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1. We value the well-being of our students, faculty, and staff.

2. We encourage personal and professional development in an environment of collegiality and trust. 

3. We value quality in our education programs and research activities. 

4. We value the holistic development of our students, instilling in them a questioning spirit and the ability and desire to learn throughout life.

5. We value our responsibility to develop the future leaders of society who will embrace the highest ethical standards.

6. We value the creation, application, and dissemination of knowledge in a culture which fully supports the freedom of inquiry and speech.

7. We value fairness and integrity and will not tolerate favoritism, nepotism or corruption. 

8. We value open, honest communications and transparent and accountable decision-making.   

9. We value partnerships with our community, including the parents of our students, business, government, and non-government organizations, within The Republic of Kazakhstan and throughout the world.

10. We value the high reputation of our Institute in the Republic of Kazakhstan and beyond, and also its important contribution to the growth of society

11. We value all people both within and outside our organization, regardless 
of their nationality, religion, gender or other factors not related to the purposes of the Institution. 
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Introduction   

KIMEP is a non-profit institution of higher education offering American-style credit-based undergraduate and graduate programs in a number of disciplines such as Business Administration (BSc, MBA, ExMBA,  DBA), Law (LLM), Economics (BAE, MA), Public Administration (BSS, MPA), International Relations (BSS, MIR), Journalism & Mass Communication (BAIJ, MAIJMC), and TESOL (MA). Through the College of Continuing Education, it also offers a number of professional training programs.  Such programs provide short-term seminar training to executives in the areas of management, accounting, finance, banking, computer skills, information systems, human resources development and modern languages.

KIMEP recognizes academic freedom as indispensable to the purposes of an academic institution. Freedom of faculty members to study, to teach, and to conduct research  according to their best judgment is necessary if an academic institution is to fulfill its role in society. Accordingly, academic freedom is the right of every faculty member from the time each is first appointed.

However, academic freedom carries with it the duty to use that freedom in a responsible way with due regard to the policies of the Institute and the rights of others within the institution’s community and the community at large. It also carries with it an obligation to strive for excellence in teaching, in research and scholarship, to devote time to students and to play an effective role in the work of the institution.

KIMEP further recognizes that the protection of academic freedom requires that decisions affecting individual faculty members be made in a consistent manner according to established principles and standards and reasonable procedures. The central goal of KIMEP is to promote the advancement of learning and dissemination of knowledge through teaching, research and scholarly activities. It is, therefore, imperative that KIMEP establishes a well defined and well structured code of practice for the faculty so that the stated goals and objectives can be achieved in the most efficient manner possible. It is the responsibility of each faculty member and academic administrator to read this document and to abide by the provisions and stipulations therein.

SECTION I: Faculty Classifications and Types of Appointments

1. Faculty Ranks
The faculty ranks at KIMEP are instructor, lecturer, senior lecturer, assistant professor, associate professor and professor. 

1.1 Faculty Contracts

Faculty contracts are classified based on several criteria:  These criteria are:

· The legal status of the appointee in Kazakhstan (which affects work permits, labor laws, and appointee rights and obligations).

· The terms of the appointment (which affect benefits, work load, and duration of the contract).

· The assignment of faculty rank (which defines the salary range).

1.1  Conditions of Employment
All  faculty appointments at KIMEP are date specific. The length of a specific full time contract may vary between one academic semester to four academic years. Contracts are renewable depending on financial conditions, needs of a department/unit and individual performance. All annual full time contracts expire on August 14.  Salary adjustments, if any, are normally effective August 15 of the current calendar year.  However, salary increases effective any date may be authorized by the President.
 The contractual agreement shall specify such items as rank, status, college, department, salary, obligations on employer’s part, obligations on employee’s part, period of the contract, and any other special pre-requisites. 

1.2 Types of Appointments

The following types of appointment shall be in force:

· Time specific regular full time appointment (on annual or semester basis)

· Time specific part time appointment  (on semester basis)

· Visiting appointment (for one semester or one year, full time or part time)
· Special appointments 

1.2.1
Faculty Classifications

A. Instructor 

 To be appointed to this position, an individual must have a minimum of a Bachelor’s degree or diploma from a recognized university in an appropriate field of specialization. Some  prior teaching or professional experience is preferred but not necessary for the initial appointment to this rank.  This category of the faculty members shall be engaged in basic level teaching such as foundation and preparatory English courses and basic general education and computer courses. Instructors are not  allowed to teach undergraduate and graduate program courses other than basic level general education courses or language courses. 
B. Lecturer

To be appointed to this position, an individual must have a Master’s degree from a recognized accredited or attested university in the field of specialization. Prior teaching or professional experience is preferred but not necessary to be hired in this rank. The main professional endeavors comprise a combination of teaching and other academic services as may be determined by the individual’s supervisor. Research is encouraged, but not required.
C. Senior Lecturer

 To be appointed to this position, an individual must have a graduate degree from a recognized accredited or attested university in his/her field of specialization.  An individual with a Candidate of Science degree may be appointed without prior teaching experience; and individual with a Master’s degree must have at least three years of post-Master’s teaching and scholarly experience at an institution of higher education.er education. Research is encouraged.   KIMEP research working papers, case studies, conference papers and/or a published paper in a professional journal may be considered as evidence of research. The research requirements can be waived for a faculty member involved with academic administration, committee work, or course coordination.  

D. Assistant Professor

An appointment at the rank of assistant professor requires a graduate degree from a recognized accredited or attested university, in an appropriate field of specialization (see sections 1.4 and 1.5).  Appointment may be based on a:

1.  PhD, DBA, Doctor of Science or other terminal degree relevant to the teaching discipline.  Assistant professor is the entry level rank for terminal degree holders without prior teaching experience. The candidate must have a Ph.D. or an equivalent terminal degree from a recognized accredited or attested university, in an appropriate field of specialization (see sections 1.4 and 1.5) Evidence of scholarly research, completion of a thesis and evidence of research potential is required for appointment to this position. No prior teaching experience is required but preferred. 
An individual with a Candidate of Science degree and an acceptable record of significant scholarly publications and  teaching may be promoted to this rank.

An individual with appropriate professional qualifications and research, but without a terminal degree, may be appointed to this rank on “Special Appointment.”
E. Associate Professor

To be appointed or promoted to this position, a candidate must have a Ph.D. or an equivalent terminal degree from a recognized accredited or attested university in an appropriate field of specialization and must be current in research appropriate to the field of specialization (see sections 1.4 and 1.5). To be appointed to this rank, the candidate must have:

(a) Four years of post terminal degree teaching experience at graduate and undergraduate levels at institutions of higher education.
(b) Evidence of at least five (at least three in the last three years) research papers published in journals of international repute (or the equivalent in books, book chapters, etc.) which should show high quality of research as judged by experts in the appointee’s field of specialization. 

(c) Evidence of other scholarly activities such as conference papers, working papers case studies and  thesis supervision.
(d) Experience in curriculum and program planning and development, accreditation and academic administration.
Membership in relevant professional organizations is optional, but encouraged.
The requirements for promotion to this rank are similar, but require evidence of KIMEP service and above average teaching evaluations while at KIMEP.

An individual without a terminal degree cannot be appointed or promoted to this rank, except on special appointment.
F. Professor

To be appointed or promoted to this position, a candidate must hold a Ph.D. or an equivalent terminal degree from a recognized accredited or attested university in an appropriate field of specialization and must be current in research (see sections 1.4 and 1.5). To be appointed to this rank, the candidate must have:
(a) At least eight years of post terminal degree teaching experience, with at least three years of teaching  at  the graduate level at institutions of higher education

(b)  Evidence of at least 10 research publications (at least three in the last three years) in journals of international repute (or the equivalent in books, book chapters, refereed working papers, consulting, etc.) which should show high quality of research and scholarship as judged by experts in the appointee’s field of specialization.

(c) Experience and evidence of graduate and/or undergraduate thesis supervision 

(d) Experience of leadership in academic policy, planning and development, accreditation, and academic administration. 

(e) Experience of other scholarly activities such as conference papers, working papers and case studies 

(f) Experience of curriculum and program planning and development

Membership in relevant professional organizations is optional, but encouraged.
The requirements for promotion to this rank are similar, but require evidence of KIMEP service and acceptable  teaching evaluations while at KIMEP.

An individual without a terminal degree cannot be appointed or promoted to this rank, except on special appointment.

1.2.2  Exceptions:  Exceptions to the above requirements may be considered with the mutual agreement of all review bodies (College Retention and Promotion Committee, College Dean or Unit Director, KIMEP Retention and Promotion Committee). These bodies shall make a recommendation for exceptions to the VPAA, whose decision is final. 
1.2.3  Line Supervisors
In the College of Social Sciences, the line supervisor for faculty members is the chair of the relevant department, or Dean for interdisciplinary appointments.  In the Bang College of Business, the line supervisor is the Dean, or designated academic Associate Dean..  In the School of General Education and the Law School, the line supervisor is the Dean.  In the College of Continuing Education, the line supervisor is the relevant Program Director.  In the Language Center, the line supervisor is the Director of the Language Center.  The Line supervisor of all academic Deans and Directors is the Vice President of Academic Affairs, or designated Associate Vice President of Academic Affairs.
1.3  Types of Faculty Appointments

A. Full time  regular appointment

All full time faculty employment contracts at KIMEP are time specific. The appointment must be held in an academic unit, and must be for one semester to four academic years with contracts renewable for a maximum of 3 years for each renewal. There is no limit on the number of contract renewals. The first year of the initial contract is probationary. In this year a faculty member is evaluated in terms of performance, relevance and unit needs. Depending on the evaluation, one of the following decisions is taken:

· To continue with the contract

·  To provide a timely notice of termination 

Full time regular appointees are entitled for accumulated paid vacation and other fringe benefits such as housing, medical and children education allowances etc. This includes the probationary period.
Salaries are prorated over the period of employment and paid monthly. 
B.  Part-time appointment (term appointment)

A part-time appointment is for one semester (or period within a semester) and date specific. The appointment terminates at the end of the contract period without further notice to the appointee. No number of renewals of a part-time term appointment creates a right to a full-time appointment. Part-time and adjunct employees do not accumulate paid vacation, and are not entitled to other fringe benefits.
Part-time employees are contracted on a flat-fee semester course basis, normally for a maximum of three courses (9 credit hours).  Total fees are prorated over the period of employment and paid on a monthly basis.

C. Visiting Appointments
A visiting appointment is for one semester or one academic year.  A full-time visiting faculty member is  entitled to accumulated vacation, health insurance, and other fringe benefits.  Salaries are prorated over the period of employment and are paid on a monthly basis.
D. Special appointment

KIMEP may designate special faculty appointments to those who possess unusual qualifications in teaching, research, academic administration or public service, but for whom none of the regular faculty ranks is appropriate. Such appointments may be full-time, part-time, adjunct, or visiting.
1.3.1
Other teaching related appointments (Support Staff)
A. Part-Time Teaching Assistants (TAs)
Teaching assistants are not classified as faculty members, and therefore they cannot hold faculty rank. TA’s work part-time with 10-20 hours per week. TAs can be graduate students (e.g. master’s students). In some cases, undergraduate students may be appointed as part time TAs with the approval of the Dean. Normally, undergraduate TAs are 4th year students with a GPA higher than 3.0. In some cases, recent graduates of KIMEP may be hired as part-time TAs, with the approval of the Dean and VPAA.
TAs are considered support staff, and are not assigned formal teaching responsibilities.  

