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Introduction

East [European University '(hereinaftei the EEU) represents: the'higher: educational.institution
focused -on .achieving sustainable: successjves for the integration of institutional ;goals with
personnel.achievements:and.their active and high engagement!in the:mission accomplishment.

EEU understands that having competent; motivated and developmeniented staff is.especially
significant to meet the expectations 'of students and stakeholders it is'based on: providing higt
quality services, «creating: new: opportunities: rand: services;rintroducingninnovations, ' differe

approaches tothe university, .and-create, maintain and sustain its corporate niche!

In order to implement the context of the human resources role stated above, the EEU has/devel
the "Human Resource Management Policy"'which includes: staff recruitment 'and hiring procedu
new employee ‘familiarization rmethodolog, staff relations rmanagement, personnel-assessmt
working environment and workflow assessment and .applicability of results in further. manageme

personnel;professional growth-mechanisms.

The HRM policy goal is:to implement unified principles ohuman resource management: an
establish.a unified culture of its: perception.inithe EEU, to- develop arhuman resource manager
systemibased onthe principldike: fairness, transparency, teamwork; mutuedspect. and knowledge

and to ensure staff potentiadffective applicability!
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Generalaspectsiof Human<Resource:Manageme
System

EEU- HRM system is.aniintegrated management.system that represents asignificant.and:integral
of the unified managementin the institution. It assists the EEU in effectively,applying-of sgadtential,
maviamitiaadeniiomgiyd ndrewvne lhospdemagatanidihe mc-roel@ssqinnigiontichee 11

is albunch.of principles; processes; methods!and procedures used to manage EEU staff efficiently

By applying the EEU HRM System along with:process descriptions and measurements; itis.ensure
competent staff are continuously ;and, systematically recruited, retained, evaluated and develope

achieve the!University's sustaable success!

The purpose: of thel EEU IHRM: System is to-assist the university,community! and:its member.
developing a 'HRM framework; to. contribute to 'the achievement' of the: mission and. goahd to
introduce the bestrecognized;approaches and principles 'of the ' HRM system: in'the EEU, for which
university has.established the following: Principles, key aspects of HRMS,; mechanisms; procedure:
tools, the implementation of . which ensures # consistent.and effective implementation' of the HRM

system in:ithe institution.

HRM system is developed based on an external and intémegulatory framework. HRM system takes
into consideration the Organic Law of Georgia "Labor Code"; the standard 1S0'21001: 2018.Educat
Institutions Management-Systems! (EOMS), the EEU -mission, the internal 'qualityassurance sy

strategy .and pringples.
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The approaches.and:principles:named in.the EEU: HRM Management System.are tailored to.the.context ¢

x>

university, taking into account :the \working experience. of university. personnel;. the géts of the -staff
satisfaction:survey; the ;specifics of educational activities, increasing competitionion-the education market
institution's corporate niche and.aspiration to.achieve sustainable success!

1. The concept of sustainable employmentis mentioned.above, the EEU:strives for sustainable succ
therefore, it caresito: create a feeling of.stability. for: its: personn&he socalled approach ismutually
beneficial, as on.one hand it allows employees to financially-ensure the wealthireddbeir families, as on
the other hand, ithere ishboth:a formal .contract (labor.agreement).and an informal, contract. (employe
initiatives on his/her own to become: a fulfledged member. of the EEU and:brings. its'effort to, an.overe
success; helshe strgly believes that the successful results will have a positive impact.on him./ her and
employer will always take care of his / her interestdn addition, the concept of sustainablerempyment
will be beneficial for the EEU in staff maintenanc&he EEU is.aware that proper selection of the personn
and their professional growth is.a significant investment, thus; the EEB focused on-ensuring anc
maintaining its staff. and make/them feel sustainable . and, protected.

2. Proper staff :selection /recruitment The EEU focuses on:attracting competent..and  motivat
individuals to selected positions,-as the EEU is confident that attracting the right people into the team
crucial key to building a competitive advantage.

