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 Welcome 
Scott’s College London enjoys a reputation as a leading college in the city, and it is due in no small part to dedicated faculty and staff, whose hard work and commitment are key to  our success. Scott’s is a community that emphasises respect, trust, cooperation and collaboration. The benefits, services, policies and procedures outlined here have been designed to foster those values. This handbook has been compiled to be a convenient guide and can help answer many of the questions you may have. Please familiarise yourself with it and use it as a reference. It is important to remember, however, that each situation is unique and judgment must be used in applying policies fairly and equitably. 

We hope you find your time at Scott’s College London challenging and rewarding as we work together to maintain and improve our learning community. If you have any further questions concerning the material described in this handbook, contact the Human Resources Department. 

                                                          INTRODUCTION  

This manual has been prepared to acquaint you with the personnel policies and benefits that are generally applicable to Scott’s College staff. It does not apply to faculty members or to student employees. 

The information in this manual has deliberately been presented in an informal manner and is only a summary of college policies and practices. For more detailed information, you should contact the Human Resources Department. Please note that this handbook supersedes information published in previous handbooks. 

This manual provides a general guide to college policies. Because no two employment situations are ever exactly alike, college policies must have some flexibility. There are times when rigid policies can be as unfair as no policies at all. Because the college's goal is to treat employees fairly, it may modify, suspend, or otherwise deviate from the policies summarised here on those occasions when it determines that the circumstances warrant special consideration. 

Separate documents describe benefits that are summarised only briefly here. The actual provisions of each benefit plan or contract will govern if there is any inconsistency between this summary and the college's formal plans or contracts. 

The policies summarised in this manual, and any other policy summaries that may be issued from time to time in the future, are adopted voluntarily by the college and are not intended to give rise to contractual rights or obligations of any kind. We value our employees and look forward to a mutually satisfactory at-will employment relationship with each of you. Neither you nor the college is obliged to continue our employment relationship if either of us does not wish to do so. 

The policy summaries contained within these pages provide general information about the college's policies that are in effect at the time the summary was prepared. Changes may be made from time to time. 

MISSION STATEMENT

The mission of Scott’s College is to provide an excellent liberal arts education in a small, residential, coeducational learning community, enabling students to understand and participate in shaping the multicultural, interdependent world of which they are a part. 

Collaborations with faculty and staff challenge and transform students into lifelong learners with skills to become problem solvers committed to justice and the global community. Scott’s teaches women and men to live and work as equal partners by linking learning, work and service in a community which values equally the contributions of men and women. 
Scott’s College Ethics Code 
Introduction 
Scott’s College London is committed to the highest ethical and professional standards of conduct as an integral part of its mission, the promotion of learning. To achieve this goal, the college relies on each community member’s ethical behavior, honesty, integrity and good judgment. 

This Ethics Code establishes guidelines for professional conduct by those acting on behalf of the college including 1) executive officers, faculty, staff and other individuals employed by the college, using college resources or facilities, 2) consultants, vendors and contractors when doing business with the college and 3) volunteers and representatives acting as agents of the college. The Ethics Code refers to all these persons collectively as “members of the college community” or “community members.” 

This Ethics Code cannot address all situations that may arise, but it offers a framework to assist community members in understanding their obligations. Some of the following statements are summaries of formal detailed policies and are not intended to be all-inclusive. Complete policies that apply to Scott’s College community members include, but are not limited to, 1) Staff Handbook and 2) Student Handbook. This code supplements but does not supersede the rights and obligations of the college community under the law. 

Code of Conduct 
Members of the Scott’s community have the obligation to respect and to be fair to other members, students, and persons they supervise, and to foster their intellectual and professional growth. Community members must not engage in, nor permit, harassment and illegal discrimination. Spoken or written intimidation, harassment, coercion or threats of violence are unacceptable and will not be tolerated. Behavior that jeopardises the health and safety of community members, or intrudes upon their rights and freedoms, is unacceptable. Physically endangering behavior includes any deliberate, negligent or reckless actions that endanger the physical safety or well-being of any person, including themselves. Members must not abuse the authority they have been given and care must be taken to ensure that any personal relationships do not result in situations that might interfere with objective judgment. Members should conduct themselves in a business like manner on campus or when attending an off-campus work related function. Also unprofessional activities such as inappropriate language, keeping or posting inappropriate materials in the work area or accessing inappropriate materials on computers is strictly prohibited. 