It is the responsibility of the faculty member requesting a TA to prepare and submit a preliminary employment agreement prior to the TA assuming duties.  Contracts will not be backdated to the start of classes.  Final contracts must be submitted with evidence that the TA has completed training.

Each College and Academic Unit has its own policies on the duties and responsibilities of a TA, which is covered during the training sessions prior to employment.  Instructors should be aware of the College policies, and not request TAs to perform activities beyond what is specified.  In general, TAs are not permitted to grade student exams and papers, except for the processing of multiple choice exams.  Grading is the sole responsibility of the instructor.

Part-Time TAs are not to be given passwords to faculty computers.  TAs may work on an instructor’s computer only if the instructor is physically present and supervising the TA work.

B. Full-Time Teaching Assistants
Full-time TAs must have a completed Master’s degree, and are normally KIMEP Doctoral students who do not hold other academic rank.  They may offer tutorials under the direction of a senior faculty member, give occasional lectures, handle grading, etc. 
C.  Research Assistants (RAs)

Research assistants are not classified as faculty members, and therefore, they cannot hold any faculty rank. Research assistants assist a faculty member or a group of faculty members in research. In addition, they may take active part in research and publish joint papers with the instructors. Full time research assistants with 40 hrs/week of workload must be master’s degree holders in relevant fields. Graduate (master’s) students can be hired as part time RAs with 10-20 hrs/week of workload. 

As funding for RAs is included in the research budget of each College and Academic Unit, requests for RAs must be made to the College Research Committee.  The College Research Committee and the faculty member to which the TA is assigned are responsible for monitoring the performance of RAs, including any specialized training that may be required.

1.4 Terminal Degrees
A terminal degree is considered the highest degree considered necessary for professorial academic appointments in the American Educational System.  For most disciplines, the terminal degree is a doctorate degree (PhD, DBA, JD, etc.)  In Law, the terminal degree is a JD, but an LLM is required to teach in some specialized areas.  The Candidate of Science degree is considered the equivalent of a Master’s degree, but together with significant publications may substitute for a PhD. However, the Doctorate of Science degree is necessary for senior professorial appointments.

1.5 Professionally Qualified Credentials
Individuals with professional degrees (CPA, CMA, CFA, etc.) and relevant work experience may be appointed to a professorial position, on special appointment.  Professional certificates must be current during the period of appointment.  An individual who is professionally qualified based on experience in non-academic settings, can remain in teaching for up to five years.  At the end of five years, the individual must have become academically qualified (i.e. terminal degree) or must return to employment in a non-academic setting.
SECTION II:  Hiring, Retention, and Promotion

Faculty participation in the hiring, retention, and promotion process is encouraged.  Each College has internal committees (including department committees in the College of Social Sciences) that may advise the department chairs, College committees, Associate Deans, Deans, and other involved administrators.

The exact role of internal committees is the responsibility of each College Council.
2.1  Hiring
Faculty hiring is a annual process.  Normally, the process begins in September, when the VPAA prepares a faculty need analysis, in consultation with Deans/Directors, the EVP, the VPPD and the President..  Once approved by the President, the Colleges are authorized to begin the recruitment process.  As required by the Ministry of Labor, faculty positions are advertised locally and internationally.  Each College forms a hiring committee to review applications.  Initially, the College Hiring Committee determines if an applicant appears to have the minimal qualifications for appointment to the desired position. 
In the Language Center and the School of General Education, the College Hiring Committee ranks the candidates and interviews shortlisted candidates, after consultation with an ad hoc committee of area specialists,
 In the College of Social Sciences, the sorted applications are sent to a departmental hiring committee.  In BCB, the applications may be sent to an area discipline hiring committee. The responsibilities of these committees are defined internally by each academic unit.  However, generally,  these committees review credentials and rank the candidates, based on the specific needs of the department or discipline. These committees may also request that candidates without minimal qualifications be reconsidered by the College committee, if they disagree with the College Committee initial evaluations.  These committees then send the applications back to the College committee, along with their rankings of candidates.  
Shortlisted candidates are then contacted by the College Committee, and interviews are arranged.  Interviews by the College Committee normally include faculty members from the same discipline.  After all interviews have been completed, the College Committee recommends to the Dean if a candidate should be offered a position, or should be kept in reserve until offers have been made to more superior candidates.

Because of work permits and “nostrification” [verification of credentials by the Ministry of Education], initial offers for a January start are made in early October.  Offers for an August start are normally made by the end of January, but no later than the end of spring semester [e.g. when unexpected vacancies occur].  When all positions have been filled, the Dean notifies unsuccessful candidates.

The Dean then consults with the VPAA and EVP on an appropriate salary offer (or salary range).  After approval from the VPAA , the Dean makes a formal offer to the selected candidates and negotiates a final offer.
Part Time positions [one semester] are offered by the Dean as needed, normally after the hiring period, to fill vacancies on a temporary basis.  The Dean is expected to consult with the departmental or area discipline committees, when possible.

2.2  Retention
2.2.1 Annual Reviews

All KIMEP faculty participate in an annual review process.  Although each College and Academic Unit publishes its own annual review guidelines, the purpose of the reviews is the same across KIMEP:

1. To document the quality of teaching, based on student evaluations, course management assessments, peer reviews, and other measures of teaching quality;

2. To document continuing research efforts needed for effective teaching and academic development; including efforts at professional development.
3. To document service to KIMEP and the wider academic community;

4. To document exceptional contributions to the continued development of KIMEP as a quality academic institution.

 Annual reviews are initiated in March of each year, covering the previous calendar year (spring, summer, and fall semesters). Each faculty member prepares a self-evaluation based on the College or Academic Unit guidelines.  These self-evaluations are reviewed by the line supervisor (see section 1.2.2), who makes an independent evaluation.  The evaluation of the line-supervisor must be shared with the faculty member .  The evaluation of the line-supervisor must be signed by the faculty member, and the faculty member may attach an explanatory note and or supporting documents. In BCB, CCE, and the School of General Education, the line-supervisor is the Dean (or delegate of the Dean)  In the Language Center, the line supervisor is the Director (or delegate of the Director).  In CSS, the line-supervisor is the departmental chair.
The independent evaluation of the line-supervisor will make one of the following recommendations:

1. The performance of the faculty member is grossly unsatisfactory, and the faculty member’s contract should be terminated.

2. The performance of the faculty member is not satisfactory, and the faculty member should be demoted in rank and/or salary.

3. The performance of the faculty member is satisfactory, but with some weaknesses.  The faculty member should correct these weaknesses during a probationary period. 

4. The performance of the faculty member is satisfactory.

5. The performance of the faculty member is more than satisfactory.

6. The performance of the faculty member is exceptionally satisfactory
In BCB, CCE, the School of General Education, and the Language Center, cases where the faculty member has received a less than satisfactory evaluation are referred to the College Retention and Promotion Committee.  The Committee may recommend termination, demotion, or a probationary period.
The faculty member may appeal the recommendation to the KIMEP Retention and Promotion Committee.

In CSS, the Dean receives the faculty self-evaluation and the independent evaluation of the Departmental Chairs. Based on these evaluations, the Dean consults with each faculty member with an unsatisfactory evaluation, or with a satisfactory evaluation with weaknesses to be corrected in a probationary period.  If the Dean agrees with the evaluations, the cases are referred to the College Retention and Promotion Committee.  This Committee may recommend termination, demotion, or a probationary period.  The faculty member may appeal the recommendation to the KIMEP Retention and Promotion Committee.

2.2.2 Disciplinary Actions
As specified in section 2.7, contracts may be terminated for disciplinary reasons.

2.2.3 Restructuring

As specified in section 2.8, there may be occasions where budgetary stress may cause a general restructuring, including downsizing, of the faculty.

2.3  Contract Renewals

For full-time faculty on annual contracts who are citizens or permanent residents of Kazakhstan, after an initial probationary year, contracts are renewed automatically each year for an indefinite period.  Contracts may be terminated only by unsatisfactory annual performance, disciplinary action, or restructuring. 
Full-time foreign faculty are on fixed-term contracts, normally one to four years in the first instance (1.5-3.5 years if starting in January). All fixed term contracts expire on August 14 of the final year.  The contract may be renewed, for a maximum of four years, for each renewal. Visiting faculty may have contracts for one semester or a full academic year. Adjunct and part-time faculty have contracts for one semester. 

Renewal is not automatic.  The following steps are required:

1. The Dean requests from the VPAA a written statement that the position to be renewed continues to be in the budget for the proposed renewal period.  This is done in October of the final year of the contract prior to renewal.  If the position is not budgeted, the faculty member is informed in November that the contract will not be renewed the following year.

2. If the position is budgeted, the College Retention and Promotion Committee reviews the performance of the faculty member.  The Committee can recommend non-retention if the faculty member has received two or more unsatisfactory annual evaluations, or fails to meet the minimal criteria for hiring at the rank currently held by the faculty member.
3. The Dean forwards the recommendation of the College Retention and Promotion Committee, together with any independent assessment or recommendation, to the VPAA.  If the VPAA agrees with the recommendations of the College Retention and Promotion Committee, the VPAA informs the faculty member.  If the recommendation is non-retention, the faculty member may request a review by the KIMEP Retention and Promotion Committee.  If the VPAA disagrees with the recommendation of the College Retention and Promotion Committee, the VPAA may request a review by the KIMEP Retention and Promotion Committee.  The decision of the KIMEP Retention and Promotion Committee is final.
The general principle for renewal is that faculty are expected to maintain satisfactory annual evaluations, perform sufficient research to stay current in their teaching areas, and to contribute service to their Colleges or Academic Units. 

A contract renewal is considered an extension of the existing contract, and cannot change rank or salary (although salary may be subject to general KIMEP-wide adjustments).   
2.4  Promotions
In general, professorial promotions follow a procedure similar to retention.  A candidate for promotion informs the Dean (or Academic Unit Head) in writing of the desire to be promoted. The Dean meets with the candidate to determine if the promotion request is likely to be approved.  If, after this preliminary discussion, the candidate wishes to pursue his promotion request, the Dean informs the VPAA if there is an academic need for the promotion. If not, the Dean informs the candidate that promotion is not possible at this time, and indicates when promotion might be considered. If so, the VPAA determines if there is sufficient budgetary support for the desired position.  If not, the VPAA informs the candidate in writing that no promotion is possible at that time, and indicates when a promotion might be considered.  If so, the VPAA informs the candidate in writing that KIMEP is willing to consider promotion.

