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ANTI-BRIBERY AND CORRUPTION POLICY







1.1. INTRODUCTION
The Bribery Act 2010 (the Act) came into force on 1 July 2011. 
	
The Act, a copy of which can be found at http://www.justice.gov.uk/downloads/legislation/bribery-act-2010-quick-start-guide.pdf, is the most substantial change to the UK’s corruption laws since 1916. Prior to the introduction of the Act, the UK had received criticism for a poor record for prosecuting corruption. This criticism peaked when direct intervention from the British Prime Minister in 2008 led to a decision by the Serious Fraud Office not to proceed with prosecution of BAE Systems following allegations of corruption in the sale of arms to Saudi Arabia.

The Organisation for Economic Cooperation and Development (OECD) is responsible for helping governments tackle the economic, social and governance challenges of a globalised economy. The UK is a member of OECD. The Act was introduced by the UK government partly in response to sustained pressure from OECD and other organisations attempting to develop common international standards for global anti-corruption.

The purpose of the Act is to meet these challenges by providing a new consolidated scheme of bribery offences to prosecute bribery both in the UK and abroad. While primarily aimed at commercial organisations the Act also covers all organisations incorporated under UK law including Charities and, therefore, includes Universities.

This Policy considers the implications of the Bribery Act 2010, which came into force on 1 July 2011, for the University and what areas the University needs to consider in order to comply with the legislation.



1.2. What is Bribery?

A bribe is defined in the BA 2010 as “a financial or other advantage” offered, promised or given to induce a person to perform a relevant function of activity improperly, or to reward them for doing so (section 1).

This broad-ranging description covers many types of possible advantage including gifts, hospitality and entertainment, political or charitable donations, sponsorship and publicity. The timing of the financial or other advantage does not matter: it is still a bribe even if it is given or paid after the event. Individuals can be liable even if they unwittingly give or receive a bribe. Liability attaches if a bribe is offered or promised (or agreed to); it does not have to be actually given or received. The employer does not need to actually receive any advantage from the offer or payment of the bribe.

1.3. Offences under the Bribery Act 2010

The BA 2010 introduced four new criminal offences, which can be summarised as follows:
· Bribing another (section 1)
· Being bribed (section 2)
· Bribing a foreign public officer (section 6)
· Failure of a commercial organisation to prevent bribery by an “associated person” for its benefit (section 7).

1.4. Who is an “associated person”?
The definition of “associated person” in Section 8 of the BA 2010 is wide. It covers those who perform services for, or on behalf of, the organisation such as, for example, employees, agents and subsidiaries (section 8(3)). The capacity in which the person performs the services does not matter. There is a presumption that employees will be associated persons of the employer. However, others working for the University, such as consultants, agency workers and volunteers will also be associated persons for the purpose of the BA 2010. Associated persons are referred to as workers in this policy.
The University is therefore potentially responsible for the actions of a wide range of individuals, some of whom it may have minimal control over.
1.5. Penalties
The consequences of a breach of the BA 2010 are severe. Individuals face up to ten years imprisonment, and commercial organisations can be fined an unlimited amount and prevented from tendering for public contracts.

1.6. The “adequate procedures” defence
Under section 7(2) of the BA 2010, an organisation has a defence if it can show that it had in place “adequate procedures” designed to prevent bribery. There is, however, no definition or specific explanation as to what constitutes adequate procedures.
1.7. Governing Body
The Governing Body, the University Court of St Andrews, is fully committed to compliance with the Bribery Act 2010.

1.8. Scope and Purpose

This policy applies to all University employees and associated persons and workers including Members of Court, Contractor, temporary or agency staff or unpaid members of staff and voluntary workers. It also applies to staff in subsidiary companies. The policy applies to all activities of the University, whether related to its research, teaching, commercial or other activities, and exists for the protection of members of staff, workers and the University. 

The University expects any person or organisation performing services for it or on its behalf, to adhere to this policy or otherwise have equivalent procedures in place to prevent corruption. These third parties include agents and others who represent the University suppliers, consultants and private sector partners as well as who perform services for the University or on its behalf, both domestically and internationally. As the University operates internationally, employees are reminded to be extra vigilant when conducting business overseas as there may be a greater risk of exposure to unethical activity.

