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Training will be focused on the topics that will provide knowledge and
understanding how the organization works, what basic law principles are, are
expected to be reported by the students and staff of the University/ that will

enable the ombudsman to deal with the problems effectively that will be helpful

while dealing with the problems reported

Co-funded by the
Erasmus+ Programme
of the European Union

“Advocacy Establishment for Students through Ombudsman Position” (AESOP)
561640-EPP-1-2015-1-AZ-EPPKA2-CBHE-JP




Ombudsman s everyday

work
Tools & Rules

) 3 gNNA CYBULKQ, OMBUDSMAN\?F Thé L/mxvazsn'v rin wARSA 1 @,
| 1 VJ\Y | | |
!} T ‘ "\-‘ P ¢

AESOP Study Visit, 4th oprrﬂ 2017 ~ 7/ . |

P~

—

v/v, -

4 Y T - 4 ) 2 2 N - pr— — N
_ > ’ : h 4
f A A D J 1 4 f b A ) " W . ’ f M
N’ ! 1 | 7




Conflict/problem resolution
system at the University of
Warsaw

~ Center for Dispute and
- Conflict Resolution at the

~ Faculty of Law and
Administration (,Mediation
Center”)

- Disciplinary
- (for Students
and Doctoral
~ Fellows & for
Academic
Teachers)

Ombudsman University
Legal Clinic

Rector’s Anti
Discrimination Committee

Rzeczniczka Akademicka



Ombudsman also collaborate
with:

Authorities of the University and Faculties (Rectors and Deans)
Offices:
Office for Personnel Affairs
Office of Student Affairs
Office for Persons with Disabilities
International Relations Office
Legal Office /Legislative Office
Press Office/Promotion Office
Rector’s Deputies:
Rector’s Deputy for Protection of Intellectual Property
Rector’s Deputy for Quality of Education

Rector’s Deputy for the Bologna Process and Foreign Language
Teaching

Student Unions
Trade Unions

Rzeczniczka Akademicka



Ombudsman availability
Office hours

Ombudsman is available to all interested parties during
the office hours held twice a week, on Mondays and
Thursdays, from 11 a.m. to 2 p.m. in her office located
in room no. 160 C in the building of the University
Library located at 56/60 Dobra Street

Information on the Ombudsman’s office hours can be
found on the University website, the Ombudsman’s
website v | ‘ and Facebook
profile, as well as in leaflets and on posters placed in
various places on the premises.

O Ombudsman office is working Monday till Thursday, from
8.30 till 15.30.

Rzeczniczka Akademicka



You may contact the Ombudsman
in the following situations:

If you need an opinion from an outsider or someone who
will hear your problems in strict confidence and advise
on the further course of action;

If you need assistance in resolving a complicated matter,
which you cannot handle on your own;

If you think you have been treated unfairly;

If you are in conflict that affects your functioning at the
university;

If you need a mediator or a facilitator;
If you do not know who to address with your problem



Course of action

The Ombudsman accepts cases reported to her in
person, by phone, by e mail and by post.

No anonymous claims are accepted

After the case report is accepted, the reporting party is
invited to a meeting.

At the meeting, in a direct conversation, the
Ombudsman and the client discuss the problem and the
range of available solutions.

As a result of the meeting the client may decide that it is
necessary that the Ombudsman take an external
intervention Ombudsman has to be authorized in writing
to undertake the agreed steps.

Rzeczniczka Akademicka



Case proceedings

Initial investigation of the case.

Providing the client with information about the
competences, procedures and standards of practice of
the Ombudsman.

Collecting detailed data regarding the case, particularly
its factual circumstances and the expectations of the
client.

Determining the course of action.

Formal acceptance of the reported case and initiation of
the proceedings.

Rzeczniczka Akademicka



Case proceedings: consequences

Members of the academic community can discuss
problems bothering them with the Ombudsman,

without the need to further disclose the case or take any
formal steps.

Subsequent steps are always determined by the
interested parties, depending on the circumstances and
available.

Rzeczniczka Akademicka



Cases reported by particular
groups of clients

m Students

m PhD Students

B Scientific
workers

B Administrative
staff

m Others



Problems most frequently
reported by the staff

O Interpersonal conflicts, especially the ones betweens
suboridinate and supervisor.

« Mobbing & disrcimination

« Obstacles to the scientific career development.
O Intellectual property rights infrigment
O Problems between staff and students.

O Doubts about binding regulations: where to find
them, how to read them.

O Financial matters - salaries and bonuses, research
funds, sharing the grants



Problems most frequently
reported by students and Phd
students

O Financial matters
O Problems with stipends
O Problems with social funds
O fees

Problems between students and lecturers (exams,
credits, etc.)

