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Initial stages

Recruitment and selection

Whilst research staff are often appointed on fixed term contracts of employment (due to the limited
nature of the funding for their appointments), their terms and conditions of employment should be
no less favourable than those of comparable posts, which ma(wh)
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It is the practice of the University to advertise all posts at Grade 6 and above for a minimum of 28
days. This ensures it meets the Resident Labour Market Test (RLMT) requirements should the
candidate appointed require a Tier 2 Certificate of Sponsorship to work in the UK.

This will be managed by the HR Operations team on receipt of the Interview Requirements Form, job
description and person specification. If the selected candidate does require a visa to work in the UK
then a full documentation check will need to be completed before they take up their employment
with the University. It is a criminal offence for a University to employ a non-EEA national without a
work permit or other appropriate specific exemption. The HR Coordinator will ensure these checks
are done once you have completed the new starter form on Jobtrain.

If you employ a hon-EEA national who is a registered student they are able to work up to 20 hours
per week during term-time and up to full-time during the holidays.

It is the practice of the University to ask candidates to identify if any adjustments (on the basis of a
disability) may need to be made during the selection process or on appointment. If you are unclear
of what to do in this instance, then please contact the HR Coordinator or HR Advisor for your School
for advice.

Induction and probation

The Concordat focuses strongly on the early stages of employment for research staff with the
University. If research staff have a positive start to their employment then they are more likely to
become successful and productive members of staff. As part of the induction process the Concordat
strongly recommends that new research staff should be provided with a mentor and that a PI should
establish with a new member of research staff a clear understanding of the following:

the aims and objectives of the project and the responsibilities of the member of research

staff and Pl within it;

expectations in relation to publication targets and matters of authorship;

the School’s expectations of the member of research staff with respect to supervision and

teaching.

The University Research Staff Mentoring Scheme provides more details of how a mentor can be
arranged.

It is vital that new research staff receive a thorough induction into the School and local research
community. The Local Induction Checklist outlines essential points that should be covered during the
initial period of employment. A number of Schools have developed their own local induction
processes so you should check with a member of the Executive Support team within your School if
there is a specific programme available.

Another important task, as part of the local induction, is for the PI to set probationary objectives for
new research staff. The Probationary Procedure provides guidance on how to do this and how often
you should be reviewing progress within the probationary period (which is 6 months for research
staff).

The purpose of the probationary period is to ensure that new research staff are able to perform
effectively in their roles and to provide the opportunity for regular monitoring so that any issues can
be identified at an early stage and appropriate support provided as required. The probationary
period can be extended for a further 3 months (so up to 9 months in total) if problems are identified.
This could be due to performance / capability issues or an inability to assess performance adequately
during the probation period because of an extended period of absence, for example.
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If you wish to extend a probation period you will need to contact the relevant HR Advisor for your
School for advice. Then a formal meeting will need to be arranged, with the researcher having the
right to be given due notice of the meeting in writing and to be accompanied at that meeting by a
member of a recognised trade union, a member of the Staff Forum or a workplace companion if they
wish.

During the probationary period it is not expected that research staff will undertake a Performance
Development Review (PDR) but once they have successfully completed their probation they will then
join the annual PDR cycle.

You can use the checklist in Appendix C to discuss the above points with new research staff as part
of their induction to ensure you have signposted them to relevant information to help them settle
into their role as quickly as possible.

On-going Support - Post Probation

Supervision

Following successful completion of probation, the University expects Pls to continue to regularly
supervise and oversee the work activities of research staff. It is good practice for Pls to keep written
notes of discussions covering progress towards the target tasks and changes in the targets or dates
of achievements agreed and noted. This can be done via an email following the discussion with the
member of research staff so that things are transparent and there is no ambiguity /
misunderstanding of what has been agreed, what actions are to be taken forward by the member of
research staff and/or Pl and where the project plan has got to at a particular point in time.

There are a number of courses available via People Development in relation to line management and
leadership, which Pls may find useful to attend to develop their own skills. For example, having a
difficult conversation is not easy but there are well established techniques and approaches which
can enable those conversations to be constructive and successful.

Performance and Development Review (PDR)

The PDR is an annual review process (underpinned by on-going dialogue during the year between a
line manager and their member of staff) which, done well, can be meaningful and valuable to the
member of staff and can impact on their levels of engagement, motivation, morale, productivity and
innovation.

The PDR process for research staff should enable there to be a formal discussion to provide clarity
on expectations, review and evaluate their contribution, consider their personal, professional and
career development plans. A key issue for research staff is that their career development planning
can often be compromised by the short-term needs of research projects so an appropriate balance
needs to be struck.

The University practice is that the reviewers for research staff should not be the immediate line
managers (i.e. Pl), unless members of research staff would prefer this or there is a particular need
for the line manager to conduct the PDR. Usually the reviewer is a senior colleague, not closely
associated with the project on which the member of staff is primarily employed. If a research
member of staff feels that they want their immediate manager to act as their reviewer, they should
notify their Head of School.

As a point of good practice, where the Pl is not undertaking the PDR it is advised that during the PDR
discussion, the reviewer and research member of staff agree what information should be shared
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Type of award | Criteria Nomination Considered by

Additional To reflect excellent Head of School, self University Reward
increment or | performance over and above | nomination Committees

a contribution | the normal requirements of

point the role, sustained over a

longer period of time, where
there is a reasonable
expectation to believe that it
will continue to be so
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http://student.reading.ac.uk/essentials/careers_and_professional_development
https://www.vitae.ac.uk/
https://www.vitae.ac.uk/researchers-professional-development/about-the-vitae-researcher-development-framework
http://www.reading.ac.uk/internal/researchstaff/ResearchStaffCommittee/ResearchStaffCommittee.aspx
http://www.reading.ac.uk/closed/research/committees/res-researchtravelgrantsubcommittee.aspx

How Pls are supporting research staff
The following examples
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The HR Partner or HR Adviser for your School will be able to advise and support you in dealing with
often complex situations; their advice should always be sought at an early stage.

