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Instructions for Staff Overtime Compensation

Each staff will be compensated based on the hours they work as a regular time table based
on his/her contract with KUST. In other words, the working hours should be apart from the
35 hours mentioned in the contract.

Supervisor/Directors will decide about the need of KUST for working over the ordinary
hours.

. Above 14 hours will be counted as money compensation, within a month. Less than that is
going to be regarded as a time compensation.

. More than 30 hours per month will not be considered.

. The compensation will be fixed for all staff members (5,000 IQD/hour) or according to the
net salary of the staff.

Hours of presence will not be counted for compensation instead the actual hours spent in
working will be considered for compensation.

. The process of recording the overtime will be through filling the form with mentioning the
clear reason of extending the regular hours.
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Komar University of Science and Technology

Office of Administration and Human Resources

KUST Attendance Policy

We at the Komar University of Science of Technology have the responsibility of keeping our
employees’ (staff members) interests. The purpose of this policy is to maintain the rights of the
employees and KUST at the same time and manage the leave and extra time.

General Information

1. Admin Staff working hours start from 8:00 AM to 4:00 PM (Differs as per your contract).
. KUST is taking staff attendance digitally.

3. Admin Staff gets 10 minutes as a grace period to put a fingerprint or swipe his/her ID
card at the device which is available in the receptions.

4. After 8:10 am, he/she will be considered late. (see the second section to know more
about the lateness)

5. Staff members should fingerprint or swipe the card while starting and ending all
working days. Plus, any leave which is during the working hours, unless it is the break
time which is from 12:00 pm to 01:00 pm.

6. If any staff forgets to put a thumb impression or swipe card on any day, she/he should
report to HR immediately, if this is repeated three times within three consecutive
months. HR will immediately send a warning letter, after any repetition in any other
month HR will consider that day as an absence which will deduct 3 days from the
leave balance.

7. 1T and HR will report it monthly.

Lateness

1. If any staff is late two times within a month, verbally HR will inform and one day will
be deducted from his/her annual leave.

2. Three times late (or leave earlier) HR will inform his /her director through email and
one day will be deducted from his/her salary.

3. After informing the staff officially if he/ she still has one more late, it will be
considered absent, and three days will be deducted from his/her salary.

4. If any staff is late 6 times in a month, a written warning letter will be issued to
concerned staff and 5 days will be deducted from his/her salary.

5. If any staff is late 7 times in a month (coming and going included), which shows
inconsistency and negligence in his/her work which may lead to termination or
freezing promotion.
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First and second late coming will be considered as leave, not less than one hour
shouldn't be recorded on the leave form by any staff.

Leave should be approved by the immediate supervisor and uninformed leave leads to
3 days’ salary deduction.

Paid Leave (Normal and Sick)

1.

10.

11.
12.
13.
14.
15.

16.
17.

18.

Admin Staff has the right to take 20 days of paid normal leave and 10 days of paid
sick leave during a year of the contract.

KUST encourages all staff members to receive their 20 days’ leave during the year.
Employees will be eligible for Earned Leave only after completion of f probationary
period.

Any kind of leave can be granted or refused depending upon the University’s
demands. Leave of absence from work without proper approval will call for
disciplinary action. Leave means to go away for something for a short period.

All leave records of the employees shall be maintained in HR.

The permission for of leave should be approved by the immediate supervisor.
Director has the authority to reject the leave request due to Unit status or time of the
busyness of the unit.

The leave form Should be submitted to HR at the end of the month, in case the staff
failed to submit HR has the right to send a warning letter.

During the semester the leave shouldn’t exceed one week.

The request for two weeks’ leaves, the deduction will be 12 days not 10 days, the
weekend included in between.

Within 3 days Paid sick leave should be documented.

Paid leave (Normal and Sick leave) will not be accumulated until next year.

Leave for the coming year cannot be availed in the current year.

Approved leave can be canceled depending upon the business demand.

Leave once canceled by the reporting manager an automatic notification will reach the
employee and HR.

Leave balance will be updated accordingly by HR

If an employee resigned or is terminated, the accumulated leave will not be
compensated.

On day Leave without permission of the director will be considered as 3 days absent
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Komar University of Science and Technology

Office of Administration and Human Resources

Overtime

1. University reserves the right to tell any and/or all employees to work overtime during
busy periods or in cases of emergency

2. Overtime is a requirement of employment and if an employee rejects a request to
work overtime, he/she will be subject to disciplinary action, up to and including
contract termination.

3. For an employee to qualify for overtime, he/she must first complete the required [35]
hours per week.

4. The overtime should be requested by the Direct supervisor in case of need of the
university.

5. Lunch time is not considered to be overtime

6. The overtime should be controlled by the Director and HR

7. An employee’s overtime should not exceed %20 monthly working hours, which
means approximately 30 hours per month.

8. The senior positions are not allowed to fill the form over time.

9. The extra time must be submitted monthly to HR after being signed by the direct
supervisor not later than one week.

Compensation

There will be two types of compensation, timely and financially as they are explained below

1. Timely compensation: This plan is active for those who collect 14 hours extra per
month and will be added to their cumulative extra hours so they can take it throughout
the academic year.

