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How to Use This Document

This guide is here to inform international scientific staff members who are new to
Hochschule Geisenheim University about the contents of the documents provided by
the HR department.

The guide relates to the fourth section of the onboarding website, titled ‘Additional

Information to be Read and Saved'. In this section, there are seven documents that
all new employees are asked to read. You do not need to take any action but are

encouraged to save these documents to your personal files for future reference.

As these documents are in German, this translation aid provides an English summary
of the contents of each document. Full translations are available for two of the
documents (‘Flexible Working Hours’ and ‘Calling in Sick and Returning to Work’) and
are linked on the onboarding website.

If you have any questions, please get in touch with your contact in the HR department.


https://www.hs-geisenheim.de/en/university/organization/administrative-units/hr-hr-development/documents-required-for-scientific-staff
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1. Fair Behavior in the Workplace

This document is a service agreement from the university. It outlines how staff should
behave respectfully and cooperatively at work. The goal is to create a positive and

supportive workplace where everyone treats each other with dignity.

Everyone working at the university is responsible for contributing to a respectful
workplace. Any behavior that harms someone’s dignity, such as bullying, sexual
harassment, or discrimination, is not allowed. Managers have a special duty to set a
good example and take action when conflicts or inappropriate behavior happen. When
problems happen, staff can go to the conflict officers, women’s representatives, and
the university leadership for help. These helpers must keep conversations confidential

and support people without taking sides.

The university encourages communication and conflict resolution training to prevent
problems before they start. When changes happen at work, like restructuring, staff
should be involved early to reduce tension. The president of the university, with
agreement from the staff council, appoints conflict officers and ensures they have
enough time and support to do their job properly.

2. Information Letter on the Assignment of Higher-
Value Activities

This document provides information regarding the assignment of higher-level duties
at Hochschule Geisenheim University. It explains the rules and procedures that apply
when employees are asked to take on tasks that are usually part of a higher-paid
position. The main message is that such tasks should only be given temporarily and

must follow clear guidelines.

Before assigning higher-level duties, the responsible supervisor must check whether
the work goes beyond the person’s current role and whether approval is needed. The
employee should be formally informed, and the agreement must be documented.
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Simply doing more difficult work without an official agreement does not mean the

person will automatically get higher pay.

If someone carries out higher-level tasks over a longer period, this can be recognized
officially, and extra pay may be considered. However, this only applies if everything
was agreed upon in advance and recorded properly. The letter also reminds
supervisors to follow the university’s rules and consult the HR department when

needed to avoid any misunderstandings.

3. Non-Smoker Protection Act

This document is a letter informing employees that smoking is not permitted in any of
the State of Hesse'’s buildings, including recreation rooms and individual offices. As
the university is state-funded, this applies to the buildings at Hochschule Geisenheim
University. This is the result of the Hessische Nichtraucherschutzgesetz, or Hessian

Non-Smoker Protection Act, which has been in force since October 1, 2007.

4.Information Letter on Company Integration
Management

The document titled Informationsschreiben Betriebliches Eingliederungsmanagement
(BEM) explains the process and purpose of the company’s reintegration management
program. This program supports employees who have been absent from work due to
illness or injury for an extended period. The goal is to help them return to work in a

way that is safe and sustainable.

Employees who have been sick for more than six weeks within a year are invited to
participate in the BEM process. Participation is voluntary, and the employee’s consent
is required. The process includes discussions to identify any adjustments or support

needed to facilitate the employee’s return to work.
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The university ensures that all information shared during the BEM process is kept
confidential. Only those directly involved in the process will have access to personal

information, and data protection regulations are strictly followed.

Overall, the BEM program aims to promote the health and well-being of employees by

providing tailored support during their reintegration into the workplace.

5. Flexible Working Hours

This document is an agreement between Hochschule Geisenheim University and its
employees that explains how flexible working hours work at the university and the rules
for tracking your hours, breaks, home office hours, holidays, and ilinesses. We have
provided a summary of the most important information contained in the document

below, but a full translation is available on the onboarding website.

General

The rules apply to all employees of the university apart from temporary and seasonal
workers. All employees are obliged to correctly record their working time using the
official time-tracking system; you can clock in/out at a time-tracking terminal on

campus or online.

