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Dear Applicant, 
 
Thank you for your interest in working for University of the Arts London.  Please find 
enclosed the following documents: 

 
 Summary of Terms and Conditions of Service 
 Equal Opportunities Policy  
 University Management Structure 

 
We hope that you find this information helpful in deciding whether to take your interest in 
the post further. 
 
To apply for this position on our website you will need to submit an Application Form 
before the closing date. Your supporting statement will need to highlight experience 
relevant to the role, including a statement of how you match the essential criteria within 
the person specification, and the contribution you could make.  Please ensure you 
provide the names of two referees who can be approached during the selection process, 
one of whom should be your current or most recent employer. 
 
For the successful candidate, we would expect to offer a salary at the entry point of the 
range, with incremental steps dependent on successful performance 
 
If you have a disability and would like the University to consider any arrangements when 
you complete the application form, at interview or should you be offered employment, 
please contact us to discuss it. 
 
If you would like more information, please contact the Staffing Administrator mentioned in 
the advert. 
 
Yours sincerely 
 
 
 
 
University of the Arts London. 
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Further Information For Candidates On The Terms And 
Conditions Of Service For Professional & Administrative 
Staff On Salaried And Permanent Contracts 
 

The Post 

1. Although appointed to a specific post and location in the first instance, staff may be 

required to undertake appropriate duties at any location within University of the Arts 

London.  Appointment is subject a health assessment by the University‟s Occupational 

Health Provider, a satisfactory CRB clearance (if applicable) and satisfactory 

completion of an one-year probationary period.  Following satisfactory completion of 

their probationary period, staff are required to participate in the University‟s Planning, 

Review and Appraisal scheme. 

Criminal Records Check 

2. If stated on the advert you will be required to apply for and receive a satisfactory 

enhanced CRB check by the Criminal Records Bureau. The cost of this check is met 

by the University. Further information about this check can be found at www.crb.gov.uk  

Salary 

3. All appointments will be made at the bottom of the quoted scale unless the conditions 

stated in Annex D of the Local Pay and Grading Agreement are met. Salaries are 

negotiated nationally.  A review takes place on 1 August each year and, subject to the 

agreement of the Court of Governors, any percentage increase agreed is applied to 

the salary scale.  Following 6 months service staff progress by annual increments 

within the competence range of the grade on 1st August each year providing 

satisfactory performance has been recorded following successful annual Planning 

Review and Appraisal meetings until the maximum of the grade‟s competence range is 

reached.  Staff may then be eligible for progression through the contribution range of 

the grade. This further progression is available to any member of staff who develops 

and applies additional competencies and/or delivers more challenging outcomes as 

described in Annex E of the Local Agreement on Grading and Pay.   

http://www.crb.gov.uk/
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A copy of the current salary scale can be found on the HR website.  Salaries are paid 

on the last working day of the month directly into bank or building society accounts. 

Hours of work 

4. The standard working week is 35 hours for full-time staff.  Starting and finishing times 

are agreed by local line managers but staff are expected to work flexibly to meet 

operational needs. 

Overtime payments are not paid except in exceptional, pre-arranged circumstances.  

For staff in Grades 1-4 time off in lieu is usually given to staff when on specific 

occasions they are required to work hours in excess of the standard working week. 

Staff in Grades 5-7 are expected to work such other hours as may from time to time 

be reasonably necessary to fulfil the responsibilities of the role. 

Term-time staff normally work 38 weeks of the year.  Their salaries are paid in 12 

monthly instalments and include entitlement to annual leave. 

Job Sharing and Flexible Working 

5. The University aims to meet requests to work on a job sharing or flexible working 

basis whenever practicable.  If a candidate is interested in this option, a letter with 

details of the request should be attached to the completed application form.  If 

shortlisted, a candidate interested in flexible working should let the Recruiting Manager 

know so that the possibilities can be discussed under the University‟s Flexible Working 

Policy. 

