
 

 

 

 

Student Employment Service 

Code of Practice for Students 

 

This code of good practice has been created in consultation with industry 
stakeholders and is intended to establish and maintain recognised standards for both 
students and employers using the Careers, Employability and Enterprise Centre’s 
“Student Employment Service”.  

 

 Applying for vacancies advertised by the Student Employment Service shall be 
deemed acceptance of and agreement to this code of practice.  

 

 The Student Employment Service will make information about appropriate job 
vacancies available to students. Vacancy information will usually be displayed on the 
Student Employment Service web site but may be emailed to those on the Service’s 
mailing list or directed at specific groups of students.  

 

 The Student Employment Service will not disclose the names, addresses or 
telephone numbers of students without their permission and shall conform to the 
requirements of the Data Protection Act and any subsequent related Acts.  

 

 The Student Employment Service will provide students with employment information 
which is as accurate and up-to-date as possible. All information is given in good faith 
and based on information provided by the employer to the Student Employment 
Service. Students must confirm for themselves that this information is accurate.  

 

 It is the responsibility of the student to ensure that they have the relevant skills and 
qualifications required for a particular post before applying for it.  

 

 The Student Employment Service will provide information about employment issues 
e.g. tax and when appropriate, direct the student to other sources which offer more 
specialised information and guidance.  

 

 Students requiring information/guidance on a range of issues not directly relating to a 
particular vacancy, e.g. writing a CV, information about financial support, may be 
directed to a more appropriate source, usually within the university.  

 
 
 

 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 



 

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 Student Employment 
Service which will seek to give appropriate guidance. In such circumstances, it is 
solely the responsibility of the student to bring any legal action against an employer.  

 

 It is your responsibility to assess the academic pressures and demands of your 
subject discipline as this could affect the hours of part-time work you wish to do. 
Working excessive part-time hours, although assisting you financially, could ultimately 
affect your degree performance and failure to meet your academic commitments 
can lead to expulsion from the University.  

 

To summarise, when deciding what hours to undertake we would recommend that you take 
the following into account:  

 Academic pressures in term-time and vacations 

 Visa regulations if you are an international student, European 
Economic Area (EEA) worker regulations if you are from a new EEA 
member state. 

 Sponsoring organisation’s contract regulations if you are being 
funded or part-funded through your undergraduate or postgraduate 
programme.    

NB The UK Government Home Office states that if you are a Tier 4 student 
who is permitted to work, you must ensure that you work your permitted hours 
(20 or 10 hours) into a 7-day period starting on a Monday and ending on a 
Sunday.  

 If you work irregular hours and/or have more than one employer you 
will need to retain records of how many hours you work on any given 
day, to ensure that you do not breach the Tier 4 working conditions. 

 

NB Postgraduates should take into account the fact that the undergraduate patterns 
of terms and vacations are not necessarily applicable to them. 

 Postgraduate taught students will be writing dissertations during the summer. This 
is part of the taught postgraduate mode of study. 

 Research students should agree holiday arrangements with their Supervisor 
before taking on additional part-time work.  