3. Selfmanaged and- effective -team teamwork is crucial ‘for ithe 'EEU iin.achieving 'the goals: I
teamwork, each process is evaluated critically and thoroughly, because the team is made up of people

think differently, but work towards a common aim. This:means that different ideas agenerated.
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4. PerformanceBased Competitive:Remuneratio& Benefits- The EEU. clearly understands that well
seleced personnel represent competent .and -successful. peopléence, offering them competitive
remuneration isinot only.an.attraction, an@ maintenance tool for them, but alsbhas a subtantialimpact b
a lot on the [EEU image and brand loyaltyn addition, the EEU seeks to.develop: performantased
incentive mechanisms; and: at.the same time; it.is.vital.that the Universigtains key "critics". They. are
people with unique, universal skills (sealled "difficult to replace”) who.are invaluable for'the lonrg
term development .and - sustainability., of /the institution.' For.such.category personne] only a

remuneration increase and or a onetime bonus:may be a source of frustration-insteadof motivatio
Thus, the EEU will develop:individual incentive:tools' for. the full:realization, of .such: staff . member
which will raise their interest and motivates to achieve the EEU goals.

Training needs & professional .growth iof .the: staff Taking into account the ;reforms.and change
worldwide approachesthe personnel of theuniversity has:to.adaptto/innovations-and meet stakehold
expectations; the university ishall be confident that upon hiring the best candidates, they will.remain
the forefront in this area.To this purpose, the university invests a lot, in the introduction: of .specific
needbased programs fopersonnelprofessional development .and, modern management:systems, w
participation of the staff. This.approach:isran innovative way of teaching, towards rapid.growth! a
maintaining a.competitive.advantage.

Management of participatory.and.informed- Each.employee-is a valued member of the university, ¢
equal culture, .aniintegral,part, of ithe, university's.corporate; culture;and animportant element.- T
university ensures: thatits:staff.is. fully informed ut the main aspects andi.characteristics of .-t
institution, as well as the introduction. of updated management systems. Sharing information is hig
crucial, open.communicationpprimarily instills .a  culture, and creates .a working,-environment whel
people kel trusted.-Secondly, in order to.get adequate, sincere Ifeedback: from:the staff; to share

ideas, they need to have complete infermation about.what stages the university.is going through; w
its vision and priorities.are! Encouraging open communtén and sharingrelevantinformation creates
an " improvement culture", where the - employees are-free to.make suggestions.and work togethe

improve primary processes
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The EEUiis focused on:using th The EEU 'Human FResources!Manageme!
Department oversees:and:coordinates: tht

. . . effective and-efficientimplementation of the
inclusive synergy :to sachieve

zﬁwf ] 3 Persanal Dita HR Management  SSystem. HRMD
| il T . .
team goals. e responsibilities include adapting -and
. introducing modern staff management
The EEU cares laboutrcreating g __ag
. S T HRA enedits systems aat tlthe 'EEU; I:Fagcilitate i1 the
variety of inspirations for its S
5 Adminisiratian & WMansgement  recruitment of competent -and smotivated

employees sso !thatiltheyc.car

potential of its staffito.create an

staff with high potential and manag their

generate rnew ideas:rand-seiz HRMS hiring process; | Development: of: «corporate
opportunities for positive culture. Managing:the familiarization process
impact. Traiting, skl of the personnel, IDevelopment .and

Adminfitration Warggemernt  management oof «staff rmotivation < system
The EEU jprotects ithe rights, of @ Develop and iimplement :a ppersonne
its employees -and their appraisal:system; Planning-and coordinatin

. . : : . activities related to :staff (development:;and
legitimate interestsiin corderito i 6 Performance - . P

S nage Mg training; Staff selection '/ sappointment/ /

ensure llongterm sustainability promotion  process // ccoordination;

with: them. Implementation of health and -safety

programs; 1To rregulate oother inimportant
personnelirelations of the @dministration.
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RECRUITMENT

Article 1. Attraction & Selectionofithe personnel

1.1 The University ensures recruitment and.employment of.competent.and motivated individuals for
academic, adnmistrative and-support staff positions.

1.2 The personnel:consistsof programnimplementers: (academic! and iinvited); administrative and
support staff.

1.3 The EEU-academic personnel consists of: professors -and assistants:-Professors: include: Professor,
Assaiate Professor, Assistant Professor.

1.4 The EEU is-authorized itorinvite: a specialist with- relevant.qualifications to rparticipate in-the
teaching -and '/ orrresearch process and./ or tonconduct: thisprocess without holding.@an-academic
position at the Univesity (guest/lecturer).