Compliance with Laws and Regulations 
Members of the Scott’s  community are expected to transact college business in compliance with all  national and local laws and regulations related to their positions and areas of responsibility, including, but not limited to, equal employment opportunity, fair employment practices, and nondiscrimination laws; laws regarding the privacy and confidentiality of employee and student records; laws regarding workplace safety and occupational health; and laws regarding antitrust and recording of financial transactions. 

Conflict of Interest 
A conflict of interest exists when a community member or a member of his or her family is in the position to benefit

personally, directly or indirectly, from his or her dealings with an organisation or person conducting business with the college 

Statement of Non-Discrimination 
Scott’s  College is committed to the principles of equal opportunity  and does not discriminate unlawfully on the basis of race, colour, creed, disability, national/ethnic origin, age, religion, sex, sexual orientation, or disabled  in its admission policy, programs, or activities, educational policies, scholarship and loan programs, athletic and other college-administered programs, or employment practices and programs. 

The following department has been designated to handle staff inquiries regarding the non-discrimination policy: 

 Human Resources Scott’s College London 0207-5804463

Affirmative Action 
The College reaffirms its commitment to a more diverse faculty and staff and to a policy of affirmative action directed at increasing the presence of minority group members, in the belief that a diverse Scott’s community is essential to our educational goals. 

In addition to the principles of non-discrimination embodied in the College equal employment opportunity policy, Scott’s College is committed to the principle of affirmative action, which requires that we make positive efforts to overcome the effects of earlier patterns of exclusion and underutilisation of minority group members, even if that exclusion or underutilisation cannot be traced to particular discriminatory actions on the part of the college. 

The principle of affirmative action, as it is endorsed at Scott’s College, directs members of the college (students, faculty, and staff) to make special efforts in all areas of life and work at the college. In each case, the principle requires that we eliminate patterns of discrimination and ignorance about one another that obscure our recognition of human dignity and individuality, and that we work toward achieving a more open, just, and tolerant community. 

Affirmative action as a principle yields clear directives: to take steps to remedy unfair imbalances and to avoid both demeaning slurs against members of any group and the deadening effects of ignorance. It does not teach us how to reach our goals in every instance, or prescribe inappropriate preference-giving or quotas. Rather, the same principle requires us to be tolerant of diversity of views, and to work together affirmatively in order to achieve these goals. 

Affirmative Action Policy 
The commitment to recruiting faculty and staff who are minority group members must be community-wide. For all categories of employment, especially where minority group members are underrepresented, we will make vigorous efforts to attract minority applicants and to give their applications fair and careful consideration. To ensure the success of these efforts in every department, faculty and staff recruitment and hiring guidelines will be established and the search procedures of each hiring unit will be closely monitored. The Human Resources Department serves as a resource of information useful in recruitment of minority group members. 

Statement on Sexual Harassment 
Scott’s College is committed to maintaining an environment free of discrimination and all forms of coercion that impede the academic freedom, security, or well-being of any member of the community. Sexual harassment is inimical to such an environment and is unlawful. As part of this commitment, the college shall, on a regular basis, undertake to educate the whole community about sexual harassment. 

Policy 
It is the policy of the College that no member of the college community, including faculty, students, and staff, may sexually harass another. Sexual advances, requests for sexual favours, and other verbal or physical conduct of a sexual nature may constitute sexual harassment: 

1. When submission to such conduct is made (either explicitly or implicitly) a term or condition of an individual's education or employment; 

2. When submission to or rejection of such conduct by an individual is used as a basis for academic or employment decisions affecting that individual; or, 

3. When such conduct substantially interferes with an individual's academic or professional performance or creates a discriminatorily hostile or intimidating educational, employment, or living environment. 

Grievance Procedures 
Complaints of sexual harassment made against members of the faculty should be lodged with the Provost or her or his designated appointee. Complaints made against members of the staff should be lodged with the Department of Human Resources. Complaints made against students should be lodged with the Students welfare officer or her or his designee. In sofar as feasible, complaints shall be investigated by the officers of the college or their designees in confidence. Any retaliation against an individual who has lodged a complaint of sexual harassment or retaliation against individuals for cooperating with an investigation of alleged sexual harassment is unlawful and will result in severe discipline. Attempts to resolve complaints of sexual harassment through conciliation and other informal means shall be made, if appropriate, by the Principal and welfare officer or their designees. 

Interpretive Comments 
Sexual harassment may range from overt acts of sexual coercion, including rape, to more subtle indications of sexual hostility that may or may not be unlawful. It is the intention of these “Interpretive Comments” to provide examples (but not a definitive or exhaustive list) of conduct that constitutes sexual harassment. 

