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45.
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47.

4.8.

409.

General

. All the legal relations with the University of Georgia (hereinafter referred to as “the University”)

employees (hereinafter referred to as “Staff”) is regulated according to the Law of Georgia of the
Constitution — “About Higher Education”, labor Law of Georgia, the present Personnel Handbook and
internal Normative Acts of the University.
Personnel Handbook of the University aims

» To ensure the protection of labor discipline

» To regulate the relations between the employer and the employee

» To assist rights and freedom of the staff

» To create safe and healthy conditions for the staff

Activity field of the Personnel Handbook

. The present Internal Agreement refers to Administrative, Academic and assistant staff of the University. It

also refers to those who periodically conduct repeating labor work (invited staff)

. University staff is obliged to meet the present Personnel Handbook demands, also any other Law Act of the

University that refers to the relations between employer and employee

Employment rules

Withdrawn

Taking academic position is possible via competition “About Higher Education”. According to the results of
the competition the academic personnel is appointed by the university presidents on the basis of the Order.
According to the goals of the university education invited specialists may work for the University
University employees’ rights-responsibilities may be additionally defined according to the University
Internal Law Acts

Registration and appointment of the staff

The university staff is appointed via registration and according to the following procedures

The person who must be appointed at the position (administrative, academic, assistant, invited specialist),
visits the University web page (www.ug.edu.ge).

Introduces with the University Personnel Handbook, by clicking proper column confirms that agrees with
the given rules.

Fills in the proper columns with the demanded information

Information defined by the item 4.4. must be filled in before forming the contract- two weeks in advance
for the administrative and assistant personnel candidate, one week in advance — academic personal, invited
specialists, teacher, coach candidate.

The correctness of the information provided by the carrier seeker is certified by HR Manager

Information certification by HR Manager, the offered wage is the basis of contract and submission to the
presidents (after the signatures of Head of proper service, Head of Financial Service and chancellor)

After the parties sign the agreement, the information about the employee is visible at “online UG” for the
following Departments

Financial Service — agreement type, wage, contract validity period

4.10. Insurance service — agreement type (fixed wage, hourly, examination period, validity period of the

contract

4.11. Material resources managing service- agreement type
4.12. IT department — agreement type, position, validity period of the contract
4.13. Web page administrator — agreement type, position, validity period of the contract
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4.14. Scientific Department — agreement type, validity period of the contract

4.15. In case changing Contract/passport information the staff is obliged to inform the Human resources
Department about it. In case changing other information the staff is obliged to show the changes on
“Online UG” at proper columns within 10 calendar days.

5. Positional combination

5.1. Administrative position is the main working place. Administrative staff is not allowed to work at other
place at the same time if otherwise agreed by the agreement

5.2. Academic position is the main working place and this staff is not allowed to work at other place. The
exceptions are discussed by the presidents. Permission is considered to be issued only if it is issued in the
written form.

5.3. Following to the university scales, the employee may combine two or several administrative, or an
administrative and one academic position or lead two or several structural team or other responsible
duties.

5(1) Prohibition of Discrimination
5(1). 1. Discrimination is considered to be direct or indirect oppression of the person when it provokes
insulting environment or such conditions that worsens his/her state comparative to other person being in the
same conditions.

5(1). 2. Any discrimination due to race, color, language, ethnic and social belonging, nationality, origin,
financial state, residing place, age, gender, sexual orientation, Limited liabilities, religion, social, political or
other association, among them-professional connections, marital status, political point of view or other views,
are prohibited.

5(1). 3. Differentiation of the person won’t be considered to be the discrimination if it is caused due to the work
specific, serves to the legal aim and is the important mean to achieve the goal.

5(2). Forced labor prohibition
5(2). 1. Forced or obligatory labor is prohibited at the University

5(2). 2. It is inadmissible to detain administrative, academic and identity documents of the assistant staff.

5(3). Child labor
5(3). 1. It is prohibited to employ child under established minimal age

5(3). 2. The University is obliged to establish the age of the candidate and compliance with the legislation in
force.

