Institute of Vertebrate Biology of the CAS, v.v.i.
based in Brno, Květná 8
issued in accordance with Section 20 of Act No. 341/2005 Coll., on Public Research Institutions, 


INTERNAL WAGES REGULATION OF THE 



Institute of Vertebrate Biology of the CAS, v.v.i. (hereinafter referred to as "IVB")



Article 1
Introductory provisions
(1) This internal wage regulation lays down the conditions for the provision and amount of pay for IVB employees, with the exception of the Director.
(2) The internal wage regulation is based on the following legal and internal regulations:
a) Act No. 341/2005 Coll., on Public Research Institutions,
b) Act No. 262/2006 Coll. (Labour Code),
c) Government Regulation on the Labour Code,
d) Statutes of the Academy of Sciences of the Czech Republic,
e) Internal Standard of the CAS, No. 13/2006 (Career Regulations of the Academy of Sciences of the Czech Republic),
f) IVB’s working rules,
g) IVB's Rules of Organisation.

Article 2
Scope of Regulation
(1) The internal wage regulations regulates the remuneration of employees who are in an employment relationship with IVB (hereinafter referred to as the employee).
(2) Remuneration under agreements on work performed outside the employment relationship is regulated in sections 109-111 of the Labour Code. The amount of remuneration and the conditions for its provision shall be agreed between the Director of the IVB and the employee.
(3) The salary of the Director of the IVB is set by the President of the Academy of Sciences of the Czech Republic.

Article 3
Decision-making on wage matters
The internal wage regulation shall stipulate:
a) qualification requirements, characteristics of wage bands and catalogue of work,
b) the method of assigning employees to wage bands
c) Determination of the basic wage within the framework of a bracket of a respective wage band
d) Determination of individual types of monetary benefits in addition to the basic wage within the framework of a bracket of a respective wage band and the determination of their amount,
e) the application of IVB's internal regulations in the payroll area.




Article 4
Salary
(1) The employee is entitled to a salary for the work performed. The salary is the monetary remuneration provided by the IVB to the employee for the work, according to the complexity, responsibility and exertion of the work, the difficulty of the working conditions, the work performance and the results achieved.
(2) Wages do not include benefits provided in connection with employment, in particular wage compensation, severance pay, travel allowances and on-call pay.
(3) The salary shall be set by the Director of the IVB on the basis of this internal wage regulation in a wage assessment.
(4) The wage must be agreed, fixed, or determined before the commencement of the work for which the wage is to be paid.
(5) On the day of commencement of work, the Director of the IVB shall issue the employee with a written salary agreement containing details of the method of remuneration if these details are not contained in the contract or internal regulations. If there is a change in the facts set out in the salary agreement, the  Director of IVB must notify the employee in writing no later than the day on which the change takes effect.
(6) A monthly salary is applied to all employees of IVB. Monthly pay shall not be reduced because of a holiday.

Article 5
Minimum wage
(1) The minimum wage is the lowest permissible amount of remuneration for work in an employment relationship and in an employment relationship based on an agreement on work performed outside the employment relationship. The wage or remuneration under the agreement may not be lower than the minimum wage. For this purpose, the wage shall not include overtime pay, holiday pay, night work, work in difficult working conditions and Saturday and Sunday work.
(2) The minimum wage is set out in Annex 1
(3) If the wage or remuneration from the agreement does not reach the minimum wage, the IVB is obliged to provide the employee with a supplementary payment in accordance with the Labour Code.

Article 6
Guaranteed wage
(1) The guaranteed wage is the wage to which the employee is entitled under the Labour Code, this internal wage regulation or the wage assessment. 
(2) The level of the guaranteed wage and the conditions for its provision are governed by the provisions of Section 112(2) of the Labour Code.


Article 7
Wage components and on-call pay
For employees remunerated under the wage band system, IVB provides the following cash benefits:
a) basic wage within the framework of a bracket of a respective wage band,
b) personal bonus pay,
c) extra pay for managerial positions,
d) overtime pay,
e) wages or holiday pay,
f) night work pay,
g) wages and additional pay for working in a difficult working environment,
h) pay for work on Saturdays and Sundays,
i) wages when using the working time account,
j) on-call pay,
k) other bonuses.