Difficulties in cooperation with thesis supervisors

O

Problems with usos system
Sexual harassment & discrimination

O O 0O

Biurocratic and administrative complaints, delays in
actions



Actions taken by Ombudsman

providing proper information about the activity of the
University of Warsaw and its existing legal provisions;

Refer to competent units or persons for a given case;

Support the client in dealing with the case by providing
information or assistance in clarifying the situation in the
proper unit;

Provide assistance in conflict resolution by diagnosing the
problem and presenting solutions;

Recommend and conduct mediation;

Present information and recommendations to the Rector
regarding necessary systemic and procedural changes in the
operation of the University in the area of the Ombudsman’s
expertise.



Actions taken by Ombudsman:
psychological help

Ombudsman hears the case and provides assistance in
analyzing it and finding alternative solutions.

This kind of assistance proves useful to both students
and staff, allowing them to vent emotions and look at
the problem in a more objective way. Effective coping
with emotions is the first step to problem-solving as it
allows the individual to focus on finding available
solutions and choosing the best options.



Actions taken by Ombudsman

m Presenting information regarding
functioning of UW and its legal
regulations, referring to
competent persons or units

m Support in problem solving by
acquiring information or
explanation at the proper unit

m Supporting clients in problem
solving by helping to diagnose
the problem and find the best
solution/Coaching.

B Recommending and in some
cases conducting mediation

m Other, including whistleblowing
and signaling




Independence & Control

Annual Report (Rectors)
Presentation to the Senate (Senate)

Current financial matters (Chancellor)



Annual Report

Legal Context
Organizational & financial matters
Report on activities
Direct assistance
Promotion of ADR
Signals on the functioning of the University
Case statistics
Number of cases (in general and by the University Unit)
The reporting parties
Case subject matter
Actions taken

Conclusions



Questions & Problems

Administrative:

Budget/financial needs

Co-operation with other University Units

Tasks like promotion of Ombudsman
Construction of the postion:

Scope of activity (target group and type of actions)

Binding power or persuasive influence

Evaluation
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About the Project:
Advocacy Establishment for Students through Ombudsman Position (AESOP)
is an ERASMUS+ project financed by EACEA European Comission for imple-
mentation in Universtities in Azerbaijan, Ukraine and Georgia.
The main objective of the project is to promote democratic “Student Advocacy”
procedures in agreement with the Bologna Process in these three countries by
establishing Ombudsman Offices in partner universities. This project applies
the experience and best practices of European universities in the area of
student advocacy, specifically including the common practice of employing a
“neutral” (free from other work responsibilities or conflicts of interest) ombud-
sperson as a resource who listens to student issues and direct them through
appropriate procedures and channels to resolve them fairly, consistently and
efficiently.
In the framework of the project Ombudsman Offices were created in the part-
ner universities to help students and faculity/staff to become more aware of
their rights and responsibilities. Students will learn to exercise their rights, take
responsibility for resolution of their own conflicts and manage their academic
careers in accordance with the Bologna Process.
Georgia
® Akaki Tsereteli State University (ATSU) - Leading partner
® Caucasus University (CU)
® Georgian American University (GAU)
Azerbaijan
Khazar University (Khazar)
Nakhchivan State University (NSU)
Nakhchivan University (NU)
Ganja State University (GSU)
kraine
Poltava University of Economics and Trade (PUET)
Kyiv National Economic University named after Vadym Hetman (KNEU)
uropean Partners
Office of the Austrian Student Ombudsman (OASO) - Austria
University of Warsaw (UW) - Poland
University of L'Aguila (UNIVAQ) - ltaly
University of Minho (UM) - Portugal
University of Jyvaskyla (UJ) - Finland
Middlesex University Higher Education Corporation (MxU) - England
Ministry of Education of Azerbaijan Republic (MoE) - Azerbaijan
roject Number: 561640-EPP-1-2015-1-AZ-EPPKA2-CBHE-JP
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® Ombudsman’s office has been operating since March 2018 at Georgian Ameri-
can University. This is an intemnal resource focused on GAU students, academ-
ic and administrative personnel. Ombudsman’s office helps them solve certain
issues and problems, existing within the University, that are identified by the
Ombudsman charter.

The principles of ombudsman work are: independence, impartiality and
confidentiality.

The function of the ombudsman is of highly confidential nature and guarantees
anonymity to all visitors.
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Who can become an ombudsman and for how long?

Only an adult with academic degree can be appointed as ombudsman. The
ombudsman must be fiuent in Georgian and English;

A person with criminal record cannot be appointed as an ombudsman;

The ombudsman must have work experience in academic field and/or
experience in student rights protection;

The ombudsman must not hold academic position in the university and must
not be engaged in pedagogical activities;

The ombudsman is appointed by the President of "Georgian American
University" for a two-year term;

Aperson can be appointed as an ombudsman for only two terms.