1.5 The EEUadministrativeppersonnel.consists: of: Rector, ViRectors, 'Head, of Quality' Assurance
Service, Deputy:and staff, Dean of the: Faculty, Deputy and:heads and staff of departments:and other
structural units defined'by:the:sucture and employees.

1.6 The status ofauxiliary: staff at'the EEU is considered to be-those persons whoare notlincluded in
the staff list.and-as percontract).they are-invited to carry out-specific activities according to ithe' EEU
needs.

1.7 The University uses different forms and -methods in the recruitment process.

1.8 EEU Academic positions:.can only-be'taken:through an-open.competition, which-must.comply with
the principles of transparency; equality:and fair. competition;

1.9 The rules'foritheselection-and.activities of the academic personnel of thel EEUIshall be determined
by the "Selection /'/Appointment rules of Academic.and Invited-Personnel" at the University.

1.10The rulesiforthiring aninvited lecturer to the' EEU are .determined by the 'I8etion / Appointment

rules of Academic:andInvited Staff".
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1.11 The rules :andproceduredfor hiring lthe.administrative rand: support: staff of-the: University: are
defined in the "Selection /"Appointment rules of. Administrative rand Support:Stadt the University.
1.12The planning process of personnel recruitment at the EEU includes the:Human resource analysis
required to achieve: the:goalsfofithe institution,sthe-definition iof-requirements:forspecificspositions,
number of positions.and:salary changes.

1.13 Position requirementsaand.wagechanges:-are reviewedrat:reasonable-intervals:tordetermine
compliance with labor-and-education market trends.and/ or as-needed: The annual personnel planning
1.14 The IHuman FResources!:Management  Depaght ensures: the:administration of plannednand
unplanned vacancies;in-terms/of.the program implementers:in 'collaboration lwith: the faculties.

1.15 The'EEU: approaches the! following:methods:torattract the personnel:

a) postingvacancies on-employment.welontals or social networks and .onthe EEU ‘official website;

b) using ithe jpersonal contacts’ of the.employees working: at thel EEUin-order to: contact .and attract
competent;persons;

c) offering competitive remuneration to candidates with high potential;

d) offering real professionalldevelopment;opportunities:andprograms;

e) selection from: the candidates attracted by:the internal internship-program;

1.16 The personnelselection-procedurecincludes: the followingsteps:

a) analyze the vacantposition-and-deterng properqualification requirements based onthe! relevant
job description;

b) selection of the priority segment corresponding to the position;

C) announcing.a vacancy,

d) selectioncof:submitted applications;

e) establish.andimplement a.competition prodare.

1.17 A candidate-isiaccepted for an :administrative sposition through @ competition «(internall and

external) and /cor.appointment.
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1.18 The:selection of @administrative-personnellis:based on internal or-external competition.

1.19If awvacancy:is natecruited through the internal human:resources) the:.external competition will

be announced. The Human Resources Management Department-reviews the external.databases of the
candidates:and /> on publishes:the:vacancy:together: with -appropriate jobcdescriptomtent and
qualification framework requirements.

1.20 Theccompetition procedure-may include: the following :stages:

a) initial selectionof-submitted.applications;

b) test;

c) interview.

1.21 The EEU is-authorized tocarry out the.competition stages- specified-in-paragraph’"1:20'hwhen

announcing each; specific.vacancy; as welliasito-determine the additional-stage.

1.22 Selection of the personnehtbugh a.competitioniis-carried out by a-special commission.cin«case of
each wvacancy;/the Human Resources:Management Department-defines the:commission:-and selection
stagessequence inladvance.<The decision willbe' made by a:majority vote of those present.

1.23Human Resources Department shall notify: the Iselected:candidate: ofits decisionsiwad notify
the remaining finalists. 'Refusal notification-is:made in writingrand./ or, by 'telephone.

1.24 The.competitionc.commission: iauthorized to review the:suitability cof.candidates without a final
acceptance approval;however} they :may :consider it-appropriate itolincluderthemlin the EEU:reserved

candidates register.

1.25 A person mayhbe -temporarily:jappointed, to alrelevant -administrative - position: without a
competition, prior to hiring: a person selected through accompetition (internal:or-external) for.the

relevant position.