6. Break

6.1. The University personnel is given 1 hour break from 13 till 14 o’clock if otherwise defined by the
agreement

6.2. If the working hours (lecture) coincides with the break time, the staff may use have break at other time but
not later than 2 hours before the working hours end. In such case the staff is obliged to submit the break
schedule to the HR Department Manager.

6.3. The break time is not considered to be the working hours and the staff uses it according to own desire.
During the break time the employee may leave the working place.
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9.1.
9.2.

9.3.
9.4.
10.

The university employee who is nursing woman and nurses a baby up the 1 year old age, on the bases of
her written request she is given extra break time up to one hourper day. The said extra break time is
considered to be the working hour and is payable.

‘Working days and days off

There are established 5 working days at the University from Monday including Friday

For some personnel 6 working days are established according to the individual agreement

40 working hours are defined a week

Withdrawn (change #6 by the presidents Order #384/15 25/12/2015)

Working hours for the staff working in shifts are established by the University chancellor on the basis of
Head of Department solicitation

The working hour begins at 10.00 a.m. and ends at 19.00 p.m. (except the staff participating at educational
process). On the basis of the grounded application of the employee, if it does not hamper the effective
functioning of the department, by the presidents/chancellor decision, the working hours of the separate
employee may be established different time.

The translators, scientist-researchers and those personnel of the University, who work at evening hours,
have different schedule- the said personnel may compose working schedule from Monday including Friday
from 9.00 a.mtill 21.00 p.m.

Break hours between working days must not be less than 12 hours.

The staff defined by the item 7.7. is obliged to submit the working schedule to the HR Department
Manager before the educational process begins.

Holidays and days off

. Days off are established to be Saturday and Sunday, except the days that are established according to the

Personnel Handbook.

The following days are established as days off

» Independence day — May 26

» Easter — (7 days) from Wednesday including Tuesday

» Mariamoba — August 28

» St. George’s day — November 23

» New Year days- from December 28 including January 9

University staff, if working at days off established by the Labor Law, is given other days to rest.

If working at day off, the university staff may use that day the other time.

Working during days off and other days after 19.00 p.m without University demand is not considered as
working hours (if otherwise agreed)

If the staff has to work during break hours/days off, the head of the department, on the basis of solicitation,
discuss to encourage the said staff

Attendance and absence at working place

The university staff works at university building (territory)

At the working hours the employee must be at working place (working room, lecture room). For that
reason the administrative and assistant staff is obliged to show up 5 minutes earlier and the educational
staff (academic staff, invited specialists as well) 10 minutes earlier (at lecture room). In case violation of
these terms causes measures of discipline responsibility

Withdrawn (change #6 presidents Order #384/15 (25/12/2015))

Withdrawn (change #6 presidents Order #384/15 (25/12/2015)

Absence
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10.1. If the employee is late for the work or leaves the work during working hours it is considered as absence

10.2. If the employee is absent or does not register his/her arrival/departure at the register it will be considered
as absence. Academic staff (professor, associated professor, assistant-professor) and invited specialist is
considered to be absent in case she/he is late more than 10 minutes

10.3. In case the employee is absent at work he/she is obliged to notify the HR department Manager and direct
Head about the absence reason and approximate period as soon as possible. The staff is also obliged to
notify direct Management about the work that must be immediately fulfilled by him/her

11. Excusable or/and inexcusable absence

11.1. Excusable absence/being late is considered to be 120 minutes per month (except being late for the
lecture)

11.2. More than 120 minutes absence is considered excusable if the employee immediately, within the working
hours submits the application to his/her Head (if the direct Head is absent to higher Hear) with the
absence/being late reason. If the Management considers the absence to be excusable the employee submits
the application to the Human Resources Manger. At the end of every month, the HR Manager submits to
the Chancellor all the satisfied applications. The absence is considered to be excusable if the Chancellor
meets the proper solicitation.

11.3. If the employee is absent for the lecturer for the excusable reason (illness or other) she/he is obliged to
notify the administrators’ office of the Educational process- one day in advance, if the lecture is held with
the 1% or 2™ course Bachelors and not later than 12.00 a.m. if the lecture is held with 3%, 4 course
Bachelors and Masters degree students. The appropriate document with absence reason must be submitted
to the administrative service of Educational process at the same or following working day.

