDUNDANCY AND POTENTIAL CONSEQUENCES FOR EMPLOYMENT
159.1 For the purposes of this Procedure, a potential redundancy situation exists where:

159.1.1 the Service Provider has ceased or intends to cease to carry out any activity for which a member or members of staff is/are employed, or ceases or intends to cease to carry out such activity at any particular place; or

159.1.2 the Service Provider's requirement(s) for members of staff to carry out work of a particular kind, or for members of staff to carry out work of a particular kind in any particular place, has/have ceased or diminished or is/are expected to cease or diminish.

159.2 Where a potential redundancy situation exists, the potential consequences for members of staff affected by the redundancy situation may be:

159.2.1 the termination of their employment with the Service Provider;

159.2.2 the termination of their current contract of employment and redeployment to other roles within the Service Provider; or
159.2.3 the termination of their current contract of employment and redeployment to new roles created in the context of a Proposal for Organisational Change.

160. REDEPLOYMENT PROCEDURE
160.1 The Service Provider recognises that the redeployment of staff at risk of dismissal on the grounds of redundancy into suitable alternative posts is a way in which compulsory redundancies can be avoided or reduced.

160.2 Where a member of staff has been selected or identified for dismissal on the grounds of redundancy under this Procedure, and where the member of staff will have been employed by the Service Provider for one or more years by the proposed dismissal date (including  continuous service with the University), the Service Provider shall, either prior to the issuing of notice of dismissal or during the member of staff's notice period, explore the possibility of redeploying the member of staff to suitable alternative employment within the Service Provider. The Redeployment Procedure set out at the Appendix to this Procedure sets out the detailed arrangements that will apply in relation to seeking and effecting redeployment.

161. MEASURES TO MITIGATE COMPULSORY REDUNDANCY
161.1 In the case of a Proposal for Organisational Change, alternatives to compulsory termination of employment on the grounds of redundancy may include measures such as voluntary severance, part-time working or transfer to other work in the Service Provider.

162. RIGHT TO BE ACCOMPANIED
162.1 Members of staff may be accompanied at formal meetings or hearings under this Procedure by a colleague employed by the Service Provider or a trade union representative. The companion will be able to confer with the member of staff during the meeting or hearing and will be allowed to address the meeting or hearing in order to put forward and sum up the member of staff's case, respond on the member of staff's behalf to any view expressed at the hearing and ask questions of clarification.  The companion will not be able to answer questions on the member of staff's behalf.

162.2 Should the chosen companion be unavailable to attend the meeting or hearing on the first notified date, the member of staff shall as soon as reasonably practicable request a postponement by proposing an alternative date and time, which should be within five (5) days of the date originally notified.  Where this is not reasonably practicable, the member of staff shall choose an alternative colleague employed by the Service Provider or a trade union representative to accompany him/her to the meeting or hearing.

162.3 The member of staff and companion shall make every effort to attend meetings or hearings under this Procedure. It is the member of staff's responsibility to notify his/her chosen companion of the details of the meeting or hearing including the date, time and location of the meetings as well any relevant documentation relating to his/her case.

162.4 If a member of staff or his/her companion becomes unable to attend any meeting or hearing for reasons that were unforeseeable at the time of arranging the meeting, the member of staff will be notified of a new date, time and location for the meeting. If a member of staff or his/her companion fails to attend a meeting or hearing without good reason, the Service Provider reserves the right to proceed with the meeting or hearing in the absence of the member of staff or his/her companion.

162.5 If a member of staff is disabled, it may be appropriate to allow him/her to be accompanied by a suitable lay person because of his/her disability, in addition to any chosen companion.

162.6 If a member of staff's first language is not English, it may be appropriate to allow him/her to be accompanied by a suitable lay person who can provide support with communication in English, in addition to any chosen companion.

PART TWO: CONSULTATION STAGES
163. CONSULTATION
163.1 Where the Service Provider proposes to make redundancies under this section, and (subject to paragraph 6.3) the number of such proposed redundancies which would take place within a ninety (90) day period at one establishment is fewer than 20, the procedure in paragraphs 6.7 to 6.9 will apply and the Service Provider will also inform the relevant trade union representatives of the potential redundancy situation, providing the information in paragraph 6.4. Thereafter, the Service Provider will respond to any representations made by the relevant trade union representatives in the individual representation of their members.

163.2 Where the Service Provider proposes to make redundancies under this section, and (subject to paragraph 6.3) the number of such proposed redundancies which would take effect within a ninety (90) day period at one establishment is 20 or more, the procedure in paragraphs 6.4 to 6.9 will apply.

163.3 In determining for the purposes of paragraphs 6.1 and 6.2 the number of proposed redundancies which would take effect within a ninety (90) day period at one establishment under this section  no account shall be taken of:

163.3.1 the proposed dismissal of a member of staff employed on a fixed term contract where the proposed dismissal would occur  on the expiry of such a contract; and

163.3.2 any proposed redundancies which are already the subject of collective consultation with any recognised trade union.

163.4 The Service Provider shall notify the relevant trade union representatives of the affected members of staff of:

163.4.1 the total number of redundancies proposed and whether they arise from a Proposal for Organisational Change made by the Service Provider;

163.4.2 the Unit(s) within which it is proposed that the dismissals would take place ("the affected units");

163.4.3 the reason for the proposed redundancies;

163.4.4 the categories or descriptions of staff at risk of dismissal for redundancy in the affected unit or units and the numbers of dismissals proposed in relation to each such category or description;

163.4.5 the total numbers of staff employed in the affected unit of each such category or description;

163.4.6 the proposed method of selecting the employees who may be dismissed, including whether or not it is proposed to use selection criteria to determine which staff are to be dismissed on the grounds of redundancy and if so such details of the proposed selection criteria as are available at that time;

163.4.7 the proposed method of carrying out the dismissals;

163.4.8 the proposed timescale over which it is proposed that the redundancies would take effect;

163.4.9 the proposed method of calculating the amount of any redundancy payments to be made to employees who may be dismissed;

163.4.10 the number of agency workers working temporarily for and under the supervision and direction of the Service Provider;

163.4.11 the parts of the Service Provider in which those agency workers are working; and

163.4.12 the type of work those agency workers are carrying out.

163.5 The Service Provider shall consult meaningfully with the trade union representatives of the affected members of staff concerned with a view to identifying means of avoiding the potential redundancies, reducing their number or mitigating the impact of the redundancies on the affected employees. Such consultation shall include the provision of relevant information by the Service Provider, e.g. the financial impact of the proposed redundancies, the potential impact on remaining posts, and numerical outcomes to redundancy avoidance and mitigation measures, e.g. numbers of staff successfully redeployed. Consultation on behalf of the Service Provider shall be undertaken by a person or persons nominated by the Service Provider for the purpose (the "designated person or persons").  Such consultation will be undertaken with a view to reaching agreement and with due regard to the Service Provider's obligations under s188 TULRCA 1992.

163.6 It shall be for the designated person to determine when consultation with trade union representatives and affected members of staff has been undertaken to his/her satisfaction in respect of the proposed redundancies.

163.7 In parallel with consultation with trade union representatives (where applicable) the affected member or members of staff will be notified of the potential redundancy situation, that his/her/their continued employment is being considered under this Procedure and that he/she/they is/are at risk of dismissal on the grounds of redundancy. Affected members of staff shall be informed of the progress and outcome of consultation with trade union representatives (where applicable). In addition, the designated person or his/her delegate shall consult with the affected member or members of staff on the potential redundancy situation.  The member or members of staff affected shall be invited to a meeting at which they can make oral or written representations at which the reasons for the proposed redundancies can be further explained and the affected members of staff can make oral or written representations and discuss alternatives to the proposed redundancy or redundancies. The member or members of staff will be advised of their right to be accompanied at such meeting under paragraphs 5.1 to 5.4.

163.8 A further meeting or meetings (as appropriate) shall be arranged to discuss the representations made by the member or members of staff and to respond to them and to discuss further as considered appropriate any alternatives to the proposed redundancy or redundancies.

163.9 This consultation may be undertaken by meetings with affected members of staff (individually or as a group) and/or by allowing the affected member or members of staff to make representations in writing to the designated person.

PART THREE – FURTHER STEPS IN THE CASE OF A PROPOSAL FOR ORGANISATIONAL CHANGE
164. PRIOR CONSULTATION WITH THE UNIVERSITY
164.1 This section only applies in relation to redundancies which arise from a Proposal for Organisational Change.

164.2 In the case of potential redundancy situations arising from a Proposal for Organisational Change, the steps detailed in Part Four below shall not be taken without prior consultation with the University.

164.3 Any consultation with the University will include the following information:

164.3.1 the total number of redundancies proposed;

164.3.2 the Unit(s) within which it is proposed that the dismissals would take place ("the affected units");

164.3.3 the reason for the proposed redundancies;

164.3.4 the categories or descriptions of staff at risk of dismissal for redundancy in the affected unit or units and the numbers of dismissals proposed in relation to each such category or description;

164.3.5 the total numbers of staff employed in the affected unit of each such category or description;

164.3.6 whether or not it is proposed to apply selection criteria to identify which members of staff should be dismissed on the grounds of redundancy and if so such details of the proposed selection criteria as are available at that time;

164.3.7 the proposed timescale over which it is proposed that the redundancies would take place; and 
164.3.8 A summary of the steps which have been taken to discharge the obligation to consult appropriate representatives of the affected members of staff and/or the affected staff individually, and the outcome of those consultations, including whether or not agreement has been reached with the appropriate representatives where applicable, on ways and means of avoiding the dismissals or reducing their numbers or mitigating the effect of the dismissals.

165. OTHER STEPS
165.1 The University, at its sole discretion, may require the Service Provider to implement a voluntary severance scheme for any redundancies for staff with terms that are in line with the voluntary redundancy terms offered by the University (excepting those terms which permit a member of staff to draw their pension early). The University may also require the Service Provider to provide appropriate outplacement support for affected staff.

PART FOUR: FURTHER STAGES
166. APPLICATION OF THIS SECTION
166.1 Where, following consultation with the trade union representatives of the affected members of staff or individual consultation with the affected member or members of staff (as applicable) and (where relevant) consultation with the University, the procedure in paragraphs 10.1 to 10.4 shall apply to cases not involving the application or selection criteria and paragraphs 11.1 to 11.9 shall apply to cases which do involve the application of selection criteria.
167. INDIVIDUAL CONSULTATION IN CASES NOT INVOLVING THE APPLICATION OF SELECTION CRITERIA
167.1 Each affected member of staff will be invited to an individual meeting at which the reasons for the proposed redundancy/ies will be further explained and the affected member of staff can make oral or written representations and discuss alternatives to his/her proposed dismissal on the grounds of redundancy. The member of staff will be advised of his/her right to be accompanied at such meeting under paragraphs 5.1 to 5.4.

167.2 A further individual meeting shall be arranged to discuss the representations made by the member of staff and respond to them and to further consider alternatives to the proposed redundancy. The member of staff will be advised of his/her right to be accompanied at such further meeting under paragraphs 5.1 to 5.4.

167.3 Following consideration of the representations made by the member of staff, each affected member of staff will be informed separately in writing whether it has been decided to terminate his/her employment on the grounds of redundancy. The member of staff may be given notice of dismissal on the ground of redundancy or advised of a period of time within which the availability of alternative employment for the member of staff or other measures to avoid compulsory termination of employment on the grounds of redundancy shall be considered (or, as the case may be, continue to be considered) before notice of dismissal is served. The member of staff will be informed of any redundancy payments that will be made in the event that alternatives to termination of the member of staff's employment cannot be found.

167.4 Where notice of dismissal is given, the member of staff will be advised of his/her right of appeal against dismissal and the applicable time limits for the making of such an appeal.

168. INDIVIDUAL CONSULTATION IN CASES INCLUDING THE APPLICATION OF SELECTION CRITERIA
168.1 The member or members of staff at risk of dismissal shall be notified in writing:

168.1.1 that he or she remains potentially at risk of dismissal by reason of redundancy and shall be consulted individually on the application of the selection criteria before any decision to dismiss him/her by reason of redundancy is taken;

168.1.2 of the number of redundancies to be effected;

168.1.3 of the relevant group of affected staff from which redundancies will be effected by the application of selection criteria;

168.1.4 of the total number of staff employed in that group of affected staff;

168.1.5 of the total number of staff to be dismissed from that group by reason of redundancy;

168.1.6 of the selection criteria to be used to determine which members of staff within the affected group are to be dismissed by reason of redundancy;

168.1.7 of the person or persons (to be nominated by the Service Provider) who will assess the staff within the affected group against the selection criteria;

168.1.8 when the assessment of affected staff against that criteria will take place;

168.1.9 of the proposed arrangements for consulting individual members of staff within the affected group in respect of the application of the selection criteria to them; and

168.1.10 of the way in which voluntary severance payments and/or statutory redundancy payments are to be calculated.

