Principles for allocating work to PhD students in SALC
1. PhD students in receipt of School funding can be asked to carry out work for the School without additional payment as follows:
a. Students receiving fees + full RCUK equivalent maintenance grant (Graduate Scholarship, PDS award, subject-specific studentships) can be asked to carry out a maximum number of 180 hours per annum. The number of hours is total hours worked, that is, should include the preparation time where students are teaching.
b. Students in receipt of smaller awards funded by the School can be asked to contribute with a proportional number of hours as part of their award. Please discuss this with the Graduate School Office.

2. Externally funded students (including RCUK funded) may only be asked to carry out work for the School for additional payment.

3. Any student (unless restricted by visa conditions) may be recruited to carry out duties for the School for additional payment. SALC follows RCUK guidelines, which recommend that students do not work for more than a total of 180 hours per year, and normally no more than six hours in any given week (including the unpaid hours as part of a studentship).
4. Where the allocated duties are research or administrative, students should keep time sheets/work diaries to keep track of the hours worked. Records of teaching hours are kept by HoDs.

5. Students can be asked to carry out teaching, research or administrative (e.g., conference organisation, project management etc.) duties. Normally, the work allocated should benefit the student by providing them with relevant teaching, research or administrative experience, but it is also understood that it will sometimes be necessary to ask a student to carry out duties which may not be considered “academic”, such as helping to set up rooms for a conference or workshop, making photocopies etc. 

6. Any work allocated must be approved by the Head of Division. That is, course convenors, supervisors, project PIs should not allocate work directly to a student, even where a student is associated with a particular research project. This is to ensure that the HoD has overview of all duties a student is carrying out. 
7. The support of the supervisor should be sought before work is allocated to make sure that the work does not negatively impact on the progress of the PhD. 