11.4. The human resources manager, at the end of every month, studies absence and being late data of the
employee and informs the employees about it. If the employee disagrees with the given information or
finds any mistake, she/he is responsible to notify the HR manager about the fact otherwise the university is
not responsible to reimburse the loss caused by detained wage.

11.5. The HR manager, on the basis of defined information, with the help of juridical service, prepares project
of Order about discipline responsibility measures. The Project, after it is authenticated by the university
chancellor, is submitted to the University presidents.

11.6. It is not considered to be the Inexcusable absence if the university employee is absent due to work related
reason. In such case a special form is filled in where the information about the working period and place is
indicated. The filled in form after is authenticated by the direct manager, is submitted to the HR Manger.

11.7. In case an inexcusable absence at work defined disciplinary responsibility measures may apply.

12. Terms being at university territory at non-working hours

12.1. In case necessity the university presidents/chancellor is entitled to summon the employee to work during
non-working hours/days

12.2. The work defined by the item 12.1. is overtime work and is payable according to the Georgian
Legislation. On the basis of mutual agreement the employee may be given the day off in replace.

12.3. On the basis of the university presidents/chancellor consent, the university employee may stay extra
hours at work, use the material technical base of the university and work after working hours and at days
off

12.4. Overtime work with the own initiative is not paid. The said does not exclude possibility to stimulate the
employee
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12.5. The university employee who works overtime at non-working hours, is obliged to meet the labor safety
rules and take care of the university property.

13. Holiday
13.1. The university staff may have paid holiday for 24 working days a year.
13.2. The university staff takes holiday after the educational process ends (July or/and August)

14. Holiday terms

14.1. The staff may take holiday after 11 months of work. The staff may take holiday before the said period if
the parties agree.

14.2. The staff may take the holiday partially if the parties agree

14.3. The holiday is not considered to be the temporal disability, the pregnancy, giving birth and nursing
period and extra holiday due to nursing.

14.4. It may be established that the university staff may take holiday one by one in order not to interrupt
university work. The heads of the university structural units are obliged to submit the proper schedule to
the HR Manager notlater than June 1.

14.5. The university staff (except invited staff) is entitled to take holiday after having the proper Order from
the university presidents. If otherwise, the absence may be concluded as inexcusable reason.

14.6. If the holiday during the current year may badly affect the work, it may be postponed for the other
period at the same year or the following year. It is inadmissible to postpone paid holiday for 2 years.

15. Extra holiday payment terms

15.1. The staff is given 6 days extra paid holiday that may be allotted as necessary (illness, family member
illness, marriage and e.t). the staff is obliged to inform the HR Manager and direct manager, 2 weeks in
advance about the known absence days.

15.2. In case more than 6 days are missed, the university leaves the right not to pay for the missed hours.

15.3. In case prolonged work disability caused by illness, trauma or other reason, one month is paid and the
position is kept for the following three months.

16. Study/science mission trips, conferences, projects
16.1. Participation at study/science mission trips, conferences and projects must be agreed with the proper
director/council, and with science-research institution committee.
16.2. The information about the mission trip must be submitted to the science-research committee according
to the following rules
e Till December 15 — in January, February, March and April for mission trip
e Till April 15 — in May, June, July and August for mission trip
e Till July 15 — in September, October, November and December for mission trip
16.3. Within 7 working days after the period defined by the present item, the committee meets and decides the
following
e If the participant of study/scientist mission trip, conference, project organizer, co-organizer or the
partner is the University or its employee, and takes the mission trip with the university initiative,
she/he is given the due wage and the trip expenses will be reimbursed.



Approved by the Rector, Order #204/11 (30/08/2011)
Amendment #1 by the Rector, Order #280/11 (03/11/2011)
Amendment #2 by the rector, Order #169/12 (03/07/2012)
Amendment #3 by the rector, Order #277/12 (09/10/2012)
Amendment #4 by the rector, Order #295/12 (31/10/2012)
Amendment #5 by the rector, Order #192/14 (09/09/2014)
Amendment #6 by the rector, Order #384 (25/12/2015)

e If the university employee participates in the study/scientist mission trip, conference, project
independently and it takes more than 4 weeks and the employee is unable to implement his/her
duties, the employee is given unpaid holiday.

