New Employee Kit – Senior Faculty on the Standard Track
For your convenience, attached are the forms necessary for your details to be captured on the computerized Human Resources system for academic appointments.
Filling out the kit and signing all the forms are conditions for taking up employment.
Employment cannot begin until the full kit is returned to the Department.
[bookmark: bookmark0]The kit must be returned with:1. A photocopy of your ID card and an immigrant/returning resident certificate, if applicable.
2. Certificates of education.
3. Rector’s letter (to be attached by the Unit).
[bookmark: bookmark2]Please fill out the following forms and return them to the employing unit:· Personal questionnaire;
· Consent form;
· Travel expenses reimbursement form;
· Confidentiality agreement;
· Declaration of commitment;
· Commitment form for the use by the University’s ICT resources;
· General approval of employers’ contributions to a pension and an insurance fund in lieu of severance pay;
· Application for a pension insurance arrangement;
· Joining an Advanced Study Fund (only for part-time annual positions and above);
· Joining a life insurance plan (only for ⅓ of an annual appointment and above);
· Sign-up Form for joining the Senior Faculty Organization group health insurance;
· Appointment Basket – Declaration of Commitment (for full-time employees);
· Recognition of additional seniority in grade;
· Declaration of Conflicts of Interest;
· Declaration Form for the prevention and handling of sexual harassment and harassment complaints;
· Disability Declaration Form – optional;
· Tax Credit Form for employees who are eligible for an academic degree or professional certificate;
· Confirmation of having read safety guidelines.
[bookmark: bookmark4]Tax adjustmentIf you are employed at an additional place of employment besides the University of Haifa, you must submit a tax adjustment to the Payroll Department. For details, please contact the Payroll Department by phone at: 04-8240404, 04-8240853.
[bookmark: bookmark6]Recognition of previous seniority in gradeIf your last workplace was an institution of higher education and you received a salary of the same grade as you are supposed to receive at the University of Haifa, you can request recognition of seniority through the presentation of an appropriate document but subject to approval by the Rector. The documentation must be forwarded to the Department of Academic Faculty, Human Resources Division.
Attached is an information sheet regarding your rights.
[bookmark: bookmark8]We are at your service at any time by phone at 58228 (external 04-8288228) or by email: rabas@univ.haifa.ac.il
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Reporting for Reimbursement of Work Travel Expenses (to the Mount Carmel Campus and/or the Port Campus) *
	ID:
	
	
	
	
	
	
	
	
	



Name of employee: ___________________
Faculty/Unit: _____________________
Address: _______________________
I hereby declare that during the academic year, I travel to work at the University at the
Mount Carmel campus / Port campus (cross out inapplicable) during weekdays.
I request to be reimbursed for travel expenses per the procedure below:
	.1
	Bus line №
	—
	Price of one-way ticket
	—
	NIS

	.2
	Bus line №
	—
	Price of one-way ticket
	—
	NIS

	.3
	Bus line №
	—
	Price of one-way ticket
	—
	NIS

	4
	Train
	
	Price of one-way ticket
	
	NIS



I travel to the University on the following days (circle the days):
	Semester A
	

	Sun.
	Mon.
	Tue.
	Wed.
	Thur.
	Fri.

	Semester B
	

	Sun.
	Mon.
	Tue.
	Wed.
	Thur.
	Fri.

	Summer Semester
	

	Sun.
	Mon.
	Tue.
	Wed.
	Thur.
	Fri.



I hereby undertake to notify you of any change in the details I have provided above.

* A travel form must be submitted for each period of the appointment period.

Date: ___________ Employee’s signature: _______________

The Form must be returned to the Payroll Unit, Finance and Control Division, 24th floor, Eshkol Tower, 
to fax: 04-8240038 or to email: salary-nes@univ.haifa.ac.il

Travel fares can be found on the Transportation Lines Israel portal: https://bus.gov.il