2. Financial compensation: This is when a staff member collects more than 14 extra hours
per month. The first 14 hours will be compensated by time and whatever hour(s) is left
will be compensated financially. The amount which will be given is fixed and it is 5,000
IQD per hour.

Note: Compensations will not be available for any direct supervisors in any offices/units.




SBsS eolsz 04w Gliw pdyy z)dw Sliw £099 52 ydw Gliw P e Sliw CTRIAw 8192
o3l 4 Olites (B3S|  olwos 4 pamegd Ses0,SHIEL|  slmgsh s paSady Gosdid,SHIBBL|  Cid b3 53 ¥ U Sizide 4 03l 4 Ollw lrsd 4 05450,5,l056 Cods 090)5 ds Suiogidy &S 1uSEsd &) WideylS (90| 1
ol 42 Qe (USS|  5lrmggd 4 pamg9d G09id,SH L Slruggd @ pdSay Gosdin,SHISBL[ S b3 33, ¥ 4 Sizide 4 o)y 4 Ol 35 Sl 5 Oleyd Gosdis,S oyl 2
O3ly o QLo (B3| slwsgl 43 pdoged Go93d,SHIs8L Slrwgsd 4 pdSay Goga3d,SHOBL[ s b3 53y ¥ U Sizyde 42 )by a0 Ol W) & isd)99 H9934 9 S & 9 G G55 Cudigf 3
ol 42 Qe (USS|  5lrmggd 4 pamg9d G09id,SH L Slruggd @ pdSay Gos i, SHIBBL[  Cdd b3 33, ¥ 4 Sizmde 4 o)y 4 Ol dSdodaydy Giiiz 9 pAa) $0943,S pdS Cuwdsdads | 4
Sy 43 Ot 53| s 42 pdngsd G030, s s pdSes o3 SISL| a5 35y ¥ 4 Sizpde 45 oy s ol Sl 0 osaiosyslt| 9 OB ddgaS 09d50)l95 ($090)995 438y « 1N ducdss d (oyl9s Lduliay ui»-’ 15 9hSusbd Ggd 5 W A O0lss 10,5 S5 4 Fwss 5
09439450 (Y Lwyida &S U3 od d (LS 0)dSe 09 OLilimySd & 9 45 LOgd 5 OB09l,Sde00d8 diwoeydS
o3ly s Olie (US| slrwgss 4 pdogss Goswid,SHOBL|  slugsd 4y paSdy G0snSHISEL|  Chd b3 35, ¥ A Sizyde 4 o)y 4 Olohe lrsd 4 05450,5,l056 O3ha0daS3 ) oS (lgies diludS 943 a3 15)5 B 4 09435032 9gede dg),Sdabeddd gosle 5 Sdz oi,SJds| 6
o3l 4 Oltes (B3S|  olwosd 4 pamegd Sos0SHIEL|  slmgsh s paSady Gosdid,SHISBL|  Cd b3 53y ¥ U Sizide 4 03l 4 Ololw slpss 4 03853,5,lolsB| & 4 Ok S Syt 4,858 L7 105 iy 4 OISasS 5 655505 09 0515109 09351 SVl GV 585 Hlie)Sar ol 7
OB d4y 9 I 5 5l (H9285 Ob ol (Sb) 838 dilo & Cwdydo
1) 42 0Lz QS| slsss 42 pangss S9BOSINSL|  slussi b e s SIS i i) 35 T U St 2 0y ¢ Ol PRREPIPEN JNCE 29 Sz le HBalady @ S 6,058 gsds Sl 09 LD Sdesih 9 jed4y 03 4 i @ S eSS st | g
Cllydlwdd C a5 35015 LLad3ss oo 09 lelsod S & (255 6,5 § 301 Gliedis iliieySa
ofly 4 Ol (B3| sliwssd 4 pdasss G0swid,SHOBL]  shwsgd a) pdS Gos,SHBBL| L b 35, ¥ A SUeyde 4 0yl 4 Ololiw 3w s 09430,5)556 301 Gegisd 9 5 LBsd LBsls 5 Sb B)Sly by 4 Osgds Wdsb]| 9
o3l 4 Lt (B3S|  olwosd 4 pamogd Se0SHIEL|  slmgsh s paSady Gosdid,SHIBBL|  Cd b3 53y ¥ U Sizide 4 03y 4 Ololw lisd 4 05450,5,056 35 4y 9led Shds 9 do iedBads 09 09430,S55 ds B Ol eydd SLigy 4y O9ged Wil [ 10
