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            Pursuant to Section 306 of Act No. 262/2006 Coll., the Labour Code, I issue this



WORKING RULES



Part I
Scope of validity

Article 1
Scope of validity

1. The Work Regulations are binding for the employer, the Institute of Vertebrate Biology of the CAS, v.v.i. (hereinafter referred to as the employer IVBor IVB) and for all its employees.
2. Employees who work for the employer on the basis of agreements for work performed outside the employment relationship (DPP) shall be covered by these Regulations to the appropriate extent.

Article 2
Definition of terms

[bookmark: _GoBack]For the purposes of these Working Regulations, a manager is any employee who is in charge of individual departments and sections, is authorised to determine and assign work tasks to subordinate employees, organise and check their work and give them binding instructions to this extent.

Part II
Employment relationship

Article 3
Establishment of the employment relationship

1.  The employment relationship may be concluded only with a natural person who meets the professional and other requirements laid down by generally binding legal regulations and the internal regulations of IVB for the performance of work. Spouses, parents, children and siblings may not be assigned to posts where one of them would be subordinate to the other or subject to their direct control. If they are not cashiers or accountants’ activities, the Director may make an exception in justified cases.
2. Positions in the Office are filled on the basis of the results of selection procedures; for applicants -Graduates a selection procedure before a selection committee appointed by the Director is a prerequisite to conclude the employment relationship.
3. The employment relationship between the employer and the employee is established by an employment contract. Appointment of managers is by an appointment made in accordance with the internal regulation, which is the Organisational Regulations of IVB. This appointment does not create an employment relationship for the employee, but merely extends his/her job description.
4. The employment contract is concluded on behalf of the employer by the Director of IVB, and is concluded in writing in duplicate no later than the day the employee starts work. One copy of the employment contract shall be issued to the employee.
5. The following documents are to be submitted by the recruited employee before the employment contract is agreed (the required scope may be specified in individual cases):
· a completed application for employment
· completed personal questionnaire
· evidence of education and qualifications (copies of state examination certificates)
· CV with summary of experience
· list of publications
· proof of admission to the doctoral study programme
· criminal record extract
· copy of proof of health insurance
· a copy of the identity card with confirmation of consent to provide a copy of the identity card
· bank account number for sending the salary
· proof of an initial medical examination
· certificate of the type of pension granted
· documents for the application of non-taxable amounts from the base of tax on wages and salaries
· proof of studies - in case of students
· Employment record (employment certificate) from previous employer - applicants from the Labour Office - confirmation
· certificate of employment and social security contributions - if the employee has another employer 
· data on deductions from wages (executions)
· other documents required by the organisation, necessary to certify the requirements laid down for the performance of the work activities of the position to be filled
· foreigners shall present a photocopied identity document (passport) with confirmation of consent to provide a copy of the personal document, proof of health insurance and, in addition, non-EU foreigners shall present a valid visa
                  