[bookmark: bookmark10]General Approval of Employers’ Contributions to a 
Pension and an Insurance Fund in Lieu of Severance PayPursuant to Section 14 of the Severance Pay Act, 5723-1963 (hereinafter – the Act), I confirm that any payments made by an employer as of the date of publication of this approval into a comprehensive pension plan in a provident fund for non-insurance pensions within the scope of the Income Tax Regulations (Rules for approving and managing provident funds), 5724-1964 (hereinafter – the Pension Fund), or for managerial insurance that includes the possibility of an allowance in such an insurance fund (hereinafter – the Insurance Fund), including payments made by combining payments to a pension fund and an insurance fund (hereinafter – the employer’s contributions will replace the severance pay due to the said employee in respect of the salary from which the said payments were made and for the period paid (hereinafter – Salary of Dismissed), provided that all of the following conditions are met:
1. . Employer’s contributions:
a. The pension fund is not less than 14.33% of the dismissed salary or 12% of the dismissed salary if the employer pays for its employee, in addition to contributions to supplement severance pay to a Provident Fund or an insurance fund in the name of the employee at a rate of 2.33% of the dismissed salary.
If the employer did not pay in addition to the 12% and the stated 2.33%, their contributions will only come from 72% of the employee’s severance pay.
b. The insurance fund has not less than one of the following:
1)  13.33% of the dismissed employee’s salary, if the employer also pays for its employee’s monthly income in the event of lost capacity to work, in a plan approved by the Commissioner of Capital Markets, Insurance and Savings at the Ministry of Finance, at the rate necessary to secure at least 75% of the dismissed employee’s salary or at a rate of 5.2% of the dismissed employee’s salary, whichever is lower (hereon: payment for loss of work capacity insurance).
2) 11% of the dismissed employee’s salary if the employer also contributed to loss of capacity to work insurance, in which case the employer’s payments will come to only 72% of the employee’s severance pay. Besides these, contributions to supplement severance pay to a provident fund for severance pay or an insurance fund in the name of the employee at a rate of 2.33% of the salary, the employer’s contributions will come instead of 100% of the employee’s severance pay.
2. No later than three months from the beginning of the implementation of the employer’s payments, a written agreement is to be drawn up between the employer and the employee, in which:
a. The employee’s consent to the agreement under this approval of the Form detailing the employer’s contributions and the pension and insurance funds, as the case may be. The said agreement will also include the wording of this approval.
b. The employer’s waiver in advance of any right they may have to reimbursement of funds from their contributions. This holds unless the employee’s right to severance pay is denied in a judgment pursuant to Sections 16 or 17 of the Act and to the extent that it was revoked, or the employee withdrew funds from the Pension Fund or the Insurance Fund not due to a qualifying event. In this regard, a “Qualifying Event” is death, or disability, or retirement at sixty or more.
c. This approval does not derogate from an employee’s right to severance pay under the Act, a collective agreement, an extension order, or an employment contract, for wages over the dismissed wage.”

15 Sivan 5758 (9 June 1998)

If a collective agreement is signed that applies to me and stipulates payment arrangements for the Provident Fund / Managerial Insurance / Pension Fund, severance pay will apply to the provisions of this agreement instead of the terms of the above general approval.
The employee’s signature on this document constitutes an agreement on their part to an arrangement regarding the provision for a severance pay account in the provident funds as aforesaid instead of the payment of severance pay according to Section 14 of the Severance Pay Law.

Name of employee: ______________ Signature: ______________ Date: ______________
[image: ]

[bookmark: bookmark12]Dear Faculty Member,Toward the beginning of your employment, you are asked to select a pension plan and Advanced Education Fund (where eligible under the terms of your employment contract).
We recommend filling out the sign-up forms with a relevant company representative and forwarding them to us for further handling.
Please note that if you do not opt for your pension arrangement, you will be added to the Meitav-Dash Pension Fund, the University’s default pension fund.
Below you will find a list of the pension and study funds with which the University has an arrangement for reduced management fees for employees. The table lists contacts at each company for questions and clarifications. Similarly, you can use the contacts to select the savings track that suits you for a pension fund or investment track that suits you for your pension or continuing education.
Please note!
These options should not be construed as the University’s recommendation to join any specific pension fund or advanced study fund. The choice of the pension arrangement and the Advanced Study Fund is at the employee’s sole discretion. Employees are entitled to join any pension fund/arrangement or advanced study fund of their choice from those available in the country.
[bookmark: bookmark14]Similarly, the responsibility for granting the benefits concerning management fees and/or other benefits rests solely with the company management of those pension and study funds.Before selecting a pension arrangement and an advanced study fund, it is recommended that you consult with licensed professionals and consultants in the area of pension funds.
Similarly, it is recommended that you check for additional information regarding the yields of advanced study funds on the “Provident Net” website
https://gemelnet.cma.gov.il/views/dafmakdim.aspx
We are at your disposal for any clarifications.
For more information, please contact Tanya Karpachan-Landa by email: tlanda@univ.haifa.ac.il
Sincerely Yours,
Sarah Lahiani
Director of the Department of Academic Faculty
Human Resources Division
	
	
	Management fee rates in %
	

	Pension arrangement
Company contact person
	Comprehensive pension fund for supplementary pension fund
	
	Advanced Study Fund

	
	Salaries up to twice the average salary in the economy
	Salaries above twice the average salary in the economy
	

	Menorah Mivtachim
Ms Ravit Cohen
Tel.: 050.4049274
email: cohenr@newmivt.co.il
	Option 1:
0.9% of monthly deposits; 0.13% of accrual
	Option 1:
Without management fees (for faculty members who meet the required conditions)
0% of the current deposits in the Counterpart fund,
0% of the annual accrual in the Counterpart Fund
	0.13% of accrual

	
	
	
	

	
	
	
	

	
	Option 2:
1.7% of monthly deposits; 0.035% of accrual
	
	

	
	
	
	

	
	Option 3:
2.19% of monthly deposits; 0% of annual accrual
	
	

	Migdal – Makefet
Mr. Yossi Kamisa
Tel.: 054.8071145
Email: yossic@migdal.co.il
■־־־־—
	Option 1 (default): 0.8% of monthly deposits; 0.17% of accrual
	Monthly deposit in the Comprehensive Pension Fund is above NIS 3000: 0% of current deposits in the counterpart fund; 0% of annual accrual in a supplementary fund
	* In accruals of up to NIS 150,000 – 0.34% of accrual
* In accruals above NIS 150,000 – 0.25% of accrual

	
	
	
	