The deadline for promotion requests is the first day of November.  Promotions , if approved, normally become effective the next academic year (August 15).  

2.4.1 Procedures for Professorial Promotions

For professorial ranks, the candidate is requested to prepare a promotion portfolio consisting of:

1. A detailed current academic resume

2. Copies of at least three recent publications (or publications submitted for review).  These should be written in the previous three years. Foreign language publications should be accompanied by an English translation, or in the case of lengthy publications, with an English language Abstract.

3. Evidence of scholarly activity (e.g. conference presentations, seminars, working papers, etc.), for the last three years

4. Course Evaluation forms for the last three years, which include syllabi, evidence of curricula development, and grade distributions. 

5. Student evaluations for courses taught in the last three years

6. Evidence of KIMEP and/or community service

7. A research proposal for the next three years

8. Two letters of recommendation from KIMEP colleagues of higher ranks with knowledge of the candidate’s research
9. At least one letter of recommendation from a non-KIMEP colleague with knowledge of the candidate’s research (e.g. non-KIMEP co-authors)

The completed portfolio, along with a cover letter explaining any items, must be received by the College Retention and Promotion Committee by the last day of the fall semester.

In January, the College Retention and Promotion Committee reviews the promotion portfolio to determine if the portfolio is complete and accurate.  The Committee determines if the portfolio is sufficient for the rank desired.  If the portfolio is not sufficient, the Committee informs the candidate in writing why the portfolio was not sufficient, and what must be added to become sufficient.  The Committee, at its discretion, may invite the candidate to revise the portfolio.  Revised portfolios must be submitted by the first day of February, or at a date specified by the Committee.

 If the portfolio is sufficient, the committee informs the candidate and Dean in writing that the portfolio is satisfactory, and will be considered in February for the committee’s recommendation.

 The Dean then announces to all faculty at KIMEP that the candidate will be considered for promotion, and invites confidential letters addressing any aspect of research, teaching, service, and collegiality concerning the candidate.  Anonymous letters are not accepted.  Letters should be in hard copy, and will be completely confidential, and not shared with the candidate.      

 In February, the portfolio (and any revisions) are reviewed by the College Retention and Promotion Committee.  Only committee members with the rank or higher than the rank desired are permitted to vote, although all committee members discuss the case.  The committee may consider the quality of past and proposed research, teaching effectiveness, and KIMEP or community service.  The minutes of the committee meeting are confidential.

 If the committee recommends promotion, the recommendation is sent in writing to the Dean.  The Dean informs the VPAA, who schedules a meeting of the KIMEP Retention and Promotion Committee for March.  The Dean also provides the VPAA with an independent recommendation, which may include concerns or support from the solicited letters.

 If the committee does not recommend promotion, the committee informs the Dean of the decision, along with the minutes of the committee meeting detailing the reasons for the decision.  The Dean informs the candidate of the committee decision in writing.  The Dean then meets with the candidate to discuss why the promotion was not recommended, and what steps should be taken to improve the performance of the candidate in the future.

In March, the KIMEP Retention and Promotion Committee reviews the promotion portfolio, the recommendation of the College Retention and Promotion Committee, the recommendation of the Dean.  The committee makes its recommendation, and then informs the VPAA.  The VPAA then informs the candidate in writing of the committee’s decision.  The decision of the KIMEP Retention and Promotion Committee is final, and cannot be appealed.
2.4.2  Procedures for Non-Professorial Ranks

A promotion request can be made at any time, prior to the end of spring semester. The Dean assesses College needs.  The candidate prepares a brief promotion portfolio, consisting of

1. A current resume

2. Proof of advanced degrees (original diplomas, transcripts, etc.)

3. Course Evaluation forms  for all courses taught at KIMEP

4. Student teaching evaluations for the last three years (or time spent at KIMEP)

5. Copies of any research papers in the last three years, if any

6. Evidence of professional activities, if any

7. Evidence of KIMEP or community service

 This promotion portfolio is reviewed by the College Retention and Promotion Committee, which makes a recommendation to the Dean.  If the recommendation is negative, the committee explains in writing to the candidate where his portfolio is lacking, and what steps are needed for a favorable response to future promotion requests.

The Dean reviews the promotion portfolio and the recommendation of the College Retention and Promotion Committee.  If the Dean agrees with the recommendation, he notifies the VPAA, who notifies the candidate in writing.  There is no need to go through the KIMEP Retention and Promotion Committee.
 If the recommendation is negative, the Dean may request that the College Retention and Promotion Committee should rehear the case.  The Dean sends a written letter to the committee explaining his reasons for a rehearing.  If the recommendation is positive, but the Dean does not agree, he may also request a rehearing.

 If, after a rehearing, the Dean and the committee cannot agree, the promotion portfolio, and records of the committee hearings, are sent to the KIMEP Retention and Promotion Committee for final resolution.  

2.4.3 Minimal Expected Criteria for Promotion   
English proficiency is required for all positions that require teaching in the English language.  
These are minimal criteria.  Colleges may require more than the minimum.

Instructor to Lecturer:  Master’s Degree from an accredited academic institution, which is relevant to the academic teaching of the candidate. Above average student evaluations for courses taught at KIMEP.  Demonstrated proficiency in spoken and written English.

Lecturer to Senior Lecturer:  Master’s degree (or Candidate of Science degree) from an accredited (attested) academic institution, which is relevant to the academic teaching of the candidate.  Three years of teaching at the lecturer level.  Satisfactory student evaluations for courses taught at KIMEP.  Demonstrated proficiency in spoken and written English.  Evidence of research or scholarly activity (one published paper or two conference presentations) OR evidence of significant KIMEP or community service.

Senior Lecturer to Assistant Professor:  Completed doctoral degree (or Candidate of Science degree or Master’s degree with three significant publications) or appropriate professional qualifications. As this is an entry level professorial position, there is no minimum time in the senior lecturer rank.  Satisfactory student evaluations for courses taught at KIMEP.  Demonstrated proficiency in spoken and written English.  Acceptable research proposal for the next three years.  
Assistant Professor to Associate Professor:  Completed doctoral degree.  Four years teaching at the rank of assistant professor (and normally, a minimum of 3 years teaching at KIMEP since receiving the terminal degree).  [Candidates lacking a doctoral degree cannot be promoted to associate professor].  Three significant publications in the last three years.  Evidence of scholarly activities (conference presentations, seminars, etc.), for the last three years.  Evidence of KIMEP or community service for the last three years.  Satisfactory student teaching evaluations for the last three years.  Demonstrated proficiency in spoken and written English.  Acceptable research proposal for the next three years.

Associate Professor to Professor:    Eight years teaching since receiving the terminal degree, four years teaching at the rank of associate professor. [and normally, a minimum of 3 years teaching at KIMEP since receiving the terminal degree). Four significant publications in the last three years.  Ten significant publications since receiving the doctoral degree.  Evidence of scholarly activities (conference presentations, seminars, etc.) for the last three years.  Evidence of KIMEP or community service for the last three years, including curriculum development and strategic planning.  Satisfactory teaching evaluations for the last three years. Demonstrated proficiency in spoken and written English.  Acceptable research proposal for the next three years.  

 2.5  Resignations                                             

Voluntary resignations are accepted prior to the expiration of the faculty contract, provided the resignation is at least three months prior to the start of the next semester and the faculty member agrees to complete the current semester. The normal date for resignations is prior to October 10, for resignations effective January 1, and May 15, for resignations effective August 15.  Resignations during the teaching term that are effective prior to the end of the teaching term are not acceptable, and can result in civil actions against the faculty member for damages done to students and the costs of replacing the faculty member in the middle of a term.
For planning purposes, each Dean regularly canvasses the faculty for information on future plans.  Information that the faculty member may be leaving is held in strict confidence and has no effect on subsequent performance evaluations if the faculty member remains at KIMEP. There may be cases where a resignation is not offered until the faculty member has completed the hiring process at another institution.  The faculty member should inform the Dean at least three months prior to the start of the next term of the possibility of a late resignation, and keep the Dean informed of progress.  This is essential so that hiring needs can be predicted, and replacements can be found if the faculty member resigns.

In cases of extended sickness or other causes that prevent the faculty member from continuing with his teaching assignment, each case is handled individually with the Dean and VPAA.  

A full-time faculty who submits a late resignation during the term of contract is automatically reclassified as a visiting faculty member for the current semester, and is no longer entitled to accumulated vacation days. 

2.6  Leave of Absence
There are two types of leave of absence.  Short term leaves are granted for no more than a week (five working days) to attend conferences, go on student recruiting trips, handle family emergencies, or conduct specialized research than cannot be postponed to the semester breaks.  A short term leave of absence should be requested from the Dean at least two weeks prior to the leave period (except for emergencies, e.g. death of a family member).  The request for the leave should specify how any missed classes are to be made up, the reason for the leave, and any documentation substantiating the requested leave (e.g. conference invitation). A leave of absence is required even if on KIMEP business (e.g. recruiting) so that faculty members may receive their per diem allowances and travel expenses.  
Approval of a LOA is not automatic.  If, after consultation with department chairs or program managers, the Dean believes that the LOA will interfere with normal academic progress, the Dean may deny the LOA.  
Longer term leave of absence may be granted for extended sickness, study, research, etc.

Such leaves of absence are not automatic.  Normally, an extended leave of absence will not be granted unless the faculty member has served at least two full-time academic years at KIMEP, and then only if there are compelling reasons for the leave.  Requests for extended leaves require approval at least three months before the leave begins.  Leaves cannot be finally approved until all grades for the semester have been completed and the appeals process has been satisfied.  Extended LOA must be approved by both the Dean , the VPAA, and the EVP.
For foreign faculty members on fixed term contracts, extended leave of absence is not granted except for medical emergencies.
Maternity leaves (for Kazakhstani  citizens) are granted according to the labor laws of Kazakhstan. Maternity leaves for foreign faculty are granted by mutual consent, with a predetermined date for resumption of academic duties. Resumption of duties is subject to the issuance of appropriate work permits, and must be at the beginning of an academic semester.  KIMEP is not responsible if work permits are not granted.
2.7  Disciplinary Actions and Contract Terminations
While infrequent, disciplinary actions are taken as the result of professional or personal misconduct.  As disciplinary actions may be considered in the annual performance review, it is important to understand what KIMEP considers to be inappropriate.

2.7.1  Professional misconduct, incompetence or neglect of duty

“Professional misconduct, incompetence or neglect of duty ” includes, but is not limited to, actions such as:

· Refusal to fulfill contractual obligations such as: teaching, grading, advising, proctoring, and committee work..

· Refusal to abide by the academic policies of the College and KIMEP

· Absence from classes without approval of the line supervisor, without proper notification to the students, and without arranging make-up classes (except for emergency situations)
· A chronic pattern of arriving late to classes, that disrupts the educational process
· Falsification of academic and professional credentials

· Plagiarism

· Falsification of research information

· Abuse of internet privileges (e.g. sending inappropriate or libelous E-mails to faculty e-lists)

These issues are first dealt with through the established academic hierarchy (e.g. the Dean’s office, the College Disciplinary Committee and finally through the KIMEP Grievance and Disciplinary Committee.    

