SCHOOL OF LAW: INFORMATION FOR NEW COLLEAGUES 

Updated 3rd October 2011

The School of Law
This document is intended to provide a brief overview of essential information for all new staff in the School of Law. It is intended that this document will complement face to face meetings and formal induction programmes for all new staff. If you have a question not covered in this document or would like to recommend any changes please contact the Finance and Resources Officer or School Administrator.
The School is currently based on three sites – Old College. 7 Bristo Square (Centre for Professional Legal Studies) and 15 Buccleuch Place (the Research Annex, which is the base of the Scottish Centre for Crime and Justice Research and the Advanced Quantitative Methods Network). Contact details for all staff and information about who does what in the School can be found at www.law.ed.ac.uk.
1.
Working in Old College

Keys

For keys to your office and access codes for copier rooms please contact the receptionist either in person or by calling 650 2008.
UoE/Staff Cards
You should have receive a staff card application form with your offer letter but if not please contact the Resources Administrative Officer, Mrs Morag Cherry. The staff cards are issued by the University Card Services unit. In case of loss, or if you forget your PIN, visit one of the service points for staff, the nearest of which is in the Main Library in George Square.  More information about Card Services is at www.card.ed.ac.uk/.
The permissions on the cards which enable your 24-hour access to the building are managed via the receptionist.  Once you have received your staff card, please contact reception to arrange the relevant permissions and out of hours access. You should keep your staff card with you at all times as you may be required to show it for entry to certain buildings and you will need it to access the libraries. 
Entrances
There are four electronically controlled entrances to the School, and one electronically controlled internal door.
The four entrances are the door into the School from Chambers Street, the door into the basement corridor under the main archway from South Bridge and the two doors leading into the stairwells at either end of the School.  The Chambers Street and basement corridor doors are on permanent swipe card access so you will require your staff card to use these doors at all times. In addition before 8.30 am and after 5.00 pm a PIN code is also required.

The stairwell doors are timed so that the locks activate when the Library closes (or, during the vacations, 30 minutes after the Library closes).  When entering from Chambers Street, there is a lift from the corridor to all floors (turn left after entering); if the lift is not operating it is possible to access all parts of the law school from the west stairwell (turn right after entering).
This is worth bearing in mind because if you exit via an electronically locked door, and lack either or both of your staff card and PIN, you won’t be able to get back in.  There are of course other doors into the School, but these are generally locked outside standard working hours.  Out of hours, the quadrangle gates may be locked, and it’s best to leave the building via the Chambers St exit.
Maps

We appreciate the School is quite spread out and finding your way around can sometimes be difficult. You can find detailed maps for each floor on the website at http://www.law.ed.ac.uk/docs/1114_ocmapsgold.pdf 
Security
The School cannot be considered to be a 100% secure environment.  Always lock your door on leaving your room and ensure valuables are secured at all times. If you keep confidential and/or student records in your office please ensure you have a lockable cabinet and keep it locked when out of the room. 
Please remember to close all external doors after you when you leave the building and please try not to allow people to follow you into the School. Please report any suspicious activity to the University Security Team on 650 2257 or 650 2222 (50 2222 internally) in an emergency. Do not, under any circumstances, attempt to challenge intruders or engage in any action which might put you at risk of personal injury. 
2.
School Administration and Support
The School’s support offices are concentrated on the ground floor.  The offices are generally closed over lunch (c. 1-2pm) and the Teaching Office and Post Graduate Office have other closure times to allow for administration. 

Reception remains open 9-5 Monday to Friday. 

All support offices (except reception) are closed for staff training from 10.30-11.00 on Wednesdays.
Undergraduate Administration
The Teaching office is responsible for all administration relating to undergraduate teaching which encompasses preparation and distribution of course materials, support for Course Organisers and teaching staff, administration of assessment and feedback and tutorial management including room bookings.