	
	Option 2:
1.75% of monthly deposits
0.05% of accrual
	Monthly deposit in the Comprehensive Pension Fund of up to NIS 3,000:
	

	
	
	Option 1 (default):
2% of monthly deposits in counterpart fund; 0.15% of accrual
	

	
	Option 3:
2.2% of monthly deposits
0% of accrual
	
	

	
	
	Option 2: (option):
0% of monthly deposits in counterpart fund; 0.15% of accrual
0.4% of accrual
	

	Meitav-Dash
Service Center: *3366
	1.49% of monthly deposits
0.05% of annual accrual
	
	0.35% of accrual

	Excellence, Customer Service 03-7532000
	—
	—
	* In accruals of up to NIS 250,000 – 0.6% of accrual
* In accruals between NIS 250,000 and NIS 500,000 – 0.55% of accrual
* In accruals above NIS 500,000 – 0.50% of accrual

	Clal
Ido Levi
Tel.: 0522694927
Email: idanle@clal-ins.co .il
	Option 1 (default): 0.8% of monthly deposits; 0.13% of annual accrual
	—
	· 0.29% of accrual
· 0.25% for joiners (new members) with an accrual of NIS 150,000 and more


	
	Option 2 (option by choice): 1.75% of monthly deposits; 0.05% of annual accrual
	
	



[image: ]
Application for a Pension Insurance Arrangement
The pension provision is subject to the agreements in force for this position.
From a one-third position and above, the University will, by default, set aside funds in the University of Haifa’s “Ayalon Meitav-Dash” pension fund at the following rates: Employer – remuneration and emolument – 13.5%; completion of emolument funds – 2.33%; employee – emolument 7%.
Up to a one-third position: The University will contribute to the “Ayalon Meitav-Dash” Pension Fund according to the rates as per the extension order for comprehensive pension insurance in the economy under the Collective Agreements Act, 5717-1957, promulgated on 31 December 2007.
The rates are as follows: Employer – remunerations and emolument – 12.5%; Employee remuneration – 6%.
1. I am employed at the University of Haifa by an appointment that entitles me to pension insurance under the comprehensive pension fund.
2. According to the Supervision of Financial Services (Provident Funds), 5765-2005, the type of pension plan is pending.
3. I, therefore, wish to inform you that after careful consideration and independent consultation with the appropriate parties, I have decided to choose a pension plan as follows (mark X next to the appropriate option):
· [bookmark: bookmark16]I wish to join the University of Haifa’s default “Ayalon Meitav-Dash” Pension Fund. For questions regarding the Pension Fund, you can contact the service center: *3366· I would like to join another pension arrangement: ____ (it is mandatory to attach a certificate attesting to opening a fund).
As part of a pension insurance arrangement, there is an option to split the deposit into the emolument component so that 6% will be deposited into a pension fund, and the remaining 2.33% will be transferred to a provident fund.
[bookmark: bookmark18]Please select the preferred option (with no option selected, no split will be done): 	I would like to set aside the total emolument for a pension fund without splitting (8.33%).
 	I would like to split the contribution and transfer 2.33% to a provident fund.
In this case, the funds will be contributed to the “Altshuler-Shaham” Provident Fund.
Where another provident fund is chosen, attaching a certificate attesting to opening a provident fund is mandatory.
A. I am aware that this choice is my sole responsibility, having consulted on the matter, and I absolve the University of any responsibility for the consequences of this choice.
I am aware that, following your response to my request, the University will fulfill its commitment regarding pension contributions, and I, or my representatives, will have no rights, demands or claims against the University, its employees, managers or successors or those acting on its behalf and/or in its name, in respect of the pension arrangement I have chosen above (including in respect of the scope of pension rights, the types and scope of insurance coverage, the validity of insurance, etc.).
B. The employer’s contributions to the plan I requested above will replace severance pay, as stated in the general approval regarding employers’ contributions to a pension fund and an insurance fund under Section 14 of the Severance Pay Act.
C. If the Labor Court determines that the general permit signed by the parties does not exempt the employer from calculating severance pay, for any reason related to the Supervision of Financial Services (Provident Funds) Act, 5765-2005, then I agree to the following:
1) All payments made by the University toward severance pay, including all profits therefrom, will come instead of severance pay if I am entitled to it under the Severance Pay Act, 5723-1963 (hereinafter – Severance Pay).
2) If I am not entitled to severance pay, the university will be able to withdraw all payments it has made toward severance pay, including all profits therefrom, and I will not be entitled to those payments.
D. I am aware that my request, as stated above, will be made only after receiving the approval of the University of Haifa on the sign-up form and obtaining the consent of the relevant fund/insurance company.
· If a new employee’s kit is not accepted up to one month before the start of the appointment – you will be assigned to the default pension during the first month of your work,
· Employees who return this Form without indicating their choice will be insured by the “Meitav-Dash” fund (the default),
· If you are interested in switching to another pension fund after one month from the beginning of your employment, you must submit a sign-up form for the fund you have chosen to the Human Resources Department.