Demands for sexual favors in exchange for better grades or job security are examples of the most overt sexual harassment. Milder suggestions that academic or employment conditions may improve if the relationship assumes a sexual character also constitute sexual harassment. Any negative consequences resulting from an individual's rejection of advances (such as lowered grades, expressions of hostility, or more difficult work conditions) are also indicia of improper harassment. 

Harassing behavior is not limited to requests for sexual favors. It includes other unwelcome sexual conduct that can, depending on the circumstances, take the following forms: verbal, such as sexual innuendo, insults, demeaning.

Disabilities Act and Accommodations 
The Disabilities Act prohibits discrimination against a qualified person with a disability in employment practices such as job application procedures, hiring, promotion, discharge, compensation, training, benefits and other conditions of employment. The act also requires that employers provide reasonable accommodations to qualified individuals with disabilities. Under the act, a person is considered to have a disability if (1) he or she has a physical or mental impairment that substantially limits one or more major life activities such as hearing, seeing, speaking, breathing, performing manual tasks, walking, caring for oneself, or learning; (2) has a record of having such an impairment; or (3) is regarded as having such an impairment. In addition, the ADA protects individuals who have family, business, social or other relationships or associations with persons who have known disabilities. 

Temporary, non-chronic impairments of short duration, with little or no long-term or permanent impact, are usually not considered disabilities under this Act. Examples of excluded impairments are broken limbs, sprained joints, concussions, appendicitis and the flu. 

A request for an ADA work-related accommodation should be initiated by the employee to his or her supervisor. The supervisor should then consult with Human Resources as soon as possible to review eligibility and next steps.

AIDS/HIV Guidelines 
Consideration of the existence of HIV infection is not a part of the hiring decision for individuals seeking employment by the college. 

HIV infection and AIDS itself are considered disabling conditions. The college, therefore, makes reasonable accommodation to employees known to be disabled by HIV infection, as required by law. 

In addition, it is the policy of the college that all health records are strictly confidential. Furthermore, the number of individuals at the college who are aware of the existence and/or  identity of employees who have HIV infection will be kept to an absolute minimum on a “need-to-know” basis. 

Scott’s  College London  Code and Community Standards state that all members of the Scott’s community are expected to behave in ways that demonstrate care and respect for the physical safety, dignity, rights, and freedoms of other members. 

Policy against Abuse of Drugs and Alcohol 
The Policy of Drug-Free Workplace   requires all institutions of higher education to adopt and implement a program to prevent the use of illicit drugs and the abuse of alcohol by students and employees. 

In compliance with the requirements of such regulations, and in order to provide a safe and healthy environment in which staff and students may work and study, College has established a program on drugs and alcohol. That program is described in the policy statement included here. Students and employees of the college are reminded annually of the requirements of this policy. 

Prohibitions 
Scott’s College prohibits the illegal use, possession, manufacture, distribution, dispensing, or other transfer of any drug, in any amount, by any employee or student while (1) on college premises, (2) performing any job-related activity, on or off college premises, or (3) otherwise participating in any college activity, on or off college premises. 

Also prohibited is the use or possession of alcohol (1) on college premises, (2) while engaged in any job-related activity, on or off college premises, or (3) while otherwise participating in any college activity, on or off college premises. An exception is made for the moderate consumption of alcohol by individuals of legal age at functions at which college authorization to serve alcoholic beverages has been obtained in accordance with college policies, and at other college functions that are primarily social in nature, provided that consumption at such functions is limited so as not to pose a risk to the safety of the individual or others. 

In addition, employees are prohibited from reporting to work or performing job-related activities, on or off college premises, while impaired under the influence of alcohol or illicit drugs. Employees and students are likewise prohibited from participating in any college activity, on or off college premises, while impaired under the influence of alcohol or illegal drugs. 

The policy does not prohibit use by an employee or student of prescription drugs prescribed for the employee or student by a licensed physician or his/her legally a provided that the drug is used in accordance with the physician’s instructions and in a therapeutic dosage. 

Confidentiality 
The college is committed to protecting the privacy of individuals (employees, students, and alumnae/i) and the confidentiality of their records. As an employee, you have the responsibility for making sure that this commitment to protect individuals' privacy is upheld. Respecting the rights to confidentiality and privacy of information belonging to the members of our community is critical. Failure to maintain this confidentiality may have a direct impact on the interest of Scott’s College and may result in disciplinary action including termination of employment. 

If you have questions about access to information that may be sensitive or that may violate the privacy rights of individuals, you should talk with your immediate supervisor. 