168.2 The affected staff shall be given a period of time within which to make representations about the selection criteria (unless these have been the subject of collective consultation with the relevant trade union) and to provide any information to be taken into account when the selection criteria is applied to him/her.

168.3 The assessment of affected staff against the selection criteria shall normally be carried out by more than one person nominated by the Service Provider.

168.4 After all members of staff within the relevant group of affected staff have been assessed against the selection criteria:

168.4.1 those staff provisionally selected for redundancy will be notified of that fact in writing and invited to a meeting with at least one person who carried out the assessment, at which they will be provided with written details of their assessment against the selection criteria. The member of staff will have the right to be accompanied under paragraphs 5.1 to 5.4.

168.4.2 those members of staff within the relevant group of affected staff not provisionally selected for redundancy shall be advised in writing that, although not provisionally selected at this stage, that position could change as a result of meetings with or appeals by provisionally selected members of staff, in which case they shall have the same rights to consultation and appeal as those provisionally selected under paragraph 11.4.1.

168.5 At the meeting referred to in paragraph 11.4.1 the application of the selection criteria to that member of staff shall be explained and a written copy of the assessment of the member of staff against the selection criteria will be provided.

168.6 The member of staff will be invited in writing to attend a further meeting at which he or she may make representations about his/her assessment against the selection criteria and allow those who carried out the assessment of that member of staff to respond.  The member of staff will have the right to be accompanied under paragraph 5.1 to 5.4.

168.7 The member of staff shall be informed in writing of any changes to his/her assessment against the selection criteria made as a result of the representations referred to in the meeting under paragraph 11.4.1 and 11.6, or (as the case may be) that the assessment is unchanged.

168.8 Following the meetings referred to in paragraphs 11.4.1 and 11.6 and having taken account of any representations made by the individual member of staff, each member of staff selected for dismissal by reason of redundancy shall be notified of that fact in writing.  The letter may either give notice of dismissal or specify a period of time within which the availability of alternative employment for the member of staff shall be considered (or, as the case maybe, continue to be considered) before notice of dismissal is served.  Where notice of dismissal is given, the member of staff shall be given details of his/her entitlement to a redundancy payment and advised of his/her entitlement to appeal against dismissal and the applicable time limits for the making of such an appeal.

168.9 Where a member of staff's post has been confirmed as redundant, he/she will be entitled to a reasonable amount of paid time off work to attend job interviews.

169. APPEALS
169.1 A member of staff who wishes to appeal against a decision to dismiss taken under paragraph 10.3 or paragraph 11.8 should do so in writing to the Partnership Manager (being Mark Stimpson as at the Effective Date) within ten (10) Working Days of receipt of the decision. The member of staff should set out the grounds of his/her appeal in full.

169.2 The person whose decision is being appealed shall be asked to provide written comments on the grounds of appeal. A copy of these written comments will be provided to the member of staff in advance of the appeal hearing.

169.3 In the case of appeals against dismissal, the appeals will be heard by a Redundancy Appeal Panel appointed by the Service Provider and consisting of two independent senior managers (one of whom shall be the Chair), Independent shall have the meaning of not having had prior involvement in the case. The panel will be supported by a Human Resources representative.

169.4 No later than ten (10) Working Days before the Appeal Hearing the member of staff shall be notified of:

169.4.1 the date, time and place of the Appeal Hearing;

169.4.2 his/her right to be accompanied at the Appeal Hearing under paragraph 5.1 to 5.4; and

169.4.3 so far as they are known at the time, the names of the person(s) to be present at the Appeal Hearing.

169.5 At the Appeal Hearing the member of staff shall present his/her grounds of appeal and the person who made the decision appealed against shall respond. Members of the Appeal Panel may question anyone present at any stage.  After each side's case has been presented, the Appeal Chair will ask the member of staff and then the person who made the decision appealed against to sum up. The Hearing will then be adjourned while the facts of the case and the representations made are considered and a decision is reached.

169.6 The Appeal Chair shall produce a written decision normally within ten (10) Working Days of the Appeal Hearing which will be sent to the member of staff and his/her representative.

Appendix 5

the redeployment procedure
PART ONE - GENERAL & INTRODUCTION
170. INTRODUCTION
170.1 The Service Provider recognises that staff are a valuable resource. The Service Provider will therefore endeavour to seek to safeguard the employment of members of staff as far as reasonably practicable and in a way that is consistent with the Service Provider's aim to maintain and enhance the efficiency with which its core purposes are carried out, in accordance with this Redeployment Procedure ("the Procedure"). The effectiveness of the Procedure is dependent upon the full co-operation of all members of staff involved in the process. The purpose of this Procedure is as follows:
170.1.1 to retain valuable skills and knowledge within the Service Provider;

170.1.2 to ensure a fair and consistent approach is adopted in the management of redeployment;

170.1.3 to provide effective support for members of staff using this Procedure, including reasonable training where appropriate; and
170.1.4 to ensure the Service Provider meets its legal obligations.

171. APPLICATION OF THE PROCEDURE
171.1 Subject to paragraph 2.2, this Procedure shall apply to all staff that (with the exception of those who are seeking redeployment for medical reasons or due to disability) have completed one year's service with the Service Provider including their continuous service with the University. This will include staff contracted to work on a variable hours basis, but exclude casual staff, and references to "members of staff" or "staff" shall be interpreted accordingly.  This Procedure will apply in the following circumstances:

171.1.1 For the purposes of avoiding redundancy (whether the member of staff is employed on an indefinite or fixed-term basis);

171.1.2 Where a fixed term contract  is due to expire for some other substantial reason;

171.1.3 Where a member of staff is medically unfit to continue in their current role and all reasonable adjustments to the current role have been exhausted;

171.1.4 For reasons of capability in circumstances other than ill health; and
171.1.5 On an exceptional basis, and with approval from the Director of Human Resources or his/her nominee, another substantial reason that puts a member of staff's employment at risk (e.g. where an employment relationship in a particular unit has irretrievably broken down).

171.2 This Procedure will not apply in the following circumstances:

171.2.1 Where a member of staff's employment has already ended;

171.2.2 Where a member of staff wishes to seek a new job and change of career and their employment at the Service Provider is not at risk; or
171.2.3 Where a member of staff's probationary period has not been confirmed at the end of the probationary period.

172. SUITABLE ALTERNATIVE EMPLOYMENT
172.1 For a redeployment opportunity to be considered suitable alternative employment a member of staff must either meet the essential criteria for the job, or be able to do so with a reasonable amount of training. It is for the recruiting manager to decide, in conjunction with HR, whether the requirements of the post could be met by reasonable training. If there is more than one member of staff seeking redeployment who meets the essential criteria for the post, it will be offered to the member of staff who is considered most suitable following the recruitment process; and

172.2 For a redeployment to be considered suitable alternative employment it will normally be at the same grade and on the same terms and conditions as the member of staff's current post. However, a member of staff may be voluntarily redeployed to a post that differs from their current post in these respects if they so wish (following the recruitment process); and, in the case of redeployment on medical grounds under the Sickness Absence and Medical Incapacity Procedure, if the medical advice supports and/or recommends such a change.

173. PRIORITIES FOR REDEPLOYMENT
173.1 A member of staff who becomes at risk of dismissal for redundancy during a period of maternity leave, adoption leave or additional paternity leave will be entitled to redeployment into a suitable post as a matter of priority over any other potential candidates seeking redeployment.

173.2 A member of staff who is considered by the Service Provider to be "disabled" within the meaning of that term under the Equality Act 2010 and is at risk of dismissal on medical grounds will be entitled to redeployment into a suitable alternative post as a matter of priority over other potential candidates seeking redeployment, with the exception of those referred to in paragraph 4.1.

PART TWO - REDEPLOYMENT PROCEDURE
174. REDEPLOYMENT PERIOD
174.1 Redeployment shall be sought for a specified period, defined as the 'Redeployment Period'. The length of the Redeployment Period will be dependent on individual circumstances. In situations where the expiry date of a fixed-term contract is known, or notice of termination of employment has already been given, the Redeployment Period will end at the same time as the termination of the contract or the expiry of the notice period. In other situations, it will be for the Director of Human Resources or his/her nominee to determine that a reasonable period for seeking suitable alternative employment has been exhausted. The member of staff will remain on their original terms and conditions throughout the Redeployment Period.

175. REDEPLOYMENT WITHIN THE SERVICE PROVIDER'S WORKFORCE AT THE UNIVERSITY
175.1 Responsibility for redeployment lies, initially, with the Service Provider's Site Director at the University.  HR will normally provide advice in this respect. Every reasonable effort should be made within the Service Provider's workforce at the University to find a suitable alternative position for the member of staff, unless there are objective reasons why redeployment is not appropriate (e.g. where there are no vacancies or the member of staff does not meet the essential criteria for a vacancy, or could not do so with a reasonable amount of training).

175.2 If suitable alternative employment is identified within the Service Provider's or any Affiliate Service Provider's or Approved Sub-Contractor's workforce at the University, the vacancy must first be authorised through the normal Service Provider approvals process. Thereafter the member of staff should be interviewed for the post, alongside any other suitably qualified members of staff seeking redeployment, if applicable.

175.3 If it appears likely that no suitable alternative employment can be found within the Service Provider's workforce at the University, and the individual wishes to consider redeployment to roles within the wider Service Provider Group, then redeployment within the wider Service Provider Group should be sought as per paragraphs 7.1 to 7.4.

176. REDEPLOYMENT WITHIN THE WIDER SERVICE PROVIDER
176.1 If the member of staff wishes to consider redeployment within the wider Service Provider Group, they will be invited to complete a Redeployment Form (including details of their skills and specifying the categories and types of jobs they would wish to be considered for) and send it to the HR Department together with a current CV. Written guidance on completing a CV will be available for staff.

176.2 Details of the member of staff's current role and the type of redeployment opportunities they would consider will be entered onto the HR Redeployment Register.

176.3 HR will support a member of staff in trying to secure redeployment and the member of staff will be expected to actively participate in this process by, for example:

176.3.1 Making contact with their Regional HR Business Partner on a regular basis to discuss vacancies and assess their suitability for any new vacancies that may have arisen;

176.3.2 Responding promptly to the Regional HR Business Partner to confirm whether or not they are interested in any vacancies suggested to them as potential redeployment opportunities prior to advertisement;

176.3.3 Searching for suitable vacancies on the Service Provider's web pages;

176.3.4 Making every reasonable effort to co-operate in any assessment and interview processes in which the Service Provider requests they participate; and
176.3.5 Taking responsibility on an on-going basis for keeping their skills up-to-date using the resources available from the Service Provider, as applicable and as agreed by their manager.

176.4 The member of staff will be granted reasonable paid time off for the purposes of attending interviews, whether internal or external, and for appropriate training throughout the Redeployment Period.

177. IDENTIFYING REDEPLOYMENT OPPORTUNITIES
177.1 Normally, prior to advertising a vacancy, the appropriate representative from HR will ascertain whether the post could be considered suitable alternative employment for any members of staff on the Redeployment Register. In cases of redeployment on medical grounds, the job description and person specification for the post will be sent to Occupational Health to confirm that the post is potentially suitable in terms of the member of staff's medical condition. If there is a potential match:
177.1.1 The Regional HR Business Partner will inform the member of staff and provide details of the vacancy;

177.1.2 The member or staff must reply as soon as reasonably practicable (but in any event within seven (7) days) to confirm whether or not they are interested in the role;

177.1.3 If the member of staff wishes to be considered for the role, and is judged by the recruiting manager to meet the essential requirements of the person specification for the post (or could do so with a reasonable amount of training) they will normally be offered an interview prior to any other candidates;

177.1.4 An HR representative will normally attend the interview to assist in assessing suitability.

177.2 Where a member of staff identifies as a potential redeployment opportunity a vacancy that is already being advertised externally, they should inform their Regional HR Business Partner of their interest so that, subject to the recruiting manager being satisfied that the member of staff meets the essential selection criteria (or could do so with reasonable training), as detailed in the person specification, they can be shortlisted for an interview along with the other applicants.

177.3 If it is the recruiting manager's considered view that the member of staff does not meet the essential criteria for the post (or could not do so with a reasonable amount of training) they will normally discuss their reasons with the relevant Regional HR Business Partner before the member of staff is informed that they will not be invited to an interview. Written feedback will be provided to the member of staff on request.

177.4 If a member of staff is not offered an interview for a post prior to that post being advertised, this does not preclude them from applying for that post, or any other post, through the normal recruitment processes in competition with other applicants.

177.5 In relation to a restructure under a Proposal for Organisational Change, the Service Provider may decide to ring-fence new or replacement posts for staff who are at risk of redundancy.