What can the GAU Ombudsman do for you?

If you need an opinion from an outsider or someone who will hear your
problems in strict confidence and advice on the further course of action;

If you need assistance in resolving a complicated matter, which you cannot
handle on your own;

If you think you have been treated unfairly;

If you are in conflict that affects your functioning at the university;

If you need a mediator or a facilitator;

If you do not know who to address with your problem.
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Ombudsman may:

990000

Listen to your concem, help diagnosing the problem and choosing solution;
Support you in solving the conflict;

Recommend mediation and help starting it;

Help getting information and clarifying the case in the appropriate unit;
Transmit provided information to the University authorities;

Recommend GAU President a change in policy, regulation or rules..
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Procedures for dealing with the Issues:

Record the issue (after submitting the contact form by email or in the personal
meeting);

Verify the facts, figure and other data, if necessary request (additional) written
documents;

Canry out an initial analysis of the issue and possible solutions, make a
decision about whether to pursue the matter further;

Obtain the consent of the party who submitted the matter to pursue it further;
Obtain the facts of the matter from the perspective of the institution by
contacting the person (most recently) involved at the institution;

Obtain a statement/account of the facts;

Draw up a proposal for a solution;

Forward the proposal to the institution;

Forward the most important details of the institution’s reaction(s) to the person
who submitted the complaint;

Ensure that the complainant's confidentiality is protected unless otherwise
agreed.
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If a Complaint is Justified:

Obtain a statement and/or statement of the facts from the/superior at the
institution;

Draw up a recommendation for those in positions of responsibility at the
institution;

Forward the recommendation to the responsible body with a request for a
statement or suitable measure(s) to resolve the matter;

Forward the recommendation to the head of the institution with a request for a
statement;

Deal with the recommendation;

Deal with the solution/non-resolution (e.g. at a regular meeting with the head
of the institution or at any relevant sessions of the responsible bodies or
agencies);

Publication of the matter and details of how it was resolved or not resolved
{e.g. in the annual report).
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To discharge its duties the ombudsman has the right to process in particular the
personal data and other information.

The resolving time depends on how complicated the issue is.

Ombudsman may also act on his/her own initiative.

Each year the GAU Ombudsman shall prepare a report on its activities and report to
the GAU President.



Approved by

the President of the Georgian American University, LLC
Order # 01-057 of 01 March 2018

Appendix 1

Georgian American University

The charter of Student Ombudsman

¢ General Provisions

This charter determines "Georgian American University"”, LLC ombudsman status, basic
principles and forms of his/her activities;

The student ombudsman shall conduct his/her activities in accordance with: "Law of
Georgia on Higher Education”, provisions of "Georgian American University", LLC,
provisions of basic educational unit schools (faculties) and Georgian American University
Code of Ethics;

The principles of work of student ombudsman are: independence, impartiality and
flexibility.

* Appointment of the Student Ombudsman

The student ombudsman is appointed by the President of "Georgian American
University" for a two-year term;

Only an adult with an academic degree can be appointed as ombudsman. The student
ombudsman must be fluent in Georgian and English;

A person with a criminal record cannot be appointed as student ombudsman;

The student ombudsman must have work experience in an academic field and/or
experience in student rights protection;

The student ombudsman must not hold an academic position in the university and must
not be engaged in pedagogical activities;

A person can be appointed as student ombudsman for only two 2-year terms.

* Rights and Responsibilities of the Student Ombudsman

The student ombudsman supervises the protection of students' rights within the
university;

The students have the right to receive education in a safe environment, free of all forms
of violence and harassment;

The student ombudsman's responsibilities include:

+ protection of students', lecturers' and other university personnel's rights from all
forms of violence and harassment;

4+ Solving the problems that prevent the formation of universal values of students,
lecturers and other personnel;
+ Facilitating the diversity of student life;

The student ombudsman's activities can be based on any valid information, delivered to
him/her in writing and through e-mail;

The student ombudsman shall report to the university administration and basic
educational units once a year;

The student ombudsman can be dismissed from his/her post prematurely, in case of
violation of the University Code of Ethics, interference with professor's academic
freedom, abuse of power, and/or existence of circumstances envisaged by Georgian
legislation and employment agreement;

The student ombudsman's communication forms, working hours and response times are
determined according to the university President's order.
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Thilisi, Georgia 17. 09. 2018¢

Georgian American University, LLC (“University”) operating of
its own Charter, is represented by its President, Mr. R.
Michael Cowgill, on the one hand, on the other hand, the
person,
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Name:

Passport or ID No.