6. For the recruitment of non-scientific staff, the requirements for the submission of documents by the applicant shall apply appropriately. This procedure shall also apply appropriately to the negotiation of an agreement for work outside the employment relationship. The contract of employment or agreements outside the employment relationship (contract for work, contract of services) will be concluded with the staff member only after all the necessary documents have been submitted.
7. Before signing the employment contract, the HR officer shall inform the employee of his/her rights and obligations and the working and pay conditions under which he/she is to perform the work and shall check that the employee has undergone an initial medical examination by a doctor with whom the employer has a contract for the provision of occupational health care before the employment contract is concluded. The absence of proof of an initial medical examination after the employment relationship has been established shall be grounds for termination of the employment relationship during the probationary period. 
8. All managerial staff, within the scope of their managerial authority, shall ensure equal treatment of all employees with respect to their terms and conditions of employment, including remuneration for work and other benefits and benefits of monetary value. They shall ensure training and opportunity for promotion or other advancement in employment and shall not tolerate any discrimination in employment relations. Discrimination shall not be deemed to be discrimination in cases provided for in the Labour Code or in special legislation.
9. No employee may, in the exercise of rights and obligations arising from employment relationships, interfere without legal justification with the rights and legitimate interests of another party to the employment relationship and may not exercise such rights and obligations in a manner contrary to good morals.  In matters of abuse of the exercise of rights and obligations arising from the employment relationship, employees may contact the Director of IVB.
10. The employer will not penalise or disadvantage an employee in any way because he or she asserts his or her rights under employment law in a lawful manner. Compliance with this principle shall be ensured by all senior staff within the scope of their managerial authority.
11. Employees may address complaints about violations of the above policies to the appropriate managers or the Institute Council.
12. The employment contract shall include the name of the employee, the name and registered office of the employer, the type of work and place of work and the date of commencement of work, including, where applicable, the employee's consent to be sent on business trips and other comments (e.g. duration of the employment relationship, probationary period, shorter working hours, sending of wages to the employee's account).
13. In addition, the employment contract shall specify the length of leave or, where applicable, the method of determining leave of absence, the notice periods, the method of remuneration, the due date for payment of wages, the place and method of payment of wages, the weekly working hours and, where applicable, the working time schedule. The amount of the wage shall be set out in the wage slip, which is an integral part of the employment contract.
14. Any agreement on refraining from competitive performance of gainful activity after the termination of the employment relationship (Section 310 of the Labour Code) is concluded with the employee by the Director of IVB. The agreement shall be concluded only with employees who can reasonably be expected to be able to use their knowledge and skills acquired during the employment relationship to the detriment of the employer after its termination.
15. The employee is obliged to carry out all work corresponding to the type of work agreed in the employment contract and at the agreed place of work, as instructed by the employer. Exceptions are listed in Sections 41-43a of the Labour Code.
16. Senior staff members in charge of management at individual management levels are authorised to determine and assign work tasks to subordinate staff members, to organise, direct and check their work and to give them binding instructions to that extend.
17. The employment contracts of university-educated staff of research units will be concluded according to the conditions of the ongoing attestation procedure, see Attestation Rules of IVB.
18. For workers who have a fixed-term contract of employment on the date of entry into force of this Regulation, the attestation committee shall evaluate their performance for the previous period before the expiry of the contract. If the Attestation Committee finds that the staff member has fulfilled the required criteria, he or she shall be given a contract of employment for a maximum period of 3 years. 
19. If the appraisee fails to meet the attestation criteria, he/she will be given a written notice of failure to meet the relevant criteria and a decision to re-attest within less than 3 years. During this period, his/her salary may be adjusted within the salary range of the relevant grade. If the employee fails to meet the established criteria again after this period, this will be grounds for termination of the employment relationship (on the date of attestation) for unsatisfactory performance (failure to fulfil the obligations arising from the concluded employment contract, Section 52(f) of the Labour Code). An exception may be made for workers whose failure to meet these criteria is due to health or other serious reasons. In all disputed cases, overall performance and the opinion of the team leader will be considered in the attestation process. The Director of IVB makes the final decision on the proposals of the Attestation Committee.  
20. In exceptional cases, a specific staff member may be subjected to attestation after a shorter period; this also applies to the re-contracting of fixed-term contracts.
21. Fixed-term employment pursuant to Section 39 of the Labour Code will be negotiated:
· with employees covering for temporarily absent employees (parental leave, long-term illness, authorised leave)
· under a special legal regulation or where a special employment regulation provides for a fixed-term employment relationship as a condition for the acquisition of other rights
· when establishing/extending a fixed-term employment relationship, due to the special nature of the work (especially the duration of individual projects and grants), it is possible to proceed according to Section 39(3) of the Labour Code
22. Fixed-term contracts will be negotiated with the following staff:
· university research and development staff, laboratory technicians and other technical staff recruited exclusively for the duration of the research and development project and in accordance with the provisions of the Labour Code
· Employees who have a contract with the Institute for less than 50% of their working time from institutional funds and the other part of the working time is contracted for the duration of the research and development project
· with other non-scientific staff, based on a proposal from the team leader