Holidays 

6. Full-time staff receive 31 (Grades 1-4) or 34 (Grades 5-7) days annual leave and are 

entitled to receive normal remuneration for all Bank and Public Holidays on which they 

would normally be required to work.  Part-time / fractional staff receive leave on a pro-

rata basis.  Staff are required to take leave on the days when the University is closed, 

and you would ordinarily be expected to work, between the Christmas and New Year 

holidays.  The leave taking year runs from 1 August to 31 July.   

Leave taking arrangements are determined locally by the line manager.  Subject to 

operational requirements and approval by the line manager, it is possible for staff with 

over one years service to aggregate leave over two leave years and take up to 30 

days leave in one continuous period. 



 
Document Owner: HR (Operations)  
Last Reviewed: April 2011 
Professional & Administrative Ext 

 
Page 4 of 11 

 

Enquiries to 
HRHelpdesk@arts.ac.uk   

 

Special Leave 

7. Staff may be granted limited paid or unpaid leave under special circumstances, such 

as the funeral of a close relative or approved study for examinations. 

Sickness, Maternity and Paternity 

8. The University operates its own contractual schemes above those provided by 

statute.  Full details are available from Human Resources. 

Pension 

9. All employees (except casual staff) are automatically entered into the Local 

Government Pension Scheme from which they can “opt out”.  Both employee and 

employer make contributions to the Fund. 

Season Ticket and Computer Loans 

10. Staff are entitled to apply for interest-free loans for the purchase of a season ticket 

and/or computer equipment related to their role within the University. 

Salary Sacrifice 

11. The University offers childcare vouchers and a cycle scheme through salary sacrifice. 

Details of these schemes are available on the HR website. 

Leisure facilities 

12. The University has negotiated a corporate deal with a number of providers of fitness 

facilities including Fitness First.  Please see the HR website for further details under 

„Health Matters‟. 

Identity Cards 

13. All staff are required to carry identity cards to enable access to the University 

buildings. 

Control of Smoking Policy 

14. The University has a “Control of Smoking Policy” on all sites.  All staff are required to 

adhere to this Policy. 

Staff Charter 

15. All staff must demonstrate a commitment to the principles of the Staff Charter. 
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Relocation Assistance 

16. The University operates a relocation assistance scheme for newly appointed 

employees, with a contract of over 2 years duration, who live outside a 50 mile radius 

of London and who wish to move significantly nearer to their workplace. The scheme 

includes the provision of services by 'Newcomers To London Limited', a group of 

relocation consultants giving professional advice and help to eligible new employees 

with finding accommodation closer to the workplace. Full details of the scheme are 

available from Human Resources. 

The main terms and conditions of employment are set out above to provide basic 

information to prospective candidates for a post at University of the Arts London.  Further 

details of terms and conditions will be provided at interview and in the contract of 

employment.  If you have any queries, please telephone the number below. HR is happy 

to provide further information or assistance. 

 

Human Resources, University of the Arts London 

272 High Holborn, London WC1V 7EY 

Telephone: 020 7514 8397 
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Equality & Diversity Framework  
Equal Opportunities Policy 
 
The University‟s Equal Opportunities Policy embodies its vision to integrate equality and diversity 
into all areas of the institution‟s ethos, policy and practice. The rich diversity of our students, staff 
and alumni is core and vital to the University‟s distinctive and global reputation for academia and 
enterprise in the arts, communication and design. Our diversity informs our practice-led teaching 
and learning traditions, our innovation and our employment practices, producing inspired 
practitioners who are a dynamic, influential and leading force in the creative industries. Our vision 
is underpinned by the following values that we will work towards: 
 
1.1. Overview 
 

 We believe that equality and diversity is integral to our inclusive curriculum, our creative 
innovation, our global reputation and the richness of our University life. We are committed to 
addressing inequality and celebrating diversity in order to sustain an accessible and 
inclusive environment for all students, staff, alumni, governors, visitors, community and 
commercial partners with whom we engage.  

 

 Reminding, developing and supporting our staff, students, governors, service users and 
external partners in understanding how equality and diversity is meaningful and relevant to 
the University on an individual, collective and institutional level. 