(“Student”) making this Agreement with the current
legislation as follows:

1. Subject of this Ag nt
The subject of this Agreement “Educational Service Activities”
is for providing an appropriate education for the student,
which is conducted by the University based on its own
charter and programs within the rules established by this
Agreement.

2. Rights and Responsibilities of the Parties

2.1 The University is responsible for:

2.1.1  Providing information about the University's
goals and objectives;

2.1.2  Providing information about the University's
academic programs, qualifications, quality,
training processes, and the educational
possibilities;

2.1.3  Introducing professors and their professional
experiences to the student;

2.1.4 Creating an academic environment, in
accordance with legislative norms, which helps
the student obtain an education considered by
his/her respective academic program(s);

2.1.5  Awarding the student with the highest academic
degree (if the program is completed successfully)
and issuing a diploma.

2.2 University is entitled to:

2.2.1 Receive student's tuition fee based on the
submitted request;

2.2.2  Strict observance by the student of the
University regulations and Code of Ethics;

2.2.3  Examine the student’s disciplinary liability in case
of violation of the University’s regulations and
Code of Ethics;

2.2.4  Implement other activities which are conferred
by University regulations, this agreement and
Georgian Legislation.

23 bogrgbdo gomradames:

231 wooigel gboga@lodadol wgdamads ©> gmogols
gogdbo;

232. OO Y@ SE© ©> LGgmoe aveoobapol
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2.4.1
2.4.2
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2.4.4
2.4.5

2.4.7
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2.3 The student is responsible for:
Following the University regulations and Code of
Ethics;
Paying tuition fee fully and on time.

2.4 The student is entitled to:
Receive a quality education;
In accordance with University regulations, have
equal access to and use University’s technical
and material, library and information services
and other resources;
Freely express an opinion and make fair and
objective critical comments regarding the
educational process;
Select an educational program;
Participate in creating the individual educational
programs;
Prior to the expiration, terminate this Agreement
in case of the non-fulfillment or improper
fulfilment of the commitments by the
University;
Implement other activities which are conferred
by University regulations, this agreement and
Georgian Legislation.

3. Tuition Fee
student of Business School Business

Administration Master’s Program (MBA); in case of

individual academic programs offered by the
University, the student should make the full payment
for the current semester 5,000 (five thousand) GEL
for the credits, according to the proportion of the

annual tuition fee (annual fee for 60 credits is 10,000

3.2

(ten thousand) GEL).
Payment shall be made by a student and/or his/her
legal representative before the beginning of the

semester — specific date is determined by the

33

President’s order.
After the signing of this Agreement, annual tuition

fee can be changed based upon inflation and the

4.1

purchasing power of the GEL in Georgia.

4. Early Termination of this Agreement
This Agreement between the parties can be

terminated in the form of a written agreement;

4.2

“University” can initiate termination of this

Agreement:
- If astudent breaks the regulations or Code of Ethics;
- If the student is unable to reach the educational
results considered by the academic program(s);

Other circumstances in accordance with Legislation.
Each party can immediately terminate this

Agreement in writing form if any item of this
Agreement is broken.

4.4

Early termination of this Agreement should be made

only in written form.
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4.5 |If this Agreement is terminated before the end of
registration, student tuition payment will be
refunded completely.

If this Agreement is terminated after registration,
the tuition payment will not be refunded to the
student.

This Agreement terms can only changed according to
the parties’ desire in a written form.
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4.7

5. Force Majeure
5.1 The parties are not responsible for the outstanding
obligations by the force majeure circumstances and
duration period.
Force Majeure is considered the circumstances
under which prediction and/or influence is outside of
the parties’ control. They include (but are not limited
to): disasters, emergency or military circumstances,
government acts which significantly impede the
parties’ rights and obligations.
Under force majeure circumstance where it is
impossible to fulfill the party’s obligations, the party
should notify the other party immediately.
Under force majeure circumstances, a review of the
terms of this Agreement is allowed in written form.

5.2

53

5.4

6. Discussion of Disputes
6.1 The parties shall try to reach a mutually acceptable
agreement on any dispute issues.
If the acceptable agreement is not reached during
negotiation, then the parties are authorized toactin
accordance with current legislation to solve any
dispute issues.

6.2

7. Other Conditions
7.1 This Agreement shall come into force from the
moment of the signatures.
This Agreement is made in accordance with the
University’s educational programs and regulations,
for a specified period and is in effect for the entire
period up to and including granting academic degree
and issuing of diploma.
This Agreement is executed with two identical copies
each having equal force — a single copy for each
party.
This Agreement consists of two pages, and is signed
by both parties.
The University provides financial benefits for
multiple students from the same family.