Name of employee: ___________________ ID: _______________.
Employee’s signature: ___________ Date: _________
[image: ]

Application for deposit into an Advanced Study Fund
(For an annual half-time position and above)
I am employed at the University of Haifa by an appointment that entitles me to an Advanced Study Fund.
1. According to the Supervision of Financial Services (Provident Funds) Act, 5765-2005, I can choose the study fund to which I wish to belong.
Therefore, I request as follows (check X next to the appropriate option): 
· To join the “Menorah Mivtachim” Advanced Study Fund for the University of Haifa employees. For more information and clarification regarding the existing tracks, contact the company’s representative, Ms. Ravit Cohen Betel, at 050.4049274 or via email: cohenr@newmivt.co.il.
· Join another Advanced Study Fund: Subject to your approval.
(It is mandatory to attach a join-up form for the requested fund)
* Without receiving a sign-up form, depositing into the requested advanced study fund will not be possible.
2. I am aware that my request, as stated above, will be made only after receiving the approval of the University of Haifa on the sign-up form and obtaining the consent of the relevant fund/insurance company.
3. I am aware that the monthly deduction and contribution to the advanced study fund, which I wish to join, will be made under the deduction and allowance rate as customary at the University of Haifa from time to time.
4. I hereby declare, agree and undertake that, following your response to my request, I, and my representatives, will not have any claims, demands or claims against the University of Haifa, its employees, managers or successors or those acting on its behalf and/or in its name.

Name of employee: ___________________ ID: _______________.
Employee’s signature: ___________ Date: _________

Employees who return this Form without selecting a desired option will be insured by the default “Meitav-Dash” fund.
It is the responsibility of the employee to inspect the pay slip for the implementation of those contributions to the requested advanced study fund.

[image: ]
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[bookmark: bookmark20]Joining Risk Life Insurance Group at Clal Insurance Company, Ltd.
Dear Sir/Madam,
The University of Haifa offers you the opportunity to benefit from life insurance provided by Clal Insurance Company, Ltd.
* Please note: Each employee is asked to fill out a sign-up form + beneficiary forms or a refusal form.
	Coverage name
	Minimum and maximum age for joining an insurance scheme
	Maximum age for insurance
	Sum assured (UK) / face amount (US) for insured up to (not including) 68
	Sum assured (UK) / face amount (US) for insured from 68 up to75

	Risk in case of employee’s death
	18-75 years
	75 years
	NIS 320,000
	NIS 160,000

	Risk in case of death of a spouse
	18-75 years
	75 years
	NIS 160,000
	NIS 80,000

	Employee’s accidental death
	18-68 years
	68 years
	NIS 320,000
	None

	Spouse’s accidental death
	18-68 years
	68 years
	NIS 160,000
	None

	Disability caused by an employee’s accident
	18-68 years
	68 years
	NIS 320,000
	None

	Spouse’s disability caused by accident
	18-68 years
	68 years
	NIS 160,000
	None

	Employee’s absolute and permanent disability
	18-75 years
	75 years
	NIS 320,000
	NIS 160,000

	Employee’s absolute and permanent disability
	18-75 years
	75 years
	NIS 160,000
	NIS 80,000



The monthly cost per employee is NIS 30 (with or without a spouse).
At the same time, the University subsidizes and contributes NIS 42 (the total premium is NIS 72).
Attached:
1. Sign-up / Refusal Form: It is mandatory to indicate your choice.
2. Writ of appointment of beneficiaries for employee and spouse: Each party requesting to join the insurance scheme must fill in the details of the beneficiaries and sign a statement of appointment of beneficiaries.

The forms should be returned to Ronit Richker at the Human Resources Division by email: rrichker@univ.haifa.ac.il

Sincerely Yours,
Human Resources Division
Department of Academic Faculty
[image: ]

[bookmark: bookmark22]Sign-up / Refusal Form for Risk Life Insurance
under University of Haifa
· Administrative Faculty
· Academic Faculty

1.  I, the undersigned, ________, ID: ________, date of birth_______
· hereby request that I be included in the above insurance scheme.
· hereby request that I be included in the above insurance scheme with my spouse.
Spouse’s name: _____________, Spouse’s ID: ___________, Date of birth: _______
2. To pay the insurance premium, I authorize the University of Haifa to deduct my share of the premium from my salary, as determined between the policyholder and the insurance company.


Date: ________, Signature: _________
[bookmark: bookmark24]____________________________________________________________________
In case of refusal to be included in the policy

3. I the undersigned, ___________, ID _________, Date of birth __________
· am not interested in being included in the above insurance.

Date __________, Signature __________
[bookmark: bookmark26]Beneficiary Appointment Form – Risk Life Insurance
1. I request that the insurance amounts payable in the event of my death, regarding the collective policy made within the framework of the University of Haifa, be paid to the beneficiaries listed below, according to the share indicated alongside the name of each.
· If parts are not specified, I ask that the funds be divided equally among the listed beneficiaries.
· The funds will be distributed to my legal heirs if beneficiaries are not specified.
Beneficiaries:
	Share (in per cent)
	Surname
	Given name
	ID №
	Year of birth
	Address

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



2. If, upon my death, any one of the beneficiaries is not alive, their share will be transferred to (Please mark with an X)
· the remaining beneficiaries – in equal shares.
· the remaining beneficiaries – relative to their share listed in the table.
· the deceased beneficiary’s legal heirs.
· the deceased insured’s legal heirs.
3. This notice cancels any prior writ of appointment of any kind that I have provided regarding this policy. Details of signee:
	