 

 Prohibiting unlawful discrimination, harassment or victimisation on grounds of age, caring 
responsibilities, disability, gender, nationality, race, religious belief (or no belief),  sexual 
orientation socio-economic class or trans and whether such an identity is actual or 
perceived or whether this is by association with persons from any of these equality strands. 
This will apply to all stages of the student and staff life cycle and to our engagement with 
service users, suppliers and external partners. Non-compliance will be investigated 
seriously within the University‟s complaints and disciplinary procedures. 

 

 Complying with the requirements of equality legislation and fulfilling all our statutory and 
regulatory duties. In specific circumstances where differential treatment may be required, 
we will use lawful exception or exemption, apply a genuine occupational requirement or 
positive action intervention to address historical and persistent disadvantage or under-
representation, apply an academic admission requirement, or provide objective justification 
that constitutes a proportionate means of achieving a legitimate aim. 

 

 Setting and monitoring targets to increase the presence of those traditionally under-
represented and in accordance with the provision made by equality legislation, develop 
interventions to address the imbalance as appropriate. 
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 Regularly monitoring the recruitment, progress and experiences of all students and staff, 
paying particular attention to those protected in the aforementioned equality strands. We will 
endeavour to publish the results of our monitoring on an annual basis.  

 

 Assessing University policies, strategies and functions for adverse impact upon staff and 
students, with respect to all the equality strands. 

 

 Actively consulting on, communicating and promoting our Equality and Diversity Framework, 
ensuring accessibility for all students, staff, service users and partners and in particular, 
involve disabled people in these processes.  

 

 Benchmarking our performance against the best and endeavour to network, collaborate and 
learn from best practice in the HE sector, equality and diversity field and from institutions 
and practitioners in the creative industries. 

 
1.2 The Student Experience 
 
Students will have a holistic University experience which is positive, fair and inclusive, from 
application to opportunities for employment and volunteering. To this end, we will work towards: 
 

 Application — encouraging applications from a diverse range of potential students, and 
where appropriate, undertaking initiatives to attract applications from under-represented 
groups. We will ensure the publicity, information and guidance we produce displays diverse 
images, is available in accessible formats and meets the needs of potential students from 
diverse backgrounds.    

 

 Admission — basing admissions solely on the student‟s ability to meet the requirements of 
the selection criteria for competitive admissions and their potential to benefit from a 
successful completion of study. We aim to ensure that students of all backgrounds are not 
discriminated against at all points of the admissions process. Disabled applicants will be 
encouraged to discuss their particular requirements post-acceptance so that we can identify 
and accommodate reasonable adjustments that will enable them to participate fully as a 
student of the University.  

 

 Induction — making all our students aware at induction of the ways in which this Policy 
affects them and their rights and responsibilities in relation to equal opportunities. This will 
apply particularly to equalities monitoring, opportunities to be involved in future equality 
research and the consultation activities and mechanisms that are in place to support and 
guide students with diverse needs. We will endeavour to inform all students of the facilities 
and resources available to them. 

 

 Academic Progression — providing academic guidance and tutoring to support academic 
progression and with recognition and sensitivity to the different needs of students in relation 
to further education, undergraduate and postgraduate study.  
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 Withdrawal and Transfer — ensuring students have access to academic advice and 
guidance when considering withdrawal or transfer and monitoring any significant variations 
between different groups, including those belonging to the equality strands of age, caring 
responsibilities, disability, gender, nationality, race, religious belief (or no belief), sexual 
orientation, socio-economic class or trans. 

 

 Curriculum and Course Design — regularly reviewing the design and content of the 
curriculum, timetabling and the teaching methods and materials used will be as part of 
existing processes to ensure that they are appropriate for our diverse student body and are 
compliant with our commitment to equality and accessibility. 

 

 Assessment — ensuring that no bias exists in our assessment policy and practice and 
making reasonable adjustments to assessment methods to meet the needs of disabled 
students.  