16.4. The separate cases is discussed by the director of science-research institute
16.5. Additional criteria, of study/science mission trip, conference, project may be established by the proper
school too.

17. Additional privileges

17.1. Holidays taken due to pregnancy, giving birth and nursing, also adopting a child, is paid from the state
budget of Georgia, according to the established legislation of Georgia.

17.2. Two months holiday during pregnancy, giving birth and nursing, also adopting a child, is partially paidby
the university that consists of 50% of net salary during two months. (change #5 the director’s order
#192/14)

17.3. The staff, on the basis of request, may take 7 working hours per day from 7% month pregnancy and 6
working hours from 9" month pregnancy. In this case the employee is given wage according to the
working hours

17.4. If up to 7 months pregnant missed 300 minutes a month it is considered to be excusable, the pregnant up
to 9 month may miss 500 minutes

17.5. If the staff desires to apply above said privilege, the HR Manager must receive the pregnancy certificate.

17(1) Freedom of unification
17(1). 1. The employee and the employer may create the Unification or/and become member of another
unifications without any prior consent.

17(1).2. The members or representatives of the employees or employers may not interfere in each other’s’
unifications activity.

18. Organizational culture and dress code
18.1. The staff is obliged to respect general human rights, own rights and dignity
18.2. The staff is obliged to show professionalism, honesty, friendless towards students and parents
18.3. The staff is obliged to care for improving the image of university with the help of established codes of
conduct
18.4. Sport, defiant and such kinds of dressing style is not recommended.
18.5. The dress code is business and conservative (academic).
18.6. At ceremonially, the staff is recommended to wear
18.7. Men’s dress code and hygiene
e  Suit and classic trousers or suit
e  Shirt — classical
e Tie —that goes with suit and shirt
e C(lassical leather shoes
e  Hair style- disciplined, cut, shaved (if the person does not wear beard)
e Women’s dress code and hygiene
e  C(lassic, business clothes
e  Skirt — classic
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e Trousers — classic
e Suit or thin jacket
e  Shirt or blouse
e  T-shirt — without images and scripts (except brand symbol or script)
e Shoes — classic, closed, non sport
e Hair style — extravagant hair style and color is inadmissible
18.8. Cleaning service and security wears uniforms
18.9. Security uniform
o Black suit (suit and classic trousers)
o Shirt — white or blue
e Tie — calm colors, that goes with suit and shirt
e Black or brown classic leather shoes
e Sport or other style shoes is prohibited
18.10. Cleaners’ uniform
e Light red T-shirt (dressed on the rolling)
e Light red short trousers
e  Shoes — sport (sneakers)
18.11. The employee must appear at work physically and hygienically disciplined. Clean and
disciplinarily dressed

19. Obligation to meet ethical and moral norms

19.1. The employee may not violate the moral norms or may not act unworthily does not matter where he/she
is.

19.2. It is inadmissible to go to work drunk or under drug influence and generally to consume the said

19.3. The staff is prohibited to take present with the cost of more than 10 GEL once and totally more than 50
GEL a month from the physical or legal persons with whom he/she has work related relations. The
employee is obliged to inform the direct manager in case she/he fails to meet thie said demand. (for
example-has received a parcel ).

19.4. Smoking is prohibited at the university building. Violation of the said regulation causes the following
responsibility

a) For the first time violation — fine 50 GEL

b) Secondary violation- fine 300 GEL

c) Third violation — ceasing the contract.

The fine will be deducted from the wage.

19.5. When dealing with citizens, students and co-workers the staff is obliged to meet the ethic and moral
norms, introduce herself/himself and the occupied position, be careful and polite.

19.6. The staff is obliged to assist the employer or employees in case necessity.

19.7. The staff is obliged to keep in secret the university and other information known to him/her from the
work. the staff is obliged to meet this demand even after ceasing work at the university. If otherwise, the
university may demand to the employee to reimburse the damage.