2.7.2 Personal misconduct 

“Personal misconduct” includes, but is not limited to:

· Criminal acts such as assault of an employee or a student

· Fighting while on KIMEP premises

· Willful destruction or stealing of KIMEP property or facilities

· Persistent harassment (verbal, physical, racial, religious or sexual)

· Acts while under the influence of alcohol that threaten the integrity and image of the institution

· Distribution of confidential, slanderous or libelous information that tarnishes the image of the institution and disturbs peace and harmony within the KIMEP community

· Sale of grades

· Sale of examination papers

· Other unethical behavior as stated in the Labor Law of Kazakhstan 

Personal misconduct is handled administratively.  Depending upon the severity of the violation, the violation is normally handled by the Dean, and may result in a letter of warning that becomes part of the faculty member’s personnel records.  Severe violations, or repeated violations, are referred to the VPAA. Severe violations may lead to termination of the teaching contract.  

 2.8
Termination on the initiative of KIMEP

a) A foreign faculty member’s contract can be terminated giving him/her at least three months’ advance written notice before the start of the next academic semester (e.g., notice should be given by October 10 for the spring semester or by May 15 for the fall semester). Normally no reasons are necessary when giving such notice. However, KIMEP will do its best to explain the reasons behind termination.  
b) A faculty member’s contract can be terminated giving him/her a one month advance written notice at any time during academic year under one or more of the following conditions and circumstances:

· In the event KIMEP ceases or suspends its activities;

· If the faculty member proves to be unsuitable for the position due to insufficient qualifications, or due to a health condition which does not permit the faculty member to carry out the responsibilities of the position (after the normal sick leave period);

· Absence of the faculty member from work for more than two months due to temporary disability (except for maternity leave and other cases of long-term disability provided for in the legislation of the Republic of Kazakhstan) 

· Other conditions as may be stated in the Law of the Republic of Kazakhstan “Concerning Labor in the Republic of Kazakhstan”

c) KIMEP shall have the right to immediately terminate the faculty member’s contract in cases of severe personal misconduct, as per the stipulations of the Faculty Code of Practice.
d)  KIMEP has the right to terminate a faculty member’s contract under severe budgetary conditions, or shifts in student demand, that force a restructuring of the faculty.  In such cases, as required by Kazakhstani Law, KIMEP will attempt to provide alternative employment. 

2.9  Final Clearance

Final clearance, including payment of salary and compensation for unused vacation, shall be paid on the last day before termination of the contract upon receiving a filled in “final clearance form” and completion of all other procedures relating to the termination.  In case the faculty member has an outstanding debt to KIMEP, the respective amount shall be deducted from the final salary payment.  A faculty member resigning at the end of summer, but leaving KIMEP after graduation, may initiate final clearance in advance, and normally will receive the full summer salary by graduation.  However, this depends on budgetary considerations.
2.10  Violations and Penalties

In case of violation of the conditions of termination stated in this section, KIMEP may take appropriate legal action against the faculty member.  In particular, if a faculty member resigns in the middle of a semester and puts his/her students and KIMEP at risk, or if the faculty member attempts to leave KIMEP without submitting students’ grades, KIMEP reserves the right to take appropriate legal action.  

2.11 Force Majeure
In cases of Force Majeure, or mental or physical disability of the faculty member, or if KIMEP ceases its activities on the territory of the Republic of Kazakhstan, the parties shall make no claims against each other.
SECTION III:  Workload of the Faculty

Preamble:

Staff working hours at KIMEP are eight hours per day, flex time, Monday to Friday (from 8 AM to 7 PM).  Classes begin at 8:30 AM and run until 9:45 PM, and on Saturday mornings and afternoons. There is a one hour lunch period, staggered among staff to keep offices open throughout the day. It is recognized that in the teaching profession, classes and research activities can be conducted in the evening and weekends and that faculty can work in their offices at any time they wish. Thus, a weekly workload cannot be broken into precise hours. However, a faculty member is required to maintain working hours and post those on his/her office door as follows:

· Teaching schedule

· Office hours (at least one hour per week for each course taught) 

· Advising hours (at least two hours a week)
· Research hours (when a faculty member does not want to be disturbed)

In general, the workload of a faculty member comprises the following eight major components: 

· Teaching (including proctoring) and internship supervision
· Research (including professional development) and thesis supervision
· Student advising (including open house days.)
· Course and curriculum development

· Consultancy work 

· Committee work and academic administration

· Student Recruiting (including recruiting trips and proctoring of entrance exams)
· Community Service

As KIMEP is a student-centered institution, teaching and research (which enhances teaching effectiveness) should be the central activities of a faculty member. Thus, a higher proportion of a faculty member’s workload should be allocated to these two activities. 

3.1
Teaching Load, Overtime and Incentive Policy

3.1.1
Teaching Load for full time faculty members

The teaching load includes actual teaching in the classroom as well as class preparation and grading, and should form the core of each faculty member’s workload. In general, 12 hours of actual teaching per week in the classroom is required of each faculty member. This normally involves the teaching of two to three different courses with one or more additional sections. 

In the Language Center, the normal teaching load for non-professorial faculty (instructors, lecturers, and senior lecturers) is 15 credit hours per week.  Reductions are allowed for administrative duties and professional development (e.g. taking TESOL courses).

Newly hired faculty at professorial ranks, who are research active (as determined by College standards) teach 9 credit hours a week (normally with two preparations) for the first semester of employment.  Thereafter they teach the normal 12 credit hours per week, but may apply for research reductions.

For those faculty who are involved in research, a teaching load of 9 credit hours per week involving two different courses with an additional section can be allowed. Each College and Academic Unit publishes the procedures for obtaining such research reductions.
For junior faculty (non-professorial rank) involved in studying in the KIMEP Doctoral Programs, the teaching load is reduced to six hours a week.  Faculty may teach two sections of the same course, but will be assigned different courses each semester. This reduction is to be viewed as KIMEP’s contribution to faculty development. 

There may be circumstances in which a lighter or heavier teaching load is necessary for an individual instructor.  In such a situation, the Dean’s office will work with the faculty member ensure a fair and mutually agreeable schedule. The Dean may offer a one courseload reduction in a subsequent semester, if the faculty member is teaching an overload (more than 12 credit hours) on an unpaid basis, or if the faculty member has four course preparations in a semester.
Full-time faculty holding an endowed chair (e.g. PW Chair in Accounting, Kookmin Bank Chair, etc.) teach two courses per semester, and are expected to perform research and other work as required by their contracts (program planning, strategic policy, curriculum development, etc.).
3.1.2
Teaching load for part time  faculty members
Normally, the maximum number of courses a part time faculty can teach in a semester is 3 courses.

e.g. 9 hours/week, or 6 courses per academic year (excluding summer).  Exception to this can be made by the VPAA on the recommendation of an academic Dean. In addition, part time faculty members must maintain appropriate office hours as approved by the department or Chair. 

3.1.3 Teaching load for a visiting faculty or a faculty member on special appointment

These faculty members are required to take a full teaching load (e.g. 12 credit hours/week). Exception can be made for senior visiting professors who will be involved in research, mentoring, program, curriculum and course development, etc. Such exceptions must be carefully considered by the Dean, and approved by the VPAA. 

3.1.4
Overload policy

In order to maintain the quality and integrity of teaching, KIMEP does not encourage its faculty members to engage in overload teaching. However, if and when such needs arise, the college Dean and Associate Dean(s) must consider the matter carefully, and forward their recommendations to the VPAA for further consideration. The VPAA after discussions with the Dean may recommend one of the following options:

a) to pay the faculty overtime, following the compensation matrix in force

b) to lower the faculty member’s teaching load over  subsequent semesters. 

3.2
Teaching load for Deans (or Directors), Associate Deans (or Deputy Directors), Departmental Chairs 

Deans (or Directors): a maximum of one course per semester (or equivalent in thesis and internship supervision). The course load may be zero. This also applies to the Director of the Language Center. Overloads are permitted only by approval of the VPAA and EVP
Associate Deans (or Deputy Directors):  two courses per semester, and if approved by the Dean and VPAA,  thesis and internship supervision.
Chairs:  two courses per semester, and if approved by the Dean and VPAA,  thesis and internship supervision.
3.3
Cross-Teaching

A cross-teaching assignment reflects the active involvement of a faculty member in teaching and research in more than one department. Cross-teaching assignments or appointments are usually made to maximize the use of human resources to the best benefit of KIMEP. A faculty member can be asked to teach courses in his/her field of specialization offered by another department. Such assignments must be viewed as a part of a faculty member’s obligations to KIMEP within the 40 hours per week workload frame, and do not attract extra financial compensation.

For interdepartmental cross-teaching (CSS), the assignment is discussed by the respective chairs and the faculty member.  A written request for cross-teaching is made to the Dean, who approves or disapproves of the requested cross-teaching assignment.
For interCollege cross teaching, the assignment is discussed by the respective Deans and the faculty member involved.  A written request is made by the Deans to the VPAA, who approves or disapproves of the requested cross-teaching assignment.

3.4
Research 

Research activities, both theoretical and applied, are an integral part of assuring that students receive updated and relevant teaching. Research keeps faculty in the forefront of knowledge in their field, which is vital for the academic and professional development of an academic institution.  Research is required of all professorial faculty for promotion and contract renewals. Senior lecturers and lecturers are encouraged to do research, but may substitute curricula development and KIMEP or community service.  Each College publishes its own research expectations.  
Research can be conducted on an individual or team basis, and may be initiated in collaboration with local or international organizations. Research can also be carried out on a contractual basis involving private business or industry, or other academic and non-academic institutions. Evidence of research is demonstrated through publications, working papers and conference presentations. Publications and other form of research activities will be considered for contract renewals and promotion.  Each College publishes its own standards for the weight to be given to research activities.
In some cases, the acquisition of a foreign language (e.g. Russian, Kazakh) or new computer program that is needed for research activities can be considered a research activity in itself.  Similarly, academic training needed for professional qualification can also be considered a research activity.  KIMEP does not pay for training needed to retain or upgrade professional qualifications. 

3.4.1 Research Expectations and Support
KIMEP provides a research budget for each academic year.  This budget supports:

1. Conference participation/presentation

2. Data Collection and Analysis

3. Submission fees for journals

4. Supplemental library acquisitions

5. Research Assistants

Each College has its own internal policies and procedures for applying for research support.  In some cases, research areas may be specified and given priority support.  However, the general rule is that KIMEP will support research that enhances teaching effectiveness and contributes to the mission of  the undergraduate and graduate programs in each College.
Each faculty member of professorial rank is responsible for preparing a research proposal in April/May, clearly defining the research objectives and projected research outcomes of the faculty member for the new academic year.  These research proposals are reviewed by each College, and each College prepares a proposed budget to provide financial support for the following year.  Fulfillment of the proposed research plan is an integral part of the annual faculty evaluation.
 In addition to individual support, the budget also supports a KIMEP-wide research conference in March of each academic year.  Faculty are encouraged to participate in the conference, and to solicit outside contributors from other academic institutions and businesses.