178. OFFERS FOR NEW POSTS
178.1 All offers of employment made, as a result of this Procedure, will be made in writing and subject to any employment checks identified as required. Offers will be made before the member of staff's period of notice expires or their existing contract comes to an end. The new post will start on a mutually agreed date between the member of staff and the appointing and current manager.

178.2 Subject to paragraph 11.4, a member of staff who is redeployed as a result of being at risk of, or selected for, dismissal on the grounds of  redundancy is not entitled to a redundancy payment if he or she is offered and accepts suitable alternative employment, where:

178.2.1 the offer of the new post is made before the ending of the current employment; and

178.2.2 the employment in the new post will begin no later than four (4) weeks after the termination of the current employment of the current employment contract.

178.3 In cases where there is a gap between the posts, or there is a temporary cessation of work (e.g. for teaching-only staff, during vacation periods and assessment periods where there is no teaching), this gap will be excluded and continuity of service will be maintained provided the new post commences within four (4) weeks of the end of the previous post or within four (4) weeks of the end of the period of temporary cessation of work. During the gap between the posts and/or the temporary cessation of work the member of staff will normally be on a period of unpaid leave.

178.4 Where a member of staff seeking to be redeployed is put forward for prior consideration and/or an interview for a post that is considered suitable alternative employment and then unreasonably refuses a subsequent offer of interview or employment, either at the point the offer is made or during or at the end of any trial period, the Service Provider reserves the right to proceed to dismissal in accordance with the relevant employment procedure and any entitlement to the provisions of redundancy (if applicable) may be forfeited.

179. UNSUCCESSFUL APPLICATIONS
179.1 Where, following an interview under this Procedure, a member of staff is not considered suitable for the post and they wish to receive feedback as to why this was the case, this information will be provided to the member of staff at a meeting, normally with the Chair of the interview panel and the HR Adviser. Following the meeting, the member of staff may also receive written feedback on request.

180. TRIAL PERIOD
180.1 Staff who are redeployed as a result of being at risk of, or selected for, dismissal on the grounds of redundancy have a statutory right to a trial period of four (4) weeks.

180.2 Where a trial period is agreed the following should take place:

180.2.1 The line manager should clearly set out the responsibilities of the post and standards of work performance required. This should be reinforced through appropriate induction, reasonable training where so identified and regular feedback in order to support the member of staff;

180.2.2 The trial period can be extended by mutual agreement for retraining purposes, after prior consultation with HR. The extension should be documented specifying the revised end date;

180.3 Where the trial period is successful and the appointment is confirmed the Redeployment Period will come to an end. The new post will become the member of staff's substantive post and they will no longer be entitled to a redundancy payment in respect of that particular redundancy situation.

180.4 If the trial period is not successful because either: (i) the Service Provider to end the new contract within the four (4) week trial period for a reason connected to the new job (e.g. because the Service Provider can demonstrate that the member of staff is not capable of carrying out the duties of the new post); or (ii) the member of staff decides not to continue in the post for a reason connected to the new job; then the member of staff will still be entitled to receive a redundancy payment. The last day of employment will be the last day of the trial period or another mutually agreed date.

180.5 Neither the Service Provider nor the member of staff has to give the normal contractual notice to terminate the employment during the trial period. Where the trial period takes place after the end of the expiry of the notice period related to the previous contract of employment, either the Service Provider or the member of staff may terminate the trial period at any time as described in paragraph 11.4 and for the purposes of calculating any applicable statutory redundancy payment, the member of staff will be treated as having been dismissed when the notice period relating to the previous contract expired.  If the trial period is terminated before the expiry of the period of notice relating to the previous contract of employment, then the member of staff's employment in the previous post will be treated as terminating on the expiry of the notice period.

181. TERMS OF NEW POST
181.1 Any offers of redeployment will be made on the terms attached to the post on offer.  In the case of redeployment as an alternative to redundancy under a Proposal for Organisational Change, the following Pay Adjustment Policy will apply other than where a member of staff accepts a lower graded job over a job offered to them at their current grade:

Pay Adjustment Policy – red circling

181.2 Where a member of staff's current pay is higher than the pay for the grade of the new post, the individual will have his/her pay protected in accordance with the procedure detailed in paragraph 12.3, for a period of up to 4 years. The protection will apply to the member of staff's basic contractual salary.

181.3 The pay adjustment procedure in cases of red-circling is as follows:

181.3.1 The member of staff will be placed on the top point of the appropriate scale that can be reached through incremental progression.

181.3.2 The difference between their new salary point and their current salary will be paid to them as a pay adjustment supplement for up to four years from the date the new grade is implemented.

181.3.3 The member of staff will receive any cost of living awards on his/her old salary for the first two years of the adjustment period.

181.3.4 The third year of pay adjustment will be on a mark-time basis, and no cost of living award will be paid.

181.3.5 The fourth year of pay adjustment will be on a mark-time basis, and no cost of living award will be paid.

181.3.6 During the period of pay adjustment the member of staff can take part in any scheme to award contribution increments or bonuses.

181.3.7 At the end of the four-year period the member of staff will be placed on the salary point s/he was originally assigned at the beginning of the pay adjustment period, and the pay adjustment supplement will cease.

181.3.8 If the member of staff obtains a post at a higher grade during the period of pay adjustment, w/he will be placed on the appropriate scale at the nearest point to the protected salary, within the non-discretionary band. Pay adjustment will case and the member of staff will be entitled to any further progression through the grade in the normal way.

PART THREE - RELATED MATTERS
182. TEMPORARY REDEPLOYMENT
182.1 In exceptional circumstances (for example in disciplinary or grievance cases where an investigation is being conducted, or where a member of staff is unable to carry out their substantive role, on medical grounds, for a limited period of time), it may be necessary to redeploy a member of staff to a post on a temporary basis. The duration of a temporary redeployment will not normally exceed six (6) months. In such cases, staff shall be expected, through discussion and agreement, to be flexible regarding their working arrangements, taking into account their personal circumstances and commitments.

183. APPEALS
183.1 There is no right of appeal under the Redeployment Procedure. However, an appeal against dismissal may be made under the relevant employment procedure listed above, and a failure to be redeployed could constitute grounds for such an appeal.

184. ENHANCED REDEPLOYMENT MEASURES IN CASES OF A PROPOSAL FOR ORGANISATIONAL CHANGE
184.1 Where a potential redundancy situation has arisen in the context of a Proposal for Organisational Change, the Service Provider may approve enhanced redeployment measures such as a "Bumping" Scheme and/or a Reduced Hours/Job Share Scheme. For the purposes of this Procedure, a Proposal for Organisational Change is a proposal made by the Service Provider for a significant restructuring of the Service Provider's workforce at the University.

184.2 Depending on the number of staff affected by such a proposal, enhanced redeployment measures may contain one or more of the following provisions:

184.2.1 Ring-fencing new posts created as part of the restructure for those at risk of redundancy in the relevant area in the first instance;

184.2.2 Ring-fencing suitable new or replacement posts in other areas of the Service Provider for those at risk of redundancy in the relevant area(s) in the first instance; and
184.2.3 Placing a hold on all external recruitment to the Service Provider's workforce at the University and advertising all new posts to those at risk of redundancy in the relevant area(s) in the first instance before proceeding to external advert if the post has not been filled by an at-risk member of staff.

184.3 Under a "Bumping" Scheme, Voluntary Severance terms would be offered to those staff in the Service Provider's workforce at the University who are not at risk of redundancy, in order that, if their VS application is accepted, a member of staff who is at risk of redundancy could be redeployed into the post that is vacated.

184.4 Under a Reduced Hours/Job Share Scheme, applications would be invited from members of staff in the relevant areas in the Service Provider's workforce at the University to reduce their contracted days/hours in order that they could be redeployed into a job-share with another member of staff.

184.5 In addition, in cases of a Proposal for Organisational Change the Service Provider may consider introducing other measures to aid redeployment within or outside of the Service Provider, such as:

184.5.1 Providing relevant internal or external training in transferrable skills;

184.5.2 Providing professional careers advice;

184.5.3 Assisting members of staff in contacting other employers regarding their job search; and

184.5.4 Inviting other employers conducting major recruitment campaigns to visit the Service Provider to talk to staff.

Appendix 6
maternity, paternity and adoption pay
185. PAID MATERNITY LEAVE
185.1 New Employees who qualify for statutory maternity pay, shall be entitled to paid maternity leave (inclusive of any statutory entitlement) as follows (at the employee's election):

	Option 1
	18 weeks' ordinary maternity leave
	on full salary (which includes SMP of 9/10 of average weekly wages for the first six (6) weeks and basic rate thereafter)

	
	8 weeks' ordinary maternity leave
	on basic rate SMP

	
	13 weeks' additional maternity leave
	on basic rate SMP

	
	13 weeks' additional maternity leave
	unpaid


185.2 OR

	Option 2
	8 weeks' ordinary maternity leave
	on full salary (which includes SMP of 9/10 of average weekly wages for the first six (6) weeks and basic rate thereafter)

	
	16 weeks' ordinary maternity leave
	on half pay plus basic rate SMP (to the extent that full pay is not exceeded)

	
	2 weeks' ordinary maternity leave
	on basic rate SMP

	
	13 weeks' additional maternity leave
	on basic rate SMP

	
	13 weeks' additional maternity leave
	unpaid


185.3 Paid Paternity Leave
New Employees who qualify for statutory paternity pay shall be entitled to receive (inclusive of any statutory entitlement) two (2) consecutive weeks' ordinary paternity leave (OPL) on full pay regardless of length of service. For staff who do not receive regular salary payments, full pay will be calculated as either the average pay over the twelve (12) months leading up to the qualifying week, or in the same way as for statutory paternity pay, whichever is the greater.

186. Paid Adoption Leave
186.1 New Employees who qualify for statutory adoption pay, shall be entitled to be paid adoption pay (inclusive of any statutory entitlement) as follows:

186.1.1 For the Primary Adopter 

(a) Option 1 -

(i) eighteen (18) weeks' ordinary adoption leave on full salary (which includes SAP of 9/10 average weekly wages for the first six (6) weeks, and basic rate thereafter);
(ii) eight (8) weeks' ordinary adoption leave on basic rate SAP;
(iii) thirteen (13) weeks' additional adoption leave on basic rate SAP; and
(iv) thirteen (13) weeks' additional adoption leave unpaid.
OR

(b) Option 2 -

(i) eight (8) weeks' ordinary adoption leave on full salary (which includes SAP of 9/10 average weekly wages for the first six (6) weeks, and basic rate thereafter);
(ii) sixteen (16) weeks' ordinary adoption leave on half pay plus basic rate SAP (to the extent that full pay is not exceeded);
(iii) two (2) weeks' ordinary adoption leave on basic rate SAP;
(iv) thirteen (13) weeks' additional adoption leave on basic rate SAP; and
(v) thirteen (13) weeks' additional adoption leave unpaid.
186.1.2 For the partner of a Primary Adopter:

(a) the equivalent of paid paternity leave as set out in paragraph 2.1 above.

LICENCE
The University agrees that the Service Provider may occupy and use the below areas at the Premises during the Term and the parties shall enter into:
187. a Licence to Occupy (in the form set out in Appendix 1) in respect of storage spaces;
188. a Licence to Occupy (in the form set out in Appendix 2) in respect of the car park(s);

189. a Licence to Occupy (in the form set out in Appendix 3) in respect of the laundrette spaces;

190. a Licence to Occupy (in the form set out in Appendix 4) in respect of (temporary) office premises at Mantell House; and

191. a Licence to Occupy (in the form set out in Appendix 5) in respect of office premises at Fourth Floor, Bramber House.

The parties agree that the Premises plans referred to in this Schedule will be the Premises plans attached to the Licences to Occupy as executed by the parties.
Appendix 1
TEMPLATE LICENCE TO OCCUPY storage spaces
DATED                                                  2013
(1) THE UNIVERSITY OF SUSSEX

(2) SUSSEX ESTATES AND FACILITIES LLP
	LICENCE TO OCCUPY

Storage Spaces at the University of Sussex



THIS LICENCE is made on
2013
BETWEEN:-

(1) THE UNIVERSITY OF SUSSEX of Sussex House, Brighton BN1 9RH  (the "Grantor"); and
(2) SUSSEX ESTATES AND FACILITIES LLP (No OC388673) whose registered office is at Capital Tower, 91 Waterloo Road, London SE1 8RT (the "Grantee").
IT IS AGREED as follows:-

192. Interpretation
192.1 In this Licence:-

	"Determination Date"
	means the date on which the TFM Services Agreement is terminated or expires in accordance with the terms contained therein

	"Legislation"
	means any statute or any order, instrument or regulation made under it, or any notice or order issued by a government department, the legislative making institutions of the European Union, minister or local public regulatory or other authority

	"Licence Fee"
	means a peppercorn (if demanded)

	"Licence Period"
	means the period from the Services Commencement Date until the Determination Date

	"Premises"
	means the Premises described in the Schedule attached to this Licence

	"Services Commencement Date"
	has the meaning given to it in the TFM Services Agreement

	"TFM Services Agreement"
	means the agreement for the provision of total facilities management services of even date with this Licence between (1) the Grantor and (2) the Grantee


192.2 In interpreting this Licence:-

192.2.1 where any party to this Licence consists of more than one person or body corporate any reference thereto shall be deemed to refer to each such person or body corporate and any covenants by that party shall take effect as joint and several covenants;

192.2.2 any covenant in this Licence by the Grantee not to do any act or thing shall be deemed to include an obligation not to suffer such act or thing to be done and to use its reasonable endeavours to prevent such act or thing being done by another person.

