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Dean’s Directive N. 20/2024,

to govern principles of career development and evaluation of non-academic
staff at the Law Faculty of Charles University

(Career Development Code for Non-Academic Staff)

Under Article 3 (1) of Rector’s Directive N. 53/2023, Framework Principles of Career
Development of Non-Academic Staff at Charles University, I have adopted, in accordance with
Article 11 (2) of the Constitution of the Faculty of Law of Charles University, the following
Dean’s directive:

PART ONE

Introductory Provisions

Article 1

Scope of regulation

With respect to the Rector’s directive providing for the framework principles of career
development of non-academic staff at Charles University, the present directive regulates the
following:

a) Placement of non-academic employees in pay bands, and corresponding work positions
and job descriptions of non-academic employees;

b) Rules for newly hired non-academic employees; and

¢) Evaluation of non-academic employees.

Article 2
Non-Academic Employee
For the purposes of the Directive herein, a non-academic employee is an employee of

Charles University other than an academic, researcher or lecturer, and is assigned to work at
the Law Faculty.
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PART TWO
Pay Bands, Work Positions, and Job Descriptions

Article 3
Pay Bands

(1) Non-academic employees are placed in pay bands based on the type of work! they are
to perform and their qualification in accordance with the Internal Wages Regulation of Charles
University.

(2) The designation of the pay bands, and the description of non-academic employees’
corresponding activities are indicated in the following table:

Designation of | General description and nature of the employee’s activities
the pay band

1 Carrying out simple, less qualified and repetitive work with exactly
specified objectives with the use of simple utensils and manual instruments.
2 Carrying out routine work of an economic and administrative nature or

operational and technological nature under detailed instructions or
standardised procedures.

3 Carrying out routine or simple professional work as part of a certain system
or team; making operative arrangements for the functioning of operational,
economic, administrative and technological processes.

4 Carrying out compact or autonomous professional work interlinked with
other processes; organising and arranging for the functioning of
comprehensive operational and technological processes in compliance with
general procedures.

5 Carrying out autonomous complex tasks or specialised professional
activities interlinked with other processes; management, organisation and
coordination of complex processes of technological, economic-
administrative and administrative nature in order to determine and solve
issues within the respective process.

6 Carrying out specialised professional activities and partial conceptual and
methodological tasks; management, organisation and control of activities
of a professional nature.

7 Comprehensive management and/or arranging for the functioning of
extensive and complex specialised areas or units with internal and external
links; management and arranging for conceptual and methodological tasks.
8 Executing the most complex specialised conceptual activities with
autonomous creative solution of issues, and the management of very
complex organisational units.

(3) The pay band of an employee is indicated in their itemised pay statement.

(4) Qualification requirements for work within a particular pay band are governed by a
Rector’s directive providing for the catalogues of jobs and work positions for the employees of
Charles University>.

' Rector’s Directive n. 78/2017.
2 Rector’s Directive n. 56/2021.
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Article 4
Job Descriptions and Work Positions

(1) The job description of an employee corresponds to the profession, and general
description and nature of work activities of the employee.

(2) The employee is assigned to a particular work position at his or her workplace.
(3) The work position is indicated in the job description of the employee.
(4) If the employee is to work in several positions at more workplaces the job description
contains the distribution of work shares among individual work positions.
PART THREE
Rules for Newly Hired Employees

Article 5
Term of Employment for Newly Hired Employees

(1) The employment contract for newly hired employees is concluded for a fixed term,
usually for a period from 1 to 3 years.

(2) Exceptionally, in cases deserving special attention, a newly hired employee can be
contracted for an indefinite period of time.
Article 6
Trial Period
(1) The trial period for newly hired employees is 3 months.

(2) The trial period for newly hired employees in managerial positions can be longer, but
no longer than 6 months.

(3) Before the end of the trial period, the superordinate of a new employee is obliged to
notify the employee of evaluation areas and determine his or her work objectives for the
following period.