Article 8
Basic wages nd wage bands
(1) The basic wages are the basic part of the wage, the amount of which is determined by the classification in the wage band.
(2) Employees are divided into two groups according to the type of activity: 
a) university-educated and research staff in the scientific departments of the IVB,
b) other employees.
(3) University-educated and research staff in scientific departments are classified in grades V1 to V6 according to the level of qualification awarded, with the tariff range set out in Annex 2 as follows:

1. research and development professional to band V1,
2. PhD student to band V2,
3a. postdoctoral fellow to band V3,
3b. research assistant to band V4,
4. researcher to band V5,
5. senior researcher to band V6.

The amount of the basic salary within the brackets of the relevant wage band is determined by the Director of the IVB, considering the results of the attestation or other special circumstances related to the qualifications of the employee.
(4) Other staff are classified according to the most demanding type of work agreed in the employment contract and according to the catalogue of work in Annex 2 in bands O1 to O5 as follows:

a) professional staff with university degree to band O1,
b) a professional staff member to band O2,
c) technical/office staff to band O3,
d) blue-collar occupations to band O4,
e) Operations Officer to band O5.

The Director of the IVB shall classify staff members in the appropriate wage band on the basis of their educational qualifications, qualifications, type of work performed and work activities. The type of work shall be agreed in the employment contract and the activities performed shall be included in the employee's job description. The characteristics of the wage bands and examples of work activities are provided in Annex 2. 

(5) The basic wage is based on a fixed weekly working time of 40 hours per week, reduced when the weekly working time is reduced and always depending on the number of hours not worked.
    
Article 9
Personal bonus pay
(1) A staff member who is paid a basic wage may be granted a personal bonus pay.
(2) The Director of the IVB may, on the proposal of his/her immediate superior, grant a personal bonus pay up to the amount set out in Annex 4 to the Staff Regulations to an employee who has a long record of very good performance or who performs a greater range of tasks to a higher standard than other employees. This personal allowance shall always be granted for a fixed period, not exceeding one calendar year. Before the end of that period, an assessment must be made of the fulfilment of the criteria on the basis of which the personal bonus pay was granted.
(3) A staff member who works on or participates in research and development projects may be granted a personal bonus pay from the funds available for such projects, at the suggestion of the responsible researcher. The amount and method of payment of such a personal bonus pay shall be in accordance with the rules laid down in the contract concluded between the project funder and the project researcher. 
(4) The personal bonus pays referred to in paragraphs 2 and 3 shall be cumulative.
(5) The personal bonus pay granted is set out in the salary agreement.
(6) The personal bonus pay is set at a monthly amount based on a fixed weekly working time. It shall be granted only for time worked.
(7) There is no legal entitlement to a personal bonus pay.


Article 10
Extra pay for managerial positions
(1) The extra pay for managerial positions shall be paid to a senior employee who is paid a basic wage and who, in accordance with the organisational regulations of the workplace, is authorised to determine and impose work tasks on subordinates, to organise, direct and check their work and to give them binding instructions to this end. 
(2) The amount of the extra pay for managerial positions is set out in Annex 3
(3) The extra pay for managerial positions granted is set out in the salary agreement.
(4) The extra pay for managerial positions is set at a total monthly amount based on a set weekly working time. It shall be granted only for time worked.



Article 11
Records of time worked
The basis for the processing of wages is the attendance register for each calendar month kept in accordance with the Labour Code. The records must contain the names and personal numbers of the employees, indicating working days, holidays, attendance and reasons for absence.


Article 12
Wages and time off in lieu for overtime work
(1) Overtime work may only be done on an exceptional basis and may only be ordered by the Director of IVB for serious operational reasons. The overtime ordered shall not exceed 8 hours in any one week and 150 hours in any one calendar year. The employer may only request overtime beyond the limits laid down in the Labour Code by agreement with the employee. Remuneration for overtime work up to 150 hours in a calendar year is included in the granted personal bonus pay.
(2) Overtime work is work performed on the employer's order in excess of the fixed weekly working hours resulting from a predetermined working time schedule and performed outside the scope of the shift schedule. For employees with shorter working hours, overtime work is work in excess of the fixed weekly working hours.
(3) [bookmark: _GoBack]For overtime work, the employee shall be entitled to the wage to which he or she is entitled for that period (hereinafter referred to as the " wage earned ") and an extra pay of 25% of average earnings, unless the employer and the employee have agreed to provide compensatory time off in lieu of overtime work or the employee's wage has been negotiated considering any overtime work. If the Director of IVB does not grant the employee compensatory time off within 3 calendar months after the overtime work has been performed or within the time otherwise agreed, the employee shall be entitled to an extra pay to the wage earned in accordance with paragraph 3.