193. General
193.1 The Grantor and the Grantee have entered into the TFM Services Agreement pursuant to which the Grantee agrees to provide total facilities management services to the Grantor.

193.2 In connection with the provision of services pursuant to the TFM Services Agreement the Grantee requires the use of storage spaces.

193.3 In order to facilitate the Grantee's compliance with their obligations under the TFM Services Agreement the Grantor has agreed to enter into this Licence.
193.4 This Licence does not give the Grantee exclusive occupation of any part of the Premises; the Grantor is entitled to enter and use the Premises at any time.

193.5 This Licence is personal to the Grantee and cannot be transferred; the Grantee is not entitled to permit any one other than the Grantee to have access to the Premises.
193.6 The Grantor may in future require that the Premises are varied in accordance with the Grantor's strategic requirements for its Falmer Campus and this Licence contains provisions for such variation.
194. Grant
194.1 The Grantor hereby grants to the Grantee a licence to occupy the Premises for the Licence Period subject to:-

194.1.1 termination as herein provided;

194.1.2 payment of the Licence Fee.

195. Grantee's Covenants
The Grantee covenants with the Grantor:-

195.1 to pay the Grantor the Licence Fee in advance, payment to be made on the date of this Licence;
195.2 to pay the Grantor in arrears within 28 days of written demand for the cost of the telecommunications services consumed by the Grantee (as such costs are shown on the Grantor's monthly TIGER report or such other report recording telecommunications charges from time to time) but for the avoidance of doubt the Grantor shall pay the cost of electricity and water services in respect of the Premises;

195.3 to comply with such Legislation as is required by the TFM Services Agreement and is relevant to the Grantee's use of the Premises;
195.4 to keep in a clean and tidy condition the interior of the Premises as required by the TFM Services Agreement;
195.5 to maintain in a good standard of repair, condition and safety any additional items of furniture or equipment that the Grantee brings to the Premises;

195.6 to use the shared facilities at the Premises in a considerate and responsible manner;

195.7 only to use the Premises for purposes necessary to facilitate compliance by the Grantee with the Grantee's obligations under the TFM Services Agreement;

195.8 not to use the Premises or any part of it in such a way as to cause any nuisance, obstruction, damage, disturbance, annoyance, inconvenience or interference to the Grantor or to the owner or occupier of any neighbouring property;

195.9 not to do any act, matter or thing which would or might constitute a breach of any statutory requirement or Legislation affecting the Premises or which would or might result in the insurance of the Premises being void or voidable;

195.10 not to make any alteration or addition whatsoever to the Premises externally or internally nor to make any addition to the gas or electricity or other installation in the Premises save as agreed between the Grantor and the Grantee in writing (both parties acting reasonably), and if the Grantee is permitted to carry out any such alterations or additions provide updated drawings of the Premises and/or the Building in CAD electronic format;
195.11 to observe any reasonable management regulations (including security regulations) for use of the Premises or the Building which the Grantor may make from time to time and which are notified to the Grantee in writing;

195.12 to comply with the operating hours requirements in the TFM Services Agreement;

195.13 to ensure that the secure access system controlling access to the Premises remains secured at all times and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any access cards or pass codes to the Premises or permit any other person to hold access cards or pass codes to the Premises;

195.14 to ensure that any lockable doors at the Premises are kept in a secure manner at all times during the opening hours of the Premises and to ensure that the locked doors at the Premises are securely locked outside of the opening hours and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any keys to the Premises or permit any other person to hold keys to the Premises; 

195.15 to ensure that any harmful, irritant, corrosive or otherwise dangerous substances required to be used in connection with the Grantee's obligations pursuant to the TFM Services Agreement are stored only in safe quantities and conditions and are stored only in lockable parts of the Premises; 

195.16 to pay the Grantor on demand and indemnify the Grantor against all liability in respect of any injury to or the death of any person, damage to any property moveable or immovable caused by the Grantee, the infringement, disturbance or destruction of any right, easement or privilege by the Grantee and every other liability arising directly out of the conditional use of the Premises by the Grantee and anything done or omitted to be done thereon by the Grantee and against all proceedings, costs, claims, demands of whatsoever nature in respect of any such liability, but for the avoidance of doubt the Grantee shall not be liable for:-

195.16.1 any indirect or consequential loss suffered by the Grantor); or

195.16.2 any loss suffered by the Grantor due to any act omission or direction of the Grantor;
195.17 to observe and perform all the Grantee's obligations, duties, requirements and responsibilities contained in the TFM Services Agreement which are relevant to the Premises.
196. TERMINATION
196.1 This Licence shall determine immediately upon the Determination Date but without prejudice to the rights and remedies of either party against the other in respect of any antecedent breach of any of the covenants herein contained.
196.2 If the Grantee breaches any of the agreements and undertakings contained in Clause 4 of this Licence, the Grantor shall be entitled to serve a written notice upon the Grantee specifying:-

196.2.1 the nature of the breach; and

196.2.2 a reasonable period of time in which the breach can be remedied (if capable of remedy).

197. VARIATION OF THE PREMISES
The Grantor may in its absolute discretion expand, reduce, remove, add to or relocate the storage spaces forming the Premises from time to time in accordance with its strategic requirements provided that the Grantor shall notify the Grantee of its intention to do so as soon as reasonably practicable and provide to the Grantee an updated list specifying the Premises within 28 days of any material variation of the extent or location(s) of the Premises.
198. Declaration and agreements
198.1 This Licence shall not confer on the Grantee any tenancy or lease of the Premises and the Grantor shall be entitled at all times during the subsistence of this Licence to exercise and do without any hindrance by the Grantee all such rights, acts and things in respect of the Premises as the Grantor may reasonably require.

199. exclusion of the landlord and tenant act 1954
199.1.1 Notwithstanding that the parties do not intend for this Licence to grant the Grantee exclusive possession of the Premises or any part of it and do not intend this Licence to create any form of tenancy agreement between the parties, to the extent that the provisions of the Landlord and Tenant Act 1954 (the "1954 Act") are deemed to apply to this Licence the Grantor and the Grantee have agreed that the Grantee shall not be entitled to security of tenure pursuant to the 1954 Act.

199.1.2 The Grantee confirms that prior to entering into this Licence, or being contractually bound to do so:-

(a) the Grantor served on the Grantee a notice complying with the requirements of section 38A(3) of the 1954 Act;

(b) the Grantee, or a person duly authorised by the Grantee, made a statutory declaration (the "Grantee's Statutory Declaration") complying with the requirements of Schedule 2 to the Regulatory Reform (Business Tenancies) (England and Wales) Order 2003.

199.1.3 Where the Grantee's Statutory Declaration was made by a person other than the Grantee, the Grantee confirms that the declarant was duly authorised to make the Grantee's Statutory Declaration on the Grantee's behalf.

199.1.4 The Grantor and the Grantee agree that sections 24 to 28 (inclusive) of the 1954 Act shall be excluded in relation to the interest created by this Licence.
200. Contracts (Rights of Third Parties) Act 1999
A person who is not a party to this Licence has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Licence but this does not affect any right or remedy of a third party which exists or is available apart from that Act.
AS WITNESS the hands of the parties hereto the day and year first before written.
SCHEDULE

THE PREMISES

	SIGNED by

THE UNIVERSITY OF SUSSEX 

acting by two authorised signatories:-


	)
)

)

           Authorised Signatory

           Authorised Signatory



	SIGNED by

SUSSEX ESTATES AND FACILITIES LLP acting by:-

	)
)
)

           Member

           Member




Appendix 2

TEMPLATE LICENCE TO OCCUPY CAR PARKS

DATED                                       2013
(1) THE UNIVERSITY OF SUSSEX
(2) SUSSEX ESTATES AND FACILITIES LLP
	LICENCE TO OCCUPY

Car Parking Areas at the University of Sussex



THIS LICENCE is made on
2013
BETWEEN:-

(1) THE UNIVERSITY OF SUSSEX of Sussex House, Brighton BN1 9RH  (the "Grantor"); and
(2) SUSSEX ESTATES AND FACILITIES LLP (No OC388673) whose registered office is at Capital Tower, 91 Waterloo Road, London SE1 8RT (the "Grantee").                                                                                              
IT IS AGREED as follows:-

201. Interpretation
201.1 In this Licence:-

	"Determination Date"
	means the date on which the TFM Services Agreement is terminated or expires in accordance with the terms contained therein

	"Legislation"
	means any statute or any order, instrument or regulation made under it, or any notice or order issued by a government department, the legislative making institutions of the European Union, minister or local public regulatory or other authority

	"Licence Fee"
	means a peppercorn (if demanded)

	"Licence Period"
	means the period from the Services Commencement Date until the Determination Date

	"Premises"
	means the Premises described in the Schedule attached to this Licence

	"Premises Plan"
	means the plan attached to this Licence marked "Premises Plan"

	"Services Commencement Date"
	has the meaning given to it in the TFM Services Agreement

	"TFM Services Agreement"
	means the agreement for the provision of total facilities management services of even date with this Licence between (1) the Grantor and (2) the Grantee


201.2 In interpreting this Licence:-

201.2.1 where any party to this Licence consists of more than one person or body corporate any reference thereto shall be deemed to refer to each such person or body corporate and any covenants by that party shall take effect as joint and several covenants;

201.2.2 any covenant in this Licence by the Grantee not to do any act or thing shall be deemed to include an obligation not to suffer such act or thing to be done and to use its reasonable endeavours to prevent such act or thing being done by another person.

202. General
202.1 The Grantor and the Grantee have entered into the TFM Services Agreement pursuant to which the Grantee agrees to provide total facilities management services to the Grantor, including the management of the car parks on the Grantor's campus.

202.2 In order to facilitate the Grantee's compliance with their obligations under the TFM Services Agreement the Grantor has agreed to enter into this Licence.
202.3 This Licence does not give the Grantee exclusive occupation of any part of the Premises; the Grantor is entitled to enter and use the Premises at any time.

202.4 This Licence is personal to the Grantee and cannot be transferred; the Grantee is not entitled to permit any one other than the Grantee to have access to the Premises.
202.5 The Grantor may in future require that the Premises are varied in accordance with the Grantor's strategic requirements for its Falmer Campus and this Licence contains provisions for such variation.
203. Grant
203.1 The Grantor hereby grants to the Grantee a licence to occupy the Premises for the Licence Period subject to:-

203.1.1 termination as herein provided;

203.1.2 payment of the Licence Fee.