Paid and unpaid leave entitlements
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/web/files/health-and-safety/B04656_Staff_information_leaflet_WEB.pdf
mailto:safety@reading.ac.uk
/internal/health-and-safety/
/web/files/health-and-safety/CoP_14_Biological_Safety_(Part_1)_University_LaboratoriesNov13.pdf

Radiation Safety

Safety Code of Practice: Genetic Modification

Safety Code of Practice: User guide to safe use of lasers

H&S Code of Practice 48: Hazardous Waste

Sustainability
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/web/files/health-and-safety/COP_15_GMv4.pdf
/web/files/health-and-safety/CoP_21_Lasers_6ed.pdf
http://www.reading.ac.uk/internal/health-and-safety/resources/hs-resources-guidance.aspx
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Sustainable procurement

The University aims to ensure that sustainability is an embedded part of the University’s
procurement process. Please consider the environmental impact of the products and services you
procure, as well as the operational impact of equipment. Although more basic models of equipment
may be cheaper to buy, they may cost more to run in the longer term (as well as potentially having a
greater environmental impact). The University has a re-use portal (Warp-it) where you can acquire
surplus items from elsewhere in the University. Re-use of equipment and supplies helps to lower the
environmental impact of the University’s operations (more information here), as well as being more
cost efficient for budget holders who can acquire items at low or no cost.

Environmental compliance

There is a wide range of environmental legislation which is applicable to the operations of the
University, including to research. The University’s Environmental Management System supports the
University in maintaining legal compliance, however it is important that you are aware of specific
environmental legislation that is applicable to your research activities. Examples may include (but
are not limited to) the Control of Pesticides Regulations 1986, The Environmental Permitting
(England and Wales) Regulations 2016, waste legislation, The Plant Health (England) Order 2015 or
The Animal By-Products (Enforcement) (England) Regulations 2013. Environmental legislation
updates are available on the Sustainability Services website, however for further assistance please
contact sustainability@reading.ac.uk.

Environmental incidents

An environmental incident is an event that may cause harm or potential harm to an environmental
receptor e.g. air, water, land, wildlife or local habitat. Examples include air pollution, chemical spills,
oil spills, flytipping, black smoke or waste issues. A Health and Safety incident can also have the
potential to be an environmental incident as well. They can happen anywhere on or off campus,
including inside buildings. On Whiteknights Campus we have to be especially aware of anything
which could impact the lake, and at Greenland’s Campus of anything which could impact the River
Thames.

If you witness an environmental incident (e.g. a fuel leak, chemical spill, dark smoke etc) please call
the Estates and Facilities Helpdesk (x7000) during working hours, or Security (x6300) out of hours. If
in doubt, contact the Sustainability Office on x6837/x6968.

If you are reporting an incident via the H&S online form, and you think it also presents an
environmental risk, please indicate this on the H&S incident form.

Environmental Incidents are investigated by Sustainability Services to ensure that measures are put
in place to prevent reoccurrence. Depending on the nature of the incident, the University could face
prosecution, fines and reputational damage.

Technical Services
Technical Services provide valuable support to your research project through routine testing and
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Research Ethics

All research raises ethical issues. Some research cannot be carried out by members of this University
without the approval of the Research Ethics Committee. The following link provides information that
all research staff need to aware of in relation to following the correct procedures and complying
with data protection requirements.

Research Ethics Guidelines

The University Code of Good Practice in Research

Depositing research outputs

There is a requirement for all academic staff to comply with the University’s policy on depositing
research outputs in the Institutional Repository, CentAUR. You should ensure that you and you
research staff comply with the policy:
http://centaur.reading.ac.uk/55813/2/Publications_policy%5B1%5D update%20Jan%202016.pdf
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Useful contacts
University of Reading

Human Resources
www.reading.ac.uk/humanresources
humanresources@reading.ac.uk
+44(0)118 378 8751

People Development
www.reading.ac.uk/peopledevelopment
peopledevelopment@reading.ac.uk
+44(0) 118 378 6113

Careers Advisory Service
www.reading.ac.uk/careers/staff/researchers.asp
careers@reading.ac.uk

+44 (0) 118 378 8359

External contacts

Vitae - Researcher Development Framework
https://www.vitae.ac.uk/

Research Councils
www.rcuk.ac.uk/index.asp

The European Charter for Researchers PDF download
europa.eu.int/eracareers/pdf/am509774CEE_EN_E4.pdf

Universities UK
www.universitiesuk.ac.uk

Research Careers Initiative
www.universitiesuk.ac.uk/activities/rci.asp

The Leadership Foundation
www.Ifhe.ac.uk

Association of Researchers in Medicine and Science
www.hope-academic.org.uk/arms/arms.html

Higher Education Funding Council for England
www.hefce.ac.uk/

Universities Superannuation Scheme web site
www.usshq.co.uk/
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Appendix B

Development opportunities for Research Staff

Learning and development can arise from a variety of opportunities; not just attending training
courses. Examples of opportunities to develop skills include:

e Anew challenge or responsibility

e Acting as a reviewer/ examiner

e Attending and presenting at conferences
e Coaching

e Giving new presentations

e In-house informal discussions/seminars
e Internal and external committee work

e Job/task/role rotation
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Managing your Digital Researcher Identity
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13. Career Development Plan
Explanation of the form to help them plan career development activities

14. Research Staff Committee

How the interests of research staff are represented by the Research Staff Committee
Research Staff Committee

15. Criteria for promotion for research staff from grade 6 to grade 7
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