Normally, if requested in the research plan, there is sufficient funding for each faculty member to present a paper at an international conference once each academic year, provided the requirements of each College are met.  Funding is not automatic, and must be recommended by the College.  If funds are available, faculty may apply for a second international conference.  

Funding is also available for the acquisition of specific research tools (software, data sets).  These tools remain the property of KIMEP, and may be used by other researchers.
3.4.2
Teaching Load Reduction for Academic Research not supported by external funding
Faculty members may get up to 3 credit hours teaching load reduction per semester for academic research work not supported by external funding.  This is in addition to any KIMEP funding from the College research budget.
The faculty member requesting such a load reduction should submit a research proposal consisting of a few pages, showing that they have done some preliminary thinking, literature survey and have a well-defined problem, and certify that the research is not funded by any external source. Minor funding of research expenses (data, half time research assistants, etc, up to a few hundred dollars) may be provided by KIMEP subject to availability of funds. Each College publishes its own format for proposals, deadlines for submissions, and procedures for evaluating the proposals.  
Such research should lead to a publication, or at least to a KIMEP Working Paper, within a year. If no publication is produced, the teaching load reduction may be reversed, and the faculty member may be required to teach additional courses in a future semester (including summer). Where several faculty members jointly undertake unfunded research, the teaching load reduction may be shared between them unless otherwise recommended by the College. Faculty receiving load reductions for research are required to present at least one College seminar during the semester, explaining their research efforts and discussing findings to date. 
As Associate Deans and Department Chairs have a heavy load of administrative duties but are also likely to be senior researchers capable of doing quality research and leading research teams, they are also eligible for a teaching load reduction (in addition to that for administrative duties) if they undertake research in accordance with the above guidelines. 

3.4.3
Policy regarding funded research projects and consultancies

KIMEP welcomes and appreciates involvement by its faculty in funded research projects or consultancy activities. Faculty members are encouraged to directly contact various national and international agencies, research organizations and corporations for exploring the possibilities of undertaking consulting/research for them. Each College has an Associate Dean or Research Director who will provide assistance to facilitate this process. However, in order to the maintain the quality and integrity of KIMEP, faculty members with no or limited prior experience of administering funded research are advised to consult with the Associate Dean for Research or College Research Director before submitting their proposal to a funding agency. 

Consulting faculty should budget for various research expenses such as money for travel, research assistants, interns, books, data, software, extra computers, long-distance phone/fax use, etc., as these costs will not be part of the overhead. The standard KIMEP overhead is 15% of the contract price.  Overhead includes use of KIMEP office, office computer, internet access, local phone service, and reasonable office supplies. If a teaching load reduction is granted, the KIMEP overhead is 25%.
3.4.4 Seminars and Working Papers: College Research Committees
Each College (and the Language Center) has a Research Committee, to coordinate and facilitate faculty research activities within the College through organizing regular college seminars and managing the refereeing and evaluation process for publication of Working Papers. It consists of faculty members who are active researchers. The research committee is responsible for:
1. Arranging regular College seminars

2. Evaluating annual research proposals

3. Allocating research funds for conferences, data collection, etc.

4. Recommending research assistants

5. Developing working papers (or in the case of BCB, its electronic journal).
      6.  Developing mentor relationships between senior and junior faculty
3.4.5
 Conference Attendance Policy

Faculty members are encouraged to participate in international conferences, workshops and seminars. Normally a faculty member will be granted leave to attend up to two international conferences in an academic year (e.g. during fall and spring semesters).  There is no restriction on the number of Almaty or national conferences attended.  However, a Leave of Absence is needed if classes will be missed. Participation can be of two types:

· Invitation to attend a conference without a paper

· Invitation to attend a conference to present a paper or as chair/discussant of a conference session.
In either case, a faculty member must receive formal permission from the Dean before commencing the trip.  If a paper is to be presented, a faculty member can apply to the College Research Committee for financial assistance from KIMEP to support the trip. Each College publishes its own guidelines for providing this support. If KIMEP financial assistance is granted, or if the research on which the conference paper is based receives financial support from KIMEP, approval of the Vice President of Academic Affairs is needed. A full report, including a copy of the paper presented and expenditure receipts, must be provided to the College Research Committee upon the faculty member’s return to KIMEP.  Normally, KIMEP will provide financial assistance only once a year (for international conferences).    No financial assistance is provided for attendance at a conference without formal participation as a paper presenter, or session chair/discussant.
Each faculty member is responsible for the research outcome of conference participation financially supported by KIMEP, normally a refereed publication or working paper.  Research outcomes for previous conferences should be identified in subsequent applications for conference support.  If the research outcome is not acceptable, further financial assistance for conference participation will be rejected.

Conference participation is not allowed during final exam periods, unless the faculty member has completed all exams, has submitted grades, and has finished the appeals period.  

3.5
Committee Work and General Academic Administration

Faculty members will be required to take part in academic activities other than teaching and research, through committee and academic administrative work assigned to them by the chairs, Dean’s office or VPAA. Faculty members may also volunteer to serve on committees whose membership is subject to faculty elections.  Occasionally, faculty members will be nominated or requested to serve on KIMEP-wide committees, task forces, and ad hoc investigative committees. Service is voluntary.  The time allocated for these kinds of activities varies depending on the nature of the work, and must be considered as part of the overall workload of a faculty member.

3.6
Student Advising
An effective student advising system is a pre-requisite to the credit-based education at KIMEP. Full time faculty members will be required to advise a group of students who will remain with him/her until they graduate. The time spent in such advising will depend on the number of students assigned, and must be considered as part of the overall workload of a faculty member. Instructors are required to post a schedule on their office door clearly indicating advising, research and teaching hours. 

KIMEP has a central advising center (KAIC) which is staffed by trained peer and staff advisors.  The advising center helps students select courses and allows students access to the computer registration system.

Student advising by faculty may involve any of the following:

· A general discussion with student about his/her career plan: career-path counseling

· Registration procedures

· Academic rules & regulations of KIMEP

· Semester by semester course requirements and student academic progress

· Examination rules & regulations

· Graduation requirements

· Academic & non-academic disciplinary measures of KIMEP

· Extracurricular activities

· Personal problems: counseling and guidance

· Any other matter related to a student’s life at KIMEP

Academic advising is an ongoing process, which requires advisor-student interaction throughout the student’s education at KIMEP. Faculty members should become familiar with the KIMEP catalog, and be aware of any changes to the catalog that may affect the students being advised. During the registration period, advisors are expected to remain on campus.
3.6.1
Guidelines for Faculty Advisors

All full time faculty members must serve as academic advisors (except for the first semester at KIMEP) Faculty advisors are responsible for knowing requirements for graduation in the degree programs for which they are advising.  Similarly, faculty advisors are responsible for knowing course descriptions, course prerequisite requirements, and similar information.

A key issue is the availability of faculty to students when necessary.  Advisors must be available in their offices during the registration period during the week before the start of classes.  Therefore, faculty must be on campus for the fall semester beginning August 12, and remain available to students in their offices until the end of registration. For spring semester registration, a faculty member must be on campus from January 8.  The faculty advisor must have a posted schedule, which clearly indicates availability, and must strictly adhere to that schedule.
The main component of academic advising is guidance of the student through the study process to ensure that the student meets the degree requirements for graduation from the selected degree program.  However, advisors may offer guidance on a variety of academic and non-academic affairs.  Further, the advisor must offer advice concerning course choices to fulfill degree requirements which is suited to the individual student’s performance.  For example, a student with recent poor academic performance might be recommended to register for a smaller course load, etc.

Technical questions may be referred to the KAIC.

.

3.7
Course and Curriculum Development

Academic planning and development activities are an important and integral part of the overall workload of teaching faculty members. Such work will be initiated and completed through working committees appointed by the Colleges. A faculty member can claim credit for such activities while applying for promotion or contract renewal.

3.8
Copyright and Intellectual Property

Course and course management materials, including materials placed on the L drive for access by students, and any other related materials prepared and/or produced as part of a faculty member’s teaching duties at KIMEP are the property of the faculty member. However, copies of the course management material must be filed with the Dean’s office so as to ensure continuity in the continued offering of the course, before final exit clearance can be granted to a faculty member (i.e., on final departure from KIMEP).

Research, publications, books and other scholarly article/works/materials undertaken by a faculty member during his/her tenure at KIMEP, either in paper or electronic form, shall be the property of the faculty member.

Any intellectual work including patented inventions, IT software, consulting reports, etc., which is undertaken by a faculty member at the behest of KIMEP on an additional payment basis through a separate contract with KIMEP shall be the property of KIMEP. 

Any disputes shall be dealt with according to the legislation of the Republic of Kazakhstan on this subject.

3.9
External activities
KIMEP faculty members wishing to get involved in or initiate gainful activities (other than research/consultancy work) with other organizations or institutions must obtain permission of the Dean (or Director of the Language Center) and the Vice President of Academic Affairs.  Such permission is not automatic.  Outside employment cannot excuse unsatisfactory performance in a faculty member’s core responsibilities of teaching, research, administration, and KIMEP/community service.
Failure to obtain proper approval for outside activities (e.g. teaching at another institution) can result in disciplinary action, and may result in termination of the KIMEP contract.

3.10
Proctoring

Faculty members are required to proctor examinations, including their own examinations, as part of their overall workload. There is no maximum or minimum number of proctoring assignments. Proctoring assignments are determined by the Dean’s and Director’s office, through consultation with department chairs and program managers. Weekend proctoring, including entrance examination proctoring, should be viewed as part of a faculty member’s overall obligation to KIMEP and does not attract overtime remuneration. 

Proctoring should be carefully planned by a College and by the instructors in order to maintain integrity of the examinations. There should be at least one proctor for every thirty students. Faculty should inform the Dean’s or Director’s office of any need for additional proctors (especially for final examinations) at least  two weeks before the proctors are needed, so that proctors may be assigned in advance.
3.11
Continuous Assessment and Final Exams for Students

A student’s academic performance and progress should not be judged only by major tests or examinations. Students’ progress should rather be continually monitored through a series of quizzes, assignments, monthly tests, final examinations, etc.  