204. Grantee's Covenants
The Grantee covenants with the Grantor:-

204.1 to pay the Grantor the Licence Fee in advance, payment to be made on the date of this Licence;
204.2 to pay the Grantor in arrears within 28 days of written demand for the cost of the telecommunications services consumed by the Grantee (as such costs are shown on the Grantor's monthly TIGER report or such other report recording telecommunications charges from time to time) but for the avoidance of doubt the Grantor shall pay the cost of electricity and water services in respect of the Premises;

204.3 to comply with such Legislation as is required by the TFM Services Agreement and is relevant to the Grantee's use of the Premises;
204.4 to keep the Premises in good and substantial repair and condition as required by the TFM Services Agreement and, in particular, to ensure that:-

204.4.1 all potholes and other damage to the surface of the Premises is repaired promptly;

204.4.2 all parking bay lines and other road markings are reasonably visible and otherwise kept in good condition; 

204.4.3 all access gates and parking meters (if any) are fully maintained and capable of use; 

204.4.4 all landscaped areas are kept neat and tidy and properly planted throughout the year; and
204.4.5 the Premises are kept reasonably clear of rubbish and other detritus;
204.5 only to use the Premises for purposes necessary to facilitate compliance by the Grantee with the Grantee's obligations under the TFM Services Agreement;

204.6 not to use the Premises or any part of it in such a way as to cause any nuisance, obstruction, damage, disturbance, annoyance, inconvenience or interference to the Grantor or to the owner or occupier of any neighbouring property;

204.7 not to do any act, matter or thing which would or might constitute a breach of any statutory requirement or Legislation affecting the Premises or which would or might result in the insurance of the Premises being void or voidable;

204.8 not to make any alteration or addition whatsoever to the Premises save as agreed between the Grantor and the Grantee in writing (both parties acting reasonably), and if the Grantee is permitted to carry out any such alterations or additions provide updated drawings of the Premises and/or the Building in CAD electronic format, provided that for the avoidance of doubt the maintenance, repair and renewal of the surface of the Premises, the parking bay lines and other road markings and any access gates and parking meters shall not require the consent of the Grantor;
204.9 to observe any reasonable management regulations (including security regulations) for use of the Premises which the Grantor may make from time to time and which are notified to the Grantee in writing;

204.10 to comply with the operating hours requirements in the TFM Services Agreement;

204.11 to ensure that outside of operating hours access to the Premises is secured by closing and locking the access gates and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any access cards or pass codes to the those access gates or permit any other person to hold access cards or pass codes to the Premises;

204.12 not to discharge or permit to be discharged on the Premises any harmful, irritant, corrosive or otherwise dangerous substances and in particular not to take into or keep on or in the Car Park any motor fuel or lubricating oil (apart from such as is inside the tanks and engines of the vehicle(s) which the Grantee is for the time being entitled to park in the Car Park) or any other inflammable or combustible material or substance;

204.13 not to permit any person to use the Premises for any purpose other than the parking of motor vehicles, vans and (where appropriate) buses and trucks or lorries, and in particular not to permit any person to reside or sleep on the Premises overnight nor to permit any cleaning or maintenance of vehicles on the Premises;

204.14 to pay the Grantor on demand and indemnify the Grantor against all liability in respect of any injury to or the death of any person, damage to any property moveable or immovable caused by the Grantee, the infringement, disturbance or destruction of any right, easement or privilege by the Grantee and every other liability arising directly out of the conditional use of the Premises by the Grantee and anything done or omitted to be done thereon by the Grantee and against all proceedings, costs, claims, demands of whatsoever nature in respect of any such liability, but for the avoidance of doubt the Grantee shall not be liable for:-

204.14.1 any indirect or consequential loss suffered by the Grantor; or

204.14.2 any loss suffered by the Grantor due to any act omission or direction of the Grantor;
204.15 to observe and perform all the Grantee's obligations, duties, requirements and responsibilities contained in the TFM Services Agreement which are relevant to the Premises.
205. TERMINATION
205.1 This Licence shall determine immediately upon the Determination Date but without prejudice to the rights and remedies of either party against the other in respect of any antecedent breach of any of the covenants herein contained.
205.2 If the Grantee breaches any of the agreements and undertakings contained in Clause 4 of this Licence, the Grantor shall be entitled to serve a written notice upon the Grantee specifying:-

205.2.1 the nature of the breach; and

205.2.2 a reasonable period of time in which the breach can be remedied (if capable of remedy).

206. VARIATION OF THE PREMISES
The Grantor may in its absolute discretion expand, reduce, remove, add to or relocate the car parks forming the Premises from time to time in accordance with its strategic requirements provided that the Grantor shall notify the Grantee of its intention to do so as soon as reasonably practicable and provide to the Grantee an updated Premises Plan within 28 days of any material variation of the extent or location(s) of the Premises.
207. Declaration and agreements
207.1 This Licence shall not confer on the Grantee any tenancy or lease of the Premises and the Grantor shall be entitled at all times during the subsistence of this Licence to exercise and do without any hindrance by the Grantee all such rights, acts and things in respect of the Premises as the Grantor may reasonably require.

208. exclusion of the landlord and tenant act 1954
208.1.1 Notwithstanding that the parties do not intend for this Licence to grant the Grantee exclusive possession of the Premises or any part of it and do not intend this Licence to create any form of tenancy agreement between the parties, to the extent that the provisions of the Landlord and Tenant Act 1954 (the "1954 Act") are deemed to apply to this Licence the Grantor and the Grantee have agreed that the Grantee shall not be entitled to security of tenure pursuant to the 1954 Act.

208.1.2 The Grantee confirms that prior to entering into this Licence, or being contractually bound to do so:-

(a) the Grantor served on the Grantee a notice complying with the requirements of section 38A(3) of the 1954 Act;

(b) the Grantee, or a person duly authorised by the Grantee, made a statutory declaration (the "Grantee's Statutory Declaration") complying with the requirements of Schedule 2 to the Regulatory Reform (Business Tenancies) (England and Wales) Order 2003.

208.1.3 Where the Grantee's Statutory Declaration was made by a person other than the Grantee, the Grantee confirms that the declarant was duly authorised to make the Grantee's Statutory Declaration on the Grantee's behalf.

208.1.4 The Grantor and the Grantee agree that sections 24 to 28 (inclusive) of the 1954 Act shall be excluded in relation to the interest created by this Licence.
209. Contracts (Rights of Third Parties) Act 1999
A person who is not a party to this Licence has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Licence but this does not affect any right or remedy of a third party which exists or is available apart from that Act.
AS WITNESS the hands of the parties hereto the day and year first before written.
SCHEDULE

THE PREMISES
All those premises shown edged red on the Premises Plan, being the car parks within and adjacent to the Grantor's Falmer Campus (subject to variation from time to time as set out in this Licence).

	SIGNED by

THE UNIVERSITY OF SUSSEX 

acting by two authorised signatories:-


	)
)

)

           Authorised Signatory

           Authorised Signatory



	SIGNED by

SUSSEX ESTATES AND FACILITIES LLP acting by:-

	)
)
)

           Member

           Member




Appendix 3

TEMPLATE LICENCE TO OCCUPY LAUNDRETTE
DATED                                       2013
(1) THE UNIVERSITY OF SUSSEX
(2) SUSSEX ESTATES AND FACILITIES LLP
	LICENCE TO OCCUPY

Launderette Spaces at the University of Sussex



THIS LICENCE is made on
2013
BETWEEN:-

(1) THE UNIVERSITY OF SUSSEX of Sussex House, Brighton BN1 9RH  (the "Grantor"); and
(2) SUSSEX ESTATES AND FACILITIES LLP (No OC388673) whose registered office is at Capital Tower, 91 Waterloo Road, London SE1 8RT (the "Grantee").                                                                                              
IT IS AGREED as follows:-

210. Interpretation
210.1 In this Licence:-

	"Buildings"
	means the buildings in which the Premises are situated as indicated in Schedule 1 attached to this Licence

	"Determination Date"
	means the date on which the TFM Services Agreement is terminated or expires in accordance with the terms contained therein

	"Equipment"
	means the equipment for washing and drying clothing located in the Premises as specified in Schedule 2 attached to this Licence

	"Legislation"
	means any statute or any order, instrument or regulation made under it, or any notice or order issued by a government department, the legislative making institutions of the European Union, minister or local public regulatory or other authority

	"Licence Fee"
	means a peppercorn (if demanded)

	"Licence Period"
	means the period from the Services Commencement Date until the Determination Date

	"Premises"
	means the Premises described in Schedule 1 attached to this Licence

	"Services Commencement Date"
	has the meaning given to it in the TFM Services Agreement

	"TFM Services Agreement"
	means the agreement for the provision of total facilities management services of even date with this Licence between (1) the Grantor and (2) the Grantee


210.2 In interpreting this Licence:-

210.2.1 where any party to this Licence consists of more than one person or body corporate any reference thereto shall be deemed to refer to each such person or body corporate and any covenants by that party shall take effect as joint and several covenants;

210.2.2 any covenant in this Licence by the Grantee not to do any act or thing shall be deemed to include an obligation not to suffer such act or thing to be done and to use its reasonable endeavours to prevent such act or thing being done by another person.

211. General
211.1 The Grantor and the Grantee have entered into the TFM Services Agreement pursuant to which the Grantee agrees to provide total facilities management services to the Grantor.

211.2 In connection with the provision of services pursuant to the TFM Services Agreement the Grantee requires access to the launderettes provided by the Grantor to its students in various student halls of residence in order to operate and maintain the laundry services to the students.

211.3 In order to facilitate the Grantee's compliance with their obligations under the TFM Services Agreement the Grantor has agreed to enter into this Licence.
211.4 This Licence does not give the Grantee exclusive occupation of any part of the Premises; the Grantor is entitled to enter and use the Premises at any time.

211.5 This Licence is personal to the Grantee and cannot be transferred; the Grantee is not entitled to permit any one other than the Grantee to have access to the Premises.
211.6 The Grantor may in future require that the Premises are varied in accordance with the Grantor's strategic requirements for its Falmer Campus and this Licence contains provisions for such variation.
212. Grant
212.1 The Grantor hereby grants to the Grantee a licence to occupy the Premises for the Licence Period subject to:-

212.1.1 termination as herein provided;

212.1.2 payment of the Licence Fee.

213. Grantee's Covenants
The Grantee covenants with the Grantor:-

213.1 to pay the Grantor the Licence Fee in advance, payment to be made on the date of this Licence;
213.2 to pay the Grantor in arrears within 28 days of written demand for the cost of the telecommunications services consumed by the Grantee (as such costs are shown on the Grantor's monthly TIGER report or such other report recording telecommunications charges from time to time) but for the avoidance of doubt the Grantor shall pay the cost of electricity and water services in respect of the Premises;

213.3 to comply with such Legislation as is required by the TFM Services Agreement and is relevant to the Grantee's use of the Premises;
213.4 to keep in a clean and tidy condition the interior of the Premises as required by the TFM Services Agreement;
213.5 to maintain, repair and (when beyond economic repair) replace the Equipment;

213.6 to maintain in a good standard of repair, condition and safety any additional items of furniture or equipment that the Grantee brings to the Premises;

213.7 only to use the Premises for purposes necessary to facilitate compliance by the Grantee with the Grantee's obligations under the TFM Services Agreement;

213.8 not to use the Premises or any part of it in such a way as to cause any nuisance, obstruction, damage, disturbance, annoyance, inconvenience or interference to the Grantor or to the owner or occupier of any neighbouring property;

213.9 not to do any act, matter or thing which would or might constitute a breach of any statutory requirement or Legislation affecting the Premises or which would or might result in the insurance of the Premises being void or voidable;

213.10 not to make any alteration or addition whatsoever to the Premises externally or internally nor to make any addition to the gas or electricity or other installation in the Premises save as agreed between the Grantor and the Grantee in writing (both parties acting reasonably), and if the Grantee is permitted to carry out any such alterations or additions provide updated drawings of the Premises and/or the Building in CAD electronic format;
213.11 to observe any reasonable management regulations (including security regulations) for use of the Premises or the Building which the Grantor may make from time to time and which are notified to the Grantee in writing;
213.12 to take reasonable steps to inform students as to the proper and safe manner of operation of the Equipment and to take reasonable steps to prevent any misuse of the Equipment by students or other persons who are entitled to use the Equipment;
213.13 to comply with the operating hours requirements in the TFM Services Agreement; 

213.14 to ensure that any harmful, irritant, corrosive or otherwise dangerous substances required to be used in connection with the Grantee's obligations pursuant to the TFM Services Agreement are stored only in safe quantities and conditions and are stored only in lockable parts of the Premises; 

213.15 to pay the Grantor on demand and indemnify the Grantor against all liability in respect of any injury to or the death of any person, damage to any property moveable or immovable caused by the Grantee, the infringement, disturbance or destruction of any right, easement or privilege by the Grantee and every other liability arising directly out of the conditional use of the Premises by the Grantee and anything done or omitted to be done thereon by the Grantee and against all proceedings, costs, claims, demands of whatsoever nature in respect of any such liability, but for the avoidance of doubt the Grantee shall not be liable for:-

213.15.1 any indirect or consequential loss suffered by the Grantor); or

213.15.2 any loss suffered by the Grantor due to any act omission or direction of the Grantor;
213.16 to observe and perform all the Grantee's obligations, duties, requirements and responsibilities contained in the TFM Services Agreement which are relevant to the Premises.
214. TERMINATION
214.1 This Licence shall determine immediately upon the Determination Date but without prejudice to the rights and remedies of either party against the other in respect of any antecedent breach of any of the covenants herein contained.
214.2 If the Grantee breaches any of the agreements and undertakings contained in Clause 4 of this Licence, the Grantor shall be entitled to serve a written notice upon the Grantee specifying:-

214.2.1 the nature of the breach; and

214.2.2 a reasonable period of time in which the breach can be remedied (if capable of remedy).