7.2

73

7.4

7.5

| confirm that | am fully acquainted and agree with the
University Statute, Ethic Code and the text of the contract. |
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(GAU’s Code of Ethics and Conduct has been compiled and summarized from a variety of publicly
available sources. Specific references to “Academic Integrity” and “Faculty Responsibility” are
excerpts from the website of GAU s dffiliate, American University. Each student, lecturer and staff’
member of GAU must sign this Code (and each revision thereof) as a requirement for admission or
employment)

L. Code of Ethics

This Code of Ethics is a statement of the ethical principles, values and behaviors required of staff
(including lecturers) and students at GAU as embodied in the following statement:

GAU fosters the values of openness and transparency, respect, honesty, tolerance, fairness and
responsibility in social and moral, as well as academic, matters.

This Code of Ethics is intended to assist staff and students to identify and resolve ethical issues that
might arise during their employment or in the course of their studies. It is designed to guide them in
their dealings with colleagues, students, the University, and local, national and international
communities. The Code puts forward a set of general principles rather than detailed prescriptions. It
stands beside, but does not exclude or replace, the rights and obligations of staff and students under
common law.

GAU is a complex organization comprising a diversity of populations that have different
relationships to one another. It is essential in such a community that all members recognize and
respect not only their “own” rights and responsibilities but also the rights and responsibilities of
other members of the community and those of the University itself.

GAU recognizes that many of its staff members are also bound by codes of conduct or ethics
defined by learned or professional societies or groups. Staff may have multiple allegiances: to their
disciplines or profession at national and international levels, to the academic profession, to the
community at large and to the University. Staff and students may also have allegiances to particular
religious traditions, sexual orientation, gender identity, etc. It is recognized that these allegiances
are not always in harmony. It is an obligation of a staff member or student to weigh the importance
of these allegiances in each particular set of circumstances and to notify an appropriate Officer of
the University wherever such conflict does or may arise.

Staff/Student, who has information about facts of other staff/student’s violation, oppression,
discrimination and Code of Ethics norm violation, is obliged to report this. It is unacceptable to
intimidate, pressure and/or discriminate against the person who declares about such facts.

The Code of Ethics is based on three universal ethical principles. These are Equity and Justice;
Respect for People: and Personal and Professional Responsibility:

1. Equity and Justice

People are to be treated fairly -- not discriminated against, abused or exploited. Justice is concerned
with power sharing and preventing the abuse of power. In a just community all members can access
opportunities that allow for their full participation and growth potential in that community.

2. Respect for People

People should be treated as individuals with rights to be honored and defended. Respect empowers
others to claim their rights and to achieve their potential. Respect for the rights of other people is the
basis on which individuals become members of a community and accept their social responsibilities
to behave with sincerity and integrity.

3. Personal and Professional Responsibility

The principle of taking personal and professional responsibility requires not only that people avoid
doing harm to others and others” property, but that they exhibit courteous behavior upholding the
standards expected of all members of the University community as part of achieving a common
good. In so doing they are expected to protect the rights of others and respect the diversity of all
cultures and peoples. Those strong enough to assert their rights have a reciprocal duty to exercise
care towards those who depend on them for their well-being. This principle involves stewardship of
assets, resources and the environment.

Whenever a conflict arises between the self-interest of a staff member or student and their respective
duty to the University - the issue should be disclosed to an appropriate Officer of GAU. Wherever
possible the staff member or student should play no role in decision-making that might be associated
with that issue other than to explain the situation and to express their own views regarding the
contflict.

II. Code of Conduct

The Code of Conduct is based on principles, values and behaviors outlined in the Code of Ethics. It
is a formulation of policies, rules or guidelines that define the specific actions or procedures
applicable to members of GAU for a range of specific ethical issues.

This Code applies to all staff and students of GAU. Contractors, their employees and
representatives, and visitors engaging in any university-related activity are expected to conduct
themselves in a manner consistent with this Code and should be properly informed of such
expectations.



1. Equity and Justice
1.1 Equity of access to employment and programs

GAU seeks to remove any barriers that may impede the benefits and conditions of employment and
the delivery of its services.

GAU is committed to providing an environment of equal opportunity, free from discrimination, for
existing and prospective staff and students in the pursuit of their academic goals and the realization
of their potential to contribute to the achievement of the University's mission

1.2 Harassment/Aggression/Discrimination

GAU is committed to maintaining an environment within the University that is free from
harassment. Harassment in such forms as sexism, racism, bullying, and bias due to religion,
nationality, gender, or sexual orientation is inconsistent with GAU’s policies and denies respect for
the rights of staff and students to fair treatment. Harassment can be harmful to organizational
effectiveness and may also be unlawful. GAU has adopted the following Equal Opportunity Policy
Statement:

GAU is committed to a policy of equal opportunity in employment and education. It accepts that it
has a responsibility to create an environment free from discrimination, and to ensure that the
principle of merit operates unhindered by regard to irrelevant criteria. To this end GAU will act to
ensure that its structures are free from direct or indirect discrimination on the grounds of sex,
marital status or pregnancy, race, age, sexual preference, religious or political beliefs,
impairment, family responsibility or family status.