The policy sets out the scope of the University’s approach to dealing with the relevant legislation, as follows: 

	
Nature of Offence 
	Scope 

	Paying bribes 
	Members of staff of the University and those representing the University, including workers

	Receiving bribes 
	Members of staff of the University  and those representing the University, including workers

	Bribery of a foreign public official
	Members of staff of the University and those representing the University, including workers

	Failure of a commercial organisation to prevent bribery
	The University and its subsidiary companies



The policy also covers issues related to the following other policies and Codes of the University, where guidance is given on each specific policy and can be found on the HR webpage under Policies and Procedures: 
· http://www.st-andrews.ac.uk/staff/policy/hr/Disciplinaryprocedures/
· http://www.st-andrews.ac.uk/staff/policy/hr/gifts/
· http://www.st-andrews.ac.uk/staff/policy/hr/Whistleblowingpolicy/
· http://www.st-andrews.ac.uk/staff/policy/Financialoperatingprocedures/
· https://www.st-andrews.ac.uk/media/Procurement_Financial_Operating_Procedure.pdf

1.9. Breach of Policy
	
		Where an allegation is made to the effect that a member of staff has breached this policy, the matter will be dealt with under the University’s Disciplinary Policy. Where, after an investigation and subsequent disciplinary hearing, allegations are upheld, the employee may be subject to formal disciplinary sanctions up to and including dismissal. 
	
		Where third parties performing services or supplying goods for, or on behalf of the University, are in breach of this policy, action may be taken by the University up to and including terminating the relevant contractual relationship.

2.1 Guiding Principles
Organisations are required to set out adequate procedures designed to prevent bribery and the following six principles have been identified by the UK Government:
· Top level commitment
· Risk assessment
· Proportionate procedures
· Due diligence
· Communication (including training)
· Monitoring and review

2.2  Policy Statement 
In accordance with the highest standards of professional practice and good governance, the University will not tolerate bribery or corruption of any kind. 
All members of staff, workers and agents of the University must adhere strictly to the UK legislation in relation to bribery and corruption and follow the procedures designed by the University to prevent bribery.
Staff must not offer, promise or pay bribes and they must not request or receive bribes. The University will also expect the highest standards of compliance in this area from other parties that provide services to the University or on its behalf.
2.3 The Code of Public Interest Disclosure (‘whistleblowing’)
The University Court of St Andrews is committed to ensuring that the University conducts its affairs in a reasonable, ethical and transparent way and conforms to those standards. This also includes detection, prevention and reporting instances of possible bribery or corruption.

Consequently, the Court will ensure that any former or current University employee or student who has information about possible malpractices within the University during her/his membership of the University is able to bring that concern immediately to its attention. The designated contact to receive such concerns is the Convener of the Audit and Risk Committee of the University Court. Letters may be sent to the Convener (marked ‘For Forwarding without Opening’ and ‘Strictly Private and Confidential’ to the Court Office, College Gate, North Street, St Andrews, Fife, KY16 9AJ or by email via a special account with the address whistleblowing@st-andrews.ac.uk.

When a disclosure is made, the Convener of the Audit and Risk Committee, having obtained legal advice as necessary, shall normally consult with the Senior Governor. The latter will ensure that the matter is fully investigated and determined as (s)he thinks fit by either University procedure, if appropriate, or referred to the Police or other relevant Authority. The Senior Governor will report the outcome of the investigation (whether internally or external investigated) to both the original complainant and to the University Court.

A full copy of The Code of Public Interest Disclosure (‘whistleblowing’) can be found at:

http://www.st-andrews.ac.uk/staff/policy/hr/Whistleblowingpolicy/

Alternatively, staff may seek further information from the Finance Director. It is the choice of the individual as to whom they wish to report instances of possible bribery or corruption.

