General Information
Annual Leave: Annual leave is generous. The basic leave entitlement is 30 Days. This is in
addition to Public and Bank Holidays. There are also several University Days around Easter
and Christmas (when the central University is closed) on which staff do not work. This always
includes the time between Christmas and the New Year.
Salary Scales: The University’s salary scales can be found here:
https://london.ac.uk/about-us/work-for-us
Hours: Normal full time hours of work are 35 hours per week, Monday - Friday with a one hour
unpaid lunch break.
Equal Opportunities: We operate a robust policy, full details of which are available on request
Superannuation: The University operates occupational salary pension schemes – the
Universities Superannuation Scheme (USS), applicable to staff in academic and related grades,
and the Superannuation Arrangements of the University of London (SAUL) for other staff.
Flexible working: The University will give equal consideration, and will not unreasonably
refuse, any request made to adapt working patterns and regimes to meet changes in personal
and domestic circumstances. In addition, the University shall give reasonable consideration
to any request made to vary normal working hours to meet an employee’s religious or cultural
needs or obligations.
Sick Pay: Staff are entitled to occupational sick pay in accordance with length of service.
Training, Staff Development, and Wider Educational Opportunities: Gaining educational
and professional qualifications is a vital part of training and development. Staff undergo
regular appraisals, an annual development review and are offered appropriate advice and
encouragement in their pursuit of relevant qualifications.

Data protection statement
Applicants are advised that all or any information contained in or derived from their application
may be retained in both manual and computerised format for the purposes of recruitment
administration, the production of statistical data related to recruitment or equality issues and,
on appointment, personnel, payroll and pensions administration. In the case of unsuccessful
applicants, manual information may be retained for a minimum of three months and a
maximum of two years. Computerised data will be held for longer periods as necessary to
provide for management reports in respect of equality matters.
On appointment, subject to the receipt of satisfactory references, the University may use any
educational or employment details contained in or derived from your application to approach
persons or organisations for any reference which may be required under the terms of our
internal or insurance policies.
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Accuracy of information
The information that applicants provide to the University, both on any application documents
and at interview, must be accurate and complete. If the University subsequently discovers that
any information provided is inaccurate or incorrect then the University may withdraw an offer
of appointment or, if the discovery is made subsequent to appointment, take disciplinary action
up to and including dismissal.

Notes on your application
Note 1: personal and contact details
We may need to contact you in writing, by email or by phone. For your application to be
successful, it is essential that we are able to make contact with you without undue difficulty
at any stage of the application process. In particular, interviews may be arranged at relatively
short notice and it is important that we can contact you quickly in order to maximise the
possibility that you can attend.
Note 2: nationality and work status detail
The University requires information of your right to reside and work in the UK to ensure that
your application is suitable for consideration. There are restrictions on the type of work, hours
per week and total duration of work which may be undertaken by individuals working in the UK
under certain types of visa.
Immigration Status and Work Restrictions
There are no restrictions on the employment of British and / or European Economic Area
nationals*** in the UK.
From 1 January 2007, the European Economic Area (EEA) comprises of: Austria, Belgium,
Bulgaria***, Cyprus, Czech Republic, Denmark, Estonia, Finland, France, Germany, Greece,
Hungary, Iceland*, Republic of Ireland, Italy, Latvia, Liechtenstein*, Lithuania, Luxembourg,
Malta, The Netherlands, Norway*, Poland, Portugal, Romania***, Slovakia, Slovenia, Spain,
Sweden, Switzerland** and the United Kingdom.
*

These countries are in the EEA, but are not members of the European Union.

** 	An international treaty means that from 1 June 2002 Swiss nationals have a similar right to
live in the UK as EEA nationals.
***	From 1 January 2007, Bulgaria and Romania joined the EEA. The UK is limiting access for
low-skilled workers from these countries to its labour market, restricting them to existing
quota based schemes which will fill vacancies in the agricultural and food processing
sectors. Skilled workers will continue to be able to work in the UK if they get a work permit,
qualify under the Highly Skilled Migrant Programme, are a student, or self employed.
If you are not a British/EEA national, there may be a restriction on your ability apply for / the
University’s ability to accept or to consider your application. For this reason, we ask that you
detail whether you are / are not a British/EEA national and, if not, for details of any restrictions
on your right to reside and work in the UK.
Those individuals who are not British/EEA nationals but nevertheless have permanent
residency or indefinite leave to remain: your application will have the same status as that of a
British/EEA national.
If you have the right to reside and work in the UK currently, but your leave to remain is not
permanent or indefinite, or if there are restrictions on the work that you may undertake, please
provide details in the space provided.
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The details you supply should encompass the nature of your visa and its duration, e.g. indicate
Student to 30/06/11 or Tier 1 General to 15/12/13. The University may need to question you
further about the restrictions on your stay and may defer or set aside your application in
circumstances where it must consider applications from those applicants without restrictions
on their stay.
Please note that you are required to give accurate information as to any existing restrictions
on your right to reside and work in the UK, including but not limited to the expiry date of your
right to reside and work in the UK, even if you expect these to be removed and/or amended.
If you state that there are no restrictions and the University subsequently establishes that
your rights to work are in fact restricted (e.g. there is an expiry date on your current visa), the
University may withdraw the employment offer with immediate effect or, if the discovery is
made subsequent to employment the University may take disciplinary action against you up to
an including dismissal, on the grounds that:•

