
 

 

                                                                                   

Key University Policies for New Staff 

1. Probation 
 

All new employees should have regular meetings with their line manager throughout their probation 
period to ensure that you are kept informed of your progress against the required standards of the 
role.  It is also a platform to raise any questions you may have about your performance and ask for 
further support or training if required.  The probation period for your appointment is set out in your 
offer letter and contract of employment.  
 
Further information on probation please visit this link: http://www.admin.cam.ac.uk/cam-
only/offices/hr/probation/  
 
2. Staff Review & Development 

 
The purpose of Staff Review and Development (SRD) is to enhance work effectiveness and facilitate 
career development through an appraisal system. SRD involves discussing ways in which your work 
could be developed and ways in which any difficulties and obstacles to progress could be removed. It 
is an essential part of the University’s commitment to developing staff and to delivering a high 
quality service. 
  
Appraisals should begin at the end of your probation and take place at least on a biennial basis 
Information on the university’s appraisal system can be found here: 
http://www.admin.cam.ac.uk/offices/hr/policy/appraisal/, however please contact your 
Departmental Administrator for your information on your departmental scheme. 
 
Information on university training courses, events, workshops and seminars can be found on the 
Personal & Professional Development webpages here: 
http://www.admin.cam.ac.uk/offices/hr/ppd/ 
 
3. Sickness/Absence 

 
In the first instance, staff should verbally make their line manager aware of their absence on the first 

day they do not attend work giving an estimated return date. After 7 days of absence a fit-note is 

required from your doctor. On return from sick leave a self-certificate form (CHRIS/62) should be 

completed and given to your line manager. 

The University’s sickness absence policy can be found here: 

http://www.admin.cam.ac.uk/offices/hr/policy/leave/sickness/. This includes information on rates 

of pay for staff that apply during absence due to illness.   
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4. Leave 

i. Annual Leave 
 
Your departmental administrator will be able to advise you of your annual leave entitlement 
for the year. The leave year runs from 1 October to 30 September. If you start work after the 
beginning of the leave year your leave entitlement for that year will be calculated pro rata to 
the proportion of the leave year remaining. Payment for annual leave days will be made at 
your basic rate.  All annual leave must be approved by your Line Manager 

ii. Other types of leave 

 

University policies on other types of leave, for professional or personal reasons are 

summarised here. http://www.admin.cam.ac.uk/offices/hr/policy/leave/  

5.    Flexible working 

The University's Flexible Working Policy sets out the procedure to be followed when staff ask to 
work flexibly to achieve a better work/life balance. The most common reasons for such requests are: 

 To fit in with a dependant's care arrangements* (including provision under the Flexible 
Working Regulations). 

 Preparing for retirement. 
 Coping with a disability. 
 Combining part-time University employment with other professionally-related work (if of 

benefit to all concerned). 

* Eligible carers include carers for children if they are the mother, father, adopter, guardian or their 
spouse, civil partner or partner (i.e. living as if married or a civil partner). Carers for adults are 
employees who are married to, partner or civil partner or who live at the same address as the adult 
in need of care.) 

The most common forms of flexible working arrangement are: 

 part-time working 
 job share 
 flexitime 

Staff wanting to request a change to their existing working pattern should read the University policy 

and discuss their proposal with their immediate supervisor before applying. They should be 
prepared to give full details, e.g. proposed pattern of work and how their duties would be covered, 
and to attend a meeting with their Head of Institution to discuss their request (accompanied by a 
colleague or union representative if they wish). The Head of Institution will assess the request, 
taking into account operational requirements and the nature of the person's job, and write to the 
member of staff giving their decision. Any permanent change to terms and conditions resulting from 
the changed working pattern will be confirmed in writing. 

Further guidance on flexible working is available on the HR division website found here: 
http://www.admin.cam.ac.uk/offices/hr/policy/flexible/.  

http://www.admin.cam.ac.uk/offices/hr/policy/leave/
http://www.admin.cam.ac.uk/offices/hr/policy/flexible/