214.3 If the Grantor wishes to redevelop any of the Buildings and gives to the Grantee not less than 6 (six) months' written notice of its desire then at the expiry of such notice the Grantee's licence to occupy the building or buildings specified shall cease but without prejudice to the liability of either party in respect of any antecedent breach of the terms of this Licence insofar as such breach relates to that building or those buildings.
215. VARIATION OF THE PREMISES
The Grantor may in its absolute discretion expand, reduce, remove, add to or relocate the laundry rooms forming the Premises from time to time in accordance with its strategic requirements provided that the Grantor shall notify the Grantee of its intention to do so as soon as reasonably practicable and provide to the Grantee an updated list specifying the Premises within 28 days of any material variation of the extent or location(s) of the Premises.
216. Declaration and agreements
216.1 This Licence shall not confer on the Grantee any tenancy or lease of the Premises and the Grantor shall be entitled at all times during the subsistence of this Licence to exercise and do without any hindrance by the Grantee all such rights, acts and things in respect of the Premises as the Grantor may reasonably require.

217. exclusion of the landlord and tenant act 1954
217.1.1 Notwithstanding that the parties do not intend for this Licence to grant the Grantee exclusive possession of the Premises or any part of it and do not intend this Licence to create any form of tenancy agreement between the parties, to the extent that the provisions of the Landlord and Tenant Act 1954 (the "1954 Act") are deemed to apply to this Licence the Grantor and the Grantee have agreed that the Grantee shall not be entitled to security of tenure pursuant to the 1954 Act.

217.1.2 The Grantee confirms that prior to entering into this Licence, or being contractually bound to do so:-

(a) the Grantor served on the Grantee a notice complying with the requirements of section 38A(3) of the 1954 Act;

(b) the Grantee, or a person duly authorised by the Grantee, made a statutory declaration (the "Grantee's Statutory Declaration") complying with the requirements of Schedule 2 to the Regulatory Reform (Business Tenancies) (England and Wales) Order 2003.

217.1.3 Where the Grantee's Statutory Declaration was made by a person other than the Grantee, the Grantee confirms that the declarant was duly authorised to make the Grantee's Statutory Declaration on the Grantee's behalf.

217.1.4 The Grantor and the Grantee agree that sections 24 to 28 (inclusive) of the 1954 Act shall be excluded in relation to the interest created by this Licence.
218. Contracts (Rights of Third Parties) Act 1999
A person who is not a party to this Licence has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Licence but this does not affect any right or remedy of a third party which exists or is available apart from that Act.
AS WITNESS the hands of the parties hereto the day and year first before written.
SCHEDULE 1
THE PREMISES
The premises comprise the following areas:-

· Launderette at Park Village Student Residences, University Campus;

· Laundrette at 1 Lewes Court Student Residence, University Campus;

· Launderette at 2 Lewes Court Student Residence, University Campus;

· Launderette at Stanmer Court Student Residence, University Campus;

· Launderette at Northfield Student Residences, Northfield Street, University Campus; and

· Drying facilities at 51-53 Kings Road, Brighton BN1 1NA

SCHEDULE 2

THE EQUIPMENT

The parties agree that the equipment listed below is a provisional list and may be subject to change pursuant to the process set out in Schedule 20 of the TFM Services Agreement.
	SIGNED by

THE UNIVERSITY OF SUSSEX 

acting by two authorised signatories:-


	)
)

)

           Authorised Signatory

           Authorised Signatory



	SIGNED by

SUSSEX ESTATES AND FACILITIES LLP acting by:-

	)
)
)

           Member

           Member




Appendix 4
TEMPLATE LICENCE TO OCCUPY (temporary) office premises at mantell house
DATED                                       2013
(1) THE UNIVERSITY OF SUSSEX
(2) SUSSEX ESTATES AND FACILITIES LLP
	LICENCE TO OCCUPY

Office Premises at Mantell House at the University of Sussex



THIS LICENCE is made on
2013
BETWEEN:-

(1) THE UNIVERSITY OF SUSSEX of Sussex House, Brighton BN1 9RH  (the "Grantor"); and
(2) SUSSEX ESTATES AND FACILITIES LLP (No OC388673) whose registered office is at Capital Tower, 91 Waterloo Road, London SE1 8RT (the "Grantee").
IT IS AGREED as follows:-

219. Interpretation
219.1 In this Licence:-

	"Building"
	means the building in which the Premises are situated known as Mantell House at the University of Sussex

	"Determination Date"
	means the date on which this Licence ends as determined in accordance with Clause 5

	"Legislation"
	means any statute or any order, instrument or regulation made under it, or any notice or order issued by a government department, the legislative making institutions of the European Union, minister or local public regulatory or other authority

	"Licence Fee"
	means a peppercorn (if demanded)

	"Licence Period"
	means the period from 15 November 2013 until the Determination Date

	"Main Office Space"
	means the office space over which the Grantee is to be granted a licence to occupy as specified in the TFM Services Agreement

	"Premises"
	means the offices shaded red on the Premises Plan and numbered "3B10", "3B12", 3B13", "3B14", "3B15", "3B28, "3B29", "3B30", "3B31", 3B32", 3B33", "3B34" and "3B35"

	"Premises Plan"
	means the plan attached to this Licence

	"Services Commencement Date"
	has the meaning given to it in the TFM Services Agreement

	"TFM Services Agreement"
	means the agreement for the provision of total facilities management services of even date with this Licence between (1) the Grantor and (2) the Grantee

	
	


219.2 In interpreting this Licence:-

219.2.1 where any party to this Licence consists of more than one person or body corporate any reference thereto shall be deemed to refer to each such person or body corporate and any covenants by that party shall take effect as joint and several covenants;

219.2.2 any covenant in this Licence by the Grantee not to do any act or thing shall be deemed to include an obligation not to suffer such act or thing to be done and to use its reasonable endeavours to prevent such act or thing being done by another person.

220. General
220.1 The Grantor and the Grantee have entered into the TFM Services Agreement pursuant to which the Grantee agrees to provide total facilities management services to the Grantor.

220.2 In connection with the provision of services pursuant to the TFM Services Agreement the Grantee requires the use of temporary office space pending the fit-out of the Main Office Space.

220.3 In order to facilitate the Grantee's compliance with their obligations under the TFM Services Agreement the Grantor has agreed to enter into this Licence.
220.4 This Licence does not give the Grantee exclusive occupation of any part of the Premises; the Grantor is entitled to enter and use the Premises at any time.

220.5 This Licence is personal to the Grantee and cannot be transferred; the Grantee is not entitled to permit any one other than the Grantee to have access to the Premises.

221. Grant
221.1 The Grantor hereby grants to the Grantee a licence to occupy the Premises for the Licence Period.
221.2 The licence granted to the Grantee to occupy the Premises is subject to:-

221.2.1 termination as herein provided;

221.2.2 payment of the Licence Fee.

222. Grantee's Covenants
The Grantee covenants with the Grantor:-

222.1 to pay the Grantor the Licence Fee in advance, payment to be made on the date of this Licence;
222.2 to pay the Grantor in arrears within 28 days of written demand for the cost of the telecommunications services consumed by the Grantee (as such costs are shown on the Grantor's monthly TIGER report or such other report recording telecommunications charges from time to time) but for the avoidance of doubt the Grantor shall pay the cost of electricity and water services in respect of the Premises;

222.3 to comply with such Legislation as is required by the TFM Services Agreement and is relevant to the Grantee's use of the Premises;
222.4 to keep in a clean and tidy condition the interior of the Premises as required by the TFM Services Agreement;
222.5 to maintain in a good standard of repair, condition and safety any additional items of furniture or equipment that the Grantee brings to the Premises;

222.6 to use the shared facilities at the Premises (including, but not limited to, any shared IT resources, kitchen facilities and recreational areas) in a considerate and responsible manner;

222.7 only to use the Premises for purposes necessary to prepare for the provision of services by the Grantee under the TFM Services Agreement;

222.8 not to use the Premises or any part of it in such a way as to cause any nuisance, obstruction, damage, disturbance, annoyance, inconvenience or interference to the Grantor or to the owner or occupier of any neighbouring property;

222.9 not to do any act, matter or thing which would or might constitute a breach of any statutory requirement or Legislation affecting the Premises or which would or might result in the insurance of the Premises being void or voidable;

222.10 not to make any alteration or addition whatsoever to the Premises externally or internally nor to make any addition to the gas or electricity or other installation in the Premises save as agreed between the Grantor and the Grantee in writing (both parties acting reasonably), and if the Grantee is permitted to carry out any such alterations or additions provide updated drawings of the Premises and/or the Building in CAD electronic format;
222.11 to observe any reasonable management regulations (including security regulations) for use of the Premises or the Building which the Grantor may make from time to time and which are notified to the Grantee in writing;

222.12 to ensure that the secure access system controlling access to the Premises remains secured at all times and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any access cards or pass codes to the Premises or permit any other person to hold access cards or pass codes to the Premises;

222.13 to pay the Grantor on demand and indemnify the Grantor against all liability in respect of any injury to or the death of any person, damage to any property moveable or immovable caused by the Grantee, the infringement, disturbance or destruction of any right, easement or privilege by the Grantee and every other liability arising directly out of the conditional use of the Premises by the Grantee and anything done or omitted to be done thereon by the Grantee and against all proceedings, costs, claims, demands of whatsoever nature in respect of any such liability (and for the avoidance of doubt the Grantee shall not be liable for any indirect or consequential loss suffered by the Grantor);

222.14 to observe and perform all the Grantee's obligations, duties, requirements and responsibilities contained in the TFM Services Agreement which are relevant to the Premises insofar as they relate to the period prior to the Services Commencement Date.
223. DETERMINATION
223.1 This Licence shall determine upon the occurrence of either of the following events:-

223.1.1 the Grantor completes the fit-out works to the Main Office Space and serves written notice on the Grantee to vacate the Premises, specifying a date not less than 7 days later than the date of such notice, in which case this Licence shall determine on the date specified in the notice; or

223.1.2 the date on which the TFM Services Agreement is terminated or expires in accordance with the terms contained therein.
223.2 The determination of this Licence is without prejudice to the rights and remedies of either party against the other in respect of any antecedent breach of any of the covenants herein contained.
223.3 If the Grantee breaches any of the agreements and undertakings contained in Clause 4 of this Licence, the Grantor shall be entitled to serve a written notice upon the Grantee specifying:-

223.3.1 the nature of the breach; and

223.3.2 a reasonable period of time in which the breach can be remedied (if capable of remedy).

224. Declaration and agreement
This Licence shall not confer on the Grantee any tenancy or lease of the Premises and the Grantor shall be entitled at all times during the subsistence of this Licence to exercise and do without any hindrance by the Grantee all such rights, acts and things in respect of the Premises as the Grantor may require.
225. Contracts (Rights of Third Parties) Act 1999
A person who is not a party to this Licence has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Licence but this does not affect any right or remedy of a third party which exists or is available apart from that Act.
AS WITNESS the hands of the parties hereto the day and year first before written.
SCHEDULE

PREMISES PLAN
	SIGNED by

THE UNIVERSITY OF SUSSEX 

acting by two authorised signatories:-


	)
)

)

           Authorised Signatory

           Authorised Signatory



	SIGNED by

SUSSEX ESTATES AND FACILITIES LLP acting by:-

	)
)
)

           Member

           Member




Appendix 5
TEMPLATE LICENCE TO OCCUPY office premises at fourth floor bramber house
DATED                                       2013
(1) THE UNIVERSITY OF SUSSEX
(2) SUSSEX ESTATES AND FACILITIES LLP
	LICENCE TO OCCUPY

Office Premises at Fourth Floor, Bramber House at the University of Sussex



THIS LICENCE is made on
2013
BETWEEN:-

(1) THE UNIVERSITY OF SUSSEX of Sussex House, Brighton BN1 9RH  (the "Grantor"); and
(2) SUSSEX ESTATES AND FACILITIES LLP (No OC388673) whose registered office is at Capital Tower, 91 Waterloo Road, London SE1 8RT (the "Grantee").
IT IS AGREED as follows:-

226. Interpretation
226.1 In this Licence:-

	"Building"
	means the building in which the Premises are situated known as Bramber House on the Grantor's University Campus

	"Determination Date"
	means the earlier of:-

(a)
the date on which the TFM Services Agreement is terminated or expires in accordance with the terms contained therein; and

(b)
the date six calendar months after the Grantor serves written notice on the Grantee of its desire to terminate this Licence in order to redevelop the Building

	"Legislation"
	means any statute or any order, instrument or regulation made under it, or any notice or order issued by a government department, the legislative making institutions of the European Union, minister or local public regulatory or other authority

	"Licence Fee"
	means a peppercorn (if demanded)

	"Licence Period"
	means the period from the date on which the Licence to Occupy Office Premises at Mantell House with the same date as the TFM Services Agreement and made between (1) the Grantor and (2) the Grantee is determined in accordance with the provisions of Clause 5.1.1 therein until the Determination Date

	"Premises"
	means the Premises described in the Schedule attached to this Licence

	"Plan"
	means the plan attached to this Licence

	"Shared Facilities"
	means the shared offices (excluding the TFM Offices), meeting rooms, corridors, stairwells, toilets and recreation areas shown edged green and coloured red on the Plan and any additional or alternative facilities designated for shared use from time to time by the Grantor 

	"TFM Offices"
	means the offices marked "Office 5" and "Office 6" on the Plan

	"TFM Services Agreement"
	means the agreement for the provision of total facilities management services between (1) the Grantor and (2) the Grantee as executed and dated by the parties




226.2 In interpreting this Licence:-

226.2.1 where any party to this Licence consists of more than one person or body corporate any reference thereto shall be deemed to refer to each such person or body corporate and any covenants by that party shall take effect as joint and several covenants;

226.2.2 any covenant in this Licence by the Grantee not to do any act or thing shall be deemed to include an obligation not to suffer such act or thing to be done and to use its reasonable endeavours to prevent such act or thing being done by another person.