20. Staff Stimulation

20.1. the following stimulation forms are used
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e special thanks
e disposable financial bonus
e giving valuable present
e wage growth
20.2. Several stimulations may apply at the same time.

21. Disciplinary responsibility of the staff

21.1.  In case of violation of any norms of the Personnel Handbook, Labor Agreement and University
demands the following measures may arise
e  Oral remark
e  Written reprimand
e Detention of wage (no more than 50 %)
e Withdrawn (change #6, the presidents order #384/15(25/12/215)

21.2.  When deciding the disciplinary responsibility measures, the employee’s working years and heaviness
of the violation is considered.

21.3. Before deciding the disciplinary responsibility, the university must investigate all the details and
register if officially. The violator must give explanation.

21.4. The violator, who is on holiday is punished disciplinarily after he/she returns from the holiday

21.5.  The disciplinary responsibility measure is conformed via the presidents Order, after the issue is
investigated and the decision is submitted

21.6.  The responsibility measure must be conformed within one month after the violation is noticed.

21.7.  The staff is informed about the disciplinary responsibility by taking the signature.

22. Specific measures in case of inexcusable absence
22.1. The employee who participates at educational process and misses the lectures, the following rules
are active
e  Written notice (electronic version) — in case missed once
e 15% of the wage is detained — if missed twice
e 25% of the wage is detained —if missed three times
e 50% detained or agreement is ceased if missed four or more times

22.2. If the employee misses 120 inexcusable minutes in a month the wage will be deducted as following
e The wage is calculated according to the working hours (during a month).
22.3. The missed minutes of the following month is not added to the previous month. In case the

employee receives the sanctions three times one after another, the university has right to deduct the 50%
of the wage or to cease the labor agreement.
22.4. The employee’s absence is calculated at the end of every month.

23. Abolishment of the agreement
23.1. The reason to abolish the agreement
e  Written consent of the parties
e Expiration of the agreement
¢ Quit work on the basis of personal decision
e Financial circumstances, technological or organizational changes that makes inevitable to reduce staff
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e Lack of qualification of the employee
e Violation of the agreement terms
e  Court decision that makes impossible to implement the work duties
e Employee’s death
e Employer legal person’s liquidation
e Other objective condition that causes to cease the labor agreement
23.2. Withdrawn. (change #6 by the presidents Order #384/15 25/12/2015)
23.3. change #6 by the presidents Order #384/15 25/12/2015)
23.4. If the initiator of the labor agreement abolishment is an employer, he/she is obliged to send the written
notice to the employee 30 days in advance.
23.5. change #6 by the presidents Order #384/15 25/12/2015)
23.6. The abolishment rules and procedures of the agreementis defined by the Labor Law of Georgia

24. Staff obligations in case dismiss or holiday

24.1. The staff is obliged to pass all the documents to the direct manager within 2 days after she/he is
dismissed from the job

24.2. Before taking holiday or mission trip the staff is obliged to pass the documents to the direct
manager

25. Labor protection

25.1. Labor protection includes technical, sanitary —hygiene and legal measures system that foresees
healthy and safe labor conditions

25.2. The university ensures healthy and safe labor conditions, to equip the working places with proper
technical equipment and to create healthy labor conditions. For the said reason the staff is occasionally
trained.

26. Control at labor protection
26.1. Material Resources Service controls thatall the instructions of labor protection were fulfilled

26.2. In case violation of labor protection rules the discipline, administrative responsibility is imposed on
staff.

27. Time and place of wage issue

27.1. The wage is issued according to the labor scale and quality

27.2. The wage is issued on the basis of the labor agreement

27.3. Administrative, academic (staff with fixed wage) and assistant staff is given salary until tenth day of
every month

27.4. Staff being at hourly wage takes salary until the 15* day of every month

27.5. Manager-consultants and experts labor wage is issued at the end of academic year within 15 working
days.

27.6. The salary is transferred at the employee’s account number

27.7. The university is not responsible for delays of bank service.

28. Communication with the staff
28.1. any information or regulation (if otherwise established by the law) of the university is sent to the
employee via mail or “online UG” system. Any information sent to personal mail (@ug.edu.ge) and “online
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UG” is considered to be official notification. The staff is obliged to check the mail and Online UG every
day.