2.4 Risk Audit
An external Risk Audit was carried out by Ernst & Young in conjunction with the Quaestor and Finance Director of the University. The areas below were initially highlighted as potential concerns within the institution:
· Overseas Agents
· Trading Subsidiaries
· Donations
· Large Scale Procurement
· Gifts and Hospitality 

Key staff who operate in these areas of the University received a briefing by the external auditors Ernst & Young on the fundamental details of the new legislation.



2.5 Responsibilities

Line managers from the Principal’s Office down, are responsible for ensuring that: 

· All employees with whom they work are aware of this Policy and attend training as necessary on how it affects their work; 
· They promote all other anti-corruption compliance measures within the parts of the University in which they work and that they lead by example.
· They inform their Head of School / Director of Unit immediately when they are notified of any corruption concerns. 
	   All employees are expected to: 

· Adhere to the University’s anti-corruption procedures, and other similar policies, as far as they are applicable to their roles within the University; 
· Raise corruption concerns immediately with their line managers or their Head of School/Unit;
· Follow University guidance and best practice when involved in activities relating to the procurement of goods, services or works, or using overseas or other agents and third parties 

2.6 Due Diligence
The University will ensure that individuals, incorporated and/or unincorporated bodies who ‘perform services for or on behalf of the University’ ie members of staff, workers, agents and subsidiaries are fully aware of the implications of the Bribery Act 2010.

2.7 Communication and Training
Members of the Audit and Risk Committee received training from Ernst & Young on the implications of the Bribery Act 2010 in June 2011. Those members of staff to which the Bribery Act 2010 directly relates, will continue to receive specific guidance and training on an ongoing basis. 


2.8 Monitoring and Review
Effective monitoring and review is critical to the long-term sustainability of an anti-bribery initiative and the University is committed to ensuring that the effectiveness of its procedures and processes are regularly updated in order to comply with updates/changes to the Act. One area in which continual assessment will take place is with regard to new markets in to which the University may develop/expand in the future.

2.9 Processes and Controls
Specific policies have been created covering the following areas:

· Overseas Agents
· Trading Subsidiaries
· Donations
· Large Scale Procurement
· Gifts and Hospitality		

These have been implemented in order to reduce the risk or opportunity for bribery covering these areas (as noted in 1.6) and can be found at:

Overseas Agents 
http://www.st-andrews.ac.uk/admissions

Trading Subsidiaries
Contact Keith Millican, Group Finance Director, St Andrews Applied Research 
Ltd

Donations
http://www.st-andrews.ac.uk/alumni/giving/makeyourgift/

Large Scale Procurement
https://www.st-andrews.ac.uk/staff/money/procurement/policies/

Gifts and Hospitality
http://www.st-andrews.ac.uk/staff/policy/hr/disciplinaryprocedures/
http://www.st-andrews.ac.uk/staff/policy/hr/gifts/

The Policy Appendices have been collated to add further clarity to the type of examples where the Act could be relevant, for individuals within the University, or acting on its behalf.





OVERSEAS AGENTS / ADVISER


3 WHAT HAVE ADMISSIONS IMPLEMENTED?
Admissions have implemented the following due diligence processes with respect to Overseas Agents and Overseas Students in order to minimise the risk of bribery and corruption. The following were considered to be areas that required particular consideration
· Contracts with agents
· Flow of funds between students, agents and the University
· Informing agents and students of the Bribery Act 2010
· Variable fee ranges with regard to agents
· Due diligence process on admitting students attracted to the University via agents
Admissions will seek written approval from the Vice-Principal (External Relations) prior to recommending to appoint/re-appoint an Adviser and following the required due diligence having carried out and receipt of satisfactory references.
Admissions will ensure that every Adviser is in receipt of, following approval from the Vice-Principal (External Relations), a formal Letter of Appointment to act as an Adviser to the University of St Andrews in connection with specific purposes and subject to defined terms and conditions. The Letter of Appointment must be signed and accepted by both parties, prior to commencement to recruit appropriately qualified students to study at St Andrews, and/or any aspects of student assistance through the application and admission procedure. The terms and conditions associated with this Letter of Appointment specifically mention the need to comply with the Bribery Act 2010.