ofly 4 Ol (B3| sliwssd 4 pdasss G0sid,SHOBL]  shwsgd 4y pdSey Gos,SHBBL| L b 35, ¥ A SUeyae 4 0yl 4 Ololiw 3w s 09430,5)l356 0955015 dy Cade (S30505)ds 4S 09dSiwdS Hda 3 & HdighHd Sidlge o 4 Gladsds 5 &3Ld L5,5)0s( 11
o3l 42 Olke (U3S[  slruggd 42 pans9d G0s40,SH L[ slwsss 4 pdSay Gosdia,SHL[  Cod 5L 35, ¥ U Sizyde 4 0yl 4 Ololiw lrsd 4 05430,5,056 s olodS Lo &S SS0)Ssle 9 09303 JaS diwlil 35,8 GigdSsuddn] 12
o3y 4 Olke (RB3S|  slwssd 4 pdog9d Go9did,SHISBL[ ol ggl dy paSdy g09433,S,I0BL S L) 33 ¥ U Sioyde 4 )y 4 Olole Slwgs do 0943551086 R Gledide $3 )5 JagldS SiluaySa |13
o3l 4 Qlites (B3S|  olwosd 4 pamegd Ses0SHIEL|  slmgsh s paSady Gosdid,SHIBBL|  Cd b3 53y ¥ U Sizide 4 03y 4 Ololw slpwsd 4 09435,5,105 pl50> S (952 slsdd slsd HLos0yssf dible 4y 35315 sos000 lwdS lapas3)y| 14
ofly 4 Ol (B3| slwssd 4 pdasss G0swid,SHOBL]  shwsgd 4y pdSy Gos,SHIBBL[  CLd b 35, ¥ A SUeyae 4 0l 4 Ololiw 3w s 09430,5)l856 S3B808085 sdaliyds Ol STkl jda (395255 A Gid $)disdyds so94id,Sd YL 15
&l 4 Olke (R3S slpwsd 4 p0393 G09S 9lrugsd 4 paSe G09453,5,156 C o3l 4 Ob G Gasd3s Ha54 L 093015 & Sdlde (15,5509 (5 4 3015 $90500 4 53,S)5| 16
ofly 4 Slis (RB3S Slwg 4o pogsd $053,Sy B Slwsgd 4y pdSay (go533,S B S95 (3090534 33 Cawdy iliesSas] 17
o3l 4 Oltes (B3S|  olwosd 4 pamegd Ses0SHIEL|  slwgsh s paSady Gosdid,SHIBBL|  Cd b3 53, ¥ U Sizide 4 03y 4 Oll lrsd 4 05450,5,l056 D3 8 Ry SwdS STy (2 4 STkl Has goswis)S S| 18
oily 4 Ol (B3| sliwssd 4 pdasss G0sid,SHOBL]  slwsgd 4y pdSy G0s,SHBBL| L b 35, ¥ A SUeyae 4 0yl 4 Ololiw 3w s 09430,5)l556 Ob3s Usd 3 Obogdiusds 9 Sdagiss 9 SHds b 33,545 &)33,b 9 p3,Saly| 19
ojly 4y Ol (HBIS| 9l rugsd ) pagsd So9ai0,SHIEL]  9lrusss 4y paSay So98O,SHIBL[ s b5 33y ¥ A Sizde 4 o) 4 Ol slpwsd 4 09435,5,1055 S s 5 Q4 (S diled ) Sdegis 9 03482 5 Shzs Gosledly (W3 5 O dudP riwsds eliy 5 5,54 Sby | 20
ofly 4 Ol (B3| sliwssd 4 pdasss G0sid,SHOBL]  shwsgd 4y pdSey Gos,SHBBL| L b 35, ¥ A SUeyae 4 0yl 4 Ololiw 3w s 09430,5)l356 05435 $r 0990 03l 3 ilods 4S5,y lss 5 Ol il plosds 3 SwdS Slwils (21
ojly 4 Olkes (B3| slwsgs 4y pdogsd Go9ia,SHSL[  slrugsd 4 paSay Gosaia,SHOBL| s b 33y ¥ U Sizyde 4y )y b Ololw Slwgd 3 09430, )1356 13l365 3999 9leds IS & 5 dudss Loy gogdissilisSd | 22
ojly 4 Olke (RB3S|  slwsed 4 pdog9d Go9diSSHISBL[ 5l rggd 4 paScy Gosdid,SHOBL[  Cdds b 33y ¥ U Sizyde 43 )y b Ololw Slpugd 4 09430,SI050 &S0y 1952053 )ds Hdwd) Code 385,545 Sz yduw Haa| 23
ojly 2 Qlike (RBSS| 5lwgd i paoged o9 SHIBBL[  slawgsd 4y paSy so9asn,SHBEL| s 5L 33y ¥ U Sizyde 4y o)k 4 Dol 9lpgd dy 0930,5,1586 09 090312450y Soi5ip 04 ¢ 091,103 st 4 S sWlaledy 9 OSU G 4 G 9 OB N 4lay 4 09928 Wy 24

001,593 dulesdy 45 G935 Wsly