The methods of continuous assessment used should be clearly explained in the course syllabus.  Faculty are expected to give a final exam during the final exam period. If a final examination is not appropriate for a course, the faculty member may write to the Dean explaining how a final assessment will be made, and asking for approval to waive the final exam.  Approval for waiving the final exam must be given prior to starting the course, and the alternative method for final assessment must be clearly explained in the syllabus.
Following the guidelines of the Ministry of Education and Science, the final exam or final assessment should be weighted as 40% of the final grade.  The composition of the final assessment must be clearly explained in the course syllabus.
3.12  Grade Submission Procedures and Grade Appeal

It is the responsibility of each faculty member to submit students’ grades at the completion of the course. Grades for a course are entered electronically by each instructor, within 72 hours after completion of the final exam or final assessment.  For large coordinated classes with many sections, grades are submitted within a week.    The instructor should then provide a copy of the grades, together with a course management form, to the Dean’s or Director’s office. Course management forms are shared with departmental chairs and program managers.  
Faculty members are allowed to change grades only if they have erred in computing the final grade and the original grade submitted was incorrect. Grade changes are acceptable only if the notification is given using the “Grade Change Form” within 2 weeks from the date the original grade was submitted. Appropriate reason(s) must be given for the change. This form must be signed by the instructor and the Dean or Director. The only exception is for grades of “I” or incomplete.  The grade change must be completed before the end of the next semester, or the grade automatically is changed to “F”.  Exceptions to this policy require the approval of the Dean (or Director) and VPAA.
There is a 48 hour appeal period following submission of grades.  Faculty should make time available for any student wishing to appeal a grade. The only basis for an appeal is that there was an error in computing the final grade.
In cases where there are apparent irregularities in the grading procedures, especially if the instructor is no longer employed at KIMEP, instructor grades may be reviewed by the College CAI Committee (Curriculum and Academic Integrity) or it equivalent in the Language Center.  This Committee may recommend grade changes to the VPAA, who makes the final decision.  

3.13 Early Warning System
Faculty teaching general education courses provide mid-term grades during the week after spring break.  These grades alert the students to poor progress in the course, and lead to discussions on improvement with the faculty member.  

3.14
 Class Schedules

It is the responsibility of each College to plan the class schedules for each semester.  In CSS, Department Chairs submit proposed class schedules to the Dean’s office.  In BCB, class scheduling is done by the Associate Deans.  In general education, class scheduling is the responsibility of the Dean.  In the Language Center, class scheduling is the responsibility of the Director’s office.  The scheduling process is coordinated by the Office of Academic Affairs.
Normally, first and second year courses are scheduled MWF in the morning and early afternoon.  Third year courses are scheduled throughout the week, in the morning and early afternoon.  Fourth year courses are scheduled in the afternoon and early evening.  Graduate courses are scheduled in the evening and Saturdays.
Faculty may request desired schedules, especially if there are special needs.  However, not every request can be satisfied
3.15 Student Cheating Policy

Cheating (including plagiarism) is a difficult problem  The KIMEP catalog outlines the various types of cheating and recommended disciplinary actions.  In most cases of spontaneous cheating, the instructor may handle the case individually, e.g. a zero on the test, an F on the paper, etc.  Cases of premeditated or conspiratorial cheating [as defined in the annual KIMEP catalog] must be reported to the chair of the College disciplinary committee, together with a record of any punishment given out, and any recommendation of further action.  To protect the faculty member, once reported the complaint cannot be withdrawn by the faculty member. Failure to report instances of premeditated or conspiratorial cheating is considered professional misconduct, and may result in disciplinary action against the faculty member.
The faculty member may also be asked to report instances of spontaneous cheating to the College Disciplinary Committee, so that repeat offenders can be identified and counseled.
The College Disciplinary Committee will determine the appropriate punishment. Students will have the right to launch an appeal of any adverse decision to the KIMEP Grievance and Disciplinary Committee.

3.16.1  Security of Examination Papers
Each faculty member is responsible for the security of his/her examination question paper. Should faculty members need security vaults or other kind of arrangements for storing papers, they should approach the Dean’s Office. KIMEP will extend assistance to faculty members in maintaining examination security.

Guidelines on security of papers and offices are issued each semester, and specific suggestions are addressed to new security threats that may arise.
3.16.2   Plagiarism

In cases of plagiarism by students, the policy stated in the current KIMEP Catalog shall be followed.  However, especially in the first two years, students may not really understand what is meant by plagiarism.  Instances of plagiarism should be discussed openly as a way of teaching students what plagiarism is, how to recognize plagiarism, and how to avoid plagiarism.  
3.17
Student Classroom Behavior Policy

KIMEP supports the principle of freedom of expression for both instructors and students. The university respects the rights of instructors to teach and students to learn. Maintenance of these rights requires classroom conditions that do not impede their exercise. Student classroom behavior that seriously interferes with either (1) the instructor’s ability to conduct the class or (2) the ability of other students to profit from the instructional program will not be tolerated. An individual engaging in disruptive classroom behavior will be subject to:

First offense: warning from instructor

Second offense: removal from class

Third offense: sanctions imposed by the College Disciplinary Committee. 

Disruptive behavior, as applied in an academic setting, means verbal and other behavior in the classroom that a reasonable faculty member judges as contrary to normal academic functions. Examples include, but are not limited to, speaking persistently without being recognized, persistently interrupting other speakers, verbal and other behavior that distracts the class from the subject, intimidation, physical threats, harassing behavior, use of mobile telephones, personal insults, physical contact, and refusal to comply with faculty directions.  

While the above guidelines cover nearly all disruptive situations, a few specific examples deserve mention.  

1. Students are required to be on time for all classes.  If students arrive later then 10 minutes after the start of class, instructors have the right to refuse entry. This includes attendance at final exams.
2. Students leaving the classroom before the end of class must get the instructor’s permission in order to leave.

3. Mobile phones and other electronic devices that could disrupt class must be turned off upon entering the classroom.  Instructors have the right to confiscate mobile phones (that have not been turned off) for the remainder of the class period.   

4. Unauthorized talking by students during class is not permitted.  If such talking occurs, it is recommended that instructors give one verbal warning to the offending student or students.  If a second instance occurs, instructors have the right to direct offending students to leave the classroom. 

KIMEP respects and supports the notion of academic freedom for instructors in the classroom.  As a class management aid, the above set of guidelines is designed as a suggestion for instructors in formulating their own classroom behavior policy.  This policy should be included in the course syllabus and reviewed with students during the first class period.   
Racist and sexist language is not acceptable, by either students or faculty, and may result in disciplinary action (see section 2.7.2) 

SECTION IV: Academic Administration and Processes

All academic programs leading to degrees are grouped and classified within an administrative structure.  In BCB, programs are headed by an Associate Dean.  In CSS, programs are grouped by department and headed by a department chair.  In the Language Center, the TESOL program is headed by a program director. 

In CSS, faculty members belong to a department, and they report to the Chair. A Chair reports to the CSS Dean. The CSS Dean reports to the VPAA. In BCB, faculty members belong to the College and report to the Dean.  The BCB Dean reports to the VPAA.  In the Language Center, faculty members report to the Director of the Language Center, who reports to the VPAA.  In the School of General Education and the School of Law, faculty members report to the Dean of General Education, who reports to the VPAA.  In the College of Continuing Education, faculty members (normally adjuncts hired for a specific program) report to the program director, who reports to the Dean of CCE, who reports to the VPAA

4.1
Policy-making bodies

Academic policies are planned, developed and approved at three different levels:

· Departmental or area discipline committees

· College Council

· KIMEP Academic Council 

Execution of these policies takes place through different levels:

· Dean’s administrative committees (including College Academic and Integrity Committees)
· Management Committees (including the KIMEP Executive Committee)
4.1.1
College Council

The policy and decision-making body at the college level is called the “College Council”. It is chaired by the Dean. This Council plans, develops and approves policies, rules and regulations that govern all academic activities within the College. The College Council will determine the common and general requirements of the academic programs administered by the College (“College Requirements”), subject to final approval by the KIMEP Academic Council. The College Council meets every three weeks, or more frequently if needed.
4.1.2 KIMEP Academic Council

The final authority on academic matters is the KIMEP Academic Council, which consists of elected member from each academic unit.  The Academic Council reviews all proposals recommended by College Councils to substantially change academic programs, including the introduction of new programs, majors, minors, and certificates.  The Academic Council also approves admission requirements and the distribution of financial aid (within the current budget).  The Academic Council may also recommend to the President that the financial aid budget be changed.  The Academic Council also approves candidates for graduation (including the awarding of Honorary degrees).  The Academic Council meets every two weeks, or more frequently if need.
Academic matters that have financial implications are referred to the KIMEP Executive Committee along with the recommendation of the Academic Council.
4.2  Procedures for Establishing New Academic Programs or Restructuring Existing Ones

Preamble
New programs or modification to existing programs may be introduced for many reasons. The growth of new knowledge may make it necessary to introduce new sequences of courses to facilitate the dissemination of that knowledge. New perspectives and society’s differing needs may encourage the restructuring of existing curricula or course offerings. On the other hand, increased resources may make it possible to introduce programs previously unavailable.  Decreased resources may dictate the elimination of some courses or programs, and the restructuring of others.

The criteria for assessing proposals for new programs should ensure:

· that the program is consistent with the principles, mission and priorities of KIMEP

· that the program is of high academic quality

· that there is demonstrated market demand for the program

· that sufficient resources can be made available to support the program

4.2.1
Procedures

While the initiative, impetus and planning of an academic program normally is the primary responsibility of the department/unit that will implement it, the conceptualization of a program may come from any of a number of sources:  for instance, from the President, EVP, VPAA, Deans, Chairs, faculty members, or from some agency external to KIMEP. 

4.2.2
Planning 

Whatever the origin of the idea, the detailed planning process must usually take place in the department/unit. This does not, of course, preclude consultation with and assistance from other sources, including Deans and members of the administration. Offices of the Dean, the EVP, the VPAA or the President may suggest a new or modified program of their own. In this case, the proposal must be forwarded to the department/unit with written instructions for consideration.

4.2.3
Approval Process

In general, any plan for a proposed new program or for restructuring an existing program must first be approved by the department/unit that will have responsibility for its administration. The proposal must then be submitted to the College Council, after review by the College Academic and Integrity Committee (CAI).  The CAI Committee  will submit its report to the Dean. If satisfied, the Dean will submit the proposal to the College Council for approval. If not satisfied, the Dean will send it back to the CAI Committee for further consideration. 

After a consensus is reached at the College level, the Dean will send the plan to the Vice President of Academic Affairs with a cover letter that explains the justification of the proposal. The VPAA will discuss the plan with the EVP, the VPPD, and the President. Two options may be followed:

a) In the event that no objections are raised, and that resources are available to support the program, the plan will be submitted to the KIMEP Academic Council. The Academic Council makes its recommendation to the President for final approval or denial.

b) In the event that serious concerns are raised about the importance, suitability and viability of the program, the plan will be returned to the Dean to address the concerns raised.  If financial concerns are raised, the Dean may request that the proposed changes are reviewed by the KIMEP Executive Committee. 

SECTION V: Academic Year, Breaks, and Vacations 

5.1
Academic Year 

KIMEP’s academic year runs from August 15 to August 14 of the next calendar year.  It is divided into three semesters: Fall (August-December), Spring (January-May), and Summer (June-August). The duration of the Fall and Spring Semesters are 16 weeks including one week of mid-semester break. The summer semester is further divided into two:  Summer 1 (7.5 weeks) and Summer 2 (3 weeks). The Language Center follows a slightly different calendar for scheduling Foundation Courses.
Faculty members are expected to complete their teaching workload, as set out in section 3.1 of this Code of Practice, during the two main semesters (Fall and Spring). A faculty member who falls short of these requirements may be required to teach courses in summer without additional compensation. 