Article 13
Wages, time off in lieu or wage compensation for work on public holidays
(1) . For work on public holidays, an employee is entitled to a wage earned and to time off in lieu of work on a public holiday to the extent of work performed on a public holiday; this will be provided to him by the director of IVB no later than by the end of the third calendar month following the month in which the work on a public holiday was carried out, or within a period agreed upon otherwise. For the duration of time off in lieu of work on a public holiday, the employee is entitled to wage compensation equal to average earnings.
(2) The Director of the IVB may agree with the employee to give him/her extra pay in addition to a wage earned instead of time off in lieu of work on a public holiday.
(3) An employee who did not work on a particular day which would otherwise be a regular working day because there was a public holiday is entitled to wage compensation equal to the average earnings if the wage was lost because of the public holiday.

Article 14
Wages for night-time work
For night work, the employee is entitled to the wage earned and a extra pay of 10% of average earnings.

Article 15
Wages and extra pay for work in a difficult working environment
The employee is entitled to the wage earned and to extra pay for the time spent working in a difficult working environment. The extra pay for working in a difficult working environment is 10% of the basic pay of the minimum wage per month.

Article 16
Wages for working on Saturdays and Sundays
For work on Saturdays and Sundays, the employee is entitled to the wage earned and an extra pay of 25% of average hourly earnings.

Article 17
On-call remuneration pay
(1) An employer may only require an employee to work on call if the employer and the employee agree on this.
(2) For on-call time, the employee is entitled to a bonus of 10% of average earnings.
(3) Employees shall be paid for work performed during on-call time. The remuneration for on-call time referred to in paragraph 2 shall not be due for that period. The performance of work during on-call time in excess of the weekly working hours shall constitute overtime.

Article 18
Other bonuses
(1) The Director of the IVB may grant the staff member a bonus
a) for the successful solution of the research and development project,
b) for the accomplishment of an extraordinary or particularly important task,
c) for outstanding results of continuous work,
d) for the economic contribution to IVB,
e) for repairing damage to the employer's property,
f) for the flawless performance of the tasks within the specified time period.
(2) In the cases referred to in paragraph 1(b) or (d), the Director of the IVB shall determine in advance in writing the criteria for granting bonuses and the method of assessing their performance and shall set the period for which the bonus is granted or the date of completion of the task.
(3) The Director of the IVB grants the remuneration on the proposal of the principal investigator of the research and development project or on the proposal of his/her immediate superior or on his/her own decision.


Article 19
Wages for other work

The determination of wages when performing other work is governed by the provisions of Section 139 of the Labour Code.


Article 20
Contractual wage
(1) In exceptional cases worthy of special consideration, the Director of the IVB may conclude a contract on individual pay conditions with an employee who meets special qualifications or performs exceptionally demanding work tasks. 
(2) An individual wage agreement may only be concluded for a fixed period of time and with the approval of the works council. 
(3) An employee who receives a contractual salary is excluded from the basic wage system.

Article 21
Payment of wages
(1) Wages are payable after the work has been performed, and no later than in the calendar month following the month in which the employee became entitled to the wages or any component thereof.
(2) The pay-out date is set for the 7th day of each calendar month. If this day falls on a public holiday, the payday shall be the next preceding working day.
(3) Wages are paid in Czech crowns during working hours and at the workplace. Wages shall be rounded up to the nearest whole crown.
(4) IVB shall deposit the wages after deductions from the wages at its own expense and risk into the employee's account at the bank or credit union (the account number shall be stated in the employment contract) no later than the regular pay date.
(5) The wage and its individual components fixed, agreed or determined per hour of work shall be due to the employee even for a fraction of the hours worked during the period for which the wage is granted.
(6) IVB shall pay the employee prior to the commencement of the leave the wages due during the leave if the pay date falls during the leave period, unless otherwise agreed by the IVB Director and the employee.
(7) Upon termination of employment, the IVB shall pay wages on the next regular payroll date following the date of termination.



Article 22
Deductions from wages
Deductions from wages may be made only in cases provided for by the Labour Code or a special law and in the manner provided for by the Labour Code.