	ID №
	Surname
	Given Name
	Year of birth

	
	
	
	
	

	

	Date: _______________
	
	Signature	



[bookmark: bookmark28]Spouse’s Beneficiary Appointment Form – Risk Life Insurance
1. I request that insurance payments arising from my death, regarding the collective policy made within the framework of the University of Haifa, be paid to the beneficiaries listed below, according to the share indicated next alongside their names.
· If parts are not specified, I request that the funds be divided equally among the listed beneficiaries.
· The funds will be distributed to my legal heirs if beneficiaries are not specified.
And these are the beneficiaries:
	Share 
(in per cent)
	Surname
	Given name
	ID №
	Year of birth
	Address

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



2. If, upon my death, any one of the beneficiaries is not alive, their share will be transferred to: (Please mark with an X)
· the remaining beneficiaries – in equal shares.
· the remaining beneficiaries – relative to their share listed in the table.
· the deceased beneficiary’s legal heirs.
· the deceased insured’s legal heirs.
3. This notice cancels any prior writ of appointment of any kind that I have provided regarding this policy. Details of signee:
	ID № ______
	Surname
	Given Name
	Year of birth

	
	
	
	

	Date: __________
	
	Signature	
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Reporting Sick Days to the Academic Faculty via the Portal
A senior faculty member is entitled to sick leave of 30 calendar days per year. Sick days can be accrued but are not redeemable. A retiring faculty member is entitled, under the memorandum of understanding signed between the institutions of higher education and the senior faculty organizations, to the emolument of unused sick days. The calculation formula on CampusNet can be viewed at:
http://campusnet.haifa.ac.il/dpt/HR/Academi/hufshat_mahala,.aspx
Faculty members must report monthly on absences resulting from illness or non-absence through a web application system, i.e., the Portal.
Or through the mobile app “University of Haifa Academic Faculty” (to download, search Android or Apple stores). A period that was not reported will not be considered for crediting that faculty member with sick leave and emolument for unused sick days.
Certificates of illness – Must be forwarded to the Department for Academic Faculty by email: rrichker@univ.haifa.ac.il Instruction sheets at:
http://campusnet.haifa.ac.il/info/Instructions/%D7%94%D7%A6%D7%94%D7%A8%D7%AA%20%D7%99%D7%9E%D7%99%20%D7%9E%D7%97%D7%9C%D7%94.pdf
Technical assistance – Support Center at telephone: 04-8240609 or at: helpdesk@univ.haifa.ac.il. We will be happy to assist you with questions on the subject by email: rrichker@univ.haifa.ac.il


Sincerely Yours,
Department of Academic Faculty
Human Resources Division
[image: ]


[bookmark: bookmark30]Senior Academic Faculty Organization
(RA) 58-0073831
Information sheet for new faculty members
Collective Health Insurance with the “Ayalon” Company
Via Moadon Tov for civil servants
The organization views medical insurance as essential to protecting the employee and their family. This health insurance scheme was set up to provide an optimal response to coverage limitations resulting from the Health Act and the supplementary insurances at HMOs.
A new faculty member (half-time or more and paying membership dues to the Faculty Organization) is entitled to join the collective health insurance according to the following conditions:
1. A faculty member is entitled to the basic level – subsidized by the organization (free for faculty members).
2. The faculty member is entitled to join the elective levels (surgeries in Israel and ambulatory); payment for the extensions will be made via the faculty member’s credit card.
3. A new faculty member is entitled to add a spouse and children up to the age of 21 to the insurance levels in which they are insured. Payment for adding a spouse and children up to the age of 21 will be made via the faculty member’s credit card.
4. A window of opportunity – during the first three months from the start of employment, you can join health insurance without a health declaration (joining afterwards will require one).
5. Joining will be possible only upon submission of the attached sign-up form. The application form must be sent to the Office of the Senior Academic Faculty Organization by email:
irgun_hasegel@univ.haifa.ac.il or by fax: 04-8257013:
What does the insurance include? How much does it cost?
Basic Level (Parts 4, 5, 6)
1. [bookmark: _Hlk112953394]Insurance for transplants, extraordinary treatments and surgeries abroad up to NIS 4,000,000
2. Extended insurance for medications not included in the health-care package up to NIS 4,000,000 for the entire insurance period.
3. Insurance for extraordinary medical expenses granting participation in medical costs in case of discovery of a serious illness up to NIS 50,000.
4. Coverage for attending-physician services, prevention and quality-of-life services, and home-physician service through “Femi” – a medical services company.
	For whom?
	How much does it cost?

