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DISCOVER DIVERSITY.  DISCOVER 
A L - M A K TO U M  C O L L L E G E .   

On every level, the Al-Maktoum College of Higher Education 
is a place where potential and ability are valued over 
background or ethnicity. It is an establishment where further 
and higher education is available and welcome to all.

Funded primarily by the Al-Maktoum 
Foundation, our vision for high-quality 
teaching and learning, enriched by a 
multicultural perspective makes for a 
rewarding educational experience.

Our aim is simple. We aspire to grow as 
an independent, internationally recognised 
centre of Higher Education. The College 
focuses on lifelong learning through 
academic, technical and customised 
programmes recognised by the Scottish 
Qualifications Authority (SQA) and the 
UK Quality Assurance Agency (QAA).

We are specialists. Our intellectual 
endeavours are dedicated to building 
bridges between the communities - 
namely ‘western’ and ‘Muslim’- that make 
up our city, nation and world today. In 
this all-inclusive approach to education, 
we believe, the College is a somewhat 
unique establishment in Scotland and 
the UK today.

The College actively works to educate 
the next generation of professionals 
and scholars, both nationally and 
internationally. Our students are 
achievers- thinking differently, 
challenging, examining, defining and 
provoking positive change within societies 
and communities from local to global. 

Since our founding in 2001, the 
College has seen students from over 
30 different nationalities graduate from 
our contemporary courses and 
customised awards. 

Small in size but great in our ambition, 
we embrace differences, tolerance and 
breadth of understanding as the key to 
meeting the challenges of the 21st Century

INTRODUCTION
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START OF EMPLOYMENT
Your obligations as a new member 
of staff
New staff should ensure they have the 
right to work in the UK and provide the 
following documentation for employment:
→  Passport and any immigration 

documentation to support your right  
to work

→  Signed copy of your contract
→  A complete Payroll Information Form
→  P45

Payroll forms
Following receipt of the documents 
outlined above, your salary will be paid 
directly into your bank account on the 
28th of the month unless the day falls on 
a Saturday or Sunday in which case your 
salary will be paid on the Friday prior. 

National insurance
As an employee you are required to pay  
tax and National Insurance.

You pay National Insurance contributions 
(NICs) to build up your entitlement to 
certain social security benefits, including 
the State Pension. The type and level of 
NIC you pay depends on how much you 
earn and whether you’re employed or  
self-employed. General information on  
tax and National Insurance can be found  
on the Government Website:  
www.gov.uk/national-insurance

Staff record and changing 
of personal details
Please ensure you complete all of your 
details within the BreatheHR system during 
the first few days of your employment. 
Details can be updated on the Breathe 
HR system at any time. Access to Breathe 
HR will be issued via your College email 
address. https://login.breathehr.com/login 

http://www.gov.uk/national-insurance
https://login.breathehr.com/login
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GETTING STARTED
Induction
During the first few weeks of employment 
your line manager will take you through 
your induction to orientate you into your 
role at the College. This will involve both 
parties completing an induction checklist 
that will be signed and held on your 
personnel file.

ID card
An ID card will be issued at the start of 
your employment. The ID card will have 
an expiry date and you are responsible  
for ensuring it is renewed as appropriate 
by contacting the Office Manager.

Email account
The College uses Microsoft 365 systems. 
You can access email via web-browser 
(Outlook on the web), use the full feature 
client (Outlook on the desktop) on your 
computer, and receive emails to your 
mobile device via the Outlook app (only  
if you install). You can and will receive spam 
and phishing emails to your account, so 
be vigilant and question all messages that 
reach your inbox. Report any suspicious 
emails you get to Microsoft by marking 
them as phishing. 

Outlook has many useful features that can 
help you be efficient and productive in your 
way of work. The College expects you to 
be proficient in your use of Outlook and to 
use it in a secure way. If you aren’t familiar 
with Outlook, Office 365, and email security 
please let us know as there are training/
learning resources we can provide.
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Accommodation information
If you are new to the area and want to rent 
a property, the easiest way to search for 
property is to search on-line. 

If you are looking to buy, Tayside Solicitors 
Property Centre lists most Dundee 
properties for sale: www.tspc.co.uk 

A comprehensive list of Member Solicitor 
Firms can be found here:  
www.tspc.co.uk/solicitors.asp

For current council tax charges, please visit 
the Dundee City Council website, which can 
be found at: www.dundeecity.gov.uk

Relocation expenses
The College makes a contribution towards 
relocation expenses incurred by newly 
appointed members of staff moving to 
Dundee to take up their appointments. 
The reimbursement is subject to a 
maximum of the equivalent of one 
month’s gross pay calculated on basic 
starting salary or £2000, whichever is 
lower. Additional assistance may be given 
in respect of removals from overseas, 
subject to prior approval.