· Academic Administrative Office, Dr Jessica McCraw, Rm 188 
· Head of Teaching Office, Carole Moore, Rm 192b 
· Mary Conn (cover for Heather Haig)  Rm 194a1

· Krystal Hanley
 Rm 194a 
· Susan Leask [Room Bookings and tutorials], Rm 194a1
· Liz Mack [Honours course allocation, Dissertations and Prize giving], Rm.194a1
Jessica McCraw is in overall charge of all Undergraduate Academic Matters and is the first point of contact for discussing Course/Programme changes or new courses or Programmes. Jessica also provides oversight for QA, accreditations and exam board administration.

Carole manages the TO team in its administration of undergraduate classes and assessments.  All Ordinary and Honours course and assessment administration is managed by this Office, with the exception of the LLB Honours Dissertation and Honours course allocation, which is supported by Liz Mack. A document detailing who looks after each course is available from the School documents section on www.law.ed.ac.uk. 
Susan makes room booking requests for courses and tutorials - including LLM and MSc courses, but in those cases requests to Susan should either be made via the PG Office or it should be ensured that the PG Office is kept informed.  Teaching Office commitments permitting, Susan can also help with non-teaching general room booking requests.
Liz Mack is “course secretary” for the LLB Honours dissertation and also undertakes the allocation of students to Honours courses. Liz also arranges the contracts for External Examiners and should have up to date contact details for all examiners. Liz is located in the teaching Office on the ground floor (Rm 194a1).
Student Support Officer: Rm 191
· Student Support Officer: Anne King 
· Student Support Assistant: Teresa Jones (part time)
The Student support officer and assistant provide support to Directors of Studies, the Director of Undergraduate Studies and all on-course undergraduate students. This office also deals with Erasmus and Exchange applications and incoming visiting undergraduate students. 
Widening Participation Officer and Director of Graduate LLB programme: Rm 420
· Widening Participation (WP) Officer and Director of Graduate LLB: Lindsay Kelly

The WP Officer is responsible for all outreach activities on behalf of the School of Law and works closely with the WP team in Student Recruitment and Admissions. There is a particular programme, Pathways to the Professions, which encourages applications from WP students in the local area. For on-course undergraduates the WP officer coordinates the School of Law mentoring programmes, referred to as PALS and PALS Plus and SLUG.  
As Director of Graduate LLB programme Lindsay also provides support and guidance to all students enrolled on this programme as well as dealing with enquiries from prospective applicants.

The PG Office: Rm 187

· Postgraduate Administrative Officer: Linda Burns 
· PGR Administrator: Aimie Little

· PGT Administrative Assistant: Amanda MacKenzie
· PGT Administrative Assistant: Douglas Thomson
All matters relating to the delivery of LLM and MSc courses, and PhD students, go via this Office. Aimie is specifically responsible for all PGR students and Amanda and Andrew look after all matters relating to PGT students including enquiries, admissions and on-course support. Those students following the e-LLM online learning programmes are supported by Clare Neilson, Kay Barbour and Erin Jackson and the rest of the team in SCRIPT located in the basement.

The Research and Knowledge Exchange Office: Rm 194c
· Head of Research and Knowledge Exchange Office: Mrs Alison Stirling
· Event Support Assistant: Lorna Gallacher
· Secretary to Head of School & Events and Research Centre Administrative Officer: Christine Goulding
· Communication and Knowledge Exchange Officer: Simone-Louise Hull 
The Research and KE Office provides a variety of support activities centred on research activities and event organisation. Please refer all research grant applications to the Head of the RKO with plenty of time before the submission deadline. The Head of this office will also provide guidance and support for monitoring research budgets and final report submission and is the main School link with ERI and the Research Grants section in the Finance Office. The Research and Knowledge Exchange Office has a very useful website which provides guidance about grant applications, lecture series and events, www.law.ed.ac.uk/research. 
ERI offer a very useful subscription service for all staff with regular notifications about funding possibilities, grant deadlines and training and support. The relevant subscription form is included in this pack. 

Event coordination and support with the Visiting Academic Programme is available by contacting Lorna Gallacher.  Support for the School Research Centres is available by contacting Christine Goulding.

