	
	
[image: image1.wmf]
University of Bristol Branch


Dealing with Vacant Posts

The University already relies heavily on the good will and commitment of its staff, and we all take some pride in delivering a good service.  Furthermore, we all have an interest in seeing the University live within its means.  But that doesn’t mean forever taking on more work to help the University out of difficulty.  

If you are asked to take on extra work to cover a vacancy:

· You may actually have some spare capacity and be happy to do it.  Fair enough.

· If you’re already fully loaded (or overloaded) then 

you must ask your line manager:

  - how long are you being asked to do it for?

  - what should you stop doing, or postpone, to make 

    room for it?

· If the work is at a higher grade than yours and there’s a substantial amount of it then you may be entitled to payment under the Stand-In provisions of your Particular Terms and Conditions (section 2.7).  

· If it’s likely to continue you should get your Job Description changed and submit it to the Reward Office for Re-Evaluation.

· If the work is within your grade but over and above the normal expectation of your role you may be eligible for an Additional Service Payment when you have completed it.

· If you think that not filling the vacancy creates a significant risk, whether to health and safety or to the delivery of your unit’s core business, you should put your views (politely) in writing to your line manager.

Problems created by reduced resource must be properly managed, not just dumped on the nearest person.  It’s not your job to solve them.

If in doubt, contact the Branch:    http://www.bris.ac.uk/unison/contact.htm
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