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INTRODUCTION 

Aim of the manual 
 

The manual is intended to serve as a guide for the staff of BIZNESI College and deals 

with employment policy and procedure, working conditions, rights and obligations of 

employees as well as benefits for staff members. 

It is the duty of every staff member to carefully read and familiarize themselves with the 

information in this handbook. The College reserves the right to make changes to the 

manual at any time and if this manual undergoes changes, staff members will be informed 

through the College website, College announcements, or via email. 

If you are a new staff member, we welcome you to College and hope this handbook will 

be useful to you. 

Mission of BIZNESI College 

 

The mission of Biznesi College is aimed at providing educational, scientific, 

research activities, through modern teaching methods in the fields of economics, law 

and emergencies in building human capacity for the needs of the market economy in 

the country and beyond. 

 

Vision of BIZNESI College 
 

The vision of Biznesi College - is the construction of the following values: 

scientific, research and innovation, through which it will affect the economic, social 

and community development of the country and the promotion of the College 

throughout the Republic of Kosovo, in the region and broader. 

 

The main goal is: 

According to this, the College should: 

• be socially committed and open to all students on the basis of equality and 

merit, regardless of ideological, political, cultural, or social affiliation; 

• be committed to the Albanian culture, language, and population, putting 

themselves in a broad international perspective, and have a multilingual 

approach to teaching and research; 

• to offer a wide range of courses for socio-economic disciplines and sciences by 

supporting them with strong qualifications for transferable habits and with 

research updated with current academic developments; 

• develop a continuing and selected education; 

• place its academic offers in a broader social context and develop a permanent 

dialogue with the environment; 

• to develop and promote research in the academic fields of its activity; 
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• aim to be an entrepreneurial institution of higher education which will promote 

applications and social and economic activities. 

Background of BIZNESI College 

 

BIZNESI College was established in 2004, as a Private Institution of Higher 

Education (PIHE) in Kosovo. The establishment of the College was based on 

Regulation no. 2003/04 on the Promulgation of the Law on Higher Education, adopted 

by the Assembly of Kosovo and the Administrative Instruction on Licensing of Private 

Providers of Higher Education in Kosovo, no. 14/2003. 

 “BIZNESI” College in Prishtina, by decision of the Kosovo Accreditation 

Agency, has been accredited to continue its activity in higher education in Prishtina 

since 2004, as well as from 2011-12, in the College Branch in Gjakova; from 2014-15, 

at the College Branch in Vushtrri, from 2014-15, at the College Training Center in 

Prizren, as well as from 2016-2017 with the College Branch in Prizren. 

After complete technical preparations, recruitment of academic and 

administrative staff, in accordance with the legal provisions in Kosovo, the College 

started working in the academic year 2005/06, and so far BIZNESI College has 

registered 15 (fifteen) generations of students in bachelor and 8 (eight) generations of 

master students.  

 

Study programs offered BIZNESI College 

 

Currently studies at BIZNESI College are conducted at the bachelor and master level. 

According to the decision for accreditation by KAA, as well as the decision of MEST 

for licensing, BIZNESI College currently conducts its academic activity in four study 

programs of bachelor level and two programs of master level and one program - level 

III according to the National Qualifications Framework: 

 

Bachelor level Master level Level III according to 

the National 

Qualifications 

Framework: 
1. Banks and Finances in 

Business; 

2. Emergency Management; 

3. Law LLB; 

4. Management and 

Economics. 

1. Emergency Management

   

2. Management and Finances 

 

1. Fire Protection 

Technician. 

 

 

EMPLOYMENT POLICY AND PROCEDURE 

Categorization of employees 
 

In BIZNESI College all positions are categorized to a rank or level determined by 

qualifications, skills, experience, complexity, level of authority, responsibilities and 

influence. Each staff member has a job description based on this ranking.  
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In accordance with the legal and institutional needs, the academic, administrative and 

support staff is employed full-time or part-time, as defined below: 

Full time employees  
 

Full-time employees are engaged 40 hours per week, respectively 8 hours per day / 

separated within five days, although for some staff members they are required to have 

flexible working hours even during the evenings and weekends as defined in the individual 

job descriptions. BIZNESI College pays contributions in accordance with current legal 

requirements. 

Part-time employees 
 

Part-time employees are engaged less than 40 hours per week and are usually employed to 

work for a fixed, short period of time. Such staff shall be compensated proportionately in 

accordance with Regulation on ranking, salaries and other compensations. 

Full-time employment contracts for administrative staff 
 

When an employment relationship is entered into for the first time with a member of the 

administrative staff, his/her contract is a contract for a probationary period, with full 

benefits, for 3 (three) months. This probationary period must be satisfactorily completed. 

After that, the contract is made until 31 August of that academic year. Administrative staff 

with at least (3) three positive annual evaluations in accordance with the staff evaluation 

procedure, have 3 (three) year contracts, depending on performance management. 

Exceptions are positions which are substitutes for a certain period. 

Full-time employment contracts for academic staff 
 

For staff with teaching-scientific title (assistant professor, professor for the first 

appointment), the period in the title is 5 (five years), but the employment contract is for a 

period of four years and five months from the day of appointment. This contract includes 

expectations for successful completion of teaching (about 70% of the workload) and 

research (about 30% of the workload). Before the end of the four-year contract and the 

seven-month contract, the dean reviews the position in accordance with academic 

requirements and legal provisions. At least two months before the end of this contract, the 

dean offers a written recommendation that the position remains, is to be changed or closed, 

for confirmation by HTSC. The Dean informs the staff member of their decision in writing 

at least one month before the end of this contract. If the decision is to continue with the 

position, the staff member has an additional contract for seven months until the end of the 

election process. If the position is closed, the staff member is not renewed. 

For staff with teaching-professional title (lecturer/senior lecturer) the period in the title is 

4 (four) years, but the contract is for a period of three years and three months from the date 

of appointment, which is in accordance with the legal period for title. The review process 

is as above. 

For doctoral assistants, the selection period is for 5 (five) years, but the contract is for one 
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year. The review process is as above but annual. 

All positions are subject to performance management (see section below) in accordance 

with the employment contract and Staff Evaluation Procedure. 

Contract for part-time academic and administrative staff 
 

The part-time academic and administrative staff is employed on special contracts 

appropriate to the tasks, period of work required and other specific details. All positions 

are subject to performance management in accordance with the rules and procedures of 

BIZNESI College. 

Admission of academic staff 

 

The internal scientific teaching staff of BIZNESI College is admitted by selection. 

Specific criteria for the selection of candidates are proposed by the Program, 

formulated by the Human Resources Service and approved by the Higher Teaching 

Scientific Council. 

According to the needs of BIZNESI College, the competition is announced and the 

announcement "On the announcement of vacancies for academic staff" is published 

on the Newsletter of Public Announcements. Furthermore, these announcements can 

be published in newspapers, magazines or televisions according to the financial 

capacities of the College.          Notices are published on the official website of the 

College along with application forms. 

Employment is carried out through an open competition procedure guaranteeing a 

transparent, impartial and objective process. For the development of the selection 

procedure, a commission is set up with representatives of the program, including 

external representatives as experts in the field. After the review and the proposal of 

the commission, the candidates according to the evaluation are sent to the Higher 

Teaching Scientific Council for approval.  

Each candidate submits the application package which must contain:  

• Application form for academic staff; 

• Three letters of recommendation from the lecturer or scientific 

supervisor of the candidate and at least one of the three letters to be from the 

last employer/manager (if there is one);  

• Notarized photocopy of diploma; 
• Photocopy of notarized grade certificate; 

• Photocopies of various qualifications, notarized; 
• Photocopies of scientific articles published in international 

professional/scientific journals and/or other works; 

• Photocopy of passport or identification document; 
• Notarized photocopy of workbook if any. 

Only application packages received by postal service are accepted and recorded, 

according to the applicable rules. The date on the Post stamp will serve to determine 

the respectability of the candidate's application deadline, which is an important 

criterion and constitutes a reason for non-acceptance of the application package.  

The evaluation of candidacies for academic staff is based on:  

• Application package which contains 60% of the evaluation; 
• Interview which contains 40% of the evaluation. 

After the candidacies are registered and protocoled in the file according to the 
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specialties, no later than 10 (ten) days from the deadline for applications, it is 

submitted with a report from the Human Resources office.  

No later than 10 (ten) days from the deadline for applications, the complete list of 

candidates by specialties and according to the protocol order, is posted on the premises 

of the College.  

The Dean sets up an ad-hoc commission for the evaluation of candidates by special 

order. The candidacy evaluation commission for each specialty examines the 

application packages of the candidates at the Human Resources office, verifies the 

compliance of the information of the application form with the documentation of the 

package, including the recalculation of the average grade of the candidate.   

Candidacy evaluation commissions review the application packages according to the 

respective form and compile the list of candidacies, according to the points earned, in 

descending order for each specialty and submit it to the dean. All candidates are 

notified by the Human Resources office of the date and time of the interview, by 

official letter (by mail) and by e-mail.  This notice is published on the premises of the 

College. For each candidate the points accumulated from the application package for 

each specialty are calculated. The form is submitted to the dean, who based on the 

above mentioned results, determines the candidates to be interviewed. The criterion 

for determining the candidates to be interviewed is the amount of points accumulated 

from the summary form.  

The interview is conducted according to the modality defined in the form.  

At the end of the interview, the nomination evaluation committee compiles a list where 

the points accumulated by each candidate in the interview are placed. At the end of 

the review of the application package and the interview, the Candidate Evaluation 

Committee completes the summary form and closes all the documentation for each 

candidate.  

Selected candidates are hired by semester or annual contract; their election is carried 

out by the Higher Teaching Scientific Council and the contract is signed by the Dean 

of the College.  

After the completion of the contract and fulfillment of its conditions, for employees 

with scientific degrees, the contract can be turned into a permanent contract. 

Employees without scientific degrees can only be hired with fixed-term contracts, not 

more than 3 years, recurring.  

Teaching staff with foreign citizenship are admitted to the teaching process based on 

bilateral agreements following the decision of the Higher Teaching Scientific Council 

of the College.  

Appealing procedures 
 

Procedures for handling complaints to or from staff members and resolving disputes 

between them are clearly set out in the College's policies and regulations (see Rules 

of Procedure of the College). 

Disciplinary procedures for negligence, non-compliance with instructions or 

misconduct are set out in the regulations. (see Regulation on disciplinary 

proceedings) 

Leaders of the College at center and branch manager encourage constructive work 

performance that contributes to staff personal and professional development. 
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Criteria for promotion of administrative staff include the results of student and 

academic staff appraisals, as well as contributions to the mission of the College.  

In the case of teaching staff promotion, criteria include recognition of the quality of 

teaching and efforts to improve it, individual engagement in scientific research, as 

well as the contribution provided to the community. 

Teaching skills training programs are provided within the institution on an ongoing 

basis to new and existing teaching staff, including the effective use of new 

technology. 

Assistance is provided to all staff in arranging professional development activities in 

order to improve working skills.  

Adaptable training for professional development activities is provided to assist staff 

with new programs or policy initiatives. 

Training in which staff is involved in professional development to improve the 

quality of their work is monitored by those in charge of the respective fields.  

Teaching staff are encouraged to develop personal strategies according to their 

requirements to improve teaching performance and to keep a record of assessment 

evidence showing their improvement or difficulties.  

Presence, regularity at work and use of working hours 

 

In order to maintain the working atmosphere, BIZNESI College expects its employees to 

be present and punctual in the workplace, i.e. to respect the working hours. Absences and 

delays at work negatively affect other employees. In rare cases, when the employee can not 

avoid absence or delay in work, he must inform his supervisor. BIZNESI College records 

the presence of staff electronically, in accordance with legal provisions and staff members 

are required to use this system.  

 

Appearance (external appearance) of staff and dress 
 

The staff is expected to have a clean exterior, in line with a constructive and professional 

work environment, which supports a positive image within the College and for the 

community. 

Some BIZNESI College services such as security and technical maintenance staff are 

required to wear uniforms and this should be worn during working hours and be 

representative. Safety clothing may be provided and they should be worn as required. 

Diversity is respected, but the use of banners or graphics in clothing that are contrary to 

the mission of BIZNESI College are unacceptable. 

Performance management 
 

BIZNESI College operates a number of procedures which manage staff performance and 

support them in their work for the efficiency of BIZNESI College. These include 
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procedures: for recruitment, probationary period for new staff, promotion, especially 

academic promotion, staff development, disciplinary and competence procedures, staff 

appraisal, technological redundancy.  

Performance assessment 
 

BIZNESI College conducts the Annual Staff Evaluation Procedure in order to evaluate all 

staff members. The purpose of this process is to recognize achievements, support 

improvement and development, and provide a quality assurance mechanism. This 

procedure also deals with under-performance and contract renewal. 

Resignation 
 

Resignation is a voluntary act, initiated by the employee himself to terminate the 

employment relationship with BIZNESI College. The employee who resigns must do so 

with a written statement, which he will submit to the Secretary of BIZNESI College. 

Employees are required to notify their resignation at least one month in advance even 

though they may be released earlier, by agreement. An interview should be conducted for 

leaving the job and handing over responsibilities. 

Personal details 
 

The Office of Legal Affairs (Secretary of BIZNESI College) keeps records and keeps 

personal data/files of employees. Personal data/files are a property of BIZNESI College. 

Top management staff may request access to staff personal files. The administrative staff 

has access to the personal files of the employees, according to the authorization of the 

Secretary of BIZNESI College. The employee who wants to see his file should contact the 

Office for Legal Affairs (Secretary of BIZNESI College), in written. The Secretary will 

provide access to the file or a copy of his/her file, in accordance with legislation for data 

protection and BIZNESI College procedures for data protection. This means that 

confidential and personal information relating to other employees will not be disclosed 

unless a formal and lawful request is made by an authority. If the employee does not agree 

with the accuracy of the information in the file, he/she may request the Secretary of 

BIZNESI College to initiate an investigation in order to ensure that all the information 

provided is accurate and non-discriminatory. 

Confidentiality/secrecy 
 

All student and staff files are considered confidential information. Every employee is 

obliged to respect this secret and to behave with great caution in relation to such 

information, both inside and outside BIZNESI College. 

Amendment of personal data 
 

It is the responsibility of each employee to inform BIZNESI College of possible changes 

that may be made in relation to personal data, such as change of address of residence, 

marital status, telephone number, etc. with supporting documentation, as required. 

http://www.seeu.edu.mk/files/docs/Pravilnik-za-tehnickite-i-organizaciskite-merki.pdf
http://www.seeu.edu.mk/files/docs/Pravilnik-za-tehnickite-i-organizaciskite-merki.pdf
http://www.seeu.edu.mk/files/docs/Pravilnik-za-tehnickite-i-organizaciskite-merki.pdf
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Preservation of the personal data 
 

According to the Law on Personal Data Protection, each employee signs a statement 

regarding his/her obligation for personal data protection. The signed statements are part of 

the personnel file. 

According to the Law on Personal Data Protection, the Regulation on ranking, salaries and 

compensations and job descriptions, there are specific positions in BIZNESI College, 

which, in accordance with the job descriptions, are responsible for maintaining and 

accessing personal data. 

The policy of non-discrimination and equal treatment 
 

The policies of "Biznesi" College aim to create conditions in which all students and staff are 

treated with respect and are not subject to unfair treatment and discrimination in any aspect of 

the life within "Biznesi" College. 

"Biznesi" College does not accept discrimination on the basis of gender, race, color, ethnic or 

socio-economic, family circumstances, religion, political beliefs, sexual orientation or any other 

insignificant difference, and is committed to work in an environment of diversity in a 

completely positive way. 

All staff and students, existing or potential, are assured that they are treated equally and 

correctly at “Biznesi” College, wherever they make a request or application when working as 

members of “Biznesi” College. All procedures, such as staff recruitment and promotion, then 

student enrollment and evaluation, diversity recognition, are designed to ensure non-

discrimination and to act objectively. Issues and non-compliances are actively investigated and 

addressed. 

 

Computer and network use 
 

Computers, network systems and equipment are for use by staff and students and are 

used only for work-related purposes. Computer account(account) used only by the 

person to whom it is assigned (either through the IT Office or a College office). Any 

other person without proper authorization cannot use that account. All staff members 

are responsible for all actions initiated through their accounts or network connections. 

They should not present themselves as other persons, misrepresent or conceal their 

identities in actions in the course of communication and emails. For new staff members 

an official account is opened that is active for the duration of their employment at the 

College. When a staff member leaves work, his account is closed, in accordance with 

the procedure for opening and closing the email account.  
 

 

Use of e-mail 
 

E-mail communication is an important mechanism of official communication within the 

BIZNESI College. Staff members are expected to read their emails regularly in order to 

stay up to date with information and news in the institution. The College reserves the right 

to delete unread emails that wait on the server for more than a week. Staff are expected to 

write correct, professional and accessible emails. 
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Use of telephone network 

 

All persons who are employed are entitled to using the telephone network. The telephone 

network is used to perform the duties, obligations and for official purposes of Biznesi 

College. The use of the telephone network for private purposes without authorization from 

the relevant bodies is not allowed. 

Property of Biznesi College 
 

All property and equipment provided by the institution must be used carefully, with proper 

preparation, as the work requires. Errors and breakdowns should be reported immediately. 

No property of the institution such as: equipment, furniture, apparatus in offices can be 

moved without written permission from the competent authorities. Office materials should 

be used only for the needs of the institution and not for personal needs. 

Prohibition of drug and alcohol use 

To achieve the objective, which is to provide an environment deprived of the use of alcohol 

and narcotics for all students and staff of the College, the institution prohibits the 

distribution, possession or use of narcotics and alcohol on its property, even also as part of 

any of the activities. Staff and students who consume or are under the influence of alcoholic 

beverages or illicit narcotics will be treated in accordance with the Regulation on 

disciplinary measures. Visitors are expected to abide by this regulation. 

Smoking policy 
 

Smoking is prohibited inside any building, including classrooms, offices, amphitheaters, 

meeting and conference rooms, restaurants/cafeterias, hallways. Smoking is allowed only 

in certain places, outside buildings, where there is no risk to safety. It is expected that all 

staff and visitors will respect this regulation in order to preserve the health of staff 

members, protect the property of the College and preserve the living environment in the 

institution.  

Health and safety at work 

 

Occupational safety is an integral part of the work of the College and should be respected 

by all members of the College staff. Staff and students have an obligation to behave safely 

and responsibly for themselves and others. They should follow the relevant instructions, 

seek training before using the equipment, machinery and safety tools in accordance with 

the advice and report the risks and accidents in a timely manner. BIZNESI College aims to 

provide a safe and secure environment and the necessary information, counseling and 

training. Machinery and equipment are inspected by the relevant department. 

REMUNERATION 

Remuneration / salary 
 

Every employee who is employed in BIZNESI College is entitled to a salary in accordance 
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with the Regulation on ranking, salaries and other compensations. Salary payment is made 

once a month. Payment of salary is made directly to individual bank accounts on a monthly 

basis and the finance office informs staff members by e-mail about the realization of salary. 

The finance office also provides an individual salary statement. The employee's salary 

consists of the basic salary, performance pay or other compensation determined in 

accordance with REGULATION for ranking, salaries and other compensations calculated 

in gross salary. 

LEAVE AND TIME OFF 

Annual Leave 

 

The academic staff of BIZNESI College is entitled to daily, weekly and annual leave, 

according to the legal provisions set out in the Labor Law, respectively the chapter that 

regulates leave and absences from work. Based on the same law, academic staff is entitled 

to leave even on official holidays.  

Especially for the educational staff, the above-mentioned law regulates the annual leave, 

emphasizing that it should be used during the summer holidays and can last until the leave 

lasts in the educational institutions. 

Paid leave 
 

The employee is entitled to paid leave for family and personal reasons up to 7 days within 

a year, in the following cases: 

• marriage - 3 days 

• child marriage - 2 days 

• for childbirth (father) - 2 days 

• adoption / adoption of the child - 2 days 

• death of spouse or child - 5 days 

• death of parent, brother, sister - 2 days 

• death of parents of the spouse - 2 days 

• death of grandparents - 1 day 

• care for the family member - 2 weeks and then through a medical commission 

• for the first day of school for first graders - 1 day 

• for family relocation to another place (city) - 2 days 

• for relocation of the family to another house (in the same place) - 1 day 

• for personal matters or for business - 1 day 

• for exams, for the first time - 1 day for each exam 

The written request must be submitted to the Dean of BIZNESI College for authorization. 

Unpaid leave 

 

The employee may be absent from work without compensation in salary and contributions, 

up to a maximum of 3 months, in the following cases: 

• for the care of the family member 
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• for construction or renovation of the house, respectively the apartment 

• for participation in cultural and sports events 

• for attending congresses or conferences 

• for medication on his/her own account 

• for any civic duty such as: candidate in elections, being in a public body (up to 15 

working days, maximum) 

The written request must be submitted in advance to the Dean of BIZNESI College for 

authorization. The applicant's supervisor and the College authorities are consulted and 

depending on the workload and specific circumstances, a decision on the application is 

made within 15 days. The Secretary of BIZNESI College informs the applicant about the 

decision. 

Absence from work due to civil liability 
 

An employee has the right to be absent from paid work when participating in a civic 

engagement which is mandatory in accordance with specific national laws. These duties 

may include, but are not limited to, national service, court-appointed service, military 

service, national security, and emergency response.  

An employee has the right to be absent from work whether elected or appointed to a state 
or public office, whether at home or abroad. 

In this case, BIZNESI College does not pay the staff member a salary, but retains the 

employment contract for the first period of service. The staff member has the right to return 

to his/her previous employment position/contract and to be employed to perform tasks, 

which will not necessarily be the same as before, but which are in line with the rank and 

his knowledge, skills and professional experience. He/she must return to work within 15 

days of completing the elected or appointed civil service. 

Academic leave (sabbatical) 

Full-time academic staff members for a certain period of time at BIZNESI College are 

entitled to short or long academic leave. This is an opportunity for study leave for staff, 

including study abroad. The conditions and manner of compensation for this type of leave 

are provided by special regulations. 

Medical Leave 

 

The employee is entitled to medical leave, if he/she is ill or injured. For the time he/she 

will be absent from work, he/she must submit a medical certificate to the Office of the 

Secretary of BIZNESI College. The certificate must be submitted within 3 days after 

returning to work. 

After severe or prolonged illness, the employee must provide a medical certificate stating 

that he or she is fit to return to work. BIZNESI College can discuss support or flexible time 

for a short period after returning to work. 

The employee who voluntarily donates blood has the right to be absent from work for 2 

consecutive days from the day of donation, in order to regain power, except in cases when 

the blood donation is made on Friday. 
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Maternity leave 

 

The employee can start maternity leave 45 days before the birth, while she is obliged to 

start 28 days before the birth. The employee is entitled to maternity leave for a period of 9 

months. If more than one child is born, she is entitled to 1 year maternity leave. During 

maternity leave, the employee is not paid any salary compensation by the College, but this 

compensation is covered by the Pension and Disability Fund. During this time, the official 

e-mail of the staff member remains open and the Secretary of BIZNESI College informs 

her of any important information regarding the position of the person. 
 

State holidays 
 

Employees will be given paid leave for all public holidays in the Republic of Kosovo, 

defined by the Law on Official Holidays in the Republic of Kosovo. At the beginning of 

each academic year the Calendar of state holidays is announced and the days of rest are 

determined. 

  