Simone Hull works closely with the Director of Research and KE Director in developing a Knowledge Exchange strategy for the School as well as assisting with research dissemination and the realisation and documentation of impact from research.
Centre for Professional Legal Studies (formerly Legal Practice Unit): 7 Bristo Square
· Director of CPLS: Caroline Colliston

· CPLS Office Manager: Linda Burns

· Administrative Officer: Margaret Stewart
· Administrative Officer: Jane McKenzie
· Administrative Officer: Laura Smith (part time)
The Centre for Professional Legal Studies organises the delivery of the School’s Diploma in Legal Practice and Skills and the Professional Competence Course and will become the host of all CPD run by the School. 
Computing Support 
· Nick Dyson, Rm 173
· Alistair Kirkhope, Rm 162
Nick is the School’s IT Manager and Alistair Kirkhope is the Computing Assistant. Alistair is the first point of contact for any problems with email, printers, networking etc. All academic staff are provided with their own home page as well as editing rights for any course pages for which they are the course organisers. We strongly advise all new members of staff to meet with Nick who will explain the local network system and the staff admin pages on the School website www.law.ed.ac.uk/stafflocalindex.aspx. This meeting is normally pre-arranged for the first day of work in the School. In Alistair and/or Nick’s absence, Computing Services may be able to assist with any IT or network problems you experience.
If you wish to contact the Computing support team the best way is by email using law.support@ed.ac.uk. 
School Administration Team
· Dr Lisa Kendall, School Administrator, Rm 194 (b)

· Morag Cherry, Resources Administrative Officer, Rm 189
· Christine Goulding, Secretary to Head of School, Rm 194 (d)

· James Gilmour Reception/Finance Officer, Rm 186 (Reception)

· Gaby Szel, General Administrative Assistant, Rm 186 (Reception)

· Simone-Louise Hull, Communication and KE Administrative Officer, Rm188 
The Head of School (in addition to his or her usual office) has an additional office, Rm 190. Requests for meetings with the Head of School should be referred to Christine Goulding. 
All finance and HR issues are handled by the Resources Administrative Officer and Finance officer. Expense claims, timesheets, applications and travel bookings should be referred to James Gilmour. All HR issues should be referred to Morag Cherry.

The Communication and KE Administrative Officer provides support for all publicity and communication work in the School including that linked to student recruitment and our other outreach work. In addition this officer manages the news section of the School website. The post also now encompasses Knowledge Exchange and assistance with dissemination of research and realisation and recording of research impact.
The School Administrator is in overall charge of administration for the School and manages the School Administration team. The School Administrator works closely with the Head of School and is directly responsible for strategic oversight of planning, finance and HR issues.
Servitors
The Old College servitors are based in the OC Post Room, opposite the entrance to the AHRC Centre.  If you require servitorial assistance call the OC Office on 50 2157. Alternatively call reception on 50 2008 and they will contact a servitor for you.
A “uniformed services” (which includes cleaners as well as servitors) level agreement can be found at

http://www.estates.ed.ac.uk/Support/uniformservices.html
3.
Facilities and Equipment
Copying & Printing

Ground Floor
One copier – primarily at the disposal of the support offices on the ground floor – is located in the room opposite Carole Moore’s office (entry code is available from reception).

The copier is operated via a code and this can also be obtained from reception.
3rd and 4th Floors
The printers/photocopiers (also called MFDs) are available in the corridor for use by all staff. Please contact law.support@ed.ac.uk if you require guidance in using these machines as printers.
It is possible to print directly to the photocopiers from networked computers, which incur less cost to the School and offer double-sided printing. If you find that your local copier or multi-function device is not working please report this to Reception on 50 2008 and we will arrange for an engineer to call. 

If you require toner for your printer or copier please contact James Gilmour on 50 2008 or email to James.Gilmour@ed.ac.uk. 