Conflict of Interest 
All decisions and actions by college employees in the course of their professional responsibilities are to be made in a manner which promotes the best interests of the college. It is the college’s intent to avoid conflicts between the personal interests of employees and the interests of the college. Conflict of interest includes any situation in which a person having work responsibilities for the college is empowered to make decisions on behalf of the college from which authority he or she can potentially benefit personally, directly or indirectly, from an entity or person conducting business with the college or the college itself. Therefore, in the event that a college employee may have a financial, personal or professional interest that could potentially create a conflict of interest (or the perception of one) in any decision or transaction involving the college, the employee must do the following:

1. Disclose clearly and fully in writing to his or her supervisor the nature of the decision or transaction and the potential conflict of interest. 

2.  Refrain from participation (acting individually or as a member of a group) in the college’s consideration or processing of the transaction. 

Examples of the potential for a conflict of interest include, but are not limited to, the following: 

• An employee, a family member or friend has an existing or potential financial or other interest which impairs (or might appear to impair) independent, unbiased judgment in the discharge of responsibilities to the college 

• An employee is employed by both the college and an organization that supplies products or services to the college, and that employee might influence the use or purchase of those products or services 

• A college employee, friend, or family member stands to benefit from a particular transaction or vendor relationship 

• College materials, supplies or services are used for anything other than college-related activities; or confidential or privileged information acquired at the college is used by an employee in an outside activity. 

Consulting and Outside Employment 
If a person is a full-time employee of the college, the employee’s primary employment responsibility is to Scott’s college. Prior to the commencement of any outside employment or consulting engagements that may involve or appear to involve a conflict of interest with your college responsibilities or that may compromise the college’s relationship with an outside employer or consulting client, approval must be granted by the employee’s supervisor, the Head of Establishment. If an employee is currently engaged in outside employment or consulting that fits the definition above, the employee must disclose this information to the supervisor, the Division Officer and the President for review under this policy. 

The general conditions under which the college will approve

The general conditions under which the college will approve an employee’s engaging in outside employment or consulting are 

1. Outside employment or consulting will not interfere with or impair the employee’s college responsibilities or raise substantial concerns about possible conflicts of interest or interference with the employee’s college responsibilities. 

2. Outside employment or consulting will not compromise the college’s relationship with the outside employer or consulting client. 

3. College materials, supplies and services will not be used for any outside work unless approved by the Head  of Establishment. 

4. The property and facilities of the college will not be used for outside work unless approved by the Head of Establishment

4. The property and facilities of the college will not be used for outside work unless approved by the Head of Establishment

5. Any time given to these activities must be outside the employee’s normal work schedule, unless approval  is granted by and arrangements are made with the supervisor and the Head of Establishment  to use vacation time or Other conditions may be applicable based on the circumstances of each situation. 

Acceptable Use of Campus Network and Computing Systems 
This policy applies to faculty and staff. The Student Handbook contains the corresponding policy for students. 

It is the responsibility of each member of the community to use the services provided by the college's campus network and computing systems appropriately and in compliance with all college, city, county and national laws and regulations. This policy covers all persons accessing a computer, telecommunications or network resource at Scott’s College, including the campus data network, electronic mail, file sharing, printing, world-wide web services, telephone services and cable television. College computing systems are college resources and may be provided to employees for business purposes. Computers and the information contained on them are the property of the college and may be accessed by college officials at anytime. 

College policy and relevant laws apply to use of the college's network and computing services. Actions that are unacceptable in the college community are also unacceptable on the network, computing systems and other electronic services, including: 

• Harassment in any form. 

• Failure to respect the rights and property of others. 

• Forgery or other misrepresentation of one's identity. 

• Downloading and distribution of copyrighted materials without the permission of the copyright owner. 

In addition, these policies specific to Scott’s network and electronic services apply: 

• College systems, networks and electronic services may only be used for legal purposes and to access only

   those systems, software, and data for which the user is authorized. 

• College systems, networks and electronic services are provided only for uses consistent with the academic mission of the institution. They may not be used for private commercial or partisan political purposes, for personal gain, nor in any way that jeopardizes the college's tax-exempt status. College facilities may not be used to provide Scott’s network, Internet access, cable TV or telephone service to anyone outside of the Scott’s community for any purpose. The college's conflict of interest and consulting/outside employment policies also apply. 

• College facilities may not be used in ways that violate the privacy rights of individuals, the college's confidentiality policy or related laws. 

• Information resources licensed by the college for the use of its students, faculty or staff may not be retransmitted outside of the college community. Examples include Project Muse, Encyclopedia Britannica (On-Line), site-licensed software, and commercial cable television service. 

• Network, cable TV and telephone services and wiring may not be modified or extended beyond the area of their intended use. This applies to all wiring, hardware, and in-room jacks. 