Article 4
Employment of foreigners

23. Nationals of the Member States of the European Union, Iceland, Liechtenstein, Norway and Switzerland and their family members are not considered foreigners for employment purposes. They do not need a permit from the Labour Office to work in the Czech Republic.
24. For the purposes of employment, nationals of countries other than those referred to in the preceding paragraph shall be regarded as foreigners. They may be employed only if they have been granted a work permit and a residence permit in the territory of the Czech Republic. The foreigner himself or a representative authorised by him shall apply for such permit. Act No 435/2004 Coll. lists exceptions when a foreigner may work without a permit.
25. The authorised employee of the workplace where the foreigner is to be employed is obliged to report all necessary information about the employee in time to fulfil the information obligation towards the Labour Office, i.e., to inform about the commencement of work and the termination of employment or secondment within 10 days.
26. The authorised employee of the workplace, where the foreigner who has been issued with an employment permit is to be employed, is obliged to immediately notify if the foreigner has not commenced employment or has terminated employment before the expiry of the period for which the permit was issued.

Article 5
Changes to the employment relationship

27. The agreed content of the employment contract may be changed only by written agreement, unless the changes are changes that the employer is entitled or obliged to make under the law without the employee's consent. The agreement on the amendment of the employment contract shall be concluded by the Director of the IVB on behalf of the employer and a copy of the agreement shall be issued to the employee.
28. The transfer of an employee to another job, sending on a business trip or transfer to perform work in another place may be carried out under the conditions set out in Sections 41-43 of the Labour Code. An employee with whom this condition has been agreed may be sent on a business trip for the period of necessary need. A staff member shall be sent on a domestic business trip by his immediate superior, while a foreign business trip shall require the approval of the Director of the Institute. The immediate superior sending a staff member on a domestic business trip shall determine the conditions of the business trip and indicate them on the travel order. 

Article 6
Termination of employment

29. A request for termination of employment by agreement, termination of employment, immediate termination of employment or termination of employment during the probationary period shall be submitted in writing and usually delivered in person to the IVB 's Secretariat, which shall acknowledge receipt, mark the date of receipt and immediately forward it to the Director with the opinion of his/her superior, if any.
30. At the end of the employment relationship, the employee is obliged to make a written summary of unfulfilled work tasks and to inform his/her immediate superior about the status of the work and what needs to be done in the near future. In addition, the employee must hand over personal protective equipment and tools and other items belonging to the employer. An inventory shall be taken of the values and resources entrusted to the employee. A record shall be made of the handing over of tasks, the surrender of items, the settlement of liabilities and the inventory of entrusted values and resources, a copy of which shall be given to the staff member. The provisions of this point shall also apply to the termination of agreements outside the employment relationship. The employee must hand in a completed and signed exit form to the HR officer no later than the day of termination of employment.
31. Upon termination of the employment relationship and agreements held outside the employment relationship, the HR officer is obliged to issue the employee with a certificate of employment, no later than on the day of termination of the employment relationship, which the employee shall collect in person from the HR department. Only on prior written request by the employee may the employment certificate be sent by post. Before termination of employment, the employee is obliged to take the leave to which he/she is entitled.  The employee may be issued with an employment report, approved by the Director, by his superior at his request within 15 days of the date of the request, but normally not earlier than two months before the end of his/her employment.


Article 7
Representation and delegation of functions

32. If a senior member of staff is to be replaced for more than one month, or if he/she is to hand over his/her post, a record shall be made of this, stating the status of performance of the work tasks and the important circumstances connected with their safeguarding.
33. The absent senior staff member shall be replaced by his/her deputy with the approval of the Director of IVB.
34. If an employee leaves his/her workplace for a planned period of more than 3 months or permanently, he/she is obliged to submit a list of unfulfilled and unfinished work tasks to the immediate supervisor before leaving, and an inventory of the entrusted values shall be taken at the same time.