Common Room and Sir Neil MacCormick Room

The staff common room is located on the ground floor in room 196. There is a coffee machine and water dispenser in this room and daily newspapers are provided by the School. Within this room is the Sir Neil MacCormick Room which is a bookable room available for seminars and meetings. To book this room use the School web based admin pages at www.law.ed.ac.uk/stafflocalindex.aspx. Booking will require an EASE login which will be issued to you on arrival and which is the login you use to access the MyEd portal.
Data Projectors
When booking a teaching room please ensure that you advise the TO if you require power point or other AV facilities. Most teaching-related AV facilities are provided by the central LSTS team and must be requested when booking a room. The servitors are trained to provide basic support with this equipment but if there is a serious fault this should be reported to LSTS on 50 4097.
The School has data projectors which are available for research lectures and seminars and again can be booked using the staff admin web page at www.law.ed.ac.uk/stafflocalindex.aspx. 
Estates and fault reporting

Please report all faults such as broken lights, faulty heating etc to Reception on 50 2008. If equipment is missing from a teaching room or there is a problem with a room please contact reception.

Expenses and Travel Bookings

The School has a limited budget to provide support for Research or conference-related travel and this can be applied for via the Disbursements committee – see below. Travel can be booked on your behalf by the Reception/Finance Officer or Resources Administrative officer. James can be contacted on 50 2008 or by email to James.Gilmour@ed.ac.uk. 
Please note that procurement policies mean that we must use the authorised university travel agents and may not always get the best price. If you wish to keep costs down it may therefore be cheaper for you to arrange your own travel and to claim the money back through expenses. 

All expense claims should be submitted to the Finance Officer or Senior Admin Officer. Further information about expense rates and the expense claim form can be downloaded from www.finance.ed.ac.uk/expenses/. 
Mail Delivery and Collection

All mail will be delivered to and uplifted from the behind Law reception. Items internal to the University can be posted using customised envelopes which can be obtained from reception.
Phones

For an outside line, prefix the number you are dialling with a “9”.

For a call internal to the University, omit the “6” and dial only the remaining 6 digits of the 7-digit number. The university phone system can support voice mail and details of how to use this facility are available at www.phones.ed.ac.uk/vmail.html. 
Stationery

The stationery cupboard is located behind Law reception. If you require additional items or find something has run out please contact reception by phoning 50 2008 or emailing to Gabriella.Szel@ed.ac.uk
Website
We have a very detailed website that hosts a great deal of information including our own electronic learning environments for students. We have a news page and welcome suggestions and input for all items to that section from all members of staff. The School website also includes a page on which documents particularly useful to students and staff are hosted

http://www.law.ed.ac.uk/documents/
All staff are provided with their own page and are asked to keep this up to date, especially with publications and research activities. Further information and guidance can be sought from Nick Dyson. 
To be included on the Search engine for the University, you need to complete the Online Telephone Directory Submissions Form at http://www.phones.ed.ac.uk/teldir.html.
4.
Health and Safety

Please read and familiarise yourself with the Policy appended to this document.


Fire Alarm

The Old College fire alarm system is routinely tested every Wednesday morning at 10.53. If the alarm sounds at any other time you must leave the building by the nearest available exit and all staff must on the corner Chambers Street entrance for those on the North side and corner of South College street for those based in the south basement
First Aid


The qualified first aiders in the School of Law are: 

· Dr Jessica McCraw, rm 188, 51 4309 
· Mrs Alison Stirling, rm 194(c), 50 2025
· Miss Lindsay Kelly, rm 420, 51 4308

· And in the Law Library, Fran Fullerton

Smoking

Smoking in Old College is banned in any area enclosed to the extent of 50% or more – this includes the cloister areas, the balconies, the archways from South Bridge, and the War Memorial.

Smoking is only permitted in the central quad area. All smokers are reminded that they must NOT smoke directly outside any office windows. 