	Faculty member
	NIS 0 – Funded by the Organization

	Spouse
	NIS 21 for ages 21-50
NIS 27.50 for ages 51 and up

	Children up to age 21
	NIS 9 per month





Senior Academic Faculty Organization
(RA) 58-0073831

Elective levels
1. First elective level: Surgery in Israel (Part 7)
The insurance for the surgeries is a supplementary format complementing Shaban (HMOs’ Additional Insurance Service), meaning that it is necessary to exhaust the entitlement within HMOs’ supplementary insurance framework.
An insured member who does not claim supplementary insurance will receive reimbursement from the Company following the tables but will be required to pay a co-payment of 20% of the surgery’s cost, but not more than NIS 4,000.
The insurance also includes reimbursement for medical services after surgery and alternative treatment for surgery.
Determining and binding conditions are the terms of the policy.
	Insured age
	Amount in NIS

	Up to age 21
	9.35

	Age 21-40
	23.10

	Age 41-50
	53.90

	Age 51-65
	77.00

	Insured from 66 and above
	123.20


2. Second elective level: Ambulatory medical services (Part 8)
This level includes consultations with specialists, tests, rehabilitation, pregnancy treatments, complementary medicine, and more. Determining and binding conditions in the terms of the policy.
	Insured age
	Amount in NIS

	Up to age 21
	11.00

	Age 21 and above
	26.40



The insurance company’s contact details:
Regarding the policy itself (information, signing up, cancellations, changes), there is a designated hotline for civil servants: 1700-72-0012, extension 1, and extension 1 again.
Claims are submitted to the scanning department by email:
Tviot_briut@ayalon-ins.co.il 
Clarification of claims at health hotline: 1800-35-2001
Information about claims can be obtained at 1700-071-009
Determining and binding conditions in the terms of the policy.
For full details of the policy – Click Here

Wishing you the best of health
Senior Academic Faculty Organization Committee
 (
Abba 
Khoushy
 199, Mount Carmel Haifa 3498838, Phone:
  
8240661, 8240935,
Fax: 
8257013, email: 
irgun_hasegel@univ.haifa.ac.i
 
)
Dear Faculty Member,

[bookmark: bookmark32]Recognition of Additional SeniorityA new faculty member previously employed at another university in Israel or abroad at the same academic grade as the one determined for them at the University of Haifa may request recognition of additional seniority by presenting appropriate documentation and subject to the Rector’s approval. The recognition of seniority for appointments is for the purposes of salary only and will not be recognized in terms of other seniority-dependent rights. An academic faculty member is entitled to a seniority-advancement salary. The advancement of seniority is calculated from the date of eligibility for the grade plus a specific transfer of seniority for each grade up to the maximum seniority rates set for each grade.
To be recognized as having additional seniority, an appropriate application must be submitted for the approval of the academic authorities (attach your preliminary letter), along with a certificate from the academic institution where you were previously employed that includes the following details:
· The date you received the grade that is the same as the one set for you at the University of Haifa (month and year);
· Period of employment at the said grade (month and year);
· Periods when you were on unpaid leave (specify full dates).
· If you were not on unpaid leave, this must be noted in the application.
The request to recognize grade seniority (for salary only) and the above documents must be attached to the personal information kit or sent directly to Ronit Abbas, head of the Senior Academic Faculty Department in the Human Resources Division, by email: Rabas@univ.haifa.ac.il.
It should be clarified that submitting such an application is a condition for the recognition of additional seniority. Still, the mere submission of it does not obligate the University to approve the application. It is at the University’s discretion according to the criteria determined for this purpose, as detailed above.
[bookmark: bookmark34]A decision regarding recognition of additional seniority will be sent to you after examination by the academic authorities at the University of Haifa and the Rector’s approval.Regarding the above, the appropriate square should be marked:
· I was not employed at another academic institution at the same grade as I was assigned at the University of Haifa.
· I was employed at another academic institution at the same grade as the one I was assigned by the University of Haifa.
I hereby confirm that I understand that recognition of additional seniority is contingent on my submitting an appropriate application by me. This will be discussed only after transferring the above-listed documents.
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[bookmark: bookmark40]

Conflict of Interest Code
[bookmark: bookmark42]IntroductionThe University of Haifa invests heavily in the quality of research conducted under its aegis. To support its research activities, the University of Haifa strictly adheres to the regulations of appropriate conduct in research by all those involved, including regulations for preventing conflicts of interest, as detailed in the regulations below.
1. [bookmark: bookmark44]Objective(a) This Code is intended to ensure researchers correctly conduct their research and related activities in a professional, independent, impartial manner, free from any ulterior motives, to prevent potential conflicts of interest.
(b) This Code includes several basic rules that constitute a framework for valid research and are based on professional and ethical standards.
(c) Any provision of the Code and/or of the documents and instructions related to it shall be interpreted in consideration of the above-stated objective and are binding on all those engaged in research under the aegis of the University.
2. [bookmark: bookmark46]Definitions (non-exhaustive list)(a) The “University” – University of Haifa.
(b) “Carmel” – Carmel Economic Company of the University of Haifa, Ltd. Reg. 513257022.
(c) “Researchers”: University of Haifa employees, retirees, guests, and MA and PhD students, who are involved in research planning, the submission of research proposals for funding, the management or reporting of research, or in decisions regarding its commercialization, as well as any person who uses the University’s resources and/or is involved in research with any of the above-listed persons.
(d) “Ulterior motive” – Including personal, professional, funding, commercialization, or any other consideration that may depart from the purpose of the research and/or the Code. An ulterior motive can be in the interest of the person conducting the research, their family members, friends, funders, or any other person or body.
3. [bookmark: bookmark48]Status of the Code(a) This Code is, among other things, a Financial Conflict of Interest Policy document for handling financial conflicts of interest at the University for all intents and purposes.
(b) This Code is intended to add to any other directive and/or document regarding proper research, the laws of the State of Israel and the basic documents of the University and do not diminish any of them and/or University procedures and its academic and other regulations.
4. [bookmark: bookmark50]Funding of research(a) [image: ]Applications for research funding will be made following University procedures and the procedures of external funding sources where applicable.


