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Pfirucka pro zaméstnance projektu’

Projektova manazerka: Petra Vaculikova
petra.vaculikova@upol.cz
+420 774 274 252

Administratorka: Terezie Pilarova

terezie.pilarova@upol.cz
+420 585 633 476

V pfipadé, Ze nastupujete do projektu ,Sinofonni piihranici: interakce na okraji jako
zaméstnanec a budete tedy podepisovat Pracovni smlouvu, pfipravili jsme pro Vas postup, ktery
Vam uzavien{ pracovni smlouvy usnadni.

1. Konzultace (osobni ¢i pfes Skype) se ¢lenem vykonné rady vyzkumného centra a nasledna
konzultace se supetvizorem DU/MU jednotky ohledné konkrétnich vyzkumnych ukola.
Predmétem konzultace bude také pfesny pocet vystupu (vcetné jejich harmonogramu), popis
pracovni ¢innosti, vyse Gvazku, pracovni zafazen{ v projektu, datum nastupu do projektu a vyse
mzdy.

Clenové vykonné rady vjzkumného centra:

FrantiSek Kratochvil — DU1, DU2, DU6 — frantisek.kratochvil@upol.cz
Ondfej Kucera — DU3, DU10, MU2, MU3 — ondrej.kucera@upol.cz
Martin Soukup — DU4, DU5, DU9, MU1 — martin.soukup@upol.cz
Alfred Gerstl - DU7, DUS, DU11 — alfred.gerstl@univie.ac.at

2. Prosim kontaktujte Mgr. Terezii Pilarovou (terezie.pilarova@upol.cz), a po dohodé¢ se
supetvizorem Vasi DU/MU a konzultaci (osobni ¢i pfes Skype) s piislusnym clenem vykonné
rady projektu ji upfesnéte datum Vaseho pfedpokladaného zapojeni do projektu a zaslete ji
vyplnény OSOBNI DOTAZNIK.

Osobni dotaznik slouzi jako podklad pro sepsani samotné Pracovni smlouvy a je piflohou této
piirucky.

Osobni otaznik vypliiuji pouze NOVI zaméstnanci, nikoli stavajici zaméstnanci UP, ktefi
jiZ maji jakykoli ivazek na jakékoli soucasti UP.

! Projekt je rozdélen na 14 vyzkumnych balickd — 11 dialogovych jednotek a 3 meta jednotky: DU1 Taiwan, DU2
Borders, DU3 Altai, DU4 Peasant, DU5 Uzbek, DU6 Uygur, DU7 NGO, DU8 OBOR SE, DU9 Phillipphines,
DU10 Architecture, DU11 OBOR CA, MU1 Survays, MU2 Linguistics, MU3 Material.

Univerzita Palackého v Olomouci | Kfizkovského 8 | 771 47 Olomouc
www.upol.cz
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3. K podpisu Pracovni smlouvy bude rovnéz nutné doloZit sken/kopii DOKUMENTU
PROKAZUJICI NEJVYSSI DOSAZENE VZDELAN I.

Dokument NEMUSI BYT UREDNE OVERENY, ale MUSI BYT PRELOZENY do
ceského jazyka. Dokument Vam muzeme pfelozit, pokud nam jej zaslete v elektronické podobe.

V ptipadé cizich statnich pfislusniki rovnéZ SKEN/KOPII PASU (z davodu povinného
piihlaseni na Spravu socialni zabezpecent).

4. LEKARSKA PROHLIDKA - pro uzavieni Pracovni smlouvy je nezbytné (zdkonna
povinnost), abyste absolvovali 1ékafskou prohlidku.

Lékaiskou prohlidku absolvuji pouze NOVI zaméstnanci, nikoli stavajici zamé&stnanci
UP, ktefi jiZ maji jakykoli ivazek na jakékoli soucasti UP.

Formular k lékarské problidee a Dobodu o sibradé vstupni lékaiské problidky (2x) Vam preda Mgr. Terezie
Pilarova (terezie.pilarova@upol.cz).