1.26 A person:whohhasdeen temporarily:appointed to ansadministrative iposition; after thei expiration
of the relevanttime, this /' her.assessment is carried out.in adamce with the established rules: atithe
university. In case of a positive-assessment he/ shelcan be appointed without competition (internal and
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Job Placement

Article 2. Hiring; of the personnel

2.1. In orderto'hre a.candidate;, upon.completion ofithe selection phase; therHuman Resources
Management | Departmento of: 'the. university: .contactsh the-'selected rperson' and starts the
procedure of administering ofimandatory documents for personal work and preparation of an
employment contract.

2.2. Asssoon asthe:mandatory documentation:is-submitted:by the candidate; anemployment
contract is.concluded with'him.

2.3. TheHumaniResources Management;Department!is obliged to.inform:the employee:about
the terms «of ithe ccontract, internal labor regulations-and-norms of ethical behavi{@ode of
Ethics), as.well.as internal regulatory. actsrelated to-the performance of his work.

2.4. Legal relations. with: the- employee rareegulated 'in :accordance:with 'the terms fof .the
contract with him.
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Article 3. New employeeffamilarization / adaptation

3.1. Once-a candidate isi hired and contracted; the EEU ensures a successful:-familiarization program of him/her in

the organization.'HumaniResources Magement Department provides different cactivities for the-new.employee,

ensures the familiarization of the employee to.quickly ladapt @and:share importantinformation: related'to the new

environment and ithe university.

3.1. Familiarization program:includes:

3.2.A) introducing a newemployee to'the university:staff;

3.3.B) conducting iintroductory training;

3.4. C) filling the familiarization "checklist";

3.5. C) sharing:of important.documents;

3.6. D) mentoring, etc.

3.7. Familiarization process of anremployee at:the university-takes attdamonth to fully enroll in the working,
process;environment and EEWU specifications.

3.8. Additional methods :and;procedures-forcadapting -a:new-employee: to the university arecseti outin'the New

Employee Familiarization Program Document.

HRM Policy I
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Article 4. Labor Agreement\Management

4.1 Labor agreementsrinithe EElgrove the recognition -anduupholding 'the principles ‘of cequality,

mutual respect, impartiality, integrity -and-collegiality.

4.2. The major :aspectsof:labor:relations :management areregulated byithe EEU Internal/Regulation

document, which presents: anrintegral-part:of themployment contract with the jpersonneland

include the following issues:

A) basicrrights:and responsibilities'of the.employer and-the. employee;
C) work, break-and restitime;

D) work delay andiitscconsequences;

E) generalrules of conduct;

F) leave of.:absence;

G) business:trip;

H) remuneration, deduction.and overtime pay rules;

I) labor protection;

J) conflict of interest;

N) change ssuspension; termination of.an.employment contract.

4.3. The University censuresasafe: and--healthy, working rconditions- provision forjemployees:taking to

accountithe requirements established by the legislationof Georgia, such as:

a) supporting employees" rights:and:freedom;

b) ensuringand strengthening the protection of labor idiscipline;
¢) fair remuneration;

d) determining the employees! warking conditions;

e) regulating the workflow issues! during!theiimplementation;
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PERFORMANCE APPROACH

CRITERTA ANALYSTS

FEEDBACK ASSESSMENT

Article 5. Personnélassessmentaagdsessmentresulépplicability

5.1.  The purposeofithelEEU, personnel-assessment system is:toimprove,the performance: of the
employee, identify 'his /ther professional-development needs; determine/professional: skills; professional
abilities and personal qualities to the position-held, and.the argzational development.of the EEU
5.2. EEU personnel assessment is.conducted in-accordance with;the principles-ofilegality, fairness,
objectivity, transparency, impartiality, itrust-and the> principle, of proportionality,of ltherinterestsf ofithe
EEU and:the personnel theselves.
5.3.  The assessment of the academicland scientific activities of the EEUacademic.and invited staff
is carried outin:accordance with'the "Personnel Scientiiesearch.and academic activities-:assessment
rule”.
5.4. The academic:andresearch activities of-the:acadermnd visiting staff -are-evaluated by the
Quality Assurance “Service:randhthe: Scientific -Research! and. Development:Department, with the
involvement of the faculties.and the support of the Human-Resources:Management:Department.
5.5. Assessment of . academic personnel includes:

a) assessment of academic activity;

b) annualevaluation of scientificresearch-activiies using the:annualreport of scientificesearch

activities of the .academic personnel.
5.5.1.The University provides semester.assessment of the 'ao@d personnel performance by different
parties, using the following mechanisms:

a) Assessment ofiacademic personnel by the:Dean-of the Faculty:using:the:relevantiquestionnaire;

b) Assessment of.academic personnel by the programmanager:using @an appropriate.questionnaire;
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¢) Assessmentiof.academicpersonneliby the head ofdepartmentof Educationiusinglthe-relevant

guestionnaire;

d) Assessment of academic: personnel by: the:head!of thenexamination:center: using-the:relevan

guestionnaire;

e) Assessment/ofiacademic personnel by the/student usingrthe relevant:questionnaire.
Criteria and procedures (for/the - evaluation,'ofadministrative personnel .are Jdefined nin:lthe
"Administrative personnel-assessmentrules’s.2. IProcedures, rcriteriaptools; methodsdaforms for
the evaluation cof :academic:staffrareladditionally regulated by-the-rPersonnel Scientdgearch:and
academic.activities assessmentrule”.
5.6. Semesterassessmentof the academicperformance-of the-invited: staffis carried out by different
parties iin :accordance wittthe criteria setcoutiin:subparagraph “5:5.1."0f the given.document.:issues
related to ithe ssemestersassessment: of thedacademicoperformance-ofithe:invited:staff! are-additionally
regulated by the "Personnel scientificesearch.and academic-assessment rule"
5.7.  The assessment of theladministrative: staff 1of the university is:carried outonce:a yedrthe
end of the:academic year. Thel EEU-is empoweéred to conduct-aninterim evaluation of the administrative
staff, the results .of which-have a.developmental rdie play.
5.8. Assessmentofiadministrative-personnelis:performed by different:methods and:tools depending
on which unit he/sheiscemployed:in: Staffremployed in managerial and-Apranagerial positions at the
University are assessed in-accordance: the:-relevariteda and procedure. | The:assessment criteria
include the evaluation of the quality-of performance’of the assighed functions;as welhas the-assessment
of behavioral:and technical competencies.
5.9. The achievement of.annual goals by thel administrative Staff land theirworkflow assessment is
carried out by the Human Resources Management Department, which.ensures:

a) Development of assessment methods'and tools;

b) Establishing-evaluation/deadlines.and procedures;

c¢) Processing and-analysis of results:

d) Feedback onithe evaluation:-results;

€) Monitoring the progress iand / .orcsregression indthework performed by:the!staff;

f) Annual comparative:analysis of the:assessmof the workflow performed,;

g) Submit :a rreport (to ( the CQuality ‘Assurance - Servicepuponethe:-assessment!iresultsiof the

administrative staff together.with the-measuresimplemented /:planned tojimprove them.
5.10. Personnel.assessment: criteria;-methods; forms! and periodicity are kmowmadivance: to: the
personnel. The current. assessment is:.completed before:the start of.the new-assessment period.
5.11. Questionnaires!filled cout dduing the assessmentrprocess: areconfidential :to, any-interested
parties. The 'Human Resources!:Management Department: is>responsible: iforthe- protection: iof this
information.

HRM Policy
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5.12. After processing:and analyzingthe-results ofthe personnel-assessment;the resultsare provided
to the staff. The employee has theopportunity to-receive feedback and.to ask-questions himself:/ herself.
After reviewing the assessment-results;-feedbackis provided, during which; it is-determined whether
the assessment results, recommendations! and. future-developméan (Gf any) are-acceptable to the
employee.

5.13. If the employee does notagree with the assessment results 'of when providing feedback, he / she
is entitled to appeal the resultsof hisl/cherassessment:in-such:a ¢case| based onthe:submission to the
Human Resurces ' Management Department, :alrelevant grievancercommissionshall:be established by
order of the Rector. The commissionmay notinclude the personresponsible for.thesassessment process,
the direct supervisorof the assessorand the lauthoriof the.compildihe assessor-has:the right to-request
information concerning commission:members.

