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W E L C O M E  T O  S U S S E X

The Research Staff Of�ce in Research and 
Enterprise Services was established in 2013 
to coordinate university-wide provision and 
support for research staff.

The Research Staff Of�ce works with Research 
Staff Representatives, colleagues in Schools 
and professional services across the University 
to champion the needs of Sussex researchers. 

We implement policy and projects to enhance 
researcher experiences and to support the 
professional development of research staff at 
each stage of their research career at Sussex. 
� www.sussex.ac.uk/staff/research/rs
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R E P R E S E N T I N G  R E S E A R C H E R S

R E S E A R C H E R S  W I T H I N  T H E  U N I V E R S I T Y  S T R U C T U R E

W E L C O M E  T O  S U S S E X

A variety of academics, researchers and 
professional development staff work to 
represent and champion the needs of Sussex 
researchers and to support your experiences 
and professional development. 

As a Sussex Researcher, you are invited to 
contribute your suggestions and ideas for ways 
in which the University can support you. You 
are welcome to get involved by becoming a 
Research Staff Representative, representing 
researcher interests at a University/School 
committee or by attending the various events 
run by the Research Staff Of�ce throughout  
the year.

R E S E A R C H  S TA F F 
R E P R E S E N TAT I V E S

Research Staff Representatives are drawn  
from Schools across the University and meet 
termly with the Research Staff Of�ce to advise 
on and in�uence University policy and projects 
and to share good practice of research staff 
support. Many of the Research Staff Reps 
also represent research staff on University 
committees. 

If you would be interested in representing your 
fellow researchers and in�uencing University 
policy while enhancing your CV, contact 
researchstaffof�ce@sussex.ac.uk or see 
the website for more information: 
�  www.sussex.ac.uk/staff/research/
researchstaffreps

R E S E A R C H  S TA F F  W O R K I N G 
G R O U P

The Research Staff Working Group is the 
University committee that oversees the delivery 
of support and professional development 
provision for research staff. It uses the 
principles of the UK Concordat to Support 
the Career Development of Researchers as a 
framework to inform developments to University 
policy and practice to enhance the experiences 
and support for Sussex researchers. 
�  www.sussex.ac.uk/staff/research/
rsworkinggroup 
�  www.vitae.ac.uk/policy/ 
vitae-concordat-vitae-2011.pdf

FA C U LT Y  R E P R E S E N TAT I O N  F O R 
R E S E A R C H E R S

Within your School there will be a member 
of academic faculty who is responsible for 
overseeing research staff matters at the School 
level. This will usually be the School’s Director 
of Research and Knowledge Exchange, but in 
some cases Schools have appointed an early 
career researcher lead.
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Stefano Caserta 
Research Staff Representative (Brighton and Sussex Medical School)
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S U P P O R T  F O R  Y O U R  R E S E A R C HW E L C O M E  T O  S U S S E X

Support is available for all stages of your 
research activity; from turning an idea into a 
funded project, to translating your research into 
commercial products or services, to publicising 
your achievements and communicating with 
the media.

R E S E A R C H  A N D  E N T E R P R I S E 
S E R V I C E S

The Research and Enterprise Services division 
is part of the University’s professional services.  
�  www.sussex.ac.uk/staff/research

The division works to support researchers in all 
aspects of their research activity including:

Research development: each School has a 
dedicated Research Development Of�cer (RDO) 
based in Research and Enterprise. RDOs can 
provide you with advice and support in applying 
for external research and knowledge exchange 
funding across a range of funders.  
�  www.sussex.ac.uk/staff/research/
development 

Contracts and intellectual property team: 
provide support and advice on intellectual 
property rights relating to your research 
or complex/non-standard contractual 
arrangements for your grant funding.  
�  www.sussex.ac.uk/staff/research/
contractsandip 

Supporting ethical research: the Research 
Governance Of�cer is available to advise 
you on determining if your project or study 
requires ethical review or permissions. Advice is 
available on research requiring ethical review at 
University, national or international level as well 
as information on responsible research conduct 
throughout the lifespan of a project.  
�  www.sussex.ac.uk/staff/research/
governance 

Managing awards and projects: the 
Research Finance Team provides support for 
post-award research grant management.  
�  www.sussex.ac.uk/staff/research/�nance 