Admissions will ensure that an “Authorisation of Payment” to an Adviser form is approved by the Vice-Principal (External Relations) following receipt of an invoice from the Adviser and subsequent check to ensure the named students are duly registered at the University of St Andrews.

Authorised Advisers will receive a ‘Certificate of Recognition’ as confirmation that ‘the University of St Andrews accepts applicants submitted through <the agency>, which adheres to the methods and procedures of good practice established by the University. The University of St Andrews is in regular contact with <the agency> and is confident that applicants will receive a high standard of service during the application process. Certificates will be approved by the Director of Admissions and the Director of International Admissions, and will be specific to the Agent, for the purpose of prospective applicants seeking verification of authenticity of the certificate.

Examples of all the relevant documentation can be found in Annex A


2.1 Donations
There may be circumstances where a family of a student applying to the University offers to provide the University with a substantial donation to its development fund as a sign of gratitude or support following a place at the University being offered to the student. This situation clearly involves a financial advantage being offered to the University, which could be seen as an attempt to induce the Admissions Department to overlook their admissions policy. The donation will be refused because of the implication that the student received their place following a donation being offered. The University's due diligence procedures should always be followed to ensure a donation does not involve someone misusing their position or being induced to do so. 


ANNEX A

Date

Address


Dear

Letter of Appointment
This is a formal appointment (“the Appointment") to you to act as an adviser to The University of St Andrews, College Gate, St Andrews, Fife KY16 9AJ, Scotland, United Kingdom (“the University") in connection with the undernoted purpose but that, subject to the following terms, namely: -
1. You are hereby appointed as an adviser to the University (“the Adviser"), in terms of this Letter of Appointment and your acceptance shall be signified by you returning one copy of the Letter of Appointment, duly signed, prior to commencing to provide the aftermentioned services. 
	Your Appointment shall be based on the terms of this Letter and the Schedule of Payments and Terms of Appointment annexed and signed as relative hereto (together referred to as “the Appointment”).
2. 	This Appointment shall commence on (INSERT DATE) and shall subsist for a period of (INSERT NO OF MONTHS), renewable on a yearly basis thereafter if both parties agree to continue the relationship.
3. [bookmark: _GoBack]The purpose of the Appointment (“the Objective") is for the adviser to recruit appropriately qualified students to study at St Andrews (“the Services”).
4.	The Services will be provided by the Adviser in (INSERT COUNTRY) (“the Territory").
5.	In consideration of the provision of the Services in connection with the Objective to its entire satisfaction, the University will make the payments in the Schedule of Payments annexed and signed as relative hereto (“the Schedule of Payments”).
6.	Except in so far as amended by this letter, the Terms of Appointment annexed and signed as relative hereto, shall apply to the Appointment (“the Terms of Appointment”).
7.	The terms of this Letter of Appointment, unless withdrawn earlier, are open for written acceptance by (INSERT DATE).

Yours faithfully


(INSERT NAME)
Vice-Principal (External Relations)
ACCEPTANCE


I/We hereby accept the Appointment in terms of the foregoing letter and confirm that I/We shall act in accordance with the terms thereof.


Signed: ………………………

Authorised Signatory


Date:     ………………………
ANNEX B
This is the Schedule of Payments referred to in the foregoing
Letter of Appointment

	Fee (if any): 
	(INSERT FEE IF APPLICABLE).


	Commission (if any): 
	(INSERT PERCENTAGE)% commission to be paid to the Adviser for students that matriculate to study at the University of St Andrews for any Postgraduate Taught or Research Programme, after any adjustments for discounts or scholarships. 
(INSERT PERCENTAGE)% commission to be paid to the Adviser for students that matriculate to study at the University of St Andrews for any full time Undergraduate Degree Programme, after any adjustments for discounts or scholarships. 
(INSERT PERCENTAGE)% commission to be paid to the Adviser for students that matriculate to study at the University of St Andrews having received help and/or advice after their application to study had been submitted. (For example, if the Adviser helped a student with only their visa application). 
(INSERT PERCENTAGE)% commission to be paid to the Adviser for students that matriculate on pre-sessional English courses. 
A flat fee of (INSERT FEE) will be paid to the Adviser for each student that matriculates on a foundation course.
If the programme lasts for more than 1 year, commission is to be paid on the first year of the student’s programme only. The details of the Adviser are to be included in the relevant section of the application form submitted by the student.