The Commission:may:make:one of the following-decisions:

a) leave thesassessment results unchanged;
b) fully abolish the current.assessment:resultsiand assiglaseessment:to-he conducted.

Commissionrmeets eachther at the closed meeting;'the decision:made-therebys considered to-be
confidential, exceptiforithose cases,'whentheauthor of-thppeal requires to publishithe.meeting
protocol and decision taken.

5.14. The personnel sassessment :systempimplemented:iat thevuniversity:((academic;cinvited and
administrative) is:arpervasive tool/the-results of whichare-used forincreasing:the efficiency of the EEU
management in terms of teaching learning; services and-research. activities. The WUntyensil apply
the results.ofithe personnel-assessment:
a) For ithe jpersonnel professional-developmentin order to determine ithe rneed for training /
individual development the HumaniResources Mamnamgent Department, insagreement with lthe
assessorand his//-her.immediate; supervisor; draws: up an.individual personnel development plan
and ensuresitsriimplementation.
b) For personnel career developmentwhich may include promaetion, jobdescriptionramendment,
etc.
¢) Incentives for ithe jpersonnel which may include both tangible :and iintangibleforms. ((for
example'Monetary-reward, bonus; gift,;acknowledgement; etc.)
d) Disciplinary measures;
5.15. In order to develop :appersonnelsassessment:system; the.wuniversitydconductsopersonnel
satisfactionsurvey (personnel: satisfaction 'survey) by applying theessment system,tools.\The
assessment results:will-be used for further.development of the.improvement:system
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Article 6. Personneksatisfaction survey.and applicability of results

6.1. The resultscofithelEEU-Staff-Satisfaction: Survey: are critical to.measuring «the efficiency. of the
institution's management.andiitiis:lalso agsignificant tool:for ddentifying. the astaff cprofessional
development needsitemselves. The:satisfaction researchisystem:contributes tothe development of
a quality culture in the EEU-and creates a:reabopportunity tocidentify:how the EEUncanrattract,
retain and maintain.competent and-motivated-personnel. Different types-of spegiakstionnaires
surveys:are used-as-a;researchitool.

6.2. The purpose of the staff satisfaction survey:is to:
a) determine:the level of engagement.and satisfaction: ofall EEU-employees;
b) assessment of the personnel.sharing of the EEU-mission,:goals ands;alu
c) identify the strengths:and improvementsiofithe!EEU initerms lof human resources, as.well as risks
and opportunitiesiforcorganizational development;
d) identify training and development /.careeradvancementneeds.

6.3. According:torthe research results, thelfollowing will-be determined/ revised:

a) remuneration of the-employee: (salary increase; materialincentives, etc.)

b) future development (education and:training, possible career growth)

c) measurestobe taken by the EEU in:the form.of creating a suitable'working environment-and safe
environment for the personnel

d) developappropriate itools to increasengagementf the personneland encourage participatory
processes

HRM Policy ‘ ‘
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Article 7. PersonneliProfessional Growth

7.1.The stated-goal of EEU: is tonensuressustainablecsuccessin: a- challenging,ndemanding and ever
changing environment. /In ithe ccontextoof:achieving 'this:;(goal,: taking. care of-thercontinuous
development ofithe univesity personnelis vital for the institution.. Accordingly, the EEU ensures
staff-oriented training and development.

7.2.To the purposeocof:theppersonalrandrprofessional.development:iof the employees, the s
established a Continuing EducationCenter,lwhao periodically .conducts various-types:of research of
the employeesin cooperation with!the/ Human Resources Management.Department; toridentify the

appropriate needs and-arrange the necessary:measures for phefessional growth.

7.3. Personnel professional development plan-is arranged for the beginning of the academic year, which
represents -an integral »parto ‘of ojob--performance . :-management, | reflecting (' staff -development
knowledge, :skills :and:competencies. [Upon: personnelassessment, vita to summarize rtheir
strengths :and wweaknesses:and-identify .those aspects : forrimprovement, which affect their job
performance in.a-more efficient:.way.

7.4.The overall implementation of personnelprofessional -development tools by-the: University is

el

evelopment system represents a prioritized activity, wnicn IS consiaere NtNuUous process

of personnel workflow improvement, which assists them better realizing their potential and is
doubly beneficial for both individual development and EEU strengthening.
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