Pokud jste obcanem Ceské republiky, miZete prohlidku absolvovat u svého lékafe a formulaf si
nechat potvrdit od néj. Pokud jste cizi statni piislusnik, je nutné prohlidku absolvovat u:

Lékatka FF UP — pani MUDr. Bednafova

adresa: Media Moravia, s.r.0., Hybesova 6, Olomouc (u autobusového nadrazi)
telefon: +420 585 311 658, +420 608 837 223

email: drbednarovaj@seznam.cz

ordinac¢ni hodiny:

Pondéli, Utery, Stieda  8:00 - 14:00
Ctvrtek 11:00 - 18:00
Patek 8:00 — 13:00

K 1ékafi je nutné se objednat nejlépe alespon tyden dopfedu! Pfipadné muzete pozadat Mgt.
Terezii Pilarovou o objednani.

Pokud je to mozné, prosim, vezméte s sebou VYPIS SVEHO ZDRAVOTNIHO STAVU od
svého osobniho lékafe.

V piipadé potteby s Vami prohlidku absolvuje piekladatel. Pokud potiebujete piekladatele do CJ,
informujte o tom Mgr. Terezu Pilarovou minimalné tyden pfed planovanou prohlidkou.

Prohlidka u lékafe musi byt absolvovana nejpozdé&ji posledni den v mésici, ktery predchazi
meésici, od kdy budete na projektu zaméstnani
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Prikilady:

Pokud chcete byt na projektu zaméstnani od 1.7.2018, musite 1ékafskou prohlidku absolvovat
nejpozdéji 29.6.2018 (patek).

Pokud chcete byt na projektu zaméstnani od 1.8.2018, musite 1ékafskou prohlidku absolvovat
nejpozdéji 31.7.2018 (utery).

Pokud chcete byt na projektu zaméstnani od 1.9.2018, musite 1ékafskou prohlidku absolvovat
nejpozdeji 31.8.2018 (patek).

Dohoda o thradé vstupni lékatské prohlidky — v Ceské republice se za lékatskou prohlidku
plati 400,-K¢. Tyto financni prostfedky Vam budou vraceny na zakladé podepsani Dobody o sibradé
vstupni lékarské problidky.

5. SKOLENI - je nutné se seznamit se zakladnimi bezpe¢nostnimi podminkami na
pracovisti a podepsat pouceni o bezpenosti.

Skoleni provede Ing. Pavlina Zizkova v den, kdy budete podepisovat smlouvu, nejpozdéji viak
prvai den nastupu do zaméstnani.

6. PODPIS SMLOUYVY a popisu pracovni ¢innosti.

Po splnéni vyse uvedenych krokt s Vami bude uzavfena Pracovni smlouva na personalnim
oddéleni UP. Zaroven budete sezniameni s Popisem pracovni cinnosti, ktery je rovnéz nutno
podepsat. Informace o pravech a povinnostech vyplyvajicich z pracovniho poméru, o naroku
na dovolenou, o pracovani dobé, o odménovini aj. obsahuje dokument Informace o
pravech a povinnostech vyplyvajicich z pracovniho poméru, ktery Vam bude pfedin
spolu s pracovni smlouvou. Datum podpisu smlouvy si dohodnéte s Mgr. Terezii Pilarovou,
ktera Vas na Personalni oddéleni bude doprovazet.

7. V projektu bude kaZdy zaméstnanec pravidelné kazdé 3 mésice odevzdavat VYKAZ
PRACE.

Vykaz prace Vam doruéi na Vas email Mgr. Terezie Pilarova.

Vyplnény a podepsany vykaz, prosim, doructe vzdy nejpozdéji do 5. dne v nasledujicim mésici
Mgr. Terezii Pilarové. Vykaz je potieba opatfit originalnim podpisem! V pfipadé
nepfitomnosti na pracovisti je mozZné je zaslat postou:

Univerzita Palackého v Olomouci
Katedra asijskych studif
Kftizkovského 14

Olomouc 771 80

Oznacéte obalku ,,SINOFON*
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Vice informaci naleznete:

https://www.upol.cz/zamestnanci/prakticke-rady/pruvodce-zamestnance/#c25272

Prilohy:

- Osobni dotaznik


https://www.upol.cz/zamestnanci/prakticke-rady/pruvodce-zamestnance/#c25272

Filozoficka
fakulta

OSOBNI DOTAZNIK

Jméno, pfijmeni, titul

Rodné

Den, mésic, rok narozeni Rodné ¢islo

Misto, okres (stat)

Trvalé bydlisté — &ast i PSC Cislo popisné / orientagni

Piechodné bydlisté — PSC (doruéovaci adresa CR)

Ulice Telefon Ulice/¢is. Telefon
Zdravotni pojistovna Statni ob¢anstvi
E-mail Cislo dokladu prokazujici totoZnost:
Typ dokladu:
Kéd statu, ktery doklad vydal:
Platnost do:
Datiovy rezident v CR: ANO - NE

Nejste-li dafiovym rezidentem v CR, dale uvedte:

Zemé danové rezidentury:

Cislo daiiové identifikace pouZivané v zemi dafnové rezidence:

Typ danového identifikatoru pouZivaného v zemi dafnové rezidence:

R — rodné ¢islo
D — dariové identifika¢ni Cislo
S — ¢islo socialniho pojiSténi

J —jiné, uved’te:

DETI

Jméno, piijmeni Rodné ¢islo

Invalidni

Bydliste

DOKONCENE VZDELANI

Vzdélani Druh skoly, vychovy, obor

Rok
ukondéeni

Pocet tiid

(semestri1) Druh zkousky

Zakladni

Stfedni odborné

Uplné stiedni
(ucebni obor s mat.)

Uplné stredni
vSeobecné

Uplné stfedni odborné

Vyssi odborné

Vysokoskolské

Doktorandské

Soucasné studium

Zaméstnan(a), studuje - kde




JAZYKOVE ZNALOSTI

Jazyk Stupeti znalosti Zkousky
NEVYPLNUJTE!
Priibéh pi‘edchozi praxe Zaznamy
(uved’te vSechna zaméstnani, evidence na Gfad¢ prace, nezaméstnanosti, matetské dovolené, péce o zameéstnavatele

dité, osobu blizkou apod.)

(zapocet praxe)

Zameéstnavatel — sidlo
(nepouzivejte zkratky)

Pracovni zarazeni
(nepouzivejte zkratky)

Od
(dd.mm.rr)

Do
(dd.mm.rr)

Zapocet
praxe

Roki

Dni

Pobirate dichod?
(dolozte fotokopii rozhodnuti)

Zménéna pracovni schopnost

(dolozte fotokopii rozhodnuti)

Druh dichodu Platce dichodu

Datum vzniku

Rozhodnuti vydal

Datum rozhodnuti

Je proti Vam vedeno trestni Fizeni?

Divod ANO - NE
Kym C.j.
Ze dne Ve vysi K¢

Mate stanovené srazky ze mzdy na zikladé vykonu
rozhodnuti, nap¥. vyZivné, exekuce a jiné zavazky — uved’te:

Z4dam, aby mi mzda byla zasilina na u¢et u banky: uvést pfesny nazev a adresu
banky, ¢islo u¢tu a smérovy kod banky (IBAN, SWIFT kod):

Prohlasuji, Ze jsem nic nezamlicel (a) a vSechny mnou uvedené tidaje jsou pravdivé. Beru na védomi, Ze veSkeré
zmény v uvedenych tidajich jsem povinen/povinna pisemné do 3 dnii 0znamit na personalni a mzdové oddéleni.

\Y dne

*) p¥i vice srazkach uved’te vysi sraZek na volny list papiru jako prilohu k Osobnimu dotazniku
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Handbook for project employees?
Project manager: Petra Vaculikova
petra.vaculikova@upol.cz
+420 774 274 252
Administrator: Terezie Pilarova

terezie.pilarova@upol.cz
+420 585 633 476

If you decide to participate on the project “The Sinophone borderlands - interaction at the
edges” as an Employee, and therefore sign an Employment contract, we have prepared a
procedure for you to facilitate the conclusion of your Employment contract.