227. General
227.1 The Grantor and the Grantee have entered into the TFM Services Agreement pursuant to which the Grantee agrees to provide total facilities management services to the Grantor.

227.2 In connection with the provision of services pursuant to the TFM Services Agreement the Grantee requires the use of office space.

227.3 In order to facilitate the Grantee's compliance with their obligations under the TFM Services Agreement the Grantor has agreed to enter into this Licence.
227.4 This Licence does not give the Grantee exclusive occupation of any part of the Premises; the Grantor is entitled to enter and use the Premises at any time.

227.5 This Licence is personal to the Grantee and cannot be transferred; the Grantee is not entitled to permit any one other than the Grantee to have access to the Premises.

228. Grant
228.1 The Grantor hereby grants to the Grantee a licence:-

228.1.1 to occupy the Premises and to use 25 desks within the Premises designated by the Grantor in its absolute discretion from time to time; 
228.1.2 to use and occupy the TFM Offices; 
228.1.3 to use a reception desk within the reception area; and
228.1.4 to use the Shared Facilities in common with the Grantor and others authorised by the Grantor from time to time for the Licence Period.

228.2 The licence granted to the Grantee in Clause 3.1 above is subject to:-
228.2.1 termination as herein provided; and
228.2.2 payment of the Licence Fee.

229. Grantee's Covenants
The Grantee covenants with the Grantor:-

229.1 to pay the Grantor the Licence Fee in advance, payment to be made on the date of this Licence;
229.2 to pay the Grantor in arrears within 28 days of written demand for the cost of the telecommunications services consumed by the Grantee (as such costs are shown on the Grantor's monthly TIGER report or such other report recording telecommunications charges from time to time) but for the avoidance of doubt the Grantor shall pay the cost of electricity and water services in respect of the Premises;

229.3 to comply with such Legislation as is required by the TFM Services Agreement and is relevant to the Grantee's use of the Premises;
229.4 to keep in a clean and tidy condition the interior of the Premises as required by the TFM Services Agreement;
229.5 to maintain in a good standard of repair, condition and safety any additional items of furniture or equipment that the Grantee brings to the Premises;

229.6 to use the Shared Facilities in a considerate and responsible manner;

229.7 only to use the Premises for purposes necessary to facilitate compliance by the Grantee with the Grantee's obligations under the TFM Services Agreement;

229.8 not to use the Premises or any part of it in such a way as to cause any nuisance, obstruction, damage, disturbance, annoyance, inconvenience or interference to the Grantor or to the owner or occupier of any neighbouring property;

229.9 not to do any act, matter or thing which would or might constitute a breach of any statutory requirement or Legislation affecting the Premises or which would or might result in the insurance of the Premises being void or voidable;

229.10 not to make any alteration or addition whatsoever to the Premises externally or internally nor to make any addition to the gas or electricity or other installation in the Premises save as agreed between the Grantor and the Grantee in writing (both parties acting reasonably), and if the Grantee is permitted to carry out any such alterations or additions provide updated drawings of the Premises and/or the Building in CAD electronic format;
229.11 to observe any reasonable management regulations (including security regulations) for use of the Premises or the Building which the Grantor may make from time to time and which are notified to the Grantee in writing;

229.12 to comply with the operating hours requirements in the TFM Services Agreement; 

229.13 to ensure that the secure access system controlling access to the Premises remains secured at all times and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any access cards or pass codes to the Premises or permit any other person to hold access cards or pass codes to the Premises;

229.14 to ensure that any doors at the Premises which are capable of being locked are securely locked outside of the opening hours of the Premises and not to permit any persons other than those authorised by the Grantee (acting reasonably) to hold any keys to the Premises;

229.15 to pay the Grantor on demand and indemnify the Grantor against all liability in respect of any injury to or the death of any person, damage to any property moveable or immovable caused by the Grantee, the infringement, disturbance or destruction of any right, easement or privilege by the Grantee and every other liability arising directly out of the conditional use of the Premises by the Grantee and anything done or omitted to be done thereon by the Grantee and against all proceedings, costs, claims, demands of whatsoever nature in respect of any such liability, but for the avoidance of doubt the Grantee shall not be liable for:-

229.15.1 any indirect or consequential loss suffered by the Grantor); or

229.15.2 any loss suffered by the Grantor due to any act omission or direction of the Grantor;
229.16 to observe and perform all the Grantee's obligations, duties, requirements and responsibilities contained in the TFM Services Agreement which are relevant to the Premises.
230. TERMINATION
230.1 This Licence shall determine immediately upon the Determination Date but without prejudice to the rights and remedies of either party against the other in respect of any antecedent breach of any of the covenants herein contained.
230.2 If the Grantee breaches any of the agreements and undertakings contained in Clause 4 of this Licence, the Grantor shall be entitled to serve a written notice upon the Grantee specifying:-

230.2.1 the nature of the breach; and

230.2.2 a reasonable period of time in which the breach can be remedied (if capable of remedy).

231. Declaration and agreements
231.1 This Licence shall not confer on the Grantee any tenancy or lease of the Premises and the Grantor shall be entitled at all times during the subsistence of this Licence to exercise and do without any hindrance by the Grantee all such rights, acts and things in respect of the Premises as the Grantor may reasonably require.

232. exclusion of the landlord and tenant act 1954
232.1.1 Notwithstanding that the parties do not intend for this Licence to grant the Grantee exclusive possession of the Premises or any part of it and do not intend this Licence to create any form of tenancy agreement between the parties, to the extent that the provisions of the Landlord and Tenant Act 1954 (the "1954 Act") are deemed to apply to this Licence the Grantor and the Grantee have agreed that the Grantee shall not be entitled to security of tenure pursuant to the 1954 Act.

232.1.2 The Grantee confirms that prior to entering into this Licence, or being contractually bound to do so:-

(a) the Grantor served on the Grantee a notice complying with the requirements of section 38A(3) of the 1954 Act;

(b) the Grantee, or a person duly authorised by the Grantee, made a statutory declaration (the "Grantee's Statutory Declaration") complying with the requirements of Schedule 2 to the Regulatory Reform (Business Tenancies) (England and Wales) Order 2003.

232.1.3 Where the Grantee's Statutory Declaration was made by a person other than the Grantee, the Grantee confirms that the declarant was duly authorised to make the Grantee's Statutory Declaration on the Grantee's behalf.

232.1.4 The Grantor and the Grantee agree that sections 24 to 28 (inclusive) of the 1954 Act shall be excluded in relation to the interest created by this Licence.
233. Contracts (Rights of Third Parties) Act 1999
A person who is not a party to this Licence has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Licence but this does not affect any right or remedy of a third party which exists or is available apart from that Act.
AS WITNESS the hands of the parties hereto the day and year first before written.
SCHEDULE

THE PREMISES
Premises on the fourth floor of Bramber House, University of Sussex as shown edged pink on the Plan.

	SIGNED by

THE UNIVERSITY OF SUSSEX 

acting by two authorised signatories:-


	)
)

)

           Authorised Signatory

           Authorised Signatory



	SIGNED by

SUSSEX ESTATES AND FACILITIES LLP acting by:-

	)
)
)

           Member

           Member




EQUIPMENT
234. Post-completion Due-Diligence and Valuation
234.1 Following the Effective Date, the Service Provider shall audit and review the Equipment and shall (within three (3) months from the Effective Date) provide the University with a report identifying any differentials between the Equipment listed in this Schedule 20 and the Equipment actually delivered to the Service Provider under this Agreement.

234.2 Upon completion of the Service Provider's review (and in any event within three (3) months from the Effective Date), the parties shall agree a fair and equitable price to be paid by the Service Provider to the University in consideration of the Equipment delivered under this Agreement (which, in addition to the items listed in this Schedule shall include a number of sundry items of Equipment of relatively low value used to perform the services (including, hand tools and consumable items such as sandpaper)). 

234.3 If the parties cannot agree a value within ten (10) Working Days then the University may (acting reasonably) instruct an independent third party expert (the costs of whom shall be shared equally) to value the Equipment and (save in any case of manifest error) that third party's valuation shall be binding on both parties.

234.4 The University shall issue an invoice to the Service Provider for the agreed sum which shall be payable within ten (10) Working Days.

[image: image173.png]Inventory of equipment

Approximate

item Serial No. Probe 1 Serial No. Probe 2 Serial No. Location age in years
security
(CCTV cameras (external) Security H
lCCTV internal (internal) Security H
staff lockers Security H
Transport
[Mains powered pay and display meter in store Hastings Building H
[Mains powered pay and display meters in use Campus wide H
Viacount traffic counter Hastings Building H
[Print Unit
ICS copy card dispenser Hastings B H
(Canon DR7080C high speed scanner Hastings Buil a
(Citoborma 280b paper drill Hastings B H
[Renz DTP 340M binding punch Hastings Building H
Porters
[Recycling bins Jubilee/Chichester/IMS H
109 Arts A-C/155
lLockers Jubilee/52 Essex House 5
Sack trolleys Jubilee/Chichester/IMS H
INeopost 15460 franking machine Jubilee/Chichester H
Well mounted key safe Chichester porters lodge H
Residences
Leunderette - washing machine Lewes Court 8
Launderette - washing machine Northfield 3
Leunderette - washing machine Park Village 8
Leunderette - washing machine Stanmer Court 8
Leunderette - dryer Kings Road 8
Leunderette - dryer Lewes Court 8
Leunderette - dryer Northfield 8
Leunderette - dryer Stanmer Court 8
Leunderette - dryer Park Village 8
Workshop tools
Carpenters Workshop -
Large dust extractor Hastings Building 2
Carpenters Workshop -
(Circular bench saw Hastings B H
Projects Office
[Rolling Racks in Archive Hastings Building 10
Plotter Hastings Building 8
Hastings B 1
Hastings B 6
Health and Safety
[Ford Transit Van 12
lportable radios 1
portable radios H
Defibrilators H
Training Defibrilator H
Spinal Boards with straps and blocks H
lAirway Trainer 6
Full body Resuscitation Trainer 20
Surtronic Duo Hastings B 1
Casella Sound Monitor Hastings Building 1
Type 415 Unshielded Sodium lodide Scintillation
[Mini 6-20 Ratemeter 192 Type BP4 Scintillation Detector 3247 Detector 1727 10
Lablogic GSM-505DP 3611 HP-265 7355 GLE-1 Sodium lodide Scintillation Detector 1378 10
[Ludlum Model 3 Survey Meter 166555 44-9 GM Tube with Mica Window  PRI170833 N/A N/A 10
[Mini 900 Contamination Monitor 26128 Type EP-15 GM Tube - N/A N/A 10
Type 428 Sodium lodide Crystal
n Detector with Berylium end
42934 window 3965 N/A N/A 10
[Mini 900 Contamination Monitor 27480 Type MC-70 GM Tube 944 N/A N/A 10
[Mini 900 Contar on Mor 80000746 Type MC-10 GM Tube 201 N/A N/A 10
Mini 5.10 R Doserate Meter 20919 Type MC-10 GM Tube 1155 N/A N/A 10






[image: image174.png][small low value items

item Location
lccTv monitors Security

ey safes Hastings Building
lBushnell speed monitor Hastings Building
INikon D1 digital camera Hastings Building
IMicrotek A3 flatbed scanner Hastings Building
IMac 65 Power PC computer Hastings Building
[Morgana UFO folding machine Hastings Building
Ideal 5250 electric guillotine Hastings Building
IMultinak-$ dual head stapler Hastings Building
INage! 1l paper drill Hastings Building
Ideal 250 52 paper shredder Hastings Building
(General waste bins Jubilee/Chichester/IMs
Flat trolley Jubilee/Chichester/IMs
cable staple Gun Park House
[Half Round File Park House