   •   Computer users may not assign an IP number to their machines. IP numbers are assigned dynamically. Manually assigning an IP number to one's machine may disrupt the network access of another user. Users with special needs may request a permanent IP number from the Director of IT&S. 

• Electronic mail is a college resource and is provided as a college-related communications tool. Employees with legitimate business purposes may have the need, and the college reserves the right, to view your electronic mail messages. It is also possible that others may view your messages inadvertently, and there is no guarantee of privacy for an electronic mail message. 

 Whistleblower Policy 
The following policy and procedures have been adopted by the Human Resources Department of the Scott’s College, relating to the receipt, retention, and treatment of complaints regarding Wheaton’s accounting practices and ethics violations, to protect the confidential, anonymous reporting of employee concerns. 

Policy and Procedures 
It is the policy of Scott’s College to treat complaints about ethics violations and day to day operations  seriously and expeditiously. 

If an employee has a concern or suspects there has been a violation of the Scott’s College policies identified in the Ethics Code (see staff handbook, the employee is strongly encouraged to first speak with his or her supervisor or a representative from Human Resources.

 If requested by the employee, Scott’s College will protect the confidentiality and anonymity of the employee to the fullest extent possible, consistent with the need to conduct an adequate review. Vendors, customers, business partners and other parties external to Scott’s College will also be given the opportunity to submit complaints; Scott’s College will not retaliate against employees for submitting complaints under these procedures. 

Access to Reports and Records and Disclosure of Investigation Results 
All reports and records associated with ethics and operational matters are considered confidential information and access will be restricted to Officers of the college (or a designated person investigating the complaint), members of the Human Resources, and (if necessary) outside legal counsel. Access to reports and records may be granted to other parties at the discretion of the college. 

Complaints and any resulting investigations, reports or resulting actions will generally not be disclosed to the public except as required by any legal requirements or regulations. 

Orientation 
 During the first week of employment,all new Scott’s employees are scheduled for orientation with a member of the Human Resources staff. During this session, salaries, benefits, employee programmes,Fire emergency procedures and first aid services are explained. 

The hiring supervisor also conducts a department orientation covering information  about performance expectations, use of department facilities and equipment, and other items specific to the immediate workplace and job responsibilities.                 

Identification Card

A photo identification card is issued to all employees by the Public Safety Department. Your ID provides access to college facilities such as the library,  

Meal and Coffee Breaks 
A paid meal break of at least thirty minutes must be given to any employee who works six consecutive hours. 

Coffee breaks are additional. Depending upon the work of your department, formal breaks may or may not be provided. 

Please check with your supervisor about your department’s meal and coffee break practices.

No Smoking Policy 
Scott’s Colleg created a no smoking policy in response to studies demonstrating the health hazards associated with tobacco smoke, including the effects of passive or second-hand smoke. The policy is designed to ensure that Scott's indoor air is safe to breathe and free of known health hazards.

Smoking is prohibited in all administrative and academic college buildings and  facilities rooms. 

Solicitation and Leafleting 
The college has a general prohibition against the distribution of leaflets or written materials during an employee's work time (or during the work time of employee(s) to whom the distribution is being made) and against the solicitation or canvassing of any kind during an employee's work time (or during the work time of the employee(s) being solicited). 

College employees may not use their positions or the college's facilities, letterhead, communications media (including campus mail or e-mail), or other resources for purposes of political or other canvassing or for other purposes that are not part of the college's academic programs or related functions. 

Personal Property 
Personal property is brought onto the college premises at the owner's risk. Although the Public Safety Department attempts to safeguard property on campus, the college's insurance protects only property owned by Scott’s College. 

Personnel File 
Your personnel file, maintained in the Human Resources Department, contains materials such as your employment application and resume, salary history, and performance evaluations and training and development records.

Please notify the Human Resources Department whenever you 

• Change your address or telephone number. 

• Legally change your name. 

• Change your marital status. 

. 

Release of Information 
Every effort is made to limit the access to private information to those employees on campus with a legitimate “need to know.” Those staff who have approved access to administrative information may use this information only in the conduct of their official duties. No information will be disclosed to any person who does not have an official need to know. The inappropriate use of privileges to access and/or use administrative information may result in disciplinary action up to and including dismissal from Scott’s College London
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Employment 
The following sections cover the highlights of policies and procedures regarding your employment at Scott’s College London . For further details please contact your supervisor or the Human Resources Department. 