Part III
Health and safety at work 

35. The employer's senior employees at all levels of management are responsible for the implementation of the employer's tasks and obligations in the field of occupational safety and health within the scope of their positions. These tasks and duties are an equal and inseparable part of their job responsibilities. 
36. The site manager is obliged to familiarise employees with the relevant safety regulations on commencement of their employment and on a scheduled basis and is obliged to require and monitor compliance with them on an ongoing basis. The Scientific Team Leader must familiarise the staff with the environmental regulations for the project/contract and any regulations arising from the specific activities of the project which the staff must comply with in their work. 
37. The employer stipulates that the employee's supervisor is obliged to ensure, in addition to the initial training of new employees, regular attendance at periodic occupational health and safety training once every 2 years and fire protection training once every 2 years. Senior employees are required to attend OSH training once every 2 years and fire protection training once every 3 years.


Part IV
Rights and obligations of employees

38. The employee is obliged to carry out the work as instructed by the employer during working hours in accordance with the employment contract, i.e., all work corresponding to the labour market agreed in the employment contract, and to comply with the obligations arising from the employment relationship. Compliance with the obligations means the proper performance of the obligations arising for the employee from the employment relationship, as laid down in particular in the Labour Code, in other legal regulations relating to the work performed by the employee, as detailed in these working regulations, or as arising from other internal regulations (directives, orders, instructions, etc.) of the employer.
39. Employees' obligations arising from the employment relationship include in particular:

· to work properly to the best of his/her ability, knowledge and skills, and to carry out the instructions of his/her superiors issued in accordance with the law; if the staff member considers that an instruction issued by his/her superior is contrary to the law, he/she must bring this to the attention of his/her superior at a higher level of management

· to perform the tasks resulting from the attestation protocol for scientific staff

· adhere to the principles of cooperation with other employees and ensure that good interpersonal relations in the workplace are not disturbed

· adhere to the Code of Ethics for Researchers in the CAS

· make full use of working hours and production facilities to carry out the work assigned to them, comply with designated meal and rest breaks and safety breaks

· to perform work tasks in a high-quality, cost-effective and timely manner, to continuously deepen (maintain, renew) the qualifications required for the performance of work under the employment contract, and to participate in training to deepen these qualifications at the employer's instruction

· comply with the legal provisions applicable to the work they perform, and comply with other provisions applicable to the work they perform, of which they have been duly informed

· not to consume alcoholic beverages or abuse other addictive substances at the employer's workplaces; not to enter the workplace under their influence. During working hours even outside these workplaces

· undergo a screening for alcohol or other drugs at the direction of his/her immediate supervisor

· not to smoke in workplaces and other areas where non-smokers are also exposed to the effects of smoking, in a controlled area established in connection with the occurrence of risk factors in working conditions, not to smoke at work if smoking may result in an immediate danger to life, health or property, not to smoke in meetings held in enclosed areas, and to follow the prohibition of smoking in workplaces laid down by special legislation 

· to properly manage the funds entrusted to them by the employer, to guard and protect the employer's property from damage, loss, destruction and misuse, and not to act contrary to the legitimate interests of the employer

· at the request of a security guard or a supervisor, to present for inspection the items they take out and bring in and out of the employer's premises, or to submit to a body search; a body search may only be carried out by a person of the same sex

· to request a prior written consent from the Director of IVB for the performance of other gainful activities identical to the employer's business

· to fulfil his/her duties in the prevention of damage, in particular to act in such a way as to avoid damage to health and property or unjust enrichment, and to bring any impending damage to the immediate attention of his/her supervisor or another senior member of staff

· take action to avert damage to the employer if the action is urgently needed, and if the employee is not prevented from doing so by an important circumstance and would not thereby expose himself, other employees or persons close to him to serious danger

· report any defects in the established working conditions to his/her immediate supervisor or other senior employee

· not to use the employer's production and working facilities, including computer equipment or telecommunications equipment, for his/her personal use without the employer's consent

· immediately report changes in account number, health insurance company, marital status, residence, birth of a child, attainment of a new degree, etc. to the HR officer. All changes must be supported by a copy of the document