Impact support: the Research Quality and 
Impact Team can help you if you are looking 
to understand impact more thoroughly or want 
to engage in more impact-related activities. 
They can support you in preparing impact 
statements for grant applications or planning 
impact activities.  
�  www.sussex.ac.uk/staff/research/rqi 

Supporting interdisciplinary research: 
Sussex Research facilitates interdisciplinary 
research programmes by providing support 
and funding for activities ranging from pump-
priming or pilot activities to major investments 
in research capacity.  
�  www.sussex.ac.uk/staff/research/
sussexresearch

R E S E A R C H  S U P P O R T  F R O M  
T H E  L I B R A R Y

The Library Research Support Team offer 
bookable one-to-one sessions for researchers 
to discuss how the resources available through 
the Library and The Keep can support their 
research. They also support the University’s 
approach to research data management and 
Open Access publishing and host regular 
seminars and events on subjects from 
bibliometrics to developments in scholarly 
publishing.  
�  www.sussex.ac.uk/library/research 

The Sussex Research Hive is the Library’s 
designated area for researchers, open to all 
doctoral researchers and research staff. It 
provides private study areas, bookable meeting 
rooms and a space for researchers from all 
disciplines to meet.
�  www.sussex.ac.uk/library/research/hive

Sussex Research Online (SRO)  
is the University’s repository for research 
outputs. Adding your own research publications 
to SRO will ensure they are listed on your 
Sussex web pro�le, and will maximise the 
visibility of your research. SRO is also a 
route to make work available Open Access in 
compliance with funder’s requirements.  
�  http://sro.sussex.ac.uk

The Library Research Support Team 
administer funds given to the University by 
RCUK and the Wellcome Trust to support 
Gold Open Access – �nd out what your funder 
requires and how to access the funds on their 
website:  
�  www.sussex.ac.uk/library/research/
openaccess

I T  R E S E A R C H  S U P P O R T

IT Services can assist you with all aspects of 
your IT requirements whilst at Sussex, from 
setting you up with your email account when 
you arrive, to managing your research data 
storage requirements and providing bespoke 
research support for High Performance 
Computing. Based in Shawcross building ITS 
have a help desk that you can contact by 
phone, email or in person (see p27).  
�  www.sussex.ac.uk/its/home

S U P P O R T  F O R  C O M M U N I C AT I N G 
Y O U R  R E S E A R C H

The Press and Communications of�ce can 
help you gain the maximum exposure for your 
research activities by providing advice on the 
appropriate channels of communication and 
publicity.  
�  www.sussex.ac.uk/pressandcomms/index

�������������������������
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P R A C T I C A L I T I E SW E L C O M E  T O  S U S S E X

P O L I C I E S  A N D  G U I D A N C E

The Research Staff Of�ce maintains a policy 
and resources library for researchers that aims 
to direct you to the most important and useful 
policies for your career at Sussex. 
�  www.sussex.ac.uk/staff/research/
policylibrary

E M P L O Y M E N T  I S S U E S  A N D 
Q U E R I E S

The Human Resources (HR) division deals 
with all matters relating to your employment 
at Sussex. Each School has a dedicated HR 
advisor and a payroll/pensions contact who 
should be your �rst point of contact if you 
have questions or concerns relating to your 
employment, pay or pension.  
�  www.sussex.ac.uk/humanresources

H E A LT H ,  S A F E T Y  A N D  W E L L B E I N G

The Health, Safety and Wellbeing Of�ce is 
responsible for advising and maintaining policy 
and guidance relating to all aspects of health 
and safety in the University. Each building will 
have a trained Health and Safety Coordinator 
who should be your �rst contact if you have any 
questions or concerns relating to health and 
safety. 
�  www.sussex.ac.uk/hso 

The Occupational Health Service offers 
con�dential advice on health, safety and 
wellbeing at work and works to prevent work-
related ill health. To access occupational health 
services you can either be referred by your line 
manager or HR, or you can make a self-referral. 
�  www.sussex.ac.uk/humanresources/
occupationalhealth 

If you live within the Brighton and Hove region 
you are eligible to register with a doctor at the 
campus Health Centre (www.unimed.co.uk). If 
you live outside the Brighton area you will need 
to register with a doctor local to where you live. 
All staff are eligible to register with the campus 
dental practice.