Sexual Harassment in the workplace is a form of violation by gender identity and is an obstructive
factor in reaching equality in labor relations.

The principle of zero tolerance prevails at GAU towards discrimination, oppression and sexual
harassment. Any GAU student/staff has the right to request the organization to prevent
discrimination, oppression and sexual harassment when such facts have occurred at GAU.

1.3 Academic Freedom

Academic freedom is recognized and protected by GAU as essential to the proper conduct of
teaching, research and scholarship. Academic and research staff should be guided by a commitment
to freedom of inquiry and exercise their traditional rights to examine social values and to criticize
and challenge the belief structures of society in the spirit of a responsible and honest search for
knowledge and its dissemination. In this context students have the right to participate in political
activities on campus.

GAU is committed to the belief that freedom of intellectual thought and enquiry and the open
exchange of ideas and evidence are essential to the achievement of its mission, and it will seek to
protect staff and students from any attempts to remove or reduce this freedom.

1.4 Union Membership

GAU staftf members have the right to join trade unions and to choose whether or not to participate in
union activities. Similarly, GAU students have the right to organize and join student unions or
student organizations that meet the general principles of this Code.

1.5 Grievances

Staff and students of GAU are entitled to fair and equitable grievance procedures. However, staff
and students are not allowed and not to be encouraged to engage in any type of protest activities that
disrupt the normal activities and learning process at GAU. Any such protest shall result in
disciplinary action. Grievances shall be directed to the appropriate Dean or Administration of GAU.
either in written form or verbally.

1.6 Lawful Obedience

All members of GAU must comply with any legislative and industrial requirements, as well as the
rules and regulation of the University, upholding equal opportunity and health and safety policies
and procedures.

1.7 Recruitment

In the process of selecting, employing and promoting staff, must be consideration given to his/her
competence, experience and efficiency regardless of his/her gender, race, gender identity, ethnic
origin, religion, age, sexual orientation, nationality, limited abilities (that do not affect job
performance).

1.8 Healthy and Safe Working Environment

GAU provides working environment and conditions, which are appropriate for, and in
accordance with labor, health and safety standards. A healthy and safe working environment
provides psycho-social prosperity of staff.

2. Respect for People

2.1 Conflicts of Interest

Staff members should take suitable measures to avoid, or appropriately deal with, any situation in
which they may have, or perceive to have, a conflict of interest that could, directly or indirectly,
compromise the performance of their duties or the reputation and success of GAU. When staff
members become aware of such a situation they should take appropriate steps to disclose the conflict
to the appropriate office at GAU. Failure to do so and continuation of such a conflict of interest may
lead to disciplinary action.

Examples of relationships that may cause conflicts of interest are: family relationships. positive and
negative emotional relationships (including all sexual relationships, antagonisms, close friendships)
and financial relationships.



2.2 Acceptance of Gifis or Benefits

Staff members should not solicit, encourage or accept gifts or benefits if it could be reasonably seen
as an inducement to act in a particular way or to place a staff member under an obligation that may
either directly or indirectly compromise or influence them in their official capacity, including the
processes of enrollment/admissions and grading.

Gifts of a nominal value (under 20 Gel) used for promotional purposes by the donor or ones in
accordance with social or cultural practice are acceptable. Gifts and Benefits received by staff
members should be declared to the relevant Dean or Officer.

2.3 Confidentiality

Staff members who have access to official University documentation and information must take care
to maintain the integrity, confidentiality and privacy of such information to protect any individual
concerned. Members of GAU should also maintain the privacy of oral communications where that
has been requested.

Personal files are highly confidential and private records relating to staff members and students. It is
essential that all members of GAU feel confident that information relating to them is treated in an
appropriate manner, with due attention paid to non-disclosure of file contents outside normal
University business transactions. Staff must only provide information when authorized by the
respective Dean and then only for legitimate academic purposes. Failure by a staff member to
comply with these guidelines may result in disciplinary action.

2.4 Intellectual Property
Intellectual Property is recognized by GAU, including inventions and copyrights in various types of
work. Formal Student and Employment Agreements provide for the ownership of intellectual

property created on behalf of University.

GAU will strive to provide equitable returns to the originators of the intellectual property, both as an
incentive and reward, as well as to the University.