If relocation expenses are paid and the 
member of staff leaves within two years, 
the College will require repayment of 
any such relocation expenses. For further 
information please see the Relocation 
Policy

Travel Expenses
Please refer to the College’s Travel Policy.

http://www.tspc.co.uk 
http://www.tspc.co.uk/solicitors.asp
http://www.dundeecity.gov.uk
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FIRST MONTH 
OF EMPLOYMENT
Training at the start of employment
Some of the College’s staff training is 
provided by TES/Educare, as online 
training modules, and can be accessed 
using the following link: 
www.myeducare.com/login 

An invitation email will be sent to your 
College email address. 

The following courses need to be 
completed within the first few weeks 
of starting: 

→ Equality and Diversity
→ Health and Safety
→ Data Protection/GDPR
→ Fire Training

FACILITIES 
AND SERVICES 
FOR STAFF
Gym membership
The College understands the importance 
of health and wellbeing and its impact on 
your day-to-day life. To help staff achieve 
this work/life balance the College is 
willing to contribute 50% of the cost of 
gym membership for the previous twelve 
months of employment.

Car parking
The College has limited off-street parking 
which is available for staff to use free of 
charge, but staff do so at their own risk.

Counselling service
The College offers a counselling service 
provided by the University of Dundee. 
Counselling is an invaluable way of getting 
a new perspective on problems that are 
causing distress, whether it’s a relatively 
recent worry or something that’s been 
on your mind for a while. To make an 
appointment or for further information 
on the counselling service email:  
counselling@dundee.ac.uk

The service is paid for by the College 
but free of charge to staff.

Breathe HR and staff training
The College recognises that its success 
depends on the staff, whatever their role, 
having the relevant skills, knowledge, 
and competencies. Staff should use the 
BreatheHR platform to apply for any 
form of development activity including 
personal study, e-learning, internal and 
external courses, workshops, webinars, 
and conferences. Direct and indirect costs 
should be included in the application. An 
application should be made even if the 
course is free. Line managers will approve 
or decline training through the BreatheHR 
platform.

Educare/TES
After completing the essential training 
offered via Educare/TES for courses such 
as GDPR, H&S, Fire Safety etc there will be 
other courses to be completed throughout 
the year. All the courses, certificates and 
reports are accessed via the TES/Educare 
online Learning Platform. Deadlines for 
completing annual training will be issued.

http://www.myeducare.com/login 
mailto:counselling%40dundee.ac.uk?subject=
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OTHER GENERAL INFORMATION
Your conduct
The College expects that all employees 
will conduct themselves in a professional 
manner when interacting with others 
or when managing colleagues. All staff 
members of the College should consider 
their own behaviour and the impact that 
this can have on others. The College 
recognises that personalities, characters, 
and management styles may differ but, 
notwithstanding these differences, as a 
minimum standard, all staff are expected to:
→  Work co-operatively with others in order 

to achieve objectives
→  Manage performance in an appropriate 

and fair manner
→  Give and receive constructive feedback 

as part of normal day-to-day work. Such 
feedback should be evidence-based  
and delivered in an appropriate manner

→  Consider other people’s perspectives  
in order to help reach agreement

→  Establish good working relationships.

Right of search
The College reserves the right to search 
you and your possessions (including your 
vehicle) in the course of your employment. 
Any search will be carried out in line with 
legal obligations. This is a contractual right.

Dress code
The College requires that employees 
dress neatly and appropriately at all times 
and that they maintain adequate personal 
hygiene. It is important that the College 
and its employees maintain a professional 
image. 

If a uniform is provided, then this must be 
worn at all times.
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Body piercing and tattoos
The College permits employees to wear 
jewellery or to display tattoos at the 
workplace but there are factors that 
management will consider determining 
whether jewellery or tattoos may pose a 
conflict with the employee’s job or work 
environment. These include:
→  Personal safety of self or others, or 

damage to company property.
→  Productivity or performance expectations.
→  Offensiveness to co-workers, student, 

visitors or others in the workplace based 
on racial, sexual, religious, ethnic, or 
other characteristics or attributes of a 
sensitive or legally protected nature.

→  Corporate or societal norms.
→  Customer complaints.