1. A consultation (personal or via Skype) with a member of the Managing board of the Research
centre and a subsequent consultation with the DU / MU supetvisor on specific research tasks
will take place at first. The subject of the consultation will also be the exact number of outputs
(including their time schedule), the description of the work, the workload, the job classification in
the project, the date of entry into the project and the amount of the salary.

Members of the Executive board of Research center:

Frantisek Kratochvil — DU1, DU2, DUG — frantisek.kratochvil@upol.cz
Ondfej Kucera — DU3, DU10, MU2, MU3 — ondrej.kucera@upol.cz
Martin Soukup — DU4, DU5, DU9, MU1 — martin.soukup@upol.cz
Alfred Gerstl - DU7, DUS, DU11 — alfred.gerstl@univie.ac.at

2. Please contact Mgr. Terezii Pilarovou (terezie.pilatova@upol.cz) and according to the
agreement with the supetrvisor of your DU / MU and after the consultation (petsonal or via
Skype) with the relevant member of the managing board, please specify the date of your expected
participation in the project and send the filled PERSONAL PROFILE FORM.

Personal Profile Form serves as a basis for the drafting of the Employment contract itself and is
attached to this Handbook.

The Personal Profile Form is supposed to be filled only by NEW employees, not by the
current employees of the UP who already have any workload at any of the UP
departments.

2 The project is divided into 14 research packages - 11 dialog units and 3 meta units: DU1 Taiwan, DU2 Borders,
DU3 Altai, DU4 Peasant, DU5 Uzbek, DU6 Uygur, DU7 NGO, DU8 OBOR SE, DU9 Phillipphines, DU10
Architecture, DU11 , MU1 Survays, MU2 Linguistics, MU3 Material.
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3. For the signing of the Employment contract, it will also be necessary to provide a scan /
copy of the DOCUMENT OF THE HIGHEST REACHED LEVEL OF EDUCATION.
The document DOES NOT HAVE TO BE AUTHORIZED but IT MUST BE
TRANSLATED INTO THE CZECH LANGUAGE. We can translate the document for you

if you send it to us in an electronic form.

If you ate of foreign nationality we also need the SCAN/COPY of your PASSPORT (due to a
compulsory registration at the Social Security Administration).

4. MEDICAL EXAMINATION - for the conclusion of the Employment contract it is
necessary (statutory duty) to undergo a medical examination.

The medical examination have to undergo only by NEW employees, not by the current
employees of the UP who already have any workload at any of the UP departments.

Application for assessment of fitness to work and Agreement to reimburse the initial medical examination (2x)
will be handed to you by Mgr. Terezie Pilarova (terezie.pilarova@upol.cz).

If you are of foreign nationality you have to undergo the medical examination by:

the doctor for Faculty of Arts UP — Ms. MUDr. Bednafova

address: Media Moravia, s.r.o., Hybesova 6, Olomouc (at the bus station)
phone: +420 585 311 658, +420 608 837 223

email: drbednarovaj@seznam.cz

ordination houtrs:

Monday, Tuesday, Wednesday 8:00 - 14:00
Thursday 11:00 - 18:00
Friday 8:00 - 13:00

It is necessary to arrange the appointment with MUDr. Bednafova at least one week
ahead. You can eventually ask Mgr. Terezie Pilarova to arrange the appointment for you.

If it possible, please take your LIST OF OUR HEALTH STATUS with you from your doctor.

If necessary, you will be accompanied by a translator. If you need a translator of the Czech
language, please inform Mgr. Tereza Pilarova at least a week before the planned examination.

The medical examination should take place on the last day of the month preceding the
month of your employment at the latest
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Examples:

If you want to participate on the project from 1.7.2018, you have to undergo the medical
examination no later than 29.6.2018 (Friday).

If you want to participate on the project from 1.8.2018, you have to undergo the medical
examination no later than 31.7.2018 (Tuesday).

If you want to participate on the project from 1.9.2018, you have to undergo the medical
examination no later than 31.8.2018 (Friday).

Agreement to reimburse the initial medical examination - in the Czech Republic the initial
medical examination costs 400 Czech crowns. You will get this money back based on the signed
Agreement to reimburse the initial medical examination.