3. Personal and Professional Responsibility

3.1 Personal Development

All staff must maintain and continue to develop knowledge and understanding of their area of
expertise or professional field. They should continuously seek to improve work performance with an
emphasis on quality skills. All staff should actively seek out ways to bring about quality
improvements in their workplaces. Students should endeavor to take full value of their learning
opportunities while at GAU.

3.2 Outside Employment and Private Practice

Professional and consultative work carried out by members of staff in their area of expertise is of
benefit to GAU, the individual and the community. However, professional and consultative work

should not conflict with the interest of the University and should be approved in writing by the
appropriate Officer of GAU in accordance with the formal employment agreement.

3.3 Public Comment

Public comment includes public speaking engagements, comments on radio or television, and
expressing views in letters to newspapers or in books, journals or notices or where it might be
expected that the publication or circulation of the comment may spread to the community at large.

Staff members are encouraged to comment publicly. However, prior to any public comments
“regarding GAU activities”, staff members must notify the appropriate Officer of GAU. When staff
members are representing GAU, the highest ethical and professional standards are expected of them
primarily due to the sensitivity of some issues within the community. Further, staff members shall
make no negative comments regarding GAU’s competitors.

Staff members in their capacity as private citizens have a right to make public comments. If a staff
member is publicly commenting on an issue not within their professional expertise, the staff member
must make it clear that the comment is being made in a private capacity and NOT on behalf of
GAU.

3.4 Use of University Facilities and Equipment

Members (including students) of GAU are expected to use all University facilities and equipment
respectfully, efficiently, carefully and honestly. Resources should be used economically, secured
against theft or misuse and avoid waste. These resources should not be used for personal purposes
unless express permission has been granted in accordance with University policy.

3.5 Ethical Conduct of Research

The University expects all those engaged in research to observe high ethical standards in the conduct
of that research and, when relevant, to comply with the obligations imposed by the codes of practice
as outlined by the relevant funding bodies. Ethical clearances must be gained where appropriate.

3.6 Faculty Responsibility

Faculty members should remind students in their classes each semester of the Code of Ethics and
Conduct and may require that students sign a statement that they have adhered to the Code when
writing a specific examination or paper.

To facilitate academic honesty, faculty instructors and their assistants are expected to implement
practices that will prevent or reduce opportunities for academic dishonesty, particularly for
assignments, examinations and clinical work. GAU has to provide an environment free from
discrimination and harassment. All faculty members at GAU shall follow the following practices:

A. Affirm the importance of academic integrity - Institutions of higher education are dedicated
to the pursuit of truth. Faculty members need to affirm that the pursuit of truth is grounded in
certain core values, including diligence, civility, and honesty.




. Foster a love of learning - A commitment to academic integrity is reinforced by high
academic standards. Most students will thrive in an atmosphere where academic work is seen
as challenging, relevant, useful, fair and full of challenges.

. Treat students as ends in themselves - Faculty members should treat their students as ends in
themselves - deserving individual attention and consideration: and Exclude any
discriminatory attitude in their estimations and prevent such attitudes in students. If

they have information about such kind of predictable behavior they must inform GAU
administration about it. Students will generally reciprocate by respecting the best values of
their teachers, including a commitment to academic integrity.

. Promote an environment of trust in the classroom - Most students are mature adults, and
value an environment free of arbitrary rules and trivial assignments, where trust is earned.
and given.

. Encourage student responsibility for academic integrity - With proper guidance, students can
be given significant responsibility to help protect and promote the highest standards of
academic integrity. Students want to work in communities where competition is fair,
integrity is respected. and cheating is punished. They understand that one of the greatest
inducements to engaging in academic dishonesty is the perception that academic dishonesty
is rampant.

Clarify expectations for students - Faculty members have primary responsibility for
designing and cultivating the educational environment and experience. They must clarify
their expectations in advance regarding honesty in academic work, including the nature and
scope of student collaboration. Most students want such guidance, and welcome it in course
syllabi, carefully reviewed by their teachers in class.

. Develop fair and relevant forms of assessment - Students expect their academic work to be
fairly and fully assessed. Faculty members should use--and continuously revise--forms of
assessment that require active and creative thought. and promote learning opportunities for
students.

. Reduce opportunities to engage in academic dishonesty - Prevention is a critical line of
defense against academic dishonesty. Students should not be tempted or induced to engage
in acts of academic dishonesty by ambiguous policies, undefined or unrealistic standards for
collaboration, inadequate classroom management. or poor examination security.

Challenge academic dishonestv when it occurs - Students observe how faculty members
behave, and what values they embrace. Faculty members who ignore or trivialize academic
dishonesty send the message that the core values of academic life, and community life in
general, are not worth any significant effort to enforce.

Help define and support campus-wide academic integrity standards.