28.2. The university is not responsible if the employee does not check mail and Online UG and does not get
information about the regulations and violates them

29. Entry into force of the Personnel Handbook. Amendments and supplements of the Personnel Handbook

29.1. The Personnel Handbook Project of the university, any amendments and changes as well will be
announced at the university information board and on official web-page of the university 5 days in
advance. Every employee of the university may submit to the university presidents, reasoned notes
connected to the Personnel Handbook in case of absence such notes the changes and amendments are
considered agreed and introduced to the staff.

29.2. Personnel Handbook of the University is approved by the university presidents. The amendments and
changes are made by the presidents Order

29.3. Every employee is obliged to introduce with the Personnel Handbook

29.4. Any employee may introduce with the Internal Personnel Handbook on at any time. The Personnel
Handbook is published at University web page, University library , HR management department and put
up at visible place

29.5. The HR manager introduces the Personnel Handbook to the staff.

30. Employee Complaints and Grievances Policy
To ensure that the University provides appropriate mechanisms for Employees to raise a Grievance or Complaint on
employment related matters, offers framework against discrimination in order to foster a safe and inclusive work,
teaching and learning environment where individuals feel safe and supported and are able to work effectively,
without fear of Discrimination, Bullying or Harassment.

30.1. Scope
This policy applies to:

e All Discrimination, Bullying and Harassment concerns and Complaints raised against Employees by any
individual (including Students) involved in University related activities.

e Discrimination, Bullying or Harassment concerns or Complaints raised against a Student (including those
made by an Employee) will be managed in accordance with the Students Honor Code and Procedure.

e Grievances raised by Employees in relation to employment related matters.

30.2 Employee Discrimination, Bullying and Harassment Complaints against Employees
The University's procedures and processes for resolving Discrimination, Bullying and Harassment concerns and
Complaints are underpinned by the following principles:

e Individuals making Discrimination, Bullying or Harassment Complaints will be supported by the
University Law office to make resolution Decisions and to take action to resolve their concerns.

e At any time, an individual may withdraw the Complaint, or lodge a Complaint with an external agency, as
appropriate.
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e Complaints will be rejected if a preliminary Investigation of the facts indicates that they are found to be
misconceived or lacking in substance.

e Complaints which are made in good faith are not vexatious Complaints, even if the Complaint is not
eventually substantiated.

e The University may initiate disciplinary procedure Investigations immediately in response to allegations of
conduct or behaviour that may be considered misconduct or serious misconduct and reserves the right to
take disciplinary action against persons who knowingly lodge a vexatious complaint.

e Where required by legislation, the University may notify relevant external agencies and reporting bodies
of matters as necessary.

30.3 Employee Grievances

30.3.1 A Grievance is typically considered a concern or Complaint raised by an Employee against a
process, action, omission or Decision within the responsibility and control of the University which
relates to employment or related internal human resources matters, which has or is likely to have
an unreasonable negative impact on the ability of an Employee to undertake their duties, or similar
impact on their career.

30.3.2 The University maintains a clear and fair process to resolve the Grievances of Employees. In doing
so, the University seeks to achieve and maintain a workplace that encourages a productive and
harmonious working environment through:

e frequent discussion between Employees and their supervisor

e cooperation between and amongst Employees of the University, and

e the opportunity for the satisfactory resolution of problems and Grievances in a positive and
constructive manner.

30.4 The University has adopted Mediation as Grievance resolution process which emphasizes the
resolution of the issue at the lowest possible level. Offers of compromise as well as agreements

reached during the Grievance process will not constitute precedents in regard to similar Grievances,
and are without prejudice to positions taken in similar circumstances or more general issues.

30.5 Final Remarks
This policy must be read in conjunction with relevant legislation:

e The General Administration Code of Georgia https://matsne.gov.ge/ka/document/view/16270
e Labor Code of Georgia https://matsne.gov.ge/ka/document/view/1155567