Article 23
Average earnings for employment law purposes

The determination of average earnings for employment law purposes is based on the provisions of Sections 351 - 362 of the Labour Code.
 

Article 24
Final provisions
(1) This internal wage regulation is binding for the employer and all its employees.
(2) The Director of the IVB is obliged to inform employees of changes in the method of remuneration and changes to the internal regulations and their annexes at least 15 days before they take effect.
(3) Staff on managerial positions are required to make each employee under their direct supervision aware of this wage regulation.
(4) The Director of the IVB is required to allow employees to inspect the wage regulation.
(5) Issues relating to the remuneration of employees not covered by these regulations shall be governed by the provisions of the Labour Code.
(6) Wage claims arising before the effective date of this Regulation shall be subject to the existing legal provisions.
(7) This wage regulation was approved by the Institute Council on 25 November 2019 and takes effect on 25 November 2019.




Brno, on					.......................................................
                                               Doc. Mgr. Jan Zukal, Dr., MBA.
	 	Director 













Annex 1. Minimum wage

The wage is governed by the current government regulation on the minimum wage.









































Annex 2. Qualification Grades and brackets for basic wage


SCIENTISTS:

University-educated employee of scientific departments

1. Research and Development Officer 
An employee with a university degree without a scientific degree, not completing a doctoral degree and not classified as a researcher. 

Tariff class V1: (16 000 - 29 000 CZK per month)


2. PhD student
A staff member who is participating in a doctoral programme.

Tariff class V2: (16 000 - 28 000 CZK)



Researcher

3a. Postdoc 
A post-graduate researcher who has been classified as a researcher. He/she can be classified in this category after defending his/her Ph.D. for a maximum of 5 years.
It is generally expected that a worker at this qualification level will disclose at least
10 international publications.

Tariff class V3: (21 000 - 33 000 CZK)
     

3b. Research assistant 
A researcher who, after a period of five years since obtaining a Ph.D. or its equivalent, is not classified at qualification level 4 (Researcher) or 5 (Senior Researcher).

Tariff class V4: (21 000 - 33 000 CZK)


4. Researcher  
He is an experienced researcher, regularly publishes valuable papers in international impacted journals, independently solves serious and complex research tasks, and is regularly a principal investigator, co-investigator or member of research teams working on grant, programme, or international projects. He or she usually supervises one or more PhD students and graduates and participates in teaching activities. Usually a member of professional societies, scientific and editorial boards.

Tariff class V5: (20 000 - 40 000 CZK)



5. Senior Scientist 
He or she usually holds a scientific degree at the level of DSc., or the title of professor or associate professor. He regularly publishes valuable works in domestic and foreign peer-reviewed journals, his works are important for the development of the relevant scientific field and have a considerable international reputation. He or she tackles serious and complex research tasks that have a broad impact on the field. He is regularly the principal investigator or co-investigator of research teams working on grant, programme or international projects, which he coordinates in a creative way. He supervises PhD students and graduate students and participates in teaching activities. He is a regular active participant in international conferences. He is usually a member of professional societies, scientific and editorial boards.

Tariff class V6: (18 810 - 42 000 CZK)

The classification of university-educated employees of the IVB CAS into wage bands according to qualification levels is governed by the established Career Regulations for university-educated employees of the CAS and the Attestation Regulations of the IVB. 


OTHER STAFF:

Professional with university degree
(staff with a university degree who do not have research in their job description 
research and development activities)

Scientific and Technical Officer  
Independent handling of demanding technical-administrative tasks, coordination of activities, etc. , e.g. grant-office manager, collections curator, "public-relations" manager, etc.

Executive Editor 
Coordination and elaboration of the concept of activities related to publishing, promotion and editorial activities, preparation of documents for articles, bulletins, arrangement of manuscripts according to instructions, including their final editing. Reviewing author's proofreading, checking the manuscripts, selecting themes and authors, working with electronic and digital technologies of editorial preparation.

Head of the Scientific and Technical Information Centre
Comprehensive content and species profiling of library collections, creation of special bibliographic and factual databases and files, provision of international interlibrary loan services, comprehensive library, bibliographic, reference and information services to library users, creation of particularly demanding specialized catalogue files, documents using specialized databases and information sources of domestic and foreign provenance. Working with electronic and digital technologies, etc. 