You have breached our trust and confidence; and/or

•

You have breached our equality provisions (in attempting to gain a false advantage over an
equivalent candidate); and/or

•

You have entered into a contract with us under false pretences; and/or

•

Your contract of employment is illegal.

If you are not a British/EEA National and do not have an existing right to reside and work in
the UK on either a permanent or limited basis, you should be aware that it is a requirement
that we first consider applicants with a current right to reside and work in the UK.
Consideration of your application may therefore be set aside until these candidates have been
considered. In cases where there is no likelihood of success in our applying for a Work Permit
on your behalf, your application will be set aside.
Note 3: reference details
The Reference Requirements
The University requires references for policy and insurance purposes. This will be either prior to
interview or prior to the successful candidates’ start date. Please email Ulrecruit@london.ac.uk
for further details.
Whilst every effort will be made to obtain references prior to the start date, employment
may start before some or all of the references are received. If so it is agreed that the
central University may terminate employment either with or without notice depending upon
the particular circumstances if any reference falls short of its requirements. The central
University’s decision is final as to whether references meet the required standard.
Please note that for finance or IT roles references must be obtained before the employee start
date.
It is not a requirement that you name your current employer as a referee, though you may
wish to name a suitable colleague/previous line manager for your current employment as an
alternative. Please note that referees from personal / family friends are not acceptable and
referees must be connected to your education providers or employers.
Take Up of References
Referees are normally contacted prior to the start date by email. Our requirement is often
urgent and for this reason we ask that you provide accurate contact details, including email
addresses, for your referees.
If an offer of employment is made conditional upon receipt of the required references prior to
your commencing work but, on the day before you are due to commence work, we do not have
3

University of London

the required references, the employment may not be allowed to commence at that time. Your
co-operation in ensuring that we can make swift and successful contact with your referees is
therefore recommended.
NOTE 4: EQUAL OPPORTUNITIES MONITORING
The University aims to ensure that there is no unfair discrimination in the way we recruit.
To help us monitor our recruitment process we need to gather information about the age,
disability, gender and ethnic origin of our applicants. Participation in ethnic and disability
monitoring is not compulsory however and will have no bearing on the consideration of your
application.
Gender Monitoring
Please indicate your gender on the relevant section of the online application form. Pre and
post-operative transsexuals are not required to select their gender at birth for this purpose and
may if preferred select their gender following reassignment.
Ethnic Monitoring
Under the Race Relations (Amendment) Act 2000, the University has a general duty to
promote race equality and good race relations, aim to eliminate unlawful racial discrimination,
and promote equal opportunities and good relations between people of different racial groups.
As part of that duty we are required to monitor, by racial group, all employees and applicants
for jobs. Please be assured that this information is acknowledged to be potentially sensitive and
is regarded as personal and confidential. While the University shall analyse and, according to
its statutory duty, regularly publish data on the ethnicity of its applicants and employees, this
shall be done in such a way as not to identify the individual. Nevertheless, if you do not wish to
participate in monitoring, please choose Prefer Not to Say from the drop down.
Disability Monitoring
The University collects data on the disability status of applicants and employees to monitor
its performance against statutory and policy standards regarding unfair discrimination against
disabled individuals and to ensure that all reasonable adjustments are made at interview.
The HR Department take a proactive role in ensuring that no disabled candidate is
unreasonably rejected at shortlisting stage: information regarding a candidate’s disability
status is not released to the shortlisting panel prior to completion of shortlisting.
The interview panel are advised of a candidate’s disability in good time prior to interview. The
HR Department will advise the interview panel as to any reasonable adjustments required at
interview and the interview panel may question the disabled candidate to assess their ability to
undertake the role and what adjustments may be necessary.
To assist us in this process, you are asked to indicate whether you have or do not have
a disability. If you are disabled, you are asked to complete the question to describe your
disability.
Reasonable Adjustments
If you have any special requirements with regards to the application process, please contact
us on ulrecruit@london.ac.uk.
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For further information please visit our website or contacts us at:

© University of London 2020

University of London
Senate House
Malet Street
London
WC1E 7HU
UK
Telephone: +44 (0)20 7862 8000

Follow us on:

facebook.com/
unioflondon

twitter.com/
UoLondon

instagram.com/
unioflondon

linkedin.com/
school/166649

This guide is available in alternative formats upon request.
Please contact ulrecruit@london.ac.uk

london.ac.uk

