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| Procedures Name: | Employee Rights and Pay Appeals Procedure

=  Procedures Information:

Code: PRO_72 SDG 8 P1 N_3
Issue date: 2018

Revision, Date: V05, 2025

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and
development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit
Application (scope): All  university  employees, including academic,

administrative, and externally contracted staff, to ensure
the university’s commitment to providing fair salaries and
equal employee rights in alignment with laws and
institutional policies.

= Procedure Steps:

# Step

1. Data Collection:

o Gather comprehensive information on current salaries and employee
benefits across all categories.

o Ensure inclusion of additional benefits such as health insurance, paid
leave, and bonuses.

2. Compliance Analysis:

o Compare salaries and employee rights with legal and institutional

standards.
« Evaluate compliance with living wage policies and gender equality
standards.
3. Market Comparisons:

o Conduct comparative analyses with other universities and institutions to
assess the competitiveness of salaries and employee benefits.

« Identify potential gaps to enhance compensation packages.

4. Employee Satisfaction Assessment:

o Conduct regular surveys to collect employee feedback on salaries and
workplace rights.

o Analyse survey results to identify areas for improvement.

5. Develop Recommendations:

o Prepare a comprehensive report including recommendations for
improving salaries and benefits, with an implementation timeline.

o Include plans to address any identified gaps or issues.

6. Implement Actions:

o Execute approved recommendations from senior management.

¢ Review salary and employee rights policies to ensure alignment with
established standards.

7. Continuous Monitoring and Evaluation:

e Conduct periodic reviews (semi-annual or annual) to sustain compliance
and improve policies.
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| | « Provide regular reports to senior management on progress. |

» Related Forms:

# Form Name

1. Salary and Employee Rights Evaluation Form.
2. Employee Satisfaction Survey Form.

3. Recommendations Report Form.
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