Head of Technical and Economic Administration 
It comprehensively ensures the activities of the technical and economic administration of the organisation in the field of economic, personnel, technical, operational, property and organisational management, or participates in the administration of other areas of the organisation's activities.

Tariff class O1: (20 000 - 38 000 CZK)

Expert worker  
(education at ÚSO, ÚSV)

Librarian
Library and bibliographic, reference and information services, provision of national interlibrary services, independent cataloguing according to standards and established methodologies, updating of library collections and others.

Assistant 
He/she ensures all the activities and operation of the Secretariat and other administrative activities that would otherwise have to be carried out by the Director of the organisation.

Research Technician
Comprehensive technical support of the scientific department, maintenance of scientific instruments, preparation of materials for field research, technical assistance in field work

Laboratory technician
Performing all laboratory work from auxiliary, through standard examinations and tests to the most demanding laboratory work in the processing of samples of scientific material.

Preparator
Making common preparations and casts according to established procedures, including collection of natural materials and capture of animals, preparation of scientific material, carrying out research on the condition of collections and ensuring their care.

Editor
Processing and preparation of textual documents for publication, ensuring the professional, technical, or factual level of published materials, reviewing author's proofreading, checking of submitted manuscripts, organizing the selection of topics and authors, working with electronic and digital technologies of editorial preparation, operational management of publication production, ensuring the running of the editorial office in terms of organization and production.


Tariff class O2: 15 000 - 25 000 CZK) 


Technical/Office Staff
(independent solution of technical and economic tasks in the assigned section; education ÚSO, ÚSV)

Chief Accountant
Comprehensive bookkeeping of the accounting unit, coordination of accounting for the state, movement and difference of assets and liabilities, costs and revenues, expenses and income and the result of management, including the preparation of the financial statements and the maintenance of accounting books, providing economic information for the value management of the organisation, determining the tax bases and tax obligations from accounting documents. Comprehensive provision of work in the administration of the organisation's assets, including asset inventory, stock-taking and others.

Accountant
Independent provision of accounting work for the organization, performing a comprehensive set of accounting operations on all accounts, making accounting entries for individual accounting items, Providing all treasury services in domestic and foreign currencies.

Personnel Manager, Payroll Accountant 
Comprehensive provision of all personnel and payroll services for the organisation.

Technical and Economic Development Officer
Comprehensive provision of technical, operational and property activities, comprehensive provision of the organisation's car transport, handling of public procurement matters.


Tariff class: O3 (17 000 - 25 000 CZK) 


Worker professions 
(professional work in running the organisation, operation and maintenance of buildings, scientific departments; education apprenticeship, SO)

Laboratory animal breeder and caretaker 
Nursing and rearing of laboratory animals according to weight categories, monitoring their health status, preparation of feeding rations, keeping records of monitored parameters, basic nursing work.

Gardener, caretaker
Comprehensive care of listed gardens and plants.
Comprehensive provision of all janitorial activities, including maintenance of buildings (opening and closing of buildings, operation of energy equipment, carrying out craft work during repairs and maintenance of the building).

Tariff class O4: (14 000 - 20 000 CZK)


Operations Officer
(auxiliary work in building operation and maintenance; basic education, SO)

Doorman, telephone operator 
Checking the arrival and departure of employees and visitors, providing information related to the performance of work activities, attendance records, checking the arrival and departure of vehicles. Operating the telephone switchboard, keeping records of calls and telecommunications services.

Cleaner 
All cleaning work in the organisation's premises. 

Tariff class: O5 (9 700 - 15 000 CZK)


Annex No 3 Extra pay for managerial positions

Statutory body - determined by the President of the CAS


Workplace Manager 2 000 - 4 000 CZK/month  

Group or team leader 0 - 1500 CZK/month


Annex 4 Determination of the personal allowance

Determination of the personal allowance for researchers:


Tariff class				Maximum personal allowance on tariff wage
V1	R&D 	professional				without limit
V2		PhD student				without limit
V3		Postdoc				without limit
V4		research assistant			without limit
V5		researcher				without limit
V6		senior researcher			without limit




Determination of personal allowance for other staff:


Tariff class				Maximum personal allowance on tariff wage
O1		professional staff with university degree		without limit
O2		professional staff member				without limit
O3		THP worker						without limit
O4		blue-collar occupations				without limit
O5		Operations Officer					without limit	
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