5.2
Break Periods

KIMEP follows the Labor Laws of Kazakhstan, and observes national holidays.  However, if classes are missed, they must be made up.  For the convenience of faculty, KIMEP is normally open for make-up classes on the Sunday following a national holiday.  Instructors are not required to make-up classes on Sunday, but all missed classes must be made-up prior to the final exam period.

The minimum number of  paid vacation days is 45.  As KIMEP provides substantially more break time than the minimum, instructors are encouraged to use the extra vacation time for curriculum development and research.
5.2.1
 Mid-Semester breaks 

Mid-semester breaks are rest periods for students and faculty members. During these breaks, faculty members are not required to be in their offices, and they can travel within Kazakhstan or overseas without formal KIMEP approval.  However, for overseas travel, a faculty member is required to fill a form indicating planned dates of departure and arrival and contact numbers when abroad.  This form should be filed with the Dean’s office. The purpose of the form is to allow the Dean to contact the faculty member in case of emergency (e.g. a fire in the faculty member’s office or apartment).

Upon return, the faculty member must notify the Dean of his/her actual date of arrival, and fill out an arrival form.  This form is sent to the HR department. Failure to fill out the arrival form may result in pay being withheld for days when the faculty member is required to be on campus and resume normal duties.

5.2.2    New Year Break
The end of Fall semester (e.g. December 23 – January 7) is a paid break/rest period. Faculty members and instructors are not required to be in their offices or undertake any KIMEP duties during this period. No formal approval for travel inside or outside Kazakhstan is needed.  However, faculty members and instructors wishing to travel overseas must fill out a form giving departure dates and contact information at their destination.  This form should be filed with the Dean’s office. The purpose of the form is to allow the Dean to contact the faculty member in case of emergency or in case of changes in teaching assignments.

Upon return, the faculty member must notify the Dean of his/her actual date of arrival, and fill out an arrival form.  This form is sent to the HR department. Failure to fill out the arrival form may result in pay being withheld for days when the faculty member is required to be on campus and resume normal duties.

5.2.3 Early Departures and Late Arrivals

In some cases, a faculty member may wish to extend a break period by early departure or a late arrival.  Such cases require approval of the Dean.  If classes are to be missed, the faculty member must satisfy the Dean that appropriate arrangements have been made to cover the missed classes, or to make-up the classes at a later date.

In some cases, a late arrival may be due to unforeseen circumstances (e.g. a medical emergency, missed flight connections).  Faculty members should make every attempt to notify the Dean of such unforeseen arrivals, so that arrangements can be made to cover or classes that will be missed.  Upon arrival, the faculty member should write a letter of explanation to the Dean, including any documentation (e.g. medical certificates, flight schedules).  A copy of the explanation is attached to the arrival form, and sent to HR.

Unexplained late arrivals are reported by the Dean to the VPAA, and will result in pay being withheld for days missed when the faculty member is required to be on campus and resume normal duties.

5.3
Annual Vacation 

5.3.1
Full time faculty members and instructors
Full time annual faculty members and instructors are free to leave for annual vacation (which may also include an extended period for research, class preparations, etc.) beginning the day after the graduation ceremony.  All faculty members must return to work by August 15.  Attendance at the graduation ceremony is mandatory for full-time faculty members (annual and spring semester) unless permission for absence is granted by the Dean and VPAA for any extraordinary reason(s). 

5.3.2
Part time, adjunct and visiting faculty members

Part time, adjunct and visiting faculty members are not entitled to paid or unpaid annual vacation. Such faculty members are compensated on a monthly basis within the contractual period. 

5.4.1 Travelling Abroad

Faculty traveling abroad during annual vacation or leaves of absence follow the same procedure as in 5.2.2.
5.4.2 Late Arrivals

Late arrivals from annual vacation or leaves of absence follow the same procedure as in part 5.2.3.

5.4.3 Emergencies

In case of emergency situations, it may be impossible to follow the normal procedures.  The faculty member should explain the situation to the Dean.  The Dean may give verbal approval for the leave of absence.  The Dean then provides a written explanation of the situation to the VPAA and the Human Resources Department.
Normally, paid emergency leaves for personal reasons are approved for no more than one week (five working days).  Extended leaves are approved without pay, and other faculty are assigned to cover missed classes on an overload basis.

5.5 Sabbaticals

Sabbatical leave provides productive scholars with a chance to conduct intensive off-campus research.  It is a form of faculty development, and an integral part of KIMEP’s support for relevant faculty research.

To be eligible for a KIMEP sabbatical, a faculty member must have accumulated seven years of teaching experience at KIMEP, be a citizen or permanent resident of Kazakhstan, and have a research project backed by a record of productive scholarship while working at KIMEP.  The granting of a sabbatical is not automatic.  A foreign faculty member who becomes a permanent resident or citizen of Kazakhstan is eligible, even if previous time served at KIMEP was on a non-resident work permit.  Time spent on maternity leave or extended medical leave is not counted as part of the seven year requirement.

Each year, based on budgetary and staffing needs, KIMEP will announce a sabbatical competition for a specified number of sabbatical leaves the following year.  Those faculty eligible for a sabbatical are invited to apply and participate in the competition. The VPAA will appoint a judging committee representing the academic community. 

The sabbatical requests are judged on the following criteria, in order of importance:

1. The likelihood that the proposed research will result in improvement in the quality of teaching [that is, is the research relevant to the teaching areas of the faculty member at KIMEP].

2. The likelihood that the proposed research will generate quality research results [such as peer-reviewed articles], that will contribute to the KIMEP Mission.

3. The quality of the institution or organization where research will be conducted [does it have the resources necessary for the research proposal?].

4. The past record of scholarship of the faculty member [is there a research base upon which the sabbatical research will build?]

The judging committee will rank the sabbatical proposals and make recommendations to the VPAA.  
 Sabbatical leaves are normally for one semester at full-pay  (June through December; or January through July).  An additional semester of leave without pay may also be approved. The sabbatical and leave of absence cannot exceed one full calendar year. 

A faculty member on sabbatical may not engage in outside employment, although the faculty member may provide unpaid services to the host university or organization [e.g. seminars, advising].  A faculty member on sabbatical leave may not teach at KIMEP during the duration of the sabbatical.  A faculty member who has extended the sabbatical with an approved unpaid leave of absence may engage in outside employment during the leave of absence, but may not teach at KIMEP.

Upon the conclusion of the sabbatical leave, including any unpaid leave of absence, the faculty member must provide the Dean and VPAA with a complete report on the sabbatical, including the full text of any working or published papers resulting from the sabbatical.  This report becomes part of the permanent academic record of the faculty member.

 If a faculty member chooses to leave KIMEP voluntarily within two years after completion of the sabbatical and any unpaid leave of absence, KIMEP reserves the right to require repayment of all or any portion of the payments made by KIMEP during the sabbatical period.

A detailed description of the application procedure and judging criteria will be made available to each applicant at the time that the sabbatical competition is announced.  

SECTION VI:  Salaries and Benefits
6.1  Salaries

Salary ranges for ranks are determined by the Executive Committee and approved by the President.  Within these ranges, Deans negotiate beginning salaries for new appointments. Salaries are paid monthly, in equal installments. The 10% personal income tax is deducted automatically from the monthly paycheck.  For residents and citizens of Kazakhstan, there is also a 10% social tax. 
6.1.1 Annual Adjustments

Depending upon budgetary constraints, salaries are adjusted each August 15 to reflect inflation and merit.  Merit raises are based on annual faculty evaluations for the previous academic year.

6.1.2 Promotion Adjustment
If a faculty member receives a promotion in spring, effective August 15, there is an automatic adjustment, which is used for the salary base for any annual adjustment.  The new base salary is the minimum salary for the new rank, or a 5% increase, whichever is greater.

6.1.3 Equity Adjustments

If a Dean believes that the current salary structure is inequitable for some faculty member, the Dean may request a salary review by the VPAA.  If recommended by the VPAA and approved by the President, the salary adjustment is effective from the beginning of the current semester.
6.2 Summer Teaching
Faculty members may apply for summer teaching (a maximum of 3 courses in Summer 1, and one course in Summer 2).  Faculty are paid a flat fee for each course, based on rank, and approved each year by the Executive Committee.  The availability of summer teaching depends upon projected student demand, and cannot be guaranteed.  Summer teaching is assigned by the Dean of Summer Programs in consultation with Deans and the Director of the Language Center.  Teaching in the summer English foundation courses is assigned by the Director of the Language Center.
6.3 Benefits
All full-time faculty and Visiting faculty on annual contracts are entitled to KIMEP benefits.

6.3.1  Relocation Allowance
For new hires, KIMEP provides a relocation allowance of  750,000 tenge.  The full amount is payable when a new professor arrives in Almaty and begins the semester. If a faculty member voluntarily resigns before completing a full academic year, the relocation allowance must be repaid, normally by deduction from the faculty member’s remaining salary.

6.3.2 Visa Costs
Visa costs for full-time faculty and accompanying family members are reimbursed separately, with proper receipts.    Extensions of visas are paid by KIMEP for the faculty member and accompanying family members.  The KIMEP Visa office will arrange visa extensions for faculty and accompanying family members.
6.3.3 Medical Benefits

KIMEP provides a basic package of local health insurance, which may be upgraded at the expense of a faculty member.  Discounted packages are available to family members.  English speaking ambulance service is also provided.

In addition, KIMEP maintains a 7-24 medical clinic on campus, to handle minor complaints and provide referrals.  The medical clinic sponsors a free annual physical for staff and faculty.  The medical center also organizes HIV testing, required for visas.  The cost of HIV testing for faculty and accompanying family members is paid by KIMEP.
6.4.4 Sick Leave
A full-time faculty member accrues paid sick leave at the rate of one day per month of service, or 12 days each academic year.  The maximum sick leave accumulation is 24 working days.