Job Opportunities 
Scott’s  posts job opportunities for staff positions on the bulletin board in the Human Resources Department. Vacant and new positions are posted for a minimum of five days. Position reclassifications, on-call positions and temporary summer positions are not required to be posted. Employees may learn of current job openings by visiting the job opportunity web site at www.scottsccollegelondon.com 

You are encouraged to apply for positions for which you may be qualified. Qualified internal candidates will normally be interviewed for posted positions by the hiring supervisor. Temporary and on-call employees are not considered internal candidates. 

If you are the candidate selected, your current supervisor and your supervisor-to-be will work together to arrange a mutually acceptable date for you to begin your new responsibilities.

Special Job Requirements 
Certain positions may have special requirements as conditions of initial and ongoing employment (e.g., physical examinations, current driver's license and satisfactory driving history, certifications/licenses, etc.). Special requirements are generally noted in the job posting and job description. 

If you are interested in obtaining more information before deciding whether or not to apply for a posted position, you are welcome to contact the Human Resources Department in confidence. If you decide to formally apply for the position, you should submit application materials to the Human Resources Department. 

Background Checks 
It is important that the College, in fulfilling its mission, maintain a safe and secure campus environment and protect the college’s financial and physical assets. Accordingly it is the policy of Scott’s College that: 

1. All new staff have certain credentials and criminal and other background information may be  verified as a condition of employment. 

2. Specified current staff members, particularly those with access to or control over sensitive financial or other information, have their employment references checked  and other background information verified periodically as a condition of continued employment. 

3. Current staff members who transfer to positions with access to or control over sensitive financial or other information may also  have background information verified as a condition of employment. 

In the event that the results of the background check lead to a decision to withdraw plans to make an employment offer or to terminate employment, the Human Resources Department will inform the affected department and the individual. Such background check results are considered confidential and will be maintained in confidential files in the Human Resources Department. 

Violations of college policies, including providing false or misleading information used for any of the above background checks, will be handled in accordance with applicable college policies and procedures. 

Employment of Relatives 
College policy permits the employment of more than one member of a family with one reasonable restriction: no person shall supervise or participate, either formally or informally, in employment decision such as appointment retention or promotion.

Flexible Work Schedules for Individuals 
There may be occasions when it is in the best interest of both the department and an employee to arrange a flexible work schedule. After initial discussions between the employee and the supervisor to determine the feasibility of a flexible work schedule, the details of the arrangement must be put in writing and approved by the supervisor(s).The employee and supervisor will assess the success of the flexible work schedule on a monthly basis, and a decision will be made about whether modifications to the flexible schedule, or a return to the standard schedule, is needed. 

There may be times when the employee will be requested by the supervisor to work hours other than the employee’s agreed-upon schedule. The supervisor will give as much notice as possible in these situations, and the employee will be expected to accommodate these requests. 

It may not be possible to accommodate flexible work schedules in some departments or for some positions. 

Telecommuting: Working Away from the Campus 
For the majority of positions, presence on campus most of the time is important to effective job performance because we are a community where personal relations are important. However, there may be situations when it is in the best interest of both the department and an employee to work from a location other than the campus on either a temporary or regular basis, but with a limited schedule away from the campus (i.e. one day per week). After initial discussions between the employee and the supervisor(s) to determine the feasibility of working away from the campus, a written proposal outlining the details of the arrangement must be submitted for approval to the supervisor(s). The proposal must address and be in compliance with issues raised in the Telecommuting Guidelines. If the proposal is approved, the staff member must complete and sign a Telecommuter’s Agreement form, which must be reviewed and renewed annually. 

The employee and supervisor(s) will assess the success of the arrangement on a monthly basis, and a decision will be made about whether modifications need to be made or whether a return to working on campus is needed. This agreement may be revoked at any time by the supervisor(s) or other college official.

When deciding whether the request is feasible, consideration should include, but is not limited to, related expenses (e.g. phones, computers, other supplies), security and confidentiality for work done away from the campus, the nature of the work, mutual advantages for both the employee and college, measurability of the work being done, past performance of the employee, and the overall impact on the department and on others within and outside the department. 

If an arrangement is approved, there may be times when the employee will be requested by the supervisor(s) to return to campus for meetings or for other reasons. The supervisor(s) will give as much notice as possible in these situations, and the employee will be expected to accommodate these requests. 

It may not be possible to accommodate requests to work away from the campus in some departments or for some positions. 

Performance Evaluation 
Ongoing communication is an integral part of the employee-supervisor relationship. To assist this communication ion, and salary that affect another member of her or his family. Contact the Human Resources Department f college has a formal, written performance evaluation program, and an effort is made to complete a performance evaluation for each employee every year. 