5. TRANING - it is necessary to familiarize yourself with the basic safety conditions at
the workplace and to sign the safety instructions.

The training will be conducted by Ing. Pavlina Zizkova on the day you sign the contract or later,
but no later than on the first day of your employment.

6. SIGNATURE OF THE EMPOLOYMENT CONTRACT and description of the work.
After completion of all these preceding conditions the Employment contract will be concluded
with you at the Personal department of UP. At the same time you will be acknowledged by the
elaborate job description. Information on rights and obligations arising from the employment
relationship, holiday entitlement, working hours, remuneration, etc., are included in the
document Information on rights and obligations arising from the employment relationship which will be given
to you with the Employment contract. For arranging the date of the signature of the
Employment contract, please contact Mgr. Terezie Pilarova who will accompany you to the
Personal Department.

7. In this project all employees have to fill in the WORKSHEET for each three months of
their employment.

You will be provided with this Worksheet by Mgr. Terezie Pilarova via email.

Please, send the filled and originally signed Worksheet back to Mgr. Terezie Pilarova on the
fifth day of the following month at the latest. In the case of your absence at the
workplace, it is possible to send the Worksheet by post:

Palacky University Olomouc
Department of Asian Studies
Kftizkovského 14

Olomouc 771 80

Czech Republic

Mark the envelope ,,SINOFON
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Attachments:

- Personal Profile Form



Faculty

of Arts

PERSONAL PROFILE FORM

First name, surname, academic title

Surname at birth
All previous surnames

Day, month and year of birth

City, district (country):

Personal identification number

Permanent residence — city district and postcode House Temporary residence - postcode (mailing address in the
number Czech Republic)
Street Phone Street/ No. Phone
Health insurance Nationality
company
E-mail Identity card number:
Type of identity card:
Code of the country of issuance:
Expiry date:
Tax resident of the Czech Republic: YES - NO

If you are not a tax resident of the Czech Republic, please complete the following:

Country of tax residence:

Tax identification number used in the country of tax residence:

Type of tax identification used in the country of tax residence:

R — personal identification number assigned at birth

D — tax identification number

S — social security number

J — other, please specify

CHILDREN
Personal Employed, a student - place of
First name and surname: identification Disabled Place of residence ployed, P
number work/study

COMPLETED EDUCATION

. . Number of
Education Type of school, education, field of years Year Qf Type of final exam
study graduation
(semesters)
Primary

Secondary vocational

Full secondary
(vocational training
completed with an
official school-leaving
exam)

Full secondary general




Full secondary
vocational

Tertiary technical

University degree

Doctoral degree

Current study

LANGUAGE SKILLS

Language

Degree of proficiency

Exams passed

LEAVE BLANK!

. . . Employer’s
Previous professional experience records
(list all your employments, periods when being registered at the Employment Office, periods of i .

; - (eligible professional
unemployment, maternity leave, child care leave, leave to take care of a close person etc.) experience)
Registered office of the Employer Job position Employment | Employment Ellglt_)le Number | Number

(do not use abbreviations) (do not use start end professional of vears | of davs
abbreviations) (dd.mm.yy) (dd.mm.yy) experience Y Y

Do you collect a pension?

(submit a copy of the relevant decision)

Reduced ability to work
(submit a copy of the relevant decision)

Type of pension

Pension paid by

Pension received from Decision issued by Decision date

proceedings?

Reason

Are you subject to pending criminal

Is your salary subject to garnishment as part of judgment
enforcement, e.g. as a result of maintenance in arrears,
monetary judgment enforcement or other debts? Please

specify:

YES - NO

Ordered by Ref. No.

Ordered on Garnished amount CZK

| hereby require that my salary be sent to my bank account: please specify the
name and address of the bank, account number and bank code (IBAN, SWIFT):

| hereby declare that | have not withheld any facts and that all the data provided are true. | understand that |
must report all changes in the provided data in writing to the Human Resources Office and Payroll Office within

3 days.

In

on

Signature

*) If your salary is garnished on more grounds, list the respective amounts on a separate sheet of paper attached to the
present Personal Profile Form.