6.4.5 Accidents and Death

KIMEP provides employer’s liability insurance for harm  inflicted on the health of a faculty member while performing faculty duties.  In the case of death (for any reason), KIMEP pays two months salary (net of outstanding debts) to the immediate family and arranges transportation for the remains to the faculty member’s homeland.
6.4.6 Education Allowance
For foreign faculty sending children to local international schools, KIMEP provides an annual education allowance of 750,000 tenge (which may be divided among children).
In addition, full-time faculty, spouses, and their children  can take KIMEP courses at a 50% discount.  Kazakh and Russian language courses are offered free of charge to all faculty, spouses, and dependents.
6.4.7 Transportation

Foreign faculty living more than one kilometer from KIMEP are provided with morning and evening carpool service.  All faculty teaching in the evening are provided with carpool service after their classes.
SECTION VII: Sample Faculty Contract

Kazakhstan Institute of Management, Economics and Strategic Research

EMPLOYMENT CONTRACT FOR TEACHING FACULTY

Almaty city







________________, 200_

This is an employment agreement between:

Employer:

JSC “Kazakhstan Institute of Management, Economics and Strategic Research”, hereinafter called KIMEP and referred to as “Employer”, represented by its Vice President of Academic Affairs, Dr. Dana Stevens, acting on the basis of the Letter of Attorney # PA/412/34 dated on February 19, 2009, on one hand 







AND

Employee (Faculty member):

Name: __________________________________

Citizenship: ________________________________

Passport Number: ____________________


Date of issue: ______________

Date of Expiration: ______________________________

hereinafter referred to as  “Employee”,  on the other hand

WHEREBY IT IS AGREED AS FOLLOWS

ARTICLE 1:
Subject  

The Employer agrees to hire the Employee in the position of:

1.1 Rank, Status and Period of Agreement

Academic Rank: _____________________     

College: ___________________________

For the period beginning: ______________________________
Status:         Full-Time

                    Part-Time

                    Adjunct

                    Visiting

                    Special
1.2 : Definitions

Academic Ranks: as defined in the Faculty Code of Practice (FCP) 

Faculty Classifications:  as defined in the FCP (e.g. Instructor to full professor)

Full time faculty

A full time faculty member is an individual who works on an annual basis with KIMEP in different activities. A full time faculty member is not permitted to perform any kind of employment, paid or unpaid, with an external organization unless prior approval is received from his/her Dean and the Vice President of Academic Affairs. A full time faculty member may hold a Master’s degree (in lecturer ranks) or a terminal degree (in professorial ranks). All initial faculty appointments at KIMEP are time specific and renewable by mutual agreement.

Part time, Visiting and Adjunct faculty (term specific)

A part time, visiting or adjunct faculty member is an individual who does not work on an annual basis, and who may or may not have his/her primary employment with an external organization. Such an appointment is for one semester, for specified dates and non-tenure track. These individuals, depending on their qualifications and experience, are entitled to hold similar academic ranks to their full time counterparts. No amount of renewals of such an appointment creates a right to a regular appointment or to a decision concerning tenure track or tenure. 

Special Appointments

Special appointments are awarded to those who possess unusual qualifications, but for whom none of the regular faculty ranks are appropriate. Such appointments can be full time or term specific. 

1.3  Duties and Responsibilities

The duties and responsibilities of the Employee are determined by the present Contract and by the stipulations of the Faculty Code of Practice (FCP). The stipulations of the FCP are to be considered as an integral part of the present Contract. The Employee is advised to read the FCP carefully before signing this contract. 

1.3.1 Teaching 

Teaching duties are governed by the Faculty Code of Practice (Section III, clause 3.1). For the first semester of employment, the teaching load is 9 hours per week (three courses, two preparations).  For subsequent semesters, the normal teaching requirement is 12 hours per week consisting of two to three different courses per semester, as determined by the College. 

1.3.2. Research 

Employees are required to be engaged in research as per the Research Policy of KIMEP. Details of the policy including provisions for consulting work and teaching load reductions are stipulated in the FCP (Section III, clause 3.4.).

1.3.3. Academic Administration 

Employees are required to take part in academic administrative activities as determined by the department and/or the College as per the guidelines of the FCP.

1.3.4. Consulting Work

KIMEP encourages its Employees to undertake consulting activities. Policies and procedures governing these activities as outlined in the FCP and the Research & Consulting Policies 2004 shall be enforced.

1.3.5 Other Duties

Other duties as may be required by a department, College or KIMEP within the framework of the FCP.

ARTICLE 2: Obligations of the Employee 
2.1 
To conscientiously carry out the activities stipulated in Article 1 of the present Contract;

2.2 
To produce original copies of his/her university diplomas and certificates upon joining; and to submit documentation by the Ministry of Education and Science to validate the diplomas and to obtain any necessary work permits.

2.3
To obey and enforce policies and regulations as are approved and published for and by KIMEP;

2.4 
To comply with the Employer’s disciplinary rules and standards of professional ethics.

2.4.1 
In the event of a breach of such rules, to submit to such disciplinary procedures and/or measures as required by KIMEP policy.

2.5
To follow the directives of KIMEP authorities as long as such instructions do not extend beyond the terms set forth in the present Contract or the Employer’s published guidelines;

2.6 
Not to conclude contracts or agreements with other persons or organizations which might interfere in any manner with the performance of his/her duties described in Article 1 of the present contract or otherwise jeopardize the interests of the Institute, except as approved by his/her Dean and the Vice President of Academic Affairs;

2.7 
To give advance notice of any travel outside Almaty and Kazakhstan during working days if it affects work responsibilities. Such notification must be approved by the Vice President of Academic Affairs before travel commences. Such permission is not needed during annual vacation, semester end and mid semester breaks.

2.8 
To abide by all established internal security protocols and fire safety rules and procedures;

2.9 
To inform management about any situations which might threaten the safety of the Employer’s property and/or other Employees;

2.10
Not to distribute information that is a commercial secret, or that may be defamatory towards the Employer;

2.11 
To correctly use and be responsible for equipment entrusted to the Employee in the fulfillment of his/her duties.

2.11.1 To take such security precautions as outlined by the Employer in the protection of any premises and equipment utilized by the Employee on behalf of the Employer.

2.12. Issues concerning intellectual property rights shall be regulated by the current legislation of the Republic of Kazakhstan and the provisions of the FCP. 

ARTICLE 3:
Obligations of the Employer

3.1 
To create the necessary conditions for the efficient performance of the duties and responsibilities of the Employee as outlined in Article 1 of the present Contract, and to maintain an acceptable work environment in accordance with the standards of KIMEP and the labor legislation of the Republic of Kazakhstan;

3.2 
To make payment of salary once per month on a timely basis in twelve equal installments.

3.3
To pay compensation in accordance with the valid legislation of the Republic of Kazakhstan should the Employee suffer injury or other health problems resulting from the performance of his/her duties and responsibilities as stated in Article 1 of the present Contract;

3.4 
To pay the Kazakhstani visa fee according to the bill from the Kazakhstan Embassy;

3.5 
To provide the Employee with limited medical services at the KIMEP Medical Center. Medical insurance is offered with full or partial KIMEP coverage of the insurance premium depending on the Employee’s choice of insurance program;

3.6
To provide transportation of remains to the country of citizenship in case of the Employee’s death during the term of the present Contract.

Article 4:
Annual Vacation

4.1 
A full-time faculty member is entitled to an annual paid vacation starting from the  day following the Graduation Ceremony (usually last week of May) until 12th of August. All faculty members are required to report to work by 12th of August unless otherwise permitted by KIMEP. 

4.1.1 Vacations may be taken at other times upon approval of the departmental head, Dean of the College and Vice President of Academic Affairs. However, vacation scheduling should not conflict with and/or interrupt the normal course of business of the Employee.

4.1.2
 Adjunct, visiting and part time faculty members who serve on semester basis are not entitled for paid vacation.

4.1.3   A faculty member on “Special Appointment” or on “Visiting Status” is entitled to a paid vacation as stated in (4.1) if the contract is for a minimum of one academic year ( e.g. from August to May). 

4.1.4 Paid vacation at the end of the fall semester e.g. from December 20 to January 5 is allowed for all full time and visiting faculty members who work on annual basis.  All faculty members must report to work by January 6. 

4.1.5 Mid-Semester breaks are considered as paid rest period for the faculty members. 

ARTICLE 5:
Compensation 

5.1
The Employee will receive an annual gross salary of _____________ Kazakhstani tenge which shall be paid on a monthly basis in the amount of ______________ Kazakhstani tenge per month. 

5.1.1
 Salaries are paid from the date the Employee joins KIMEP physically within the dates specified in the Contract.

5.2
The Employer will make social payments to the Employee during periods of temporary disability in connection with health problems or professional diseases resulting from the performance of his/her duties and responsibilities as stated in Article 1 of the present Contract, in accordance with the legislation of the Republic of Kazakhstan.

ARTICLE 6:
Termination of the Contract

It must be clear to both Employee and Employer that conditions of employment, resignation and termination must take into consideration student interests, instructional continuity and integrity first.  KIMEP reserves the right to terminate this employment contract in accordance with the labor legislation of the Republic of Kazakhstan and the provisions of the FCP.  The Employee also has the right to terminate this contract under provisions specified in the FCP and in accordance with the labor legislation of the Republic of Kazakhstan (see Section 2.11 in the FCP). Premature termination or violations of the contractual agreements without proper notice period as specified in the FCP by a faculty member may lead to certain disciplinary action as specified in clause 2.11. 

ARTICLE 7:
Other Conditions

7.1
The present Contract shall be considered to be in force upon the collection of all required signatures, and shall remain in force until the completion of the term of appointment as stated in Article 1, or until such time as the Employee is allowed to leave the service of the Employer.

7.2
Following completion of the term of the present Contract, this Contract may be renewed or discontinued depending on:

(a) the performance of the Employee, as recommended by the relevant College;

(b) the financial situation of the Employer;

(c) other circumstances as may be deemed appropriate by the Employer.

ARTICLE 8:
Alteration of the Contract

8.1 
Within the valid term of the present Contract, the two parties may by mutual consent, or shall on a mandatory basis if necessitated by amendments to the legislation of the Republic of Kazakhstan, introduce into the Contract necessary modifications and/or amendments to be drawn up as an additional agreement, which shall be an integral and equally valid part of the present Contract.
ARTICLE 9:
Settlement of Disputes Arising from the Contract

9.1
All issues not stipulated in the present Contract, as well as possible disputes ensuing from it, shall be resolved through negotiations in accordance with KIMEP policies and the provisions of the FCP. In case a dispute cannot be resolved by means of negotiations, the parties may submit it to the exclusive jurisdiction of the courts of justice of the Republic of Kazakhstan.  

ARTICLE 10: Copies of the Contract

10.1 
The present Contract is printed in two copies: one for the Employer, to be maintained on the Employer’s premises, and one for the Employee.

Legal Addresses of Both Parties

Employer:

JSC “Kazakhstan Institute of Management, Economics and Strategic Research”

Republic of Kazakhstan, Almaty 050010, 4 Abai Avenue 

Employee:

_________________________________

Address:_________________________                  E-mail: _______________________

Telephone:_______________________                Mobile: ________________________

I have read and understood the conditions of this Contract and the conditions as outlined in the FCP which is available on the KIMEP website (www.kimep.kz). I fully understand that by signing this contract I express my consent to all of the above mentioned conditions.
Approval Signatures:

On behalf of KIMEP





Employee












___________________________             

 


Dean of College





Date: ______________

            
 
Date: _______________


________________________________

Dana Stevens, Ph.D.








Vice President of Academic Affairs


Date: ______________








_______________________________

Habibur Rahman, Ph.D.

Executive Vice President

Date: __​​​​​​​​​​​​​​_________________________
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