5.
Academic Structures and Resources

Semester & Teaching Times

Course Organisation in the School of Law 2011/12 includes a plan of the structure of the academic year in Law and is available on the School documents section of www.law.ed.ac.uk. 
School Committees

Board of Studies

Convener: Mr Martin Hogg
Secretary: Dr Jessica McCraw

LLB Boards of Ordinary and Honours Examiners

Convener: Mrs Laura MacGregor
Secretary: Dr Jessica McCraw

LLM / MSc Board of Examiners

Convener: Professor Zen Bankowski/Dr Cormac Mac Amhlaigh from 1st November
Secretary: Ms Amanda Mackenzie/Mr Douglas Thomson
Computing and Equipment Committee

Convener: Mr Navraj Ghaleigh
Secretary: Mr James Gilmour
Library Committee
Convener: Professor Gerry Maher
Secretary: Ms Krystal Hanley
Postgraduate Studies Committee (Taught Programmes)
Convener: Mr James Chalmers 
Secretary: Ms Amanda Mackenzie
Postgraduate Research Committee

Convenor: Chloe Kennedy (PG Student)
Research Committee

Convener: Professor Graeme Laurie 
Secretary: Mrs Alison Stirling
School

Convenor: Head of School, Professor Lesley McAra

Secretary: Ms Morag Cherry

School Management Group
Convener: Professor Lesley McAra
Secretary: Ms Morag Cherry
Undergraduate Studies Committee

Convener: Dr Gillian Black
Secretary: Ms Carole Moore

School Office-Bearers 2011/12
Head of School



Professor Lesley McAra
Deputy Head of School


Professor Kenneth Reid
Director of Research



Professor Graeme Laurie

Director of Teaching



Mrs Elspeth Reid
Director of Undergraduate Studies

Dr Gillian Black
Director of Postgraduate Studies (T)

Dr James Chalmers
Director of Postgraduate Studies (R)

Dr Claudio Michelon
Director of Quality Assurance


Mr Martin Hogg
Convener of the Board of Studies

Mr Martin Hogg
Director of Examinations [UG]

Mrs Laura MacGregor
Director of Examinations [PG]

Dr Cormac MacAmhlaigh 

Senior Director of Studies


Dr Sharon Cowan 

Director of Accelerated LLB Programme
Ms Lindsay Kelly
Equality and Diversity Officer/Disability Off
Dr Anna Souhami
Convenor of Ethical Issues


Dr Sharon Cowan

Director of Visitor Academic Programme
Professor Gerry Maher
Director of Knowledge Exchange

Ms Erin Jackson

Director of External Relations


Professor Bill Gilmore

International Officer



Dr James Harrison

Academic Misconduct Officer


Dr Steve Neff
Sabbaticals

The general University policy is that one semester in eight may be taken, subject to approval, as research leave.  Should the case for the research activity in question be sufficiently strong, flexibility is possible, although in the context of the School’s needs to deliver its teaching programme and to assure a manageable research leave plan for the School as a whole.
Invitations to apply for research leave are issued early in the first semester of each session, and then considered by the School Management Group, which then makes its recommendations to the School.

Working away from the School of Law
Many colleagues find it valuable to spend part of the working week away from Old College. This often pays huge dividends in terms of allowing research to be accomplished. During the vacations colleagues may wish to be away for longer periods. Some working arrangements are, on the whole, in the interests of both the School and individual colleagues and are to be encouraged. It is however important that we do not lose sight of the fact that such arrangements may from time to time conflict with commitments to other colleagues and the School.  Accordingly, any period of planned absence from Old College of more than five working days must be proposed in advance for the approval of the Head of School.  

In addition, any academic colleague planning to be absent from the School for research, teaching or other purposes must not do so without ensuring that any appropriate alternative arrangements for required delivery of teaching are made and approved by the Director of Teaching on behalf of the Head of School. Any academic colleague planning to be absent from the School for research, teaching or other purposes at any time of the year must not be so without ensuring that any appropriate alternative arrangements for required delivery of assessment are made and approved by the Head of School. 
Further guidance regarding reporting planned absence and sickness absence is available from the School Documents section of www.law.ed.ac.uk. 
Professional Development Review (PDR)
All newly appointed academic staff will be advised of the formal staff development process including PDR. Mentors are appointed for all new staff and there are a variety of training and induction programmes available throughout the university. Further information about this is available from the Head of School and/or School Administrator.
Promotions

