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Code of Practice for Students

The aim of the Job Zone is to help students at the University of Birmingham who are looking for work, to make contact with employers offering part-time, casual, temporary and vacation job vacancies.  The Job Zone will not enter into contracts with students or employers.  Instead, all contracts are to be agreed directly between employer and student.  As such, the role of the Job Zone might be best understood as being similar to a Job Centre rather than a commercial employment agency.  The Job Zone is based at the Guild of Students and operates in association with the University of Birmingham Careers Centre.

The Job Zone...

1.  Agrees to offer a service to University of Birmingham students who have registered by providing them with details of job vacancies.

2.  Will strive to provide students and employers with clear and up-to-date information.  All information passed to students is given in good faith and is based on data from the employer as notified to the Job Zone. Students must confirm for themselves that the information given by an employer is accurate.
3.  Will endeavour to ensure that vacancies are filled with appropriate University of Birmingham students. 

4.  Will not disclose names, addresses or telephone numbers of students to other parties without their permission and will conform to the Data Protection Act and any subsequent related acts.
5.  Will seek in its activities to help students to avoid conflict between work and study. The Job Zone recommends that full-time students do not work more than 16 hours per week in term time, and therefore will not advertise term-time vacancies over 16 hours per week.  The Job Zone, in accordance with current University policy, will also not promote any vacancy offered by the University of Birmingham that requires students to work above 15 hours per week in term-time. The Job Zone will promote suitable temporary full-time vacancies that fall in University vacation periods.
6.  Will provide initial information about employment issues such as tax and national insurance numbers, and will refer students on to the appropriate resources and contacts where relevant.  Students requiring further information on these issues or on issues not directly relating to a particular vacancy, e.g. information about financial support or graduate employment will be directed to a more appropriate source, such as the ARC or the Careers Centre.
7.  Operates within employment guidelines and legislation on minimum wage and best practice for vacancies it accepts and will provide advice and information on this when vacancies are registered.
8.  The Job Zone will not accept work from an employer who is a private citizen, or an individual offering work at a private address. The Job Zone does accept some care work at private addresses offered by reputable agencies with clear health & safety and vetting procedures (e.g. City council-linked care agencies).  
9.  The Job Zone cannot accept work from an employer involving marketing and market research activity based on University of Birmingham campus property, without prior approval from the Guild Marketing Department. The Job Zone asks employers not to offer students any work that involves illegal fly-posting.
10.  Reserves the right not to accept, or to withdraw, notified vacancies.  This could include where an employer is found to be exploiting a student in their employment (for example with regard to pay or working hours)
11.  Shall not be liable for any loss or damage suffered by the employer or employee, arising from, or in any way connected with, the introduction by the Job Zone to the employer of any employee or the engagement of any employee.

12.  Will seek to protect students at all times in accordance with the Job Zone’s Employer Code of Practice. (copies available on request).
13.  Will comply with all aspects of Guild Policy. (Available on request)
These guidelines are designed to increase mutual confidence and are therefore strongly recommended, though cannot be rigidly enforced.  Whilst the Job Zone is in no way obliged to take action against any party breaching any of the issues outlined above, access to its services may be withdrawn from any person or organisation breaching this Code of Practice.

These proposals are without prejudice to legal obligations that may operate in respect of these matters under Acts of Parliament or governmental regulations, relating to race relation, employment protection, sex discrimination, sexual orientation discrimination, religious belief discrimination, disability discrimination, age discrimination etc.  It is strongly recommended that good equal opportunities practice be extended into areas not covered by the law.

Students...

1.  Are responsible for ensuring that they have the relevant skills and qualifications required for a particular post before applying for it.

2.  Are expected to be aware of their own study commitments and not to take employment that would adversely affect their academic work.  Students may seek guidance from their personal tutor, supervisor or other person responsible for overseeing their academic progress on this matter. The Job Zone recommends that full-time students do not work more than 16 hours per week in term time. The University of Birmingham will not employ current students for jobs that require more than 16 hours per week in term time.
3.  Are responsible for ensuring that they ask employers for accurate information about their work , including confirming the exact rate of pay they will be earning, the start date of employment (and end date of employment if relevant), the number of hours work that will be required, the location of work, and the method and timing of payment, before accepting employment.  Students should also seek further information if in any doubt before signing any employment contract, terms or conditions or any other document related to their employment.
4.  Should ensure that they are aware of any relevant restrictive conditions associated with any grants or scholarships they may hold, and take care to observe those restrictions when taking employment.  
5.  Non EEA International Students should ensure that they have the correct up-to-date passport stamp that allows them to work in the UK, in accordance with Home Office conditions.  Non EEA students who pass on employment information to dependents MUST be aware that it is the responsibility of the individual to ensure that they are eligible to work in the UK.  The ARC and International Office can give you advice on these issues.  The University of Birmingham and Guild of Students are not responsible for the breach, by a student, of any such restriction. Non EEA International students should be aware of their eligibility to work, according to their visa/passport stamp, and should insure that they abide by any restrictions that apply to this stamp.
6.  Students from EU new member States (a full list of countries this covers in available form the Job Zone or ARC) must make themselves aware of the Workers Registration Scheme or other conditions before applying for work.  The ARC and Job Zone can give you further information.
7.  Should be reliable and have good timekeeping. You must also give your employer reasonable notice if you cannot attend work, for example through illness.
8.  Must keep the Job Zone informed of any change to their registration details, such as e-mail, address or telephone number.
9.  Should notify the Job Zone when they have found work, providing details of their employment.
10.  Should tell their employer promptly if they decide to end their employment and seek to work an appropriate notice period, so that any necessary action to refill the post can be taken.
11.  Who fail without good reason to attend a pre-arranged employer interview or who otherwise do not adhere with the Code of Practice, may be restricted from using the Job Zone.
12.  Are asked to comply with the Job Zone Health & Safety Policy and Policy on Violent & Aggressive Behaviour, whilst using the Job Zone service.  Copies are on display in the Job Zone, and available on request.  Failure to comply with these policies may result in the individual being restricted from using the Job Zone and Guild.
13.  Must be aware that contracts of employment are between the student and the employer.  If a student is unhappy about any aspect of their employment they must first try to resolve matters amicably with the employer. If the student believes the employer is in breach of employment law or this code of practice, then they are advised to contact the Job Zone who will seek to give appropriate advice and may refer them to the ARC fro further assistance. In such circumstances, it is solely the responsibility of the student to bring any legal action against an employer.
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If you wish to view a copy of the Code of Practice for Employers, please contact us for a copy.
This document is available in large print – please contact us for a copy.
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