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Role and Grading Framework
Element 1: Role Documentation
1
Introduction

This Policy is part of the Role and Grading Framework which is made up of a number of elements which together encompass all formal policy, procedure and statement documents, including associated forms, relating to Role and Grading Framework in Abertay University. 

If you would like this document in a different format (e.g. large print, braille) or need any assistance to access or understand the policy/procedure please contact your School/Service designated HR Partner.

2 
Purpose and Scope
This policy applies to all employees.

3
Role and Grading Framework

The Role and Grading Framework is made up of a number of elements which together encompass all formal policy, procedure and statement documents, including associated forms, relating to the role and grading processes of Abertay University Dundee (the “University”), this includes: 
Element 1 
Role Documentation (i.e. Written Records, Role Profiles and Role Descriptors) 
Associated forms:- 
RGF01 – Written Record Form 

RGF01a – Guidance Notes 

RGF02 – Generic Written Records 

RGF02a – Role Descriptor 
Element 2 
Grading Procedure 
Element 3 
Promotion Policy 
Element 4 
Academic Grade 7 to Grade 8 Transition Procedure 
Element 5 
Role Title Allocation 
Element 6 
Professorial Title 
If you have difficulty at any stage of this Role and Grading Framework because of a disability and/or because English is not your first language, you should discuss your situation with the School/Service designated HR Partner as soon as possible.
4
Role Documentation 
The documentation on which the Grading Procedure is based, and which subsequently forms part of other related procedures within this framework, includes: 
4.1 
Role Profiles 
A Role Profile is a generic description of the key functions of a role within a specific grade band. All Abertay University Dundee Role Profiles are located on the HR Web/Portal. 
4.2
Written Records 
A Written Record contains a detailed analysis of specific elements of a role held by an individual employee. 
These specific areas include but are not limited to: 

- Communication 




- Sensory and Physical Demands 

- Teamwork and Motivation 



- Work Environment 

- Liaison and Networking 



- Pastoral Care and Welfare 

- Service Delivery 




- Team Development 

- Decision Making Processes and Outcomes 
- Teaching and Learning Support 

- Planning and Organising Resources 

  (Students and Staff) 

- Initiative and Problem Solving 


- Knowledge and Experience 

- Analysis and Research 
The Written Record Form (RGF01) and Guidance Notes (RGF01a) on how to complete a Written Record are available on the HR Web/Portal.
4.3 
Generic Written Records and Role Descriptors 
The next phase of the development of documentation related to the grading procedure and other elements of this framework is to implement a structure of generic Written Records. This development work is currently underway, in consultation with the recognised trade unions, to significantly improve efficiency, i.e. by removing the administrative burden of changes to documentation required by current procedures, whilst maintaining the existing University grading structure. 
The aim is to have a set of Generic Written Records (RGF02) that encompass all roles across the University, with a brief but precise Role Descriptor (RGF02a) for each specific role. These can be obtained from your designated HR Partner. 
This document will be amended accordingly, through the appropriate consultation and approval processes, as and when developments take place. 
	Document Information
	

	
	

	Author 
	Human Resources

	Equality Impact Assessment
	Human Resources

	Approved by
	University Court

	Approval date(s)
	22 October 2011

	Review by
	22 October 2015

	Version
	V20110920

	Document Type
	Framework, Procedure

	Activity/Task
	Policies & Procedures: 

	Keywords
	Role Profile, Written Record, Role Descriptor

	Document Location
	This document is available via the HR Web/Intranet pages.  It should be noted that any printed copies are uncontrolled and cannot be guaranteed to constitute the current version of the policy.

	Confidentiality
	Available via the HR Web/Intranet

	Source
	V:\HR\H2-Policy-Procedures


	Version Control Table

	

	Version No.
	Purpose / Changes
	Author
	Date

	
	
	
	

	
	I
	HR
	

	
	
	
	


PAGE  
The conduct described in this section will normally result in an oral warning, on repeat in a written warning, and if sustained in a final written warning which will describe the consequences of further continuation, including dismissal, unless it can be accepted that there are exceptional mitigating circumstances.

· poor timekeeping 

· minor poor performance – e.g. failure to reach adequate or acceptable standards of quality and performance in relation to duties

· breach of minor safety rules

· failure to follow reasonable instructions  

· interference with, or obstruction or abuse of teaching, research or administrative work            within the University

· lack of co-operation with other members of staff.

2    Serious offences

The conduct described in this section will result in an immediate warning, which may be a final warning, depending on the seriousness of the offence, unless it can be accepted that there are exceptional mitigating circumstances.