For employees new to a position, it is recommended that a formal review occur no later than six months after hire. 

Participation in the program is a condition of employment 
Unsatisfactory Work Performance or Conduct 
If an employee's work performance or conduct does not meet acceptable standards, the supervisor normally should, except in cases involving serious misconduct, follow a process of progressive counseling and discipline. The purpose of this process is to help the employee understand the problem and expectations, and to focus attention on ways in which performance and/or conduct can be improved. The Human Resource Department  is available to assist and counsel both the employee and the supervisor and should be notified as soon as practicable of employment-related problems and issues. 

While it is difficult to set specific, fixed steps for each potential situation, the process may include oral and/or written counseling, written reprimand, and probation or suspension. The appropriate “starting point” and combination of steps depend upon the situation. There is no prescribed order or regimen for discipline. Exceptions to this progressive disciplinary process may be made when, in the college's judgment, circumstances so warrant. 

A supervisor may not terminate a person's employment without the approval of the Department of Human Resources. In instances of serious misconduct, a supervisor may suspend an employee without prior approval while awaiting final approval for termination. 

Except in instances of serious misconduct, weekly paid employees whose employment is terminated may receive two weeks separation pay instead of a working notice, and monthly paid employees may receive one month's pay instead of a working notice. 

Employee Problem-Solving and Grievance Process 
This Employee Problem-Solving and Grievance Process is applicable to all staff employees below the level of Head of Establishment Treating employees fairly is a key principle of the employment relationship. When people work together, however, conflicts or dissatisfaction may sometimes arise. If there is something about your job that is bothering you, we encourage you to talk to us about it. To assist you in doing so, this Problem-Solving and Grievance Process has been established. 

Problem-Solving 
You are strongly encouraged to bring any work-related problem to the attention of your supervisor or the person most directly involved with the problem you are confronting as soon as possible. Those persons can discuss your concerns with you in an effort to resolve the matter. If you are uncomfortable addressing them directly, or if discussions do not resolve the issue, you should feel free to talk with a member of the Human Resources Department. The staff of the Human Resources Department is available to assist you in defining your concern and examining alternative approaches for resolving your problem. Typically, many problems can be resolved through this direct method of communication

Grievance Process 
When issues have not been resolved through Problem-Solving or other alternative methods, the Grievance Process maybe used. 

Page Definition of a Grievable Issue 
Only a current employee may bring forward a grievance under this Policy. An issue subject to the Grievance Process includes an alleged violation of a written college policy or procedure, but excludes any policy that contains its own procedure for resolution of a complaint and also excludes any allegations of violations of laws or legal regulations. For example, types of issues which are not grievable include violations of the college’s policy prohibiting sexual harassment and unlawful discrimination, because those policies contain their own process for investigation and resolution. 

Level One of the Grievance Process 
An employee must initiate a grievance within seven (7) working days after the date that she or he first knew, or should have known of the event(s) out of which the grievance arose. 

Step 1: The employee must present a written statement of the grievance to her or his immediate supervisor, and at the same time provide a copy to the Department  of Human Resources. The written statement must identify the written policy or procedure alleged to have been violated, the date of the event(s) on which the grievance is based, and the relevant information, including the reasons which support the employee’s position and how the employee proposes the matter be resolved If the Department of Human Resources determines that the matter raised in the grievance is not a Grievance Issue, as defined above, the employee will be notified of such and the grievance process will be concluded.

The supervisor, after consulting with his or her own supervisor, will forward a written answer to the employee, normally within seven (7) working days after the receipt of the grievance, and at the same time provide a copy to the Department of Human Resources. If the answer is not satisfactory to the employee, the employee may decide to conclude the grievance process or proceed to Step 2 

Step 2: Within three working days after the receipt of the Step 1 response, the employee must submit a written statement to the Department of Human Resources explaining the reasons why she or he is appealing the Step 1 response, and at the same time provide a copy to the Principal. The employee shall also present to the Department of Human Resources  the grievance in its original form and all written responses attached. The Department of Human Resources  will forward a written answer to the employee, normally within seven (7) working days after receipt of the grievance, and at the same time provide a copy to the Principal If the answer is not satisfactory to the employee, the employee may decide to conclude the grievance process or proceed to Step 3. 

Step 3: Within three working days after receipt of the Step 2 response, the employee must submit a written statement to the Head of Establishment  explaining the reasons why he or she is appealing the Step 2 response. The Head of Establishment  will then make a determination as to whether or not the grievance is properly subject to the Level Two of the Grievance Process. Based upon the determination of the , Head of Establishment  the matter will    be concluded. 