FA M I L I E S

The University has a number of family friendly 
policies and schemes to support members of 
staff with (or expecting) families. These include 
maternity/paternity/adoption leave, parental 
leave, �exible working, and pre-tax salary 
sacri�ce schemes for childcare.  
�  www.sussex.ac.uk/humanresources/
personnel/familyfriendlypolicies 

There is a nursery and pre-school facility 
on campus operated by The Cooperative 
Childcare. The nursery opens daily from 
7.30am–6.30pm all year round.  
�  www.sussex.ac.uk/childcare

You can �nd information about other local 
childcare providers at:  
�  www.childcare.co.uk  
�  www.ofsted.gov.uk 

You can �nd information about schools in your 
area at:  
�  https://www.gov.uk/�nd-school-in-england    

T E R M  D AT E S  A N D  U N I V E R S I T Y 
C L O S U R E S

The University is open year round. Teaching 
operates over semesters which have set dates 
throughout the year. The University has a 
number of ‘minimum service days’ where most 
campus facilities are closed. These generally 
coincide with UK bank holidays and national 
holidays such as Christmas and Easter. During 
these times the 24-hour IT facilities, residences 
and 24-hour security continue to operate. 

For information about term dates and University 
minimum service days visit:  
�  www.sussex.ac.uk/aboutus/keydates 

…�������������

In an emergency on campus you should  
dial 3333 from any campus phone or 
01273 873333 from a mobile to contact 
the emergency response team. 

Do NOT dial 999 as the emergency 
services may take longer to get to you.

O N - C A M P U S  FA C I L I T I E S

There are a range of shops and facilities 

http://www.sussex.ac.uk/staff/research/policylibrary
http://www.sussex.ac.uk/staff/research/policylibrary
http://www.sussex.ac.uk/humanresources/occupationalhealth
http://www.sussex.ac.uk/humanresources/occupationalhealth
http://www.sussex.ac.uk/humanresources/personnel/familyfriendlypolicies
http://www.sussex.ac.uk/humanresources/personnel/familyfriendlypolicies
http://www.sussex.ac.uk/rsts/services/campustradingservices/shopsfacilitiesandretailoutlets
http://www.sussex.ac.uk/rsts/services/campustradingservices/shopsfacilitiesandretailoutlets
http://www.sussex.ac.uk/rsts/services/campustradingservices/shopsfacilitiesandretailoutlets
http://www.sussex.ac.uk/sef/services/transport
http://www.sussex.ac.uk/sef/services/transport
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L I V I N G  A N D  W O R K I N G  I N  B R I G H T O NW E L C O M E  T O  S U S S E X

Brighton is a vibrant city by the sea with a very 
diverse cultural scene and plenty of theatres, 
cinemas, venues and galleries. The nightlife is 
exciting with plenty of bars, clubs, pubs and live 
music. 

The Brighton Festival is the highlight of the 
cultural year, with other festivals and events 
taking place throughout the year.  
�  www.sussex.ac.uk/study/location/brighton 

There are excellent road and rail links from the 
city to London and other major UK cities and 
Gatwick International airport is 30 minutes by 
road or train. 

Getting to and from campus and around 
Brighton & Hove is straightforward via the 
network of bus routes (www.buses.co.uk).  
The city is bike friendly with plenty of cycle 
lanes and paths. 

R E L O C AT I N G

http://www.sussex.ac.uk/humanresources/personnel/policies
http://www.sussex.ac.uk/humanresources/personnel/policies
http://www.sussex.ac.uk/study/accommodation/off-campus/privately-rented
http://www.sussex.ac.uk/study/accommodation/off-campus/privately-rented
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R E L O C AT I N G  F R O M  O V E R S E A SW E L C O M E  T O  S U S S E X

The key practical information for your relocation 
to Sussex is outlined here. For more detailed 
information and resources please refer to the 
International Research Staff webpage:  
�  www.sussex.ac.uk/staff/research/
researchstaff/international

A C C O M M O D AT I O N

If you have not previously rented in the UK 
most landlords will require you to have a 
guarantor (a third party who agrees to pay 
your rent if you don’t) and may require 
several months rent in advance. You may 
also be asked to provide proof of earnings 
and employment, for which your University 
appointment letter should be suf�cient along 
with your last three months of bank statements 

and payslips from your previous employer. See 
p17 of this guide for more information about 
�nding accommodation. 

