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Employment confirmation – temporary employment

This employment confirmation replaces any and all previous agreements related to intermittent employment
	   Ref. no:                           
	KS-code:      


	Last name
     
	First name
     
	Social security no (YYMMDD-XXXX)
     

	Address
     
	Zipe code
     
	Postal address
     

	Email
     
	Phone
     
	Country (if not Sweden)



	Employed as
Hourly-paid employee



	This employment confimation is valid for the period      
from – until  
	Work permit/Residence permit
from – until  

	Temporary (intermittent) employment means that you, during the period stated above, may be offered occasional, short-term employment opportunities pursuant to section 5, paragraph 1 of the Swedish Employment Protection Act (1982:80). 
Being available for employment in this manner means that a new employment relationship arises on each separate occasion you are offered and accept work. Any offer of such fixed-term employment will be made by way of enquiry. You have the right to decline such an offer. As the employment only relates to the hours or days you work, you and the employer are only bound to these occasions, and consequently neither party is subject to a notice period.
Hours worked must be reported monthly on the form Payment of remuneration/hourly pay, in accordance with applicable procedures. Remuneration for work performed, including 12% holiday pay, will be paid no earlier than the following month, after deduction of 30% withholding tax.

Intermittent employment is not subject to fixed working hours. For information on current hourly wage amounts and supplements for work during inconvenient hours, please see https://intra.kth.se/anstallning/anstallningsvillkor/lon/timlonebelopp-1.572917

Provisions regarding extra working hours and overtime are set out in the applicable local agreement at KTH and in chapter 4 of the central collective agreements for government employers, “Villkorsavtalen” (www.arbetsgivarverket.se).
Details of a bank account for payment of remuneration must be registered with KTH´s paying bank, please see Appendix 3. 

The geographical scope of the employee’s obligation to work is Stockholm County.


	[image: image1.png]Signature employer: Head of School or equivalent



{{Sig_es_:signer1:signature              }}                 {{Dte_es_:signer1:date:format(date, "yyyy-mm-dd")                      }}

	Signature employee

 
{{Sig_es_:signer2:signature                }}              {{Dte_es_:signer2:date:format(date, "yyyy-mm-dd")                      }}



	Name:

	Datum
	I confirm and approve the above
	Datum



Appendix 1: Information according to section 6c of the Swedish Employment Protection Act Appendix 2: Code of Conduct for employees.Appendix 3: XXXXXX Appendix 4: Information regarding storage and processing of personal data.
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Information according to section 6c of the Swedish Employment
Protection Act
The employee is entitled to training to the extent prescribed by applicable regulations, 
for example, training in work environment legislation that is of relevance to the work.
Employer contributions and social security:
The employer pays employer contributions and other social security contributions in 
accordance with applicable laws and agreements.

The employee is covered by central collective agreements applicable to government
employers (www.arbetsgivarverket.se) as well as local collective agreements which
the employer has entered into with the support of such a central agreement or delegation
from the Swedish Agency for Government Employers.


Code of Conduct for employees and fellow workers


At KTH we work for a better future by improving society and identifying smart solutions to current and future challenges. We are at the service of humanity for the society of tomorrow
. The KTH value platform2 is based on equal opportunities and takes a stand against all forms of discrimination, harassment, sexual harassment and victimisation. This is a quality issue.

HR Policy and Value Platform
This Code of Conduct complements existing legislation, agreements, regulations, internal rules and guidelines. It is based on the HR Policy3 with guidelines established by the KTH Board on 11 June 2018. The Code is a guide and a tool in day-to-day, ongoing operations at KTH. Its purpose is to create a good working environment4 and to clarify employees' responsibilities and what is expected of every employee and fellow worker. Being a KTH employee and fellow worker must be based on KTH basic values, which in turn are based on the joint value platform for all government employees. Well-developed teamwork, leadership and management are prerequisites for well-functioning operations.

As a KTH employee or fellow worker, I agree to the following:

· I always lead by example, use a professional approach in meetings and in my communications. I treat all employees, students and other collaboration partners with respect and consideration, regardless of gender, gender identity or expression, religion or other belief, social background, sexual orientation, disability, ethnicity or age.