	VAT (if appropriate): 

	

	Basis of payment: 
	Annually



Signed: ………………………………………
For and on behalf of the University of St. Andrews 

Signed: ………………………………………
For and on behalf of the Adviser


 ANNEX C
These are the Terms of Appointment referred to in the foregoing Letter of Appointment
1. 	APPOINTMENT
1.1 	The University hereby offers and the Adviser hereby accepts the Appointment from the University to perform the Services on a consultancy basis during the Period subject always to the termination provisions hereinafter specified.
1.2 	In carrying out the duties in terms of the Appointment, the Adviser shall comply with all reasonable and lawful directions given to it by the University.
1.3 	Nothing in the Appointment shall be deemed to imply that the relationship between the University (and/or any associate or subsidiary thereof) and the Adviser is that of "employer" and "employee".
1.4 	The Adviser shall be required to submit a copy of its Certificate of Incorporation (in the case of a limited company) to the University before commencing the Services. The Adviser shall submit to the University a Certificate of Registration for Value Added Tax where applicable, before commencing the Services.
1.5 	During the Period, the Adviser shall be required to devote such time and attention as is required to fulfil the Services and at such times and at such locations as the Adviser and the University shall agree from time to time.
2. 	PAYMENT
2.1 	In consideration of the provision of the Services to the satisfaction of the University, the University hereby agrees to make the payments specified in the Schedule of Payments to the Adviser. The Adviser shall be responsible for making relevant payment to any agents or employees and for meeting all tax and other payments of a like nature and shall indemnify the University for all costs and expenses incurred by the University as a result of failure by the Adviser so to do.
2.2 	The University shall reimburse the Adviser for any reasonable out of pocket expenses necessarily and directly incurred by the Adviser and/or any authorised representative in carrying out the Services. The University may require to approve any such expenses before they are incurred by the Adviser.  The Adviser shall supply any vouchers, receipts or other evidence as may be required by the University as proof of such expenses.
2.3 	Invoices in relation to payments for the Services shall be submitted by the Adviser to the University 3 monthly in arrears. Invoices shall be submitted with details of the Services together with any other relevant backup data required by the University.
2.4 	The Adviser shall submit a list of names and academic courses of students recruited before the end of November of the year of enrolment for agreement and return by the University.
2.5 	The Adviser shall submit an invoice to the University for the number of students agreed under the foregoing sub-clause.
2.6 	Commissions, if any, on student fees shall be payable in accordance with the Schedule of Payments.
3. 	PROVISION OF SERVICES
3.1 	The Services and hours during which the Services are to be provided shall be as agreed with the University. The Adviser shall be entitled to substitute an alternative with the prior written agreement of the University. Such substitute shall be a person of equivalent qualifications, experience and standing as the Adviser. 
3.2 	Subject to Clause 6 below, the Adviser shall be free to undertake other work for other universities and colleges and/or companies and businesses as long as the services provided to third parties do not result in a conflict between the interests of the University and the interests of the third parties.
3.3	The University shall supply the Adviser with appropriate materials so that it may meet the Objective.  The Adviser shall use these materials and resources to provide the Services to the University. 
4.	RESPONSIBILITIES OF ADVISER 
4.1 	The Adviser shall use its best endeavours to maintain and increase the number of students attending the University from the Territory and to represent the interests of the University within the Territory.
4.2 	The Adviser shall adhere to the methods and procedures established by the University for counselling students to conform to good practice in accordance with accepted QAA Guidelines.
4.3	The Adviser shall comply with all codes of practice, manuals, publications and guidance provided by the University, including, but not limited to, the University of St Andrews Code of Practice for Appointed Overseas Representatives (a copy of which is attached to this agreement) and the University’s policy and guidance on the Bribery Act 2010.
4.4	The Adviser shall abide by all applicable statutes, laws, codes and Local Regulations and obtain all necessary licences and consents.
4.5	The Adviser shall comply with all applicable laws, statutes, regulations and codes relating to anti-bribery and anti-corruption including but not limited to the Bribery Act 2010.
4.6 	The Adviser shall, if the University requests, place advertisements, and will ensure that the University receives copies of all advertisements for approval prior to the date of their publication.
4.7 	The Adviser shall not use the University’s name or logo in publicity material without the University’s express written consent.
4.8 	The Adviser shall not engage in activity likely to be detrimental to the University’s reputation. 
4.9 	The Adviser shall keep the University fully informed of educational or other developments in the Territory which might affect the University and be prepared to act for the University in such matters as shall reasonably be requested by the University. Where the Adviser is requested by the University to act in a capacity over and above that required above, the Adviser may charge the University an administrative or professional fee to be agreed between the parties, said fee to be in addition to the fees and charges set out in the Letter of Appointment.
5. 	RESPONSIBILITIES OF THE UNIVERSITY
5.1 	The University shall provide an adequate supply of publicity materials. Such materials to include prospectuses, posters, course leaflets and application forms etc. 
5.2 	The University shall provide an adequate supply of pre-departure briefing material, including information on fees and cost of accommodation.
5.3 	The University shall acknowledge properly completed application forms within a period of 10 working days from the date of receipt at the University.
5.4 	The University shall supply the Adviser with letters of introduction to assist the Adviser in making contact with potential sources of students.