· to submit to the HR officer all supporting documents for the calculation of wages and compensation (in particular holidays, documents on temporary sick leave) on an ongoing basis and no later than the last working day of the calendar month 

· the authorised employee of the department who processes the attendance report submits it duly completed, signed and approved by the manager to the payroll office for checking and payroll processing on the last working day of the month. The Director or Deputy Director approves the attendance report for the Head of Department and the scientific team leaders

· attend all training courses (occupational health and safety, driver training, etc.) and undergo preventive medical examinations at regular intervals with the company doctor

· submit to the accounting officer the travel allowance statement no later than 10 working days after the end of the working trip and the petty cash statement no later than the 3rd day of the following calendar month

· to act in accordance with the law when creating an invention or other legally protected result of his/her employment and to use his/her best endeavours to ensure the protection of such rights for the employer

· to actively fulfil the obligations imposed on him/her as an investigator or co-investigator of a grant or project

· when submitting grant or project applications, provide all supporting documents in accordance with the applicable regulations

· discuss the draft contracts necessary to ensure the activity with the person authorised to act in contractual matters

40. In addition, the duties of senior staff members include, within the scope of their management responsibilities, in particular:
· to manage, check and organize the work of subordinate employees as best as possible

· to set out in writing to his subordinates the job description, which shall be an annex to the employment contract, with one copy to be placed in the employee's personnel file 

· to regularly evaluate employee performance and results, and recognize the initiative and work efforts of subordinate employees

· to monitor compliance with legal and internal regulations and inform them of any changes, guide employees to comply with their employment obligations and ensure that there are no breaches or non-compliance

- 	to check the working time pool and approve timesheets for each calendar month
        
· to fulfil obligations towards employees or employee representatives regarding their right to information and consultation on specified matters

· to create favourable working conditions and fulfil the tasks set by the employer in ensuring occupational safety and health

· to ensure that employees are remunerated in accordance with the Labour Code (internal regulations, employment contract), to differentiate and propose to the Director the level of remuneration of employees according to their performance and merit for the final results of their work, respecting the principle of equal pay for equal work and work of equal value

· to create favourable conditions for raising the professional level of staff

· to ensure that timely and effective measures are taken to protect the employer's assets

41. The performance of other gainful activities is governed by the Labour Code.

42. If a place of work is arranged outside of the Czech Republic, an inventory will be taken before departure abroad; all items not needed for the performance of work abroad will be handed over to the employer.