(b) It is the responsibility of the submitter to ensure that the proposal contains accurate and complete information, has scientific validity, and is budgeted under the action plan.
(c) It is the responsibility of the researcher to ensure that, after receiving the funding, it is used for the purposes for which it was intended, without considering ulterior motives, and that the reporting protocols to which they have committed are maintained.
5. [bookmark: bookmark52]Conflict of Interest in research(a) A conflict of interest in research exists when there is a concern that an ulterior motive will bias the independent and professional judgment necessary for the study. The test for the existence of a conflict of interest is an objective test. It is enough that, from the point of view of objective data and based on considerations based on life experience and common sense, a situation of fear of a conflict of interest may arise. If there is any doubt, according to the personal impression of the researcher, regarding the extent of the influence of an ulterior motive, then the researcher will act to remove it on the side of caution and will report this to the Vice President and Dean of Research, and all relevant parties under this Code.
(b) The Vice President and Dean of Research will act on the matter at their professional discretion and in consultation with the relevant parties.
(c) Researchers are considered to be in a real, foreseeable or potential conflict of interest, among other things, when there is a real, foreseeable or potential possibility that an ulterior motive will bias the independent and professional judgment necessary in academic research, as detailed below.
(1) Real Conflict of Interest:
A situation in which there is a possibility that an ulterior motive will bias the independent and professional judgment necessary for academic research.
(2) Foreseeable Conflict of Interest:
A situation in which a reasonable person can reasonably posit that the independent and professional judgment of the investigator will be biased.
(3) Potential Conflict of Interest:
A situation that can develop into a real or foreseeable conflict of interest.
(d) Typical, but not exhaustive, situations in which Conflicts of Interest arise in research include:
(1) When those involved in the research (or their immediate family members, close friends, students, or any other person or body to whom they have an affiliation) are affiliated with the body funding the research in a way that allows them to derive direct or indirect funds from the research beyond salary increases deriving from research as per University policy, there is a real Conflict of Interest that requires disclosure and management under a supervisory board, as defined below. Even when it is impossible to derive financial gain, a foreseeable conflict of interest prevails that requires disclosure and management by a supervisory board, as defined below. When one of the above individuals is considering contacting the funder, there is a potential conflict of interest, which requires disclosure and management under a supervisory board, as defined below.
In particular, during the course of the research, when the researcher acts to patent the results of their research through Carmel or any other rights commercialization company, a person or entity with whom they have a connection, or independently, there are real matters requiring disclosure and management under a supervisory board, as defined below.
When the research funder has a financial or other non-academic interest in the research results, such as commercializing them, there is not always a real conflict of interest. However, such a situation may constitute a foreseeable conflict of interest that requires disclosure and management under a supervisory board, as defined below. It may even constitute a potential conflict of interest, requiring disclosure and management by a supervisory board, as defined below.
(2) When the funder or those involved in the research (or their immediate family members, close friends, or students) or any entity to which the researchers have an affiliation or an interest are interested in or may benefit from the rejection of publication, partial or misleading publication or non-publication of the research results, there is a real Conflict of Interest, which requires disclosure and management by a supervisory board, as defined below.
(3) Where a person involved in the research has a personal interest that may be affected by the implementation of the research or its results, there is a real Conflict of Interest that requires disclosure and management by a supervisory board, as defined below. “Personal interest” – Including a personal interest of a relative or an interest of an entity engaged in research or related matter, managers or friends or its responsible employees, or a matter of an entity in which each of them has a capital share, is entitled to receive profits, the right to appoint a manager or the right to vote. To remove all doubt, it is hereby clarified that minimal holdings in corporations whose shares are traded publicly on the securities exchange, directly and indirectly, within the framework of securities and/or mutual funds, pension and municipal portfolios, as is customary for a large part of the people from the locality, will not be considered a personal interest.
(4) When private gain or significant personal or professional benefit (which goes beyond regular professional advancement) depends on the research results, this is a real Conflict of Interest that requires disclosure and management by a supervisory board, as defined below.
6. [bookmark: bookmark54]Research Conflict of Interest Committee
The University will establish a Research Conflicts of Interest Committee to prevent, control, and resolve Conflicts of Interest as they arise and to advise in situations that may develop into Conflict of Interest situations in research (hereafter: the “Research Conflict of Interest Committee” or the “Committee”).
(a) [bookmark: bookmark56]Composition of the Committee.(1) The Committee shall be composed of seven members: Vice President and Dean for Research, four members with the rank of full professor representing the various fields of research at the University, a representative of Carmel and the Director of the Research Authority. The Vice President and Dean for Research will chair the Committee.
(2) The Standing Committee will appoint committee members on the Rector’s recommendation. The appointment will be up to three years and may be extended for a further three years.
(3) As a rule, no more than 30% of the Committee members will be replaced at once to ensure the continuity of the Committee’s work.
(b) [bookmark: bookmark58]Committee activities and powers.In any case that is brought to the attention of the Committee for a research-related Conflict of Interest, whether by the Research Authority, disclosure by the researcher, or by consulting with the researcher, the Committee will decide a course of action. If necessary, the Committee chairperson will appoint two members of the Committee with the right to vote. At least one of them will be in a field close to that of the researcher whose matter is being discussed. The Chairperson and these two members will decide how to monitor the Conflict of Interest closely and prevent its abuse (the “Supervisory Board”). A member of the Committee representing Carmel may be added to the Supervisory Board.
The Committee may decide:
(1) that the situation does not require any action;
(2) that the researcher must disclose the conflict of interest to specified persons or entities;
(3) that the research program should be changed, to the extent possible, in a way that prevents a Conflict of Interest or allows it to be managed by the Supervisory Board;
(4) that a person should be appointed to independently audit the planning, management or reporting of the research, in coordination with the researcher;
(5) that the researcher must remove themself from financial interest in the entity that finances the research or an entity that has a non-academic interest in the research results;
(6) that the researcher must sever the connection between himself and the person or entity on account of which the conflict of interest has arisen;
(7) [image: ]that the researcher should be disqualified from participating in the research, in whole or in part;
(8) that any other action that appears appropriate should be taken to avoid or manage a conflict of interest as decided by the Supervisory Board.
(c) When determining whether there is a real, foreseeable or potential conflict of interest that requires management and supervision and the appropriate means of managing it under the Supervisory Board, the Committee is not bound by any formal rules. Nonetheless, before deciding, it must hear the position of the researcher/s concerning the situation in question and the appropriate management strategy, if they so desire. In exceptional cases, researchers will be allowed to present to the Committee the oral or written opinions of others.
(d) When determining whether there is a real, foreseeable or potential Conflict of Interest, when University rules do not establish explicit relevant arrangements, the Committee will use accepted standards in academic institutions in Israel and abroad.
(e) All committee discussions, including those in which the researchers took part, except for clarifications and preliminary exchanges of opinions, will be held in a face-to-face meeting and not in writing or by email. Nonetheless, the researcher may also submit their position in writing if they wish. A record of the content of the discussions will be kept.
(f) All of the Committee’s decisions will be given in writing. Decisions and documentation of discussions and the decision-making process will be made available to the Committee members upon request. The Committee’s decisions will be made available to University faculty members in such a way as not to disclose to unqualified persons the identity of the researchers whose research is being discussed or other details that are not necessary for understanding the conflict of interest in question. When determining whether a real, foreseeable or potential Conflict of Interest that requires management exists and the appropriate steps to manage it by the Supervisory Board, the Committee is entitled to make provisional decisions as it sees fit, such as suspending a researcher from involvement in research, disclosing the situation to the research funder, freezing the research funds, etc., until a final decision is made. This authority will not be exercised without allowing the researcher to be heard, and no action will be taken that will harm beyond what is necessary the progress of the research or the relationship between the researcher and the funding entity.
(g) An appeal/reconsideration of the Committee’s decisions will be heard before the Committee’s plenum. The minimum number of members required for a quorum of the plenary for this purpose is four, provided that the Vice President, the Dean for Research, and/or the Director of the Research Authority are included. 
(h) The decisions of the Research Conflicts of Interest Committee and the Supervisory Board are binding on those engaged in research.