If management determines an employee’s 
jewellery or tattoos may present such a 
conflict, the employee will be encouraged 
to identify appropriate options, such as 
removal of excess or offensive jewellery, 
covering of tattoos, transfer to an 
alternative position, or other reasonable 
means to resolve the conflict.

An environment of mutual cooperation, 
respect, and fair and consistent treatment 
for all employees is the College’s goal. 
Nonetheless, the College is legally 
responsible for ensuring that no employees 
are subject to harassment or a hostile work 
environment. As an initial step toward 
resolution of any complaint or offense 
under this policy line managers will be 
responsible for explaining the policy and 
answering employee questions. If an 
agreeable solution cannot be reached 
at that stage, the HR Officer will follow 
College procedures to resolve the issue.

Communication
The College believes that information 
and ideas should be freely and easily 
exchanged between all staff. You are 
actively encouraged to discuss any ideas  
or indeed concerns you may have, about 
any area of your employment, with 
Al-Maktoum College

In your communication we expect you to 
act professionally and show respect and 
courtesy for yourself, your colleagues, your 
managers and our customers, at all times. 
Most of all we expect you to respect our 
brand. This needs to be apparent at all 
times in your communication and actions, 
from your exchange and dialogue with your 
fellow colleagues to talking and explaining 
things to our customers. 

Security
The security of our property, products 
and services is the responsibility of every 
employee. With this in mind it is important 
that all tools, equipment and confidential or 
sensitive information is safely and securely 
stored when not in use. Any staff working 
outside normal working hours should 
ensure the building is properly secured 
when leaving
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Personal property
Please ensure that you keep your personal 
belongings safely secured whilst at work. 
Al-Maktoum cannot be held responsible for 
loss or damage to employees’ valuables, 
money or other personal property. Please 
report any lost property promptly to the 
facilities team. 

Cars parked in the car park should 
always be locked and are at all times the 
responsibility of the individual.

Personal details
Essential personal information is recorded 
by us in order that we may fulfil our duties 
as your employer. Please ensure you notify 
us as soon as possible of any changes to 
your personal details.

Health and safety
The Health and Safety at Work Act imposes 
a responsibility on Al-Maktoum College to 
ensure the health, safety and well-being of 
every employee. In addition, you too have 
an obligation to ensure that you do not 
endanger your own health or that of others 
whilst at work. A copy of our full Health and 
Safety policy can be found here.

The fire alarm is tested on a weekly basis 
and fire drills are regularly carried out. 
Please ensure you are familiar with the 
instructions for our office and ensure 
you know the location of the nearest fire 
extinguisher and fire exit.
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Hours of work
Your normal hours of work are outlined in 
your contract of employment. During your 
working time you are expected to devote 
the whole of your time and attention 
to your duties. You are expected to be 
punctual for work and it is imperative 
that you are also on time when attending 
client sites. Poor time keeping may lead 
to formal disciplinary action.

As a result of the work in which you are 
engaged it may be appropriate for your 
normal hours of work to be varied on 
a temporary or permanent basis if the 
proper performance of your duties so 
requires. If we wish to vary your normal 
hours of work on a permanent basis you 
will be asked to consent to the appropriate 
amendment being made to your contract 
of employment.

Absence from work
As a general principle you are expected 
to ensure that any absence from work, 
which can be foreseen e.g. Holidays, 
leave for pubic duties etc., is planned to 
accommodate your work commitments. In 
all other cases where contingencies arise 
and make your attendance at work difficult 
you will find that a reasonable request for 
absence is treated sympathetically (see 
also the Sickness Absence Policy and other 
absence policies).

Occasions may arise where there is a need 
for absence from work because of sickness 
or death in the family, or as a result of 
other difficult personal circumstances. 
We have specific policies in relation to 
Compassionate Leave and Time off for 
Dependants etc. found in the policy 
section of this handbook.

We recognise that you will, from time to 
time, need to attend necessary medical, 
dental and other similar appointments. 
Wherever possible you should make 
appointments at times that do not conflict 
with your work commitments. If this is not 
possible, you should endeavour to arrange 
them at times when they will cause the 
least disruption to your work commitments 
and the minimum amount of absence from 
work (e.g. Early morning or late afternoon 
appointments). 

If it is not possible to arrange medical, 
dental and other similar appointments 
outside your working hours, reasonable 
time off will be given. Any such time must 
have the prior approval of your manager 
you may be required at our discretion to 
produce your appointment card.