Part V
Working hours, obstacles to work and holidays

Article 8
Length and use of working time

43. The weekly working time is 40 hours, not including a 30-minute meal and rest break. Daily records of working time and meal and rest breaks are kept in an attendance book kept at each workplace.
44. A flexible four-week working period is in place at IVB. In the case of flexible working time, the average weekly working time must be completed within the compensation period at the latest. In the case of flexible working, the staff member chooses the start and end of his/her working time on each day within a specified range, i.e. 5.30 to 9.00 a.m. and 2.00 to 6.00 p.m. (so-called flexible working time). Between 9.00 and 14.00 hours, the worker is required to be at the workplace (so-called fixed working time). 
This arrangement does not apply to doormen where the working hours are spread evenly over a five-day working week, i.e. over five working days per calendar week, which are Monday to Friday of the calendar week. The start of the working day is set at 6.00 a.m. and the end of the working day is set at 12.00 p.m. in the case of the morning shift. In the case of the afternoon shift, the start time is 11.30 a.m. and the end is 5.30 p.m.
45. approve the time worked by the staff member is approved by a senior staff member and is recorded in the timesheet. The timesheet is recorded by the authorised officer of the workplace and is the basis for the calculation of the wage.     
46.  A meal and rest break shall be granted after a maximum of 6 hours, or 4.5 hours of continuous work for minors, and does not count towards working time. The length of a shift cannot exceed 12 hours. Any work in excess of the length of the shift and the length of the working time will not be considered, unless it is agreed overtime work or overworking of the unworked part of the working time. Flexible working hours shall not apply during business trips and during periods of important personal obstacles at work, where a pre-determined working time schedule from 7.30 a.m. to 4 p.m. applies. Meal and rest breaks are not provided at the beginning and the end of working time. Interruptions to work on the part of the employee with flexible working arrangements shall be treated as work performance only to the extent that they interfere with the fixed working time. Interruptions to work on the part of the employee with flexible working arrangements, defined by the exact length of the period of time necessarily taken off work or by the activities of employee representatives, shall be treated as performance of work for the whole of that period. Obstructions to work on the part of the employer in the case of flexible working arrangements shall be treated as performance of work if they interfere with the employee's shift, to the extent of the average length of the shift for each individual day. For these purposes, a period of one day shall be deemed to be a period corresponding to the average length of the shift resulting from the fixed weekly working time (8 hours) or a shorter working time.
47. The Director of IVB is authorised to authorise an appropriate adjustment of working hours for serious reasons at the request of the employee with the agreement of his/her supervisor. A record of the different working hours authorised shall be kept separately by the employee and forwarded to the HR officer for payroll processing.
48. Managers check the compliance and use of working time. 
49. For an early departure and temporary departure from the workplace, the employee must request      prior approval from their immediate supervisor.
50. The consequences of unexcused absenteeism are mainly termination of employment on the grounds of a breach of an obligation arising from the legal regulations relating to the work performed by the employee and, exceptionally, immediate termination of the employment relationship if the breach of obligation is particularly serious. The Director of IVB decides whether there is an unexcused absence from work.
51. An employer may order an employee to work overtime or may agree to work overtime under the conditions defined in Section 93 of the Labour Code. Unless otherwise provided for in writing in a particular case, staying at the workplace after the end of working hours up to 8 p.m. (on working days, on rest days from 5.30 a.m. to 8 p.m.) in which the employer allows employees to self-study at the workplace after notifying the supervisor shall not be considered as ordered overtime. The Director of the IVB may, on the proposal of the employee's line manager, also order the employee to work on Saturdays, Sundays and public holidays and to work overnight (this point is further regulated by the internal wage regulation).     
52. The Director of IVB may require an employee to be on call by mutual agreement if necessary, at another workplace, under the terms of Section 95 of the Labour Code.
53. Entry of employees or other persons to the workplace from 20.00 to 5.30 and on days off and rest days is only possible with the prior approval of the supervisor.
54. Employees are entitled to stay at the workplace during non-working hours, provided that the following conditions are met:
      - 	the period of stay must be duly noted in the attendance register
      - 	lock the entrance when entering and leaving the building to prevent unauthorised persons from entering the building,  
      - 	comply with fire and safety regulations
      - 	in case of non-compliance with the above conditions, the director may prohibit further stays.

Article 9
Obstacles at work

55. If an employee is unable to perform work because of an obstacle to work on the part of the employer, he shall be provided with leave of absence. In which cases, under which conditions and to what extent such leave of absence shall be granted is a decision made by Director after consultation with the Institutional Council. Provision of wage compensation is governed by the provisions of Sections 207-210 of the Labour Code. 
56. The employee shall request leave for an obstacle to work on the employee's side 
of his/her immediate superior employee.  If the impediment to work is not known to the employee in advance, he/she must inform his/her immediate superior without any delay and inform him or her of the expected duration.
57. Leave of absence not exceeding one working day shall be authorised by the immediate superior.  Longer working leave shall be authorised by the Director of IVB. Records of the granted leave are kept by the HR Officer.


Article 10
Holidays

 58. Recuperation leave is governed by Internal Regulation No. 1/2007 and the use of the leave is governed by Director's Instruction No. 1/2007.