PART FOUR

Evaluation of Employees

Article 7
Basic Provisions
(1) Activities and work of employees are subject to regular evaluation.
(2) Evaluation is not applicable to employees

a) With 16 or less working hours per week;
b) Assigned to pay bands 1, 2 and 3.

(3) The process of evaluation must include the extent of workload (FTE) during the period
under evaluation and time during which the employee was unable to perform the work,
primarily due to maternity leave, parental leave, military service, serious health issues,
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discharge of a public office, long-term care for a family member or a close person, or similar
substantial personal obstacles to work.

(4) Evaluation is executed within the unified university electronic application.

Article 8
Frequency of evaluation

(1) Employees are subject to evaluation once in two calendar years, always in an odd
calendar year.

(2) Employees in managerial positions are subject to evaluation every calendar year.

(3) Exceptionally, evaluation can be implemented in other than regular term within the
course of employment upon request of the employee or, in justified cases, upon request of a
superordinate, the Faculty Secretary or the Dean.

Article 9

Period of Evaluation
Evaluation is to be implemented between 1 January and 31 March.

Article 10
Course of Evaluation

(1) The employee is to prepare a self-evaluation by the end of January in determined areas
and set work objectives for the following period.

(2) By the end of February, the employee, in an interview with the direct superordinate,
goes through the self-evaluation and set objectives.

(3) The superordinate is to approve or modify the work objectives by the end of February.

(4) The outcome of evaluation is an evaluating report drafted by the subordinate by the
end of March, containing work objectives for the following period.

(5) If the employee disagrees with the evaluating report, the employee may react to it in
writing by 15 April. In such case, the evaluating report is to be considered by a committee
composed of at least three members appointed by the Dean.

Article 11
Areas of Evaluation
The employee is to be evaluated in the following areas:
a) Fulfilment of work objectives set in the preceding period,
b) Qualification in relation to the work position;
c) Soft skills and personal attitude;
d) Foreign language skills where relevant with respect to the work position;
e) ICT skills, where relevant with respect to the work position;
f) Managerial skills of employees in managerial positions.
Article 12
Consequences of Evaluation

(1) The evaluation may result, in particular, in the following recommendations:
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a) To extend or not to extend the employment contract;

b) To reassign the faculty member to another position or pay band;

¢) To award financial remuneration;

d) To change the personal performance bonus;

e) To reduce the workload;

f) To re-evaluate the faculty member in a set time period;

g) To send a notice to remedy the deficiencies to the faculty member, or to initiate a
procedure under the Labour Code, which may even result in the termination of
employment.

PART FIVE

Transitional and Final Provisions

Article 13
Evaluation of Current Employees

(1) Evaluation of current employees for the period preceding the date of effect of the
Directive herein, is to commence within three months of the date of effect of the Directive, or
alternatively, of the first day of the month following the month when the university electronic
application starts functioning, whichever date comes later.

(2) An employee under paragraph (1), by the end of the month following the month of
commencement of evaluation, is to prepare a self-evaluation according to set areas, and
determine work objectives for the following period.

(3) Anemployee under paragraph (1), by the end of the second month following the month
of commencement of evaluation, is to go through the self-evaluation and work objectives as
part of the interview with the superordinate.

(4) The superordinate, by the end of the second month following the month of
commencement of evaluation, is to approve or modify work objectives.

(5) The superordinate, by the end of the third month following the month of
commencement of evaluation, is to compile a written evaluation report including work
objectives for the following period.

(6) If the employee under evaluation disagrees with the written report, the employee may
communicate the disagreement in writing by the 15" day of the fourth month following the
month of commencement of evaluation. In such case the report is to be considered by a
committee composed of at least three members who are appointed by the Dean of the Faculty.

Article 14
Effect

The Directive becomes effective on 1 January 2025.

prof. JUDr. Radim Boha¢, Ph.D.

Dean