You will pay ‘council tax’ on the property 
in which you live, which goes towards the 
maintenance and upkeep of your local area. If 
you live alone you will qualify for 25 per cent 
discount on your council tax.

Some rental properties may be part/ 
unfurnished. There are a variety of online sites 
to �nd cheap or free used furniture,  
www.gumtree.com and www.freecycle.org 
are two examples.

B A N K I N G

Before you arrive you should research the 
documents you need to provide to open a 
bank account as different banks may require 
different information. You will need to book an 
appointment with your chosen bank to open 
your account. There can be waiting lists for 
appointments so it is best to book in advance. 

http://www.sussex.ac.uk/staff/research/researchstaff/international
http://www.sussex.ac.uk/staff/research/researchstaff/international
http://www.gov.uk/browse/tax/national-insurance
http://www.gov.uk/browse/tax/national-insurance


20 21

N E W  S TA R T E R S  C H E C K L I S TN E W  S TA R T E R S  C H E C K L I S T
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T O  D O

T O  D O

Familiarise yourself 
with the Terms 
and Conditions of 
Employment

Sign and return your 
‘Staff Record Form’ to 
Human Resources

Register any children 
with local childcare/
schools

Ensure you have 
the appropriate 
documents required 
for opening a UK bank 
account (if coming 
from abroad) and for 
renting property

Arrange 
accommodation

Familiarise yourself 
with this guide 
and the support 
available for Sussex 
researchers

If you are coming 
from overseas 
arrange any 
necessary visas and 
work permits 

C O M M E N T S / L I N K S / R E S O U R C E S

C O M M E N T S / L I N K S / R E S O U R C E S

If you are to be employed as a Research Fellow (grade 7 or 
above), in the faculty terms and conditions you should refer to the 
sections for ‘Research Faculty’.  
�  www.sussex.ac.uk/humanresources/personnel/
termsandconditions/faculty 

Research Assistants have separate terms and conditions:  
�  www.sussex.ac.uk/humanresources/personnel/
termsandconditions/otherstaff

If you have any questions about your appointment information or 
forms you should contact HR: 
E humanresources@sussex.ac.uk 
T 01273 877769

There is a nursery and pre-school on campus. 
�  www.sussex.ac.uk/childcare

You can research other local childcare providers at:  
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N E W  S TA R T E R S  C H E C K L I S TN E W  S TA R T E R S  C H E C K L I S T

•���������������•�•��•�����������������
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N E W  S TA R T E R S  C H E C K L I S T

Familiarise yourself 
with key policies, 
guidance and 
resources relating 
to your employment, 
research, safety and 
development

Familiarise 
yourself with the 
organisational 
structure and 
strategy of the 
University

Personalise your 
Sussex Web pro�le

Use the researchers 
FAQs to �nd answers 
to the various 
questions you have  
in your �rst weeks  
of work

Visit the policy and resources library for research staff for links to 
key documents and information: 
�  www.sussex.ac.uk/staff/research/policylibrary 

The University’s strategy can be found at: 
�  www.sussex.ac.uk/aboutus/ourstrategy 

More information about the structure and governance of the 
University is at:  
�  www.sussex.ac.uk/ogs

You can add information to your public web pro�le through Sussex 
Direct by going to ‘personal’ then ‘web pro�le’. 

To make your publications appear on your web pro�le you will 
need to upload them to the University repository Sussex Research 
Online. Details of how to do this are here:  
�  www.sussex.ac.uk/library/research/sro 

�  www.sussex.ac.uk/staff/research/researchstaff/faqs 

If the frequently asked questions (FAQs) don’t provide an answer, 
don’t hesitate to contact the Research Staff Of�ce:  
researchstaffof�ce@sussex.ac.uk 
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T O  D O

http://www.sussex.ac.uk/staff/research/researchstaff/traininganddevelopment
http://www.sussex.ac.uk/staff/research/researchstaff/traininganddevelopment
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