Part VI
Staff remuneration and travel allowances

Article 11
Wages and on-call pay

59. Wages and remuneration for on-call staff is governed by legislation and internal wage regulation.


Article 12
Maturity and payment of wages

60. Wages are paid to employees in one pay period, by the 7th day of the following calendar month. If the payday falls on a day of rest, the wages shall be paid on the closest preceding working day.
61. Employees with whom this has been agreed in the employment contract shall be paid wages or other cash benefits to the employee by transferring it to the employee's account at the relevant banking institution.
62. An employee's wage or salary may be paid out to a person other than the employee himself only on the basis of the employee's written power of attorney, unless a special law specifies otherwise.

Article 13
Business trips
63. Employees sent on a business trip are entitled to travel allowances in accordance with the Labour Code, legislation issued to implement it and internal regulations.

Part VII
Liability for damages

64. The employee shall be liable to the employer for any damage caused by him and the employer shall be liable for any damage caused to the employee, under the conditions and to the extent provided for in the labour law.
65. Where a liability agreement has been concluded with a certain employee and, under this agreement, the employee is liable for the protection of things of value which have been entrusted to him and are subject to accounting, such employee shall account for the values entrusted at regular intervals, or at any time at the request of a superior employee.
66. An employee who has caused damage to the employer or has discovered that damage has been caused shall report it to his/her direct supervisor immediately.  The latter is obliged to arrange for an investigation into the circumstances under which the damage occurred.
67. Damage caused to an employee shall be reported by the injured party to his/her immediate superior without undue delay. The report shall state how the damage occurred and, depending on the nature of the case, other information, in particular the names of witnesses who can testify to the alleged facts. In the case of an accident at work, the employee who witnessed the accident is obliged to report it in addition to the injured person or if he/she found out about it first. The immediate superior of the person affected shall immediately ascertain whether medical treatment has been provided; if not, it shall be provided without delay. He/she will then ensure that a record of the work injury is drawn up
68.  The amount of compensation claimed for damages caused by the employee to the employer and the amount of compensation for damages to the employee for which the employer is liable shall be decided by the Director of IVB on the basis of the recommendation of the claims committee set up for that purpose.

Part VIII
Care of employees


Article 14
Catering, protection of personal belongings

69. The employer shall allow employees to receive catering on the basis of vouchers provided in 
catering establishments in the vicinity of the workplace, within the time limits set for eating and resting. Employees with a minimum of 0.6 weekly working time are eligible for the voucher.
70. To protect the employer's property and the personal belongings of employees, the employer shall create appropriate safety measures. This does not relieve the employee of the obligation to protect       such property from damage and loss.
71. Employees shall store their outerwear and personal effects normally carried to work in cupboards or worktables.  He/she is obliged to lock these cupboards and tables and not to leave the keys in the lock if he/she leaves them, or to lock the room when leaving it.
72. If, in exceptional and justified cases, an employee brings to work items that would normally employees do not bring to work, such as a larger amount of money, jewellery and other valuables, the employee's immediate supervisor shall, upon request, allow him/her to keep them in safe custody until the end of working hours. 
73. The employer shall not provide safekeeping of the means of transport used by employees to get to work.


Article 15
Caring for the qualifications of employees

74. The employer shall provide leave and wage compensation to employees for the purpose of upgrading their qualifications only if the anticipated increase in qualifications is in line with the employer's need. In such cases, the Director of IVB shall enter into an agreement with the employee to upgrade his/her qualifications, with a commitment by the employee to remain in the employer's employment for an agreed time. The terms of the qualification agreement are set out in Section 234 of the Labour Code.
75. In the event of failure to comply with the obligation under the qualification agreement, the employee shall be obliged to reimburse the employer for all or part of the costs incurred to the employer in upgrading his/her qualifications.
76. The Director shall ensure that records are kept of the use of study leave by staff members and shall regularly check the progress and results of his/her studies. In the cases provided for by law, the Director of IVB can stop providing work relief.



Part IX
Common and final provisions

Article 16
Common and final provisions

77.  Amendments and supplements to the Working Rules shall be issued by the Director of IVB.
78.  Employees may consult the Working Rules with their line managers, the Personnel Officer, the Secretariat or on the IVB 's website.
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