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Employment contract
              
	  File no.:                              
	KS code:                        
	Year:                   


	Surname, first name
     
	Personal reg. number (10 digits)
     

	Address
     
	Telephone - home
     
	Telephone - work
     


	Occupation

     
	Function

     

	Working at (School) until further notice

     
	Organisational unit

     

	Previous KTH employment (if yes; state dates)
     
	Work permit/Residence permit

(date  from – until)
     
	Are you receiving pension money from an ex- employer?          

                                     No Yes        

	Present type of KTH employment                        

From

With maximum extension until

 FORMCHECKBOX 
  Post with conditional tenure (4 § LAS)                           

     
 FORMCHECKBOX 
  Probationary employment maximum 6 months (6 § LAS)                                

     
     
 FORMCHECKBOX 
  Post Doctor (CA agreement 2008-09-04)
     
     
 FORMCHECKBOX 
  Fixed term employment ALVA (5 § LAS)
     
     
 FORMCHECKBOX 
  Substitute post for         (5 § LAS)          

     
     
 FORMCHECKBOX 
  Doctoral student (5 chapt. HF)
     
     
 FORMCHECKBOX 
  Amanuens (5 chapt. HF)
     
     
 FORMCHECKBOX 
  Short term teacher post (4 chapt. 10 § HF)

     
     
 FORMCHECKBOX 
  Assistant professorship (4 chapt. 12a § HF)
     
     
 FORMCHECKBOX 
  Short term employment, aged 67 or more (5 § LAS)
     
     


	Full-time salary    


	Extent of employment             
 FORMCHECKBOX 
 Full-time  FORMCHECKBOX 
Part-time       %  
	Level of salary    
 FORMDROPDOWN 
        

	Hours of work, part-time emp. 1st week                                            2nd week
Monday

    
Tuesday

    
Wed.

    
Thursday

    
Friday

    
Monday

    
Tuesday

    
Wed.

    
Thursday

    
Friday

    


	Holiday benefits by local agreement                       FORMCHECKBOX 
 Pattern method        FORMCHECKBOX 
 Form method        

	Special employment conditions
     
     

	Notes

     
     


	Joint Consultative Grp.     Date       


	Date and signature immediate superior         Clarification & phone no.                                                                                         
                                                                                    


	Date and signature
Employer: School Head/equiv.




……………………………………………………………………………………
Printed name & phone no:     
	Date and Employee’s signature
I accept the above employment contract
 


………………………………………………………………………………………
Signature


This contract has been written in duplicate; one for each party. Copy to be forwarded to the KTH Personnel Dept/HR-support/Salary
For office use only

	Top educational code (administrative code)

     
	Date of admission into LADOK (PhD Student)
     

	Subject area code
    
	BESTA code

       


Condtion of employment: Villkorsavtalet; see KTH regelverk/Personal/KTHs lokala löne- och anställningsavtal
Appendix 1: Code of Conduct for employees and fellow workers Appendix 2 Information regarding storage and processing of personal data Appendix 3: Excerpts from the local KTH Agreements.
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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 platform  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 Policy 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 environment 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.


 Vision 2027 , 2 Ethics Policy for KTH V- 2018-0309, 3 The KTH HR Policy 2018-0156 and the guidelines concerning becoming an employee, management, equal opportunities, work, skills and salary levels are provided for all new employees at KTH. Other groups include Professors Emeriti, affiliated faculty, adjunct faculty, scholarship holders and consultants.  4   AFS 2001: 1 Systematic Work Environment Management, AFS 2015: 4 Organisational and social working environment.
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Information regarding storage and processing of personal data 
KTH (org. nr 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. 

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 same, staff titles/functions, and sometimes also 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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Excerpts from the local KTH Agreements 
This agreement applies to:
–    KTH employees.

However, the following categories are excepted from agreement:
–    Employees who are receiving old-age pension in accordance with governmental pension rules;

–    Employees working with support from governmental labour market support schemes.


Hours of work

-    In the case of technical and administrative staff, a full-time working week is 40 hours. Agreements 
      regarding flexible time do apply. Special regulations also apply in the case of teachers and doctoral  
      students.

 

Vacations

–    For every employee who is subject to KTH local agreement, vacations are computed according to
       either the ”form” or the ”pattern” method. Read more about this in the KTH Regulations. 
 
No. of vacation days per full calendar year

	Until, and including, 
29 years of age
	From 30 years of age
	From 40 years of age

	28
	31
	35


–    In the case of employees not subject to KTH local agreement, the National Vacation Law applies.

Terms of Notice

From employer:

1 month, if employment has not exceeded 1 year;




3 months, if employment has exceeded 1 year.

The terms of notice for governmental employees who are given notice due to lack of work, are regulated as per the 1974 Employment Protection Act, ”LAS”, the National Security Job Agreement, ”TA”, as well as per collective bargaining.

From employee:

1 month, if employment has not exceeded 1 year;





2 months, if employment has exceeded 1 year.

Salary payments

Salaries are paid at the end of the month, usually on the 25th day.

As regards other benefits, see KTH local agreements and the KTH Regulations:

https://intra.kth.se/anstallning/anstallningsvillkor/lokala-kollektivavtal-1.438079
https://intra.kth.se/styrning/regelverk/personal-1.620226
This is a translation of KTH’s Swedish employment contract. In case of dispute or interpretation of conditions, the Swedish version shall prevail.
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