· I understand the importance of a good working relationship with my colleagues and with my manager and I take responsibility for my working tasks, my work and its quality.

· I contribute to, and work consciously for, a good working climate. I react and inform my immediate manager, another manager, the HR function, the health and safety or union representative if I perceive that there is discrimination, harassment, sexual harassment or victimisation among my colleagues and/or students. I am aware that my contribution to the work for a good working climate may affect my individual salary level and/or career development.

· I am aware that discrimination, harassment, sexual harassment, victimisation or offences against the KTH basic value platform and KTH guidelines may result in disciplinary action and in extreme cases to a police report and/or dismissal from my job or connection with KTH.

· I respect the fact that my immediate manager, as employer representative, has the responsibility to lead and distribute the work of the relevant employees within the framework of the conditions prevailing at our workplace and within our research.

Only on Swedish


 Vision 2027, 2Etisk policy för KTH V-2018-0309,  3 KTH:s personalpolicy V-2018-0156 och riktlinjerna Medarbetarskap, Chef- och ledarskap, Jämställdhet mångfald och lika villkor, Arbetsmiljö, Kompetensförsörjning och Lönebildning. Som medarbetare ses alla anställda vid KTH samt andra verksamma exempelvis Professorer Emeriti, affilierad fakultet, adjungerad fakultet, stipendiater och konsulter.  Personalpolicy, dess riktlinjer och KTH:s uppförandekod har tagits fram i samverkan med de fackliga organisationerna,  4AFS 2001:1 Systematiskt arbetsmiljöarbete, AFS 2015:4 Organisatorisk och social arbetsmiljö.

Only in Swedish
Lönekonto och lönespecifikation

Anmäl lönekonto

Glöm inte att anmäla ditt bankkonto till KTH´s utbetalande bank för att få din lön utbetald till ditt konto. Mer information finns på följande sida: https://intra.kth.se/anstallning/anstallningsvillkor/lon/ 

Lönespecifikation
Om du är timavlönad eller har annan tillfällig betalning så får du din lönespecifikation på papper till din hemadress. För att värna miljön genom färre papper, kuvert, transporter och för att göra det enkelt för dig att alltid ha snabb tillgång till din lönespecifikation erbjuder KTH alla som har personnummer och tillgång till bankid att registrera sig på kivra.se.



Information regarding storage and processing of personal data 

KTH (org. no. 202100-3054-01) will process the personal data contained in your employment contract and other personal data that is relevant for your employment in the system at KTH for personnel and payroll management system, HR-plus. 
The purpose for the processing of personal data is the administration of salaries and other benefits (cf. local agreement regarding salaries and benefits at KTH). The data will be processed as long as you are employed at KTH and will be preserved after your employment in accordance to applicable archive legislation (1990:782) and the National Archive regulations. 

Personal data on KTH employees are also found in the following contexts:

· Employees who receive magnetic entrance passes will be registered in the entrance system; apart from personal ID information, this also registers every occasion when an entry is made. The purpose of the entrance system is to ensure the employees' working environment and to limit public access to the premises. 

· To spread information about KTH´s activities and its employees, personal information such as names, places of work at KTH and addresses to these, fax, e-mail and phone numbers to the same, staff titles/functions, and assignments, will be published on KTH´s web site.

· As a personal KTH computer account is created for each employee, your user name and password are registered; it is then possible to locate logins to a certain KTH account. Rules governing the use of computer resources at KTH are included in the liability commitment form that every new employee is required to sign to obtain such an account. In addition, to enable our staff to have efficient data support available, personal data are stored in our computer user support system. 

· KTH will in necessary cases share personal data that are required from KTH as an employer, including contact with other government agencies. 

As per article 15 in the General Data Protection Regulation, you have the right to gain access to the personal data being processed on you. Such requests are to be sent to dataskydd@kth.se or Kungliga Tekniska högskolan, Att: Dataskyddsombud, Brinellvägen 8, 100 44 Stockholm. 
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