· being under the influence of alcohol or drugs to an extent which is considered likely to affect the member of staff’s ability to perform his/her duties#

· unauthorised absence from the University or a member of staff’s duties

· wilful disobedience of reasonable instructions by an authorised or senior officer of the University

· breach of any legal requirement placed upon a member of staff by virtue of his or her employment with the University

· misappropriation or wrongful use of University resources/facilities including computer facilities

· misbehaviour of a nature involving risk to the member of staff or others

· smoking in designated non-smoking safety areas or other areas of hazard or prohibition

· deliberate or persistent disregard of safety rules

· threatening acts or behaviour

· threatening acts of incitement to discriminate or actual acts of discrimination on the grounds of sex, race, religion, colour, ethic origin or disability.*

3    Dismissal offences

The penalty for the conduct described in this section will normally be dismissal unless it can be accepted that there are exceptional mitigating circumstances.

· disorderly or indecent conduct, including fighting on University premises

· wilful irresponsibility leading to the injury, or potential injury, of another person on or adjoining University premises

· wilful breach of safety rules where this would endanger others

· flagrant or persistent failure to follow University procedures or comply with reasonable instructions by an authorised or senior officer of the University

· being severely under the influence of alcohol or drugs while at work and thereby likely to endanger the person or others in the performance of his/her duties or by his/her presence on the premises

· theft or fraud, in the course of employment, or on University premises

· deliberate falsification of records

· deliberate damage to University property or that of other employees

· breach of duty regarding disclosure of confidential information

· conduct which may bring the name of the University into disrepute

· unauthorised disclosure of information relating to examinations and/or assessments
· deliberate or reckless lack of fairness in carrying out the marking of examination papers and/or the assessments of students.
In some cases it may be considered that summary dismissal (i.e. dismissal without notice) is appropriate.
It should be noted that the above lists are neither exhaustive nor exclusive.  Each individual situation will be judged upon its own merits with due regard for the principles of equity and fairness and taking into account the member of staff’s length of service, previous performance/conduct and any mitigating circumstances which exist.  

Criminal offences

These will not be treated as automatic reasons for dismissal whether or not the offence has any relevance to the duties of the individual as an employee.  The main consideration will be whether the offence is one which makes the individual unsuitable for his or her type of work, unacceptable to other employees or has brought the University into disrepute.  A failure on the part of the authorities to achieve a conviction will not preclude the University from implementing these procedures.

*
incidences of harassment or discrimination in any form may, dependent upon the nature and degree involved, be considered gross misconduct.  Harassment or discrimination of any nature or degree, however, will always be considered to be a disciplinary offence.

#
it is hoped that problems related to alcohol, drugs and other substance abuse, could be identified at an early stage and be the subject of counselling with a view to treatment.  This does not preclude the use of disciplinary action. 

APPENDIX 3

APPEALS PROCEDURE

1
Appeals will normally be held within four weeks of an appeal being submitted.  

2
The member of staff who is appealing will receive a written invitation to attend the appeal meeting, which will specify the time, date and place of the hearing, normally with ten working days’ notice.

3
Both the University representative and the Appellant or his/her representative will submit a written statement of case and the names of any witnesses to the Human Resources Manager, at least five working days prior to the hearing of the appeal.

4
The papers will be circulated, together with the names of any witnesses, not less than five days prior to the hearing of the appeal, to the person(s) conducting the hearing; to the University representative; and to the Appellant or his/her representative.

5
The hearing will be carried out in accordance with the following procedure:


(i)
The University representative shall put the case in the presence of the Appellant and may call witnesses.


(ii)
The Appellant, or his/her representative, shall have the opportunity to ask questions of the University representative and of any witnesses.


(iii)
The person(s) conducting the hearing shall have the opportunity to ask questions of the University’s representative and of any witnesses.


(iv)
The Appellant or his/her representative, shall make a response in the presence of the University representative and may call witnesses.


(v)
The University representative shall have the opportunity to ask questions of the Appellant and of any witnesses.


(vi)
The person(s) conducting the hearing shall have the opportunity to ask questions of the Appellant, his/her representative and of any witnesses.


(vii)
The University representative followed by the Appellant, or his/her representative, shall have the opportunity to sum up their cases if they so wish.


(viii)
The University’s representative, the Appellant and his/her representative shall then withdraw.


(ix)
The person(s) conducting the hearing shall deliberate in private.  The parties may be recalled to clarify facts but such a recall must include both parties.  In the case of appeals against disciplinary action at Stages 3 and 4 of this procedure, the University’s legal adviser may be present to advise during the hearing and consideration of the outcome of the appeal.


(x)
The University representative may be the person who instigated the original disciplinary action or the Human Resources Manager.


(xi)
The decision reached will be confirmed in writing to the parties, normally within five working days of the hearing, by the Human Resources Manager.  The decision will be final.
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