Employees can arrange their daily working hours flexibly, as long as service needs are
met. Generally, you can start and end work freely within the bandwidth period, which
is Monday—Friday, 6 am—8 pm. Individual teams agree on fixed service hours during
which their office can be reached; these hours are generally Monday—Thursday, 8 am—

4:30 pm, and Friday, 8 am-3 pm.
Breaks

If you work more than 6 hours, you are required to take at least a 30-minute break.
This increases 45 minutes if you work longer than 9 hours. Breaks will automatically
be recorded in the time-tracking system, but if your break is longer than the 30 or 45
minutes, or if it is spent off campus, you will need to clock in and out in the time-

tracking system.


https://www.hs-geisenheim.de/en/university/organization/administrative-units/hr-hr-development/documents-required-for-scientific-staff
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Time Accounts

Your time account is the record of your working hours in the time-tracking system. If
you work more than your standard weekly hours, you build up a positive time balance.
You can also build up a negative time balance if you work less than your standard

hours.

If you are a full-time or part-time employee who works more than 20 hours a week,
you can build up a maximum positive time balance of 40 hours and a maximum
negative balance of 20 hours. For part-time employees who work 20 weekly hours or

less, these limits decrease to 20 and 10 hours respectively.

Positive and negative time balances should be completely reduced by the end of the
year. Any positive balance over 8 hours will be deleted after December 31. You also
need to ensure there is no positive or negative balance on your time account when

your employment at the university ends.
Time Off

On public holidays, sick days, and vacation days, you will receive credit for your
standard daily working hours (i.e. your weekly work hours divided by five). Time is not
credited for absences such as doctor’s appointments or personal errands unless there

are special circumstances (e.g. chronic iliness, pregnancy, or a disability).
Special Rules

You receive a half day credit for your birthday (if it falls on a workday) and
Rosenmontag, as well as a two-hour credit for taking part in the university’s summer
festival or work Christmas party. You will also get a credit of 13% of your regular

working hours for the annual Lindenfest in Geisenheim.

6. Alcohol at the Workplace

The Dienstvereinbarung tber Alkohol am Arbeitsplatz sets clear rules about alcohol
and other addictive substances at work. It aims to protect employees’ health, ensure

safety, and provide help to those struggling with addiction.
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Employees are expected to avoid consuming alcohol or drugs during working hours
on university grounds. Exceptions are made for official tastings during university

events, where safety measures like providing water and spittoons are required.

If an employee shows signs of substance misuse, a structured five-step plan is
followed. This begins with a private conversation and can lead to formal agreements,
support offers, and, if necessary, disciplinary actions. The goal is to help the person

recover while maintaining workplace safety.

The university appoints a dedicated addiction officer who offers confidential advice,
coordinates support, and helps with reintegration after treatment. Managers receive

regular training to handle such situations appropriately.

Overall, the agreement emphasizes prevention, early intervention, and support,

aiming to address addiction issues constructively and respectfully.

7.Calling in Sick and Returning to Work

This document describes the procedure for calling in sick and returning to work after
an iliness. The steps are summarized below, but a translation of the full document is

available on the onboarding website.

Calling in Sick

e Notify HR by e-mail (CC supervisor and team assistant) before 9 a.m.

abwesenheitsverwaltung@hs-gm.de

e Alternatively, call your team assistant, who will inform HR.

e State expected duration and whether you have a doctor’s note.
Doctor’s Notes

e If you receive a doctor’s note after calling in sick, inform HR immediately so
they can request it from your health insurer.

e Adoctor’'s note is required if your iliness lasts more than 3 calendar days.

¢ HR must be informed by the 4th day that a note is available.

e Calendar days include weekends, holidays, and scheduled days off for part-

time employees.


https://www.hs-geisenheim.de/en/university/organization/administrative-units/hr-hr-development/documents-required-for-scientific-staff
mailto:abwesenheitsverwaltung@hs-gm.de
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Vacation
If you fall ill...

e Before your vacation:
o Inform HR if you still plan to take your vacation.
e During your vacation:
o Inform HR right away.
o Obtain a doctor’s note from the first day of iliness.
o Both steps are required for your vacation days to be reimbursed.

Extending Sick Leave

e Inform HR when you get a follow-up doctor’'s note and share the new expected
duration of your iliness/inability to work
e Ifillness lasts over 6 weeks, continue updating HR on each extension/follow-up

doctor’s notes
Returning to Work

e Send an informal e-mail to HR (CC supervisor and team assistant) once you

return to work abwesenheitsverwaltung@hs-gm.de



mailto:abwesenheitsverwaltung@hs-gm.de
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