6. 	CONFIDENTIALITY 
6.1 	The Advisor shall not and shall procure that its employees, agents and others under its direct control shall not either during the Period or thereafter, directly or indirectly divulge or communicate to any person, firm or company any information concerning the business/customers/clients of the University and/or any associate, accounts or finances of the University and/or its associate, which have or may come to their knowledge during the course of or pursuant to the Appointment ("University Confidential Information").
6.2 Information shall not be considered to be confidential if: (a) it was already known to the Adviser before receipt of the information from the University and the Adviser can prove such prior knowledge; (b) it subsequently becomes lawfully available; (c) it is published in a patent specification or is otherwise in the public domain other than through the default of the Adviser; or (d) it is required to be disclosed by law.
6.3 	No public announcement or other disclosure of the existence of this Agreement shall be made by the Adviser without the prior written consent of the University.
6.4 	The Adviser shall not use University Confidential Information either during the Period or for 5 years thereafter for any purpose other than carrying out the Services without the prior written consent of the University.
7. 	IPR
7.1 	Any and all Intellectual Property Rights arising as a result of or as a consequence of the Adviser and/or any authorised representative providing the Services ("University IPR") shall belong to the University for the full term of such rights and for all renewals or extensions of such rights.
7.2 	Any copyright work generated by the Adviser and/or any authorised representative in the performance of the Services shall be original and shall not be copied from any third party. The Adviser shall indemnify and hold harmless the University, its servants and agents against any and all loss suffered by the University, its servants and agents arising due to infringement or of any third party Intellectual Property Rights arising from the provision of the Services.
8. 	ASSIGNATION 
The Appointment is personal to the parties and may not be assigned by either party.