[image: ]Violation of this Article, as well as acting contrary to the decision of the Research Conflict of Interest Committee, constitutes a disciplinary offense. The provisions of this Article are, in addition to disciplinary offenses, enumerated in the various disciplinary regulations that apply to University researchers.
6. [bookmark: bookmark60]Duties of researchers(a) Researchers will carry out their research without deviation and bias. Researchers must exercise their independent professional judgment without extraneous considerations affecting any aspect of their research.
(b) Researchers must report to the Research Conflict of Interest Committee on any concern of a Conflict of Interest and any matter that may have or may appear to bias the research or improperly influence decisions regarding the conduct of the study immediately upon its formation or disclosure – whether at the time of submission of the request for registration of the research proposal or during the course of the research. Such disclosure makes it possible to take measures to ensure that the research is carried out impartially, independently, and professionally.
(c) Shortly after signing a research agreement, the relevant Research Associate will submit to the University a written confirmation of their recognition that the regulations regarding appropriate conduct in research and the regulations to prevent research-related conflict of interest have been adhered to. A directive in this regard will be brought to the attention of every Research Associate appointed by the University and will be provided with the appointment documents they sign.
(d) Each research agreement will be accompanied by a conflict of interest statement relating to all researchers involved in the research, in a version that will be in effect after it has been approved by the Vice President and Dean for Research and the University’s Legal Adviser. Any real, foreseeable, or potential conflict of interest that arises during the course of the research will be immediately reported to the Research Conflict of Interest Committee. A directive in this regard will be brought to the attention of every Research Associate appointed by the University and will be provided with the appointment documents they sign.
(e) The researchers will disclose to the Research Conflict of Interest Committee, on their own initiative, any real, foreseeable, or potential Conflict of Interest that may arise during the course of their research. The Conflict of Interest shall be reported as soon as it arises.
7. [bookmark: bookmark62]ConsultationThe researchers may consult with the Research Conflict of