The academic promotions cycle usually begins around September of each year and has two main phases. The first phase is for promotion between grades and the usual deadline is late October. The second phase (grade 7-9) is for additional increments or lump sums and the deadline is end of January.
All staff receive notification of the cycle’s beginning, and have an opportunity to consider making a case for promotion between grades, or for additional incremental advancement of salary point. This can be made during the annual appraisals meeting or by direct communication to the Head of School.
Cases are considered and reviewed by the Head of School, advised by a group of senior colleagues representative of the School as a whole.  Nominations are then forwarded to the College, which decides whether promotion or advancement is in order.
Further information about this and other HR procedures can be found on the HR website at www.humanresources.ed.ac.uk. 
Research Support
The School has a Strategic Investment Fund (SIF) which has been established to provide short-term financial assistance in each financial year for a range of projects. This includes support for pump priming new research projects as well as bridging gaps between funding applications. Further details about this can be found on the website at 

http://www.law.ed.ac.uk/docs/1121_schooloflawsifguidance2010.pdf 

Alternatively please ask the School Administrator for more information.
The School offers an annual Research Assistance scheme whereby academic members of staff may employ, at the School’s expense, a research assistant – normally for no more than 40 hours – between March and August. These assistantships are normally of a fortnight’s duration, and taken up by a student selected by the member of staff.  All colleagues receive an invitation to consider applying for research assistance support c. February of each year. 

The School also offers limited support for its members to organise seminars and workshops and also to travel to conferences and undertake other research activities by way of the Disbursements Research Support Fund.  Requests for such support are considered by the Disbursements Committee and should be made available for its consideration in advance of the relevant activity actually taking place.  Application forms can be downloaded from
http://www.law.ed.ac.uk/docs/261_disbursementsapp.doc
If you have any queries about research funding or support for your planned activities please do not hesitate to contact the team in the Research and Knowledge Exchange office.
The Law and EUROPA Library
The School has an excellent library which is located on the third floor (further details at www.lib.ed.ac.uk/sites/law.shtml). The staff in the Law Library are happy to welcome new academic staff and we recommend that you make contact soon after you arrive to arrange a guided tour. There are a number of standard subscriptions including Westlaw and Lexis Nexis which both staff and students are encouraged to use. There is a reading room which is available for staff to use within the library and the key can be obtained from the librarian. The Gordon Duncan room contains particularly valuable manuscripts. 
We are happy to consider all requests for books to supplement our excellent Law Library Collection and these requests should be submitted to the Library Committee. There is a Library Suggestions option on the Law Staff Admin page at

http://www.law.ed.ac.uk/ease/admin/
Questions on Library orders etc can be answered by other academic colleagues or, failing that, the Library Committee Convener.

The Law Library is a division of the University’s Information Services, rather than of the School.  The Law Librarians are Liz Stevenson and Nahad Gilbert.
EUCLID

EUCLID is the name of the student data management system and this covers admissions and all live student records. You can find more information about EUCLID at www.euclid.ed.ac.uk/staff/  The Student Administration and Curricula Group (SACS) support this system and offer training for new users. Once again login is through the EASE method but all new users must apply for access. An application form is included with this document or can be downloaded from:  www.euclid.ed.ac.uk/staff/NewsEvents/StaffAccounts.htm . This application must be signed by the Head of School or School Administrator. If you become a course organiser or a Director of Studies you will eventually be required to use EUCLID to update and enter new course information and to register students on courses and confirm attendance but in the initial phase this work is being done by the support team. If, however, you are involved in postgraduate recruitment you will be required to use EUCLID to view application forms.
We hope this guide provides useful information and we update this on a regular basis. An updated version will always be available on the School Documents section of www.law.ed.ac.uk If you come across information that is incorrect or you would like us to provide further information to assist with your work in Edinburgh Law School please do not hesitate to contact the School Administrator.

Notes for New Staff October 2011

13 of 13