With the exception of ante-natal 
appointments, there is no contractual 
entitlement to remuneration for absences 
relating to attendance at medical 
appointments. Any payment of salary 
during attendance at such appointments is 
at our absolute discretion.

If you feel that you have been unreasonably 
refused time off to attend a medical, dental 
or other similar appointment, you should 
discuss the matter with your manager. 

Other Work
We do not encourage any employees to 
take on private work. As such you are 
not permitted to take on any second jobs 
or private work, without the prior written 
consent of the Company. Any person in 
breach of this requirement will be subject 
to formal disciplinary action and may be 
dismissed.
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Performance management
During your employment we are all 
committed to ensuring the highest 
standards of quality and work, as such we 
will regularly monitor your performance.

As well as regular on-going review, 
all staff will receive an annual formal 
Performance Review. This is aimed 
at helping to create a strong ethos of 
continual personal development as well 
as improving our customer satisfaction. 

Appropriate targets and objectives may 
be set where appropriate and these will 
be monitored and reviewed regularly 
to ensure that quality and performance 
improvements are achieved.

Where needed we will provide suitable in 
house and external training to continually 
improve performance.

Underperformance is not acceptable 
and may lead to formal disciplinary action. 

Where underperformance occurs 
due to a lack of skills or experience 
in what is required, a Performance 
Improvement Plan (PIP) may be used to 
support you in achieving the required 
level of performance. Failure to achieve 
and maintain the required standards 
of performance could result in formal 
disciplinary action. 

Social media
We have developed a very effective 
website and social media base, which we 
actively use and encourage you to use too. 
However, you are required to use them with 
care and in accordance with the following.

If you make any posting, contribution or 
creation, or you publish any other content 
which identifies or could identify you as 
an employee, contractor, agent or other 
member, or associate of Al-Maktoum 
College or in which you discuss your 
work or experiences relating to us, 
you must at all times ensure that your 
conduct is appropriate and consistent 
with your contract of employment and 
our corporate image. Please also 
remember your duty of fidelity as an 
employee of Al-Maktoum College

If at any time you are unsure as to the 
appropriateness of a posting or other 
content that you are seeking to publish, 
you should speak to your line manager at 
the earliest opportunity to seek clarification.

If, in any contribution or posting which 
identifies or could identify you as an 
employee, agent or other affiliate of Al-
Maktoum you express an idea or opinion, 
you should include a disclaimer which 
clearly states that the opinion or idea 
expressed is yours and does not 
represent that of Al-Maktoum College 



A L - M A K TO U M  C O L L E G E   S TA F F  H A N D B O O K

13

Leaving us
Should you wish to leave Al-Maktoum you 
will be required to provide us with advance 
notice in writing. Full details can be found 
in your contract of employment.

Nothing shall prevent either you or us 
agreeing to accept a shorter period of 
notice if both parties agree.

We reserve the right to pay salary in lieu 
in any period of notice which we are 
required to give.

We reserve the right to require you not to 
attend work during any period of notice, 
but to remain available for work throughout 
that period, regardless of whether the 
notice was given by you or the Company. 
During any such period you would not 
be entitled to conduct any of your normal 
duties or responsibilities in connection with 
your employment with Al-Maktoum, unless 
we specifically required you to do so. You 
will not be entitled to take employment with 
any third party. You must however remain 
available to come to work if we require you 
to do so. During any such period you will 
remain on your full salary, and retain your 
previously granted benefits for this period.



A L - M A K TO U M  C O L L E G E   S TA F F  H A N D B O O K

14

POLICIES

→  Adoption Policy
→  Annual Leave Policy
→  Anti-Bullying and Harassment Policy
→  CCTV Policy
→  Compassionate Leave Policy
→  Data Protection Policy
→  Disciplinary Policy
→  Drugs and Alcohol Policy
→  Equal Opportunities Policy
→  Grievance Policy
→  Health and Safety Policy
→  Maternity Policy

→  No Smoking Policy
→  Paternity Policy
→  Redundancy Policy
→  Right to Request Flexible Working
→  Shared Parental Leave (Adoption) Policy
→  Shared Parental Leave (Birth) Policy
→  Sickness Absence Policy
→  Social Media Policy
→  Time off for Adoption Appointments Policy
→  Time off for Antenatal Appointments Policy
→  Time off for Dependents Policy
→  Time Off for Public Duties Policy

The following policies are available on our HR portal Breathe HR. 
You can access the most up to date version by logging on at: 
login.breathehr.com/login

http://login.breathehr.com/login