9. 	INDEMNITY 
9.1 	The Adviser shall indemnify and keep indemnified the University against any and all claims, actions, losses, damages, costs and expenses, whether direct or indirect, which may be brought against or incurred or suffered by the University or any associate or employee arising out of or in connection with the Services if the same are due to any negligent act or omission of the Adviser, its employees or agents or any party under the direct control of the Adviser.
9.2 	The Adviser shall, at its own expense, effect with a reputable insurance company a policy covering all matters which are the subject of indemnities under the Appointment and shall at the request of the University produce the relevant policy or policies together with receipt or other evidence of payment of the latest premium due thereunder.
10.	UPDATES
10.1 	Any notice, request or consent under the Appointment shall be in writing and shall be sufficiently served if sent by DHL post, facsimile or email transmission to the other party at its usual address.
10.2 	Any notice sent by post shall be deemed duly served at the expiry of 48 hours after posting and any notice sent by email shall require to have proof of receipt by the receiving party.
11. 	TERMINATION
11.1 	If any party shall be guilty of any material breach or non-observance of any of the provisions of the Appointment, the other party shall be entitled to terminate the Appointment by 30 days’ prior written notice to the defaulting party without prejudice to any accrued claims or rights of action arising prior to the date of termination.
11.2 If the Adviser becomes apparently insolvent, has a receiver or administrator appointed over the whole of any part or its assets, enters into any compound with creditors, or has an order made or resolution passed for it to be wound up (otherwise than in furtherance of a scheme for amalgamation or reconstruction) or in the case of an individual becomes apparently insolvent or if the University reasonably apprehends that any of the foregoing will happen in relation to the Adviser then, without prejudice to any other right or remedy available to the University, the University shall be entitled to terminate the Appointment forthwith.
11.3	The Appointment shall be terminated at any time during the Period by either party giving to the other party three calendar months’ notice in writing. Declaring however that on termination of the Appointment in terms of this sub-clause, the Commission, if any, referred to in the Schedule of Payments will nevertheless remain payable in respect of any application for the year’s intake following the termination of the Appointment.
11.4	Clauses 6, 7 and 9 hereof shall survive termination of the Appointment.
12. 	ARBITRATION 
	In the event of dispute between the parties as to the nature of the Services or the terms of the Appointment, the same shall be referred to Arbitration on the application of either party [Arbitrator should be to a defined body, preferably based in UK]. The decision of any such Arbiter (including as to expenses) shall be final and binding on the parties to the Appointment. Declaring that it shall be an essential condition of the appointment of an Arbiter that he/she gives his/her decision within a period of 10 working days from the date of appointment; time being of the essence in this regard.
13. 	PREVIOUS AGREEMENTS
	The Appointment represents the whole understanding of the parties with regard to the subject matter hereof and supersedes all previous agreements whether oral or written between the parties. No variation to the terms of the Appointment may be effected except with the consent in writing of authorised representatives of both parties.

14. FORCE MAJEURE 
	The University shall not be liable to the Adviser and/or any authorized representative of the Adviser or be deemed to be in breach of the Appointment or any of their obligations hereunder, if the failure was due to any cause beyond the University's reasonable control.

15.	GOVERNING LAW 
	This Agreement shall be interpreted and applied in accordance with the Law of Scotland and the parties submit to the jurisdiction of the Scottish Courts. The parties hereto consent to registration of the Appointment and any certificate issued hereunder for preservation and execution.

Signed: ......................................
 For and on behalf of the University of St. Andrews 

Signed:  .....................................
 For and on behalf of the Adviser 


ANNEX D
Authorisation of payment to an Adviser
To: 		Vice Principal (External Relations)
From: 	Admissions

Dear Vice Principal,
We have received an invoice from an Adviser and a copy is attached. 
We have checked that the students detailed on the invoice are registered at the University of St Andrews and commission is due for all those students listed. 
We confirm that a contract is in place with the Adviser.
Please authorise the processing of this invoice by signing on the line below and forwarding to Finance for payment. 
Cost centre: ………………………………  Amount: ………………………………………….
Cost centre: ……………………………..   Amount: ………………………………………….

Yours truly,

Name: ……………………… Signed: ……………………… Date:     ………………………
(First signatory) 
Name: ……………………… Signed: ……………………… Date:     ………………………
(Second signatory)	

I authorise the payment of the attached invoice.
Signed: ……………………… Date:     ………………………
Vice Principal (External Relations) 
ANNEX E
Recommendation to appoint an Adviser
To: 		Vice Principal (External Relations)
From: 	Admissions

Dear Vice Principal,
We recommend that we appoint / reappoint [delete as appropriate] the following Adviser.
Name:
Address:
Contact name:
[For newly appointed Advisers] We confirm that the required due diligence has been carried out and we have received a satisfactory reference.
The Letter of Appointment, Schedule of Payments and Terms of Appointment have been drawn up and two original copies are attached for your signature. Please return two signed copies to Admissions.
Yours truly,
	
Name: ……………………… Signed: ……………………… Date:     ………………………
(First signatory)


Name: ……………………… Signed: ……………………… Date:     ………………………
(Second signatory)	