 

 Work Placements — ensuring that where work placements are offered the arrangements 
are proportionate, transparent and provide students with comparable opportunities and 
experiences as far as possible. Providers will be informed of their responsibilities through 
our Equality Framework and we will incorporate measures to monitor progress to ensure 
that the learning opportunities provided are appropriate and will refer to relevant sectoral 
guidance. Employment obstacles faced by disabled and BME students will receive particular 
attention. 

 

 Research — encouraging and supporting diversity in both staff and student research 
activities and addressing the recruitment of postgraduate research students from under-
represented groups. 

 

 Student Support Services — offering support services that provide information, advice, 
guidance and counselling sensitive to the background, learning and support needs of all 
students. Accessibility issues will be reviewed as regularly as possible. 

 

 Complaints and Appeals — All students will be made aware of the mechanism for 
reporting instances of discrimination or harassment through the University complaints 
procedure.  

 

 Course Validation – We aim to include equality considerations into the course validation 
process. 

 

 Employment Outcomes — Ensuring employability is an important element of the learning 
experience and we will work towards monitoring any significant differences in first 
destination between all groups of students of all backgrounds and academic levels. 
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1.3 The Staff Experience 
 

This policy covers every aspect of the employment of staff, and will be issued to all following 
appointment at the University. Working in the ways described will mean we recruit and retain staff 
of the highest quality who will be motivated by the creative and diverse environment in which they 
work. To this end, we will work towards: 
 

 Recruitment and Selection — ensuring that no bias exists in all stages of the recruitment 
and selection process. We will encourage applications through open competition and from 
all groups. Word of mouth recruitment as the sole method of selection will be unacceptable. 
Advertisements, placement of advertising and recruitment information will reflect this. 
Appointments will be made on personal merit and performance. Every member of a 
selection panel will be required to attend the University‟s „Managing Equality and Fairness in 
Recruitment and Selection‟ training programme. Each panel should aim to be diverse in 
terms of its gender and ethnic mix. Recruitment will be sensitive to the access requirements 
of disabled applicants at all stages of the process. 

 

 Contractual Status and Work-Life Balance — where possible and on request, giving due 
regard to offering contracts that are appropriate to the type of work and accommodate the 
needs of those who wish to balance employment with caring responsibilities, reasonable 
adjustment needs, faith observance or other interests. 

 

 Job Description, Grading, Pay and Benefits — through job descriptions and person 
specifications, job evaluation and reward policy, ensuring that there is equal pay for work of 
equal value. 

 

 Induction — as part of their inductions, making sure staff, and in particular line managers, 
are aware of their responsibilities through online diversity training, in their Welcome Packs 
and in the setting of their objectives for Planning, Review and Appraisal. 

 

 Probation — ensuring decisions on probation are based solely on the ability of staff to 
undertake duties and responsibilities of the role, to the standards required, and take into 
consideration any reasonable adjustments made to meet individual needs. 

 

 Planning, Review and Appraisal — ensuring that through our Planning, Review and 
Appraisal scheme everyone has a regular opportunity to discuss their role, contribution and 
development. Decisions arising from these discussions will be fair and transparent. All staff 
will be required to comment on how they have demonstrated the University‟s commitment to 
equality and diversity in their role. 

 

 Employee Relations — ensuring that procedures to handle complaints or conduct 
disciplinary matters are enacted fairly and effectively. A Dignity at Work and in the Learning 
Environment programme will provide advice, support and the formal procedures for redress 
for those who believe they are experiencing or for those who have received allegations 
against them of harassment, bullying, victimisation or any other form of unlawful 
discrimination.  
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 Staff Development — ensuring fair access for all staff development opportunities. To 
maintain the University‟s commitment to equality and diversity, every member of staff will be 
required to undertake mandatory training in equality and diversity. Managers will also 
receive specific training in addition to other support and resources from the Diversity Team 
and Human Resources.  

 

 Career Progression — promotion being on merit. Those who have been given less 
opportunity in the past may benefit from targeted development programmes to enable them 
to compete fairly. 

 

 Length of Service and Retention — aiming to create an environment where staff 
satisfaction levels are high and hence encourage loyalty, commitment and prolonged 
lengths of service at the University. 

 
Thank you for taking the time to read this important information. 
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