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Responsibilities and implementation:

Follow-up, review and
development:

Strategies and Policies Committee, Sustainability and
Ranking Office

Accreditation:

Human Resources and Institutional Development Unit

Application (scope):

All employees working under long-term contracts at the
university, including faculty, administrative staff, and
permanent employees, to ensure their professional rights
and job stability are respected.

Procedure Steps:

# Step

and terms.

1. Create a Database for Employment Contracts:

e Register all employees with long-term contracts.
o Develop an electronic system or database to document contract details

annually).

2. Periodic Contract Review:

o Establish a schedule for periodic reviews of contracts (annually or semi-

e Ensure contracts comply with local labor laws and university policies.

benefits.

regulations.

3. Ensure Compliance with Employment Rights:
o Review clauses related to leave, bonuses, health insurance, and additional

o Verify that contracts fully reflect employees’ rights based on approved

4. Update Contracts as Needed:

« Modify or update contracts to align with new laws or changes at the

contracts.

university.
e Notify employees of changes before implementation and secure their
consent.
5. Handle Complaints or Disputes:

e Provide a mechanism to report any violations or issues related to
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e Forma committee to investigate complaints and recommend corrective
actions.

6. Evaluate Long-Term Contracts:

e Analyze contracts to identify areas for improvement, such as benefits or
working conditions.

o Present recommendations to management for enhancing employee
stability and satisfaction.

7. Contract Termination Procedures:

o Develop clear guidelines for contract termination to safeguard both
employee and university rights.
e Provide advance notice as specified by the contract or law.

= Related Forms:

# Form Name

Contract Review Form.
Contract Update Form.
Contract Complaint Form.
Contract Evaluation Form.
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