. Academic Integrity

JAU requires the highest standards of academic integrity. The following are examples of academic
lishonesty that are prohibited.

A. Plagiarism - To plagiarize is to use the work, ideas, or words of someone else without

attribution. Plagiarism may involve using someone else's wording without using quotation
marks—a distinctive name, a phrase. a sentence, or an entire passage or essay. It may also
involve misrepresenting the sources that were used. The issue of plagiarism applies to any

H.

. Inappropriate _Collaboration -

type of work, including exams, papers, or other writing, computer programs, art,
photography, or video.

Close collaboration on academic work requires
acknowledgment. Inappropriate collaboration involves working with someone else in
developing, organizing, or revising a project (such as a paper, an oral presentation, a research
project, or a take-home examination) without acknowledging that person's help. Specific
policies regarding collaborative work, peer review, use of tutors, and editing may vary with
individual professors.

. Dishonesty in Examinations (In-Class or Take-Home) - An examination is to be solely a

student's own work, unless otherwise directed by the instructor. No communication is
allowed between or among students, nor are students allowed to consult books, papers, study
aids or notes, without explicit permission. Cheating includes, but is not limited to, copying
from another's paper; giving unauthorized assistance; obtaining unauthorized advance
knowledge of questions to an examination; or use of mechanical or marking devices or
procedures for the purpose of achieving false scores on machine-graded examinations.
Specific policies regarding examinations may vary with individual professors.

. Dishonestv in Papers - Students are prohibited from submitting any material prepared by or

purchased from another person or company. All papers and materials submitted for a course
must be the student's original work, unless the sources are otherwise cited (see A and B
above).

Deliberate Falsification of Data - Students may not deliberately falsify data or distort
supporting documentation for course work or other academic activity.

Interference with Other Students' Work - Students may not intentionally interfere with the
work of others, such as by sabotaging laboratory experiments or research, giving misleading
information, or disrupting class work.

. Copyright Violations - Copyright laws must be observed. These laws govern practices such

as making use of printed materials, duplicating computer software, photoduplicating
copyrighted materials. and reproducing audio-visual works.

Requesting or suggesting that a faculty or GAU staff member change a grade for any reason
other than an error in the grading process.

Specific Conduct Policies

AU has adopted some specific policies as follows:

A.

Dress Code — GAU does not have a strict dress code for staff or students. The environment at
GAU should foster both creativity and respect. Dress should be comfortable for each
individual and at the same time not be distractive to others. However, clothes with
disrespectful or inappropriate slogans or phrases are not allowed. Males should not wear hats
or caps inside, unless required due to some health reason (and approved by the GAU
Doctor).

Alcohol — Unless expressly approved by GAU management, no alcohol shall be brought into
or consumed at GAU.

Drugs — GAU has a zero-tolerance policy for non-prescription drugs and prohibits their
possession. sale or use at GAU.

. Weapons — GAU prohibits any device that could be used as a weapon to harm another

person or property. including knives, guns, fireworks, or other explosive devices.
Smoking — GAU is a non-smoking facility “inside” — allowing smoking only outside the
building.

6. Enforcement and Disciplinary Action

Depending on the severity of the violation of this code by staff, students or lecturers, various
disciplinary actions may be taken by the appropriate GAU officer as follows:

1) Immediate suspension, pending referral to the Review Board (see below)
2) Immediate referral to the Review Board
3) For minor violations:

1% violation — verbal warning. At the discretion of the President of GAU, student may be subject to
such disciplinary action as:

0 Providing verbal and/or written apology or essay

2 violation - written warning which is documented in their permanent file. At the discretion of the
President of GAU, student may be subject to such disciplinary action as:

0 Providing verbal and/or written apology or essay
0 Prevented [rom using GAU facilities, other than classrooms or library
0 Other action as appropriate.

3" yviolation - brought in front of a Review Board cstablished by the President of GAU. For
students, the review board shall include representatives from the student body. For faculty members,
the review board shall include representatives from the faculty.

Based on the findings of the Review Board, GAU has the right and obligation to take appropriate
disciplinary action, up to and including dismissal or expulsion from GAU. Should the infraction also
be in violation of Georgian Law, the appropriate authorities will be notified.




053539000 0bgx3MmMAsi30s/ Additional information from:

3mBLEOGE0s / Constitution of Georgia
https://matsne.gov.ge/en/document/view/30346?publication=35

396mbo mBsmemgbio gobooegdol dgbsbgd / Law of Georgia on Higher Education
https://matsne.gov.ge/ka/document/view/328307publication=75

dmdbdsM9dgms YR 9d900L o330L dgbobgd / Law on Consumer protection
https://matsne.gov.ge/ka/document/view/32974?publication=12
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