Flat File Park House

(crow Bar Park House

air Grips Park House

Tile Cutter saws Park House

Tile Cutter Park House

lpair wire Cutters Park House
lAjustable square Park House
Level Park House

Tile Snipers Park House
Bolster Park House

TCT Hinge Cutter Park House
Large Hack saw Park House
Battery Jigsaw Park House
pinsers Park House
IDoor Lifter Park House
lPanel Saws 20 Handsaws Park House
sapper Cut Handsaw Park House
laster Board saw Park House
plaster Board saw Park House
Tennon saw Park House
scraper Park House

loil stone Park House
sashe Cramps Park House

pair Bolt Cropers Park House
IMetal work Vice Park House

(Claw Hammer Park House
Various chisels Park House
silver Line Battery Drill Park House

25m Cable Reel Park House
Electric Hammer Drill Park House
Screw Driver sets Park House
lBlack & Decker Workmate Park House
[Mobile work centre Park House
lBosh 3.5 Electric Screwdriver east slope
[Makita 18v Electric screwdriver east slope

[Bosh 240v jigsaw east slope

12 set stanley Screwdrivers east slope
Flexible Drain Clearer east slope

set of Drain Rods east slope

set (2) 60mm Wood Clamps east slope
\Workstation/Trolly east slope

1240v Wood Planner east slope
[24vRyobi sDS Drill east slope
(Combi step/ladder HM002 east slope
Electrician Style Steps east slope

lHop Up east slope

set (2) Tressels east slope

Drain Plungers East Slope






[image: image175.png]3" Hammers East Slope

3" Adjustable Spanners east slope
lHeavy Duty Mastic Guns east slope

[Extending painting Poll east slope

Industrial Roller east slope

Roller Heads (Painting) east slope

5m Tape Measure east slope

lAssorted Drill Bits east slope

lAssorted Screw Driver Bits east slope

Drywall Filler Knife east slope

Pair 12" Plumbers Grip east slope

10" Plumbers Grip east slope

(combi stanley knife east slope

lAssorted Stanley Blades east slope

IAdjustable square 12" east slope

IAdjustable Square 6" east slope

B &Q stud finder east slope

lBass Broom east slope

Spade east slope

set Allen Keys east slope

lasterboard saw east slope

lprofessional Glass east slope

[seaward Europa Plus Pat Testers PAT testing department
[Faulty Seaward Europa Plus Pat Tester PAT testing department
Earth Loop Tester PAT testing department
Extension Lead PAT testing department
Torches PAT testing department
lsmall screwdriver sets PAT testing department
Three Phase Test Leads PAT testing department
Electric Drill Kings Road residence
(Cordless orill Kings Road residence
lBox of various Drill bits Kings Road residence
(Chisle set Kings Road residence
Tape Measures Kings Road residence
Wood Planes Kings Road residence
Various files Kings Road residence
Bar Clamps Kings Road residence
lsand Paper Kings Road residence
pirit Level Kings Road residence
set of Screwdrivers Kings Road residence
saws Kings Road residence
lHack saw Kings Road residence
Electric Cable Reels Kings Road residence
Flooring saw Kings Road residence
Tenon saw Kings Road residence
staple Gun Kings Road residence
Tile Cutter Kings Road residence
Tool Boxes Kings Road residence
Bolt Cutter Kings Road residence
(cans of w40 Kings Road residence
(Club Hammer Kings Road residence
Foot Pump Kings Road residence
IMastic Guns Kings Road residence
Tubes of Mastic Kings Road residence
lPaint trays +Various Brushes Kings Road residence
lBoxes of Various Screws Kings Road residence
set of Drain Rods Kings Road residence
Rolls of Anti slip Tape Kings Road residence
Tubes Of PVA Glue Kings Road residence
\Wire Brush Kings Road residence
set of spanners Kings Road residence
lPluming Spanners Kings Road residence
et wash Kings Road residence

Makita Cordless Battery Drill park Village






[image: image176.png]B & Q Screwdriver Set
stanley Tool Bag
[Wood/Metal Drill 8it set
3 Sized Level set

Tenon saw

saw

lHack saw

(Grinder

planer

Router

igsaw

Transformer

(GClamps

Wrench

Grips

silicone Gun

lBasin Wrench

Extension lead

lPlug hole unblocker
lPlunger

Workmate

|Adjust Spanner

Electric Drill

lPaint scuttle

Paint Kettle

lpaint tray

paint rollers

Tool bag

spirit level

Tape measure

lpaint pole

[Knee pads

shovels

Spade

Fork

Hoe

Hose

lPower wash

Spade

Rake

orill

Large pillar drill

[small pillar drill
lBandfacer

lBench grinders
[Mechanical saw

Rigid threading machine
Electric pipe freezer
Electric arc welder

size Y oxygen bottles
size ) acetylene bottles
set of gauges etc for gas welding
Socket set

Rigid electric hand dies
[Fume eliminator for welding
Battery drill 24v
Icompressor

(copper bender floor standing
iron pipe bender
lBattery Rigid drain clearer
[Rems Tiger electric saw
Electric hand grinders
Various transformers
Hand bender
Vulcathene hot air welder
\Virax hand test pump

Various large hand tools stilsons, chains, spanners etc.

lPortable Generators.
lanvil

(Circular Saw Bench

Park Village
park Village
park Village
park Village
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Stanmer Court
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Fitters workshop
Carpenters’ tools
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lPlaner Thickness

(Grinder

piller orill

lLarge Dust Extracor
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Communications ScheDule
235. General Communications
235.1 The University and the Service Provider will seek to work in atmosphere of partnership and mutual respect. Timely, accurate and properly delivered communications are an important component of good service delivery on the Premises. The Service Provider will have frequent, wide-ranging communications with staff, students and visitors on a daily basis and through a range of media.

235.2 The University will also want to communicate with its staff, students and visitors on matters for which the Service Provider has delivery responsibility. The purpose of this protocol is to establish a framework to deliver effective communications.

235.3 All communications between the Service Provider and the staff, students and visitors to the University will be under the label of 'Sussex Estates and Facilities' including emails, texts and social media communications.

236. Complaint handling
236.1 The Service Provider shall publish and operate a staged complaints procedure so that anyone unhappy with the service provided can raise their concerns and have them considered by the appropriate person.

236.2 As a general principle the University expects that complaints will be dealt with informally in the first instance. Many complaints can be dealt with quickly and effectively in this manner without the need to follow formal procedures.

236.3 Where a complainant has exhausted the Service Provider's complaints procedure and remains dissatisfied, the matter could be raised with the University under its complaints procedure as a "Level 3" review.

237. Changes to brand name
The name of the service – Sussex Estates and Facilities – can be changed only with the written agreement of the University.
238. Visual identity
The Service Provider shall develop and agree an appropriate visual identity with the University and a set of brand guidelines to ensure that it is applied consistently across the range of materials. For the avoidance of doubt, any rights in the visual identity so developed shall belong to the University. Any changes to logos and other marketing materials must be agreed with the University.
239. Uniforms
Uniforms and badges worn by staff for each area of the service delivery will be consistent with the agreed visual identity, and any changes to the uniforms shall be agreed with the University.
240. Email
Emails sent by staff will be in a form consistent with the name of the service e.g. name@sussexestatesfacilities.co.uk
241. Routine Plans
241.1 As described in the General Management Service Specification five working days after the start of each calendar month the Service Provider shall provide the University with a list of planned activities for the following two (2) months as part of the monthly management report.

241.2 The Service Provider and the University will identify those items on the list which, because of their impact in terms of noise, access, disruption or any other notable reason, will require customised communication with the campus community. This will include capital projects and significant building and infrastructure works. The University will take the lead in determining the form of initial and ongoing communication for these and the media for delivery; practical communications activities will be delivered as a joint endeavour between the Service Provider and the University as appropriate to the issues.

241.3 Where within a particular month the Service Provider identifies issues which are likely to lead to significant changes to plans, it will bring these to the immediate attention of the University and agree an appropriate communications plan. The Service Provider will keep an up-to-date list of planned activities on the relevant webpages.

242. Emergency information
The University will take the lead in communicating emergency messages to the campus community including issues and closures arising from extreme weather conditions, with the support and involvement of the Service Provider.
243. Car parking and other transport matters
243.1 The University will notify the campus community of any changes in car parking charges. The University will communicate to the campus community any significant issue in relation to transport to and from the campus, to traffic and movement within the campus and to car parking access.

243.2 The Service Provider will ensure that the University is made aware of any matter relating to these which have been brought to its attention. The Service Provider will keep up-to-date information about transport issues on its website.

244. Health, Safety and Security Matters
As described in the Health, Safety and Wellbeing Management Services Specification, the Service Provider shall report serious incidents (e.g. RIDDOR reportable incidents) to the University immediately. In addition should any other health, safety or security matters arise which might have an adverse impact on the campus community or individuals within it then the Service Provider should also report this to the University immediately.
245. Campaigns and Surveys
Where the Service Provider is seeking to undertake campaigns (for example in relation to energy efficiency) on any issue or to conduct a survey involving staff, students and/or visitors to the campus, the Service Provider shall make an application in writing to the University no less than twenty (20) Working Days in advance of the proposed launch date of the campaign or survey which cannot proceed until written approval is received from the University.
246. Service and Systems changes
Where the Service Provider plans to make significant changes to or introduce new services, processes, activities or systems affecting staff, students and/or visitors (e.g. new car parking systems) it will agree a communications plan for the change with the University at least one (1) month before the implementation date of any change, and the University will take the lead in communicating the changes to the campus community.
247. Web information
The Service Provider shall maintain comprehensive, well-structured and up-to-date information on webpages – either through its own systems or through the University's web content management system – about the services it provides to the campus community and how to access those services.
248. News and events and other Sussex systems
The Service Provider shall use the University's Broadcast news and events system – and other approved University systems as appropriate – to share information with the campus community.
249. Social media
The Service Provider shall comply with the University's social media guidelines in relation to the use of social media for its services, and in relation to staff using social media when doing so as staff.
250. Media engagement
Neither the Service Provider (nor staff working for the Service Provider on its behalf) shall make any statements to the media about any aspect of its activities at the University of Sussex without the agreement of the University. For the avoidance of doubt, this includes statements to student media at Sussex (including the student newspaper, the student radio station and the student television station).
251. Media enquiries about activities at the University
Any Service Provider staff receiving enquiries from the media (including student media) about activities at the University shall refer the enquiry without response or comment to the University Press and Communications Office.
252. INCIDENT COMMUNICATIONS
Where any incident or event takes place at the Premises (or elsewhere on the campus or any other University-managed accommodation) which, in the reasonable opinion of the University, gives rise to the need for public comment in respect of any activities undertaken by the Service Provider, then the Service Provider shall first discuss and agree the same with the University.
253. External marketing and External site visits
253.1 If the Service Provider wishes to develop any promotional marketing materials or experience statements as part of bid submissions for other clients that reference its work with the University of Sussex, it will need the agreement of the University and those materials (e.g. case studies) shall be submitted for approval by the University at least ten (10) Working Days before the proposed publication or submission dates.

253.2 If the Service Provider wishes to arrange site visits to the campus by external organisations in connection with promotion of the Service Provider in relation to other potential contracts, it will need the prior agreement of the University.

254. BRANDING OF THE LLP
254.1 The Service Provider shall adopt, and apply consistently, such branding (including, such logos and colour schemes) as may be agreed with the University (as may be updated by agreement from time to time).

254.2 The Service Provider shall adopt a set of values which reflects the values of the University and the Supplier (and in the event of any conflict then the value of the University shall take precedence). The Service Provider shall ensure that its staff are aware of (undertaking training which reiterates the values), and live the relevant values. The Service Provider shall audit compliance with the values through the relevant annual employee performance reviews and shall encourage adoption through the introduction of appropriate reward schemes.

255. INTERACTIONS WITH KEY STAKEHOLDERS
255.1 The Service Provider shall at all times during the term of this Agreement engage and work with the key stakeholders detailed below (through the introduction of appropriate means of interaction identified by the LLP, including the delivery of a service standards booklet, developing the University's smartphone Apps and website; the introduction of informal stakeholder forums and providing for not less than six student placements per annum) in connection with its delivery of the Services with the aim of fostering good relations with:

255.1.1 students at the University;

255.1.2 staff at the University;

255.1.3 staff employed by contractors or suppliers working on campus (including, the providers of catering and conferencing services);

255.1.4 alumni of the University;

255.1.5 visitors to the University (including, visiting academics, potential students, research customers, people using academic facilities and conference facilities);

255.1.6 third parties using the facilities at, or operating from, the University (including, persons at IDS, the bank, the Co-op, the Innovation Centre businesses, Aisin Seiki, Cancer research); and

255.1.7 the wider local community.

255.2 The Service Provider shall apply appropriate objective measures in order to audit its performance of its obligations under this paragraph 21.

256. CUSTOMER SATISFACTION
The Service Provider shall provide for suitable performance indicators (to be agreed by the Contract Management Team from time to time) against which its performance and stakeholder satisfaction can be reviewed and judged and shall undertake regular audits applying the relevant criteria and report against the same through meetings of the Contract Management Team.
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