Handy Guide to Policy on Outside Work and Consultancy

1. The University has approved a policy on Outside Work and Consultancy to replace the previous separate policies on these areas. This is intended to reduce duplication and possible confusion. This Handy Guide provides an overview of the policy. However, in the event of any apparent conflict, the main policy will be definitive. 

2. All consultancy work, certain public duties and other outside work is subject to formal approval by the University. This may apply even if public duties are unpaid. The main policy gives details of the types of outside work that will require approval. However, it should be assumed that any role that will (a) result in personal benefit to the employee, or (b) result in absences from work or other costs to the University, will require approval.

3. The policy covers consultancy and outside work and other engagement with a third party, as well as membership of government and public organisations and work undertaken for other educational institutions.

4. It is the duty of the member of staff to disclose all proposed consultancy and other outside work to their Head of School (or appropriate authoriser) as soon as possible, and to obtain formal permission before contracts are signed and any work is started. Staff in PSS must seek the approval of their Director (or equivalent manager). 
5. The policy does not cover research undertaken on behalf of, or funded by, an external sponsor through a research grant or contract where undertaking research is a requirement of an individual’s University appointment. However, if a research grant or contract includes provision for paying consultancy fees to members of staff, it does fall within the policy and must be approved accordingly.

6. Consultancy is the provision of services to external clients based primarily on skills and expertise, such as offering specialist opinion, advising on technical issues or by solving problems. The University will not usually approve consultancy if it makes significant use of equipment or scientific facilities, or aims to generate new knowledge or develop intellectual property, except for the copyright in any report which is produced. The policy recognises two types of consultancy:

· University consultancy is where the University contracts with the external client to provide the consulting services of the member(s) of staff. University facilities can be used if they are fully costed and paid for and use is limited. Such contracts are supported by the Contracts Team, and are covered by the University’s professional indemnity insurance (to the extent of the cover). The University administers the tax aspects relating to the consultancy contract. 
The University may allow all income received for approved work for outside bodies after the University’s costs have been covered in full to be either paid to the employee personally or transferred to a discretionary account held by the University. Such accounts are subject to the University’s Financial Regulations and Procedures and policies on the use of reserves. All personal payments are made through the University payroll, after deduction of income tax and National Insurance. 
In some cases, including very large consultancies or contracts, the University may retain an appropriate share of the income generated in addition to that necessary to cover its costs. This will be addressed when the Head of School or other authoriser considers whether to approve the proposed consultancy.

· Private consultancy is where the member of staff contracts with the external client to provide the consulting services in their own time in a personal and private capacity. Such contracts cannot benefit from the support of the University, nor use any of its facilities or resources. Staff undertaking private consultancy will have personal liability in the event of any problems arising, and are not covered by the University’s professional indemnity insurance. They must take out personal insurance cover. The University will not accept liability if the external client seeks any redress. 
7. For private consultancy, the member of staff is responsible for dealing with all returns to HM Revenue and Customs (HMRC) and payment of tax and National Insurance relating to the consultancy contract. They may also have to register and account for VAT. 

8. Employees undertaking such work must make it clear to their clients, before any contract is entered into, that they are doing so as a private individual and not as a University employee, and that the consultancy or other work is being performed in his/her private capacity. The policy includes an example of a suitable letter for this purpose.

9. Staff undertaking private consultancy or other outside work must not state or imply that they are acting on behalf of the University. Letters, invoices, contracts and other documents must not show the University’s letterhead, logo, name or address, and University telephone numbers and staff e-mail accounts must not be used for private work. Staff may use private mobile phones, and private e-mail addresses can be accessed from any computer.

10. All correspondence should normally be sent to a member of staff’s private address. An exception may be allowed in special circumstances, for example where documents are to be delivered by courier. This must be approved in advance by the Head of School (or other authoriser). All such documents must be addressed “care of” the University, and the outside body involved must agree in writing that the University has no legal liability.

11. Full disclosure of all work for outside bodies is required to avoid potential conflicts of interest. If a member of staff undertakes consultancy, or other outside work for a third party, he or she must not be involved in any decisions regarding purchasing, sales, employment or any other contract between that third party, its staff and the University. All outside work must comply with the University’s Code of Conduct and Financial Regulations and Procedures.

12. All University facilities, equipment, materials or services of other members of staff to be used for consultancy or other outside work, whether University or private, must be identified in advance and permission sought from the Head of School. The price to be charged for the use of such facilities, equipment or other members of staff must be agreed with the relevant budget holder on an “arm’s length” basis.
13. The University’s Intellectual Property Policy applies to consultancy and other outside work. Any IP generated in the course of a University consultancy or other outside work, other than copyright created specifically in the course of creating a report for the external client, should belong to the University. 

14. The University needs to record consultancy and other work for outside bodies for submission to outside parties. These include HESA, HEFCE and the University’s insurers, and the calculation of the University’s Corporation Tax return.

15. Each member of academic and research staff must make an annual return to their Head of School within two months of the end of each financial year, summarising all consultancy work undertaken by them during the previous academic year. 

16. Failure to disclose or obtain formal approval for work for outside bodies as required by this policy will be regarded as a disciplinary matter and subject to the University’s regular disciplinary procedures. Staff will not be indemnified or insured by the University if formal approval for work for outside bodies has not been obtained. Unauthorised use of University facilities, materials and property could constitute serious misconduct and theft, and may be reported to the Police. 

17. Many members of University staff engage in voluntary citizenship activities in their own time and at their own expense. The University wishes to support and encourage this and may, therefore, invite staff to disclose their involvement in citizenship activities in order to publicise and promote them and so make a further contribution to the success and profile of the activities. All such disclosures shall be entirely voluntary.
The full Policy on Outside Work and Consultancy can be found on the University’s website.