Disclaimer 
This policy shall not be construed as a contract of employment, and it is subject to change by the college in its discretion without prior notice to employees, as the college deems appropriate. 

Employment Scott’s 
The nature of your position's responsibilities may change during the course of your employment. Flexibility is important in order to be responsive to changes within the college, the external work environment, and economic conditions within both the college and higher education in general. In addition to changes within individual positions, departments and functions may also change. Occasionally, this may result in the elimination of a position or positions. Every effort will be made to provide either appropriate notice or transitional assistance to our staff members whose positions are eliminated. 

Compensation 
Staff Compensation Philosophy 
Scott’s staff compensation program is designed to establish and maintain overall pay and benefit levels that will attract, retain, and motivate a qualified staff. This is accomplished by 

• Establishing and maintaining pay rates and benefits that are internally equitable and externally competitive. 

• Providing general salary increases which, at minimum, keep pace with inflation. 

The objectives of Scott’s plan are to 

• Maintain internal equity by objectively evaluating jobs to ensure that a position’s responsibilities are valued fairly relative to others within the college. 

• Within available resources, maintain compensation levels (salary and benefits) that reflect market pay rates to ensure competitiveness with external markets. 

• Conduct an annual review of salaries from both an internal and external perspective to ensure awareness of trends and prepare recommendations to correct the most significant problem areas. 

• Ensure that salary increases remain a budget priority and, as part of the strategic plan, staff salary increases are given serious consideration during the annual budget process. 

• Maintain flexibility so the system will remain responsive to changes within the college, the external marketplace, and the economic conditions within both Scott’s and higher education. 

• Provide employees with information about the compensation process, the overall pay structure and grade ranges for their jobs, and performance expectations. 

• Ensure that compensation actions are administered in a manner to comply with legal requirements. 

• Ensure that the compensation program does not illegally discriminate against any individual or group of individuals. 

Leaves of Absence 
Situations may arise which require your absence from work for an extended period of time. If you anticipate being absent from work (not including approved vacation) for more than 10 consecutive or intermittent workdays, you must apply for and be granted a leave of absence. 

There are many types of leaves, including leaves for the employee’s illness or for medical reasons; to care for newborns, recently adopted children, or ill family members; for personal reasons; military duty or jury duty. The types of leaves available and applicable details are described in the following sections. 

Leaves of absence may be paid or unpaid depending on the type of leave. During an unpaid leave an employee may utilize his or her unused vacation or personal time, and sick time, when appropriate. Sick time may be used only for those periods when the employee is unable to work due to medical reasons, or when the employee needs to care for a member of the immediate household with a serious health condition. 

Notification 
For all types of leaves, you must notify your supervisor as soon as possible and complete a Request for Leave of Absence Form. This form requires the signed approval of your supervisor.

Extensions 
If you need to request an extension of leave, you must submit another Request for Leave of Absence form for consideration and, if necessary, provide supporting medical documentation. The college may request that an employee report periodically on his/her status and intention to return to work. 

Approval 
Leave requests, other than qualifying family and medical leave, are not automatically approved. Criteria considered include departmental needs, your length of service with the college, overall work record, and the specific nature of your request. 

Prior to the start of your approved leave, except in an emergency situation, you will meet with a member of Human Resources to review unused vacation and sick time (if applicable) to determine continuation of pay. The Human Resources staff member will discuss continuation of other benefits and methods of payment during your leave of absence. 

Returning to Work 
An employee returning from medical leave must provide satisfactory medical certification of his or her ability to return to work. 

An employee on leave who has decided not to return to work is requested to inform the college of his or her decision as soon as possible. The college may then end the leave and terminate employment. If an employee fails to return to work at the end of an approved leave and fails to secure an approved leave extension, the employee's employment with the college will terminate. 

Leaving Scott’s
Termination of Employment 
If you leave the  college's employment, advance notice of at least two weeks for biweekly paid employees and a month for monthly paid employees is required. Resignations should be submitted in writing to your supervisor with a copy sent to the Department of Human Resources. Paid time off (vacation, sick, personal, national holidays, college holidays, etc.) cannot be used to extend your termination date for any reason. Your termination date will be your last actual day worked. The Human Resources Department will schedule an exit interview and benefits review. 

You must return all college property (identification card, keys, books, credit cards, etc.) to the proper department prior to leaving the campus. This property may not be transferred to another employee. The college will withhold the amount of outstanding obligations of the employee from his or her paycheck, when appropriate. 

Please notify Human Resources of any changes in your address to ensure that you receive your final documents.
47 – 49, Oxford Street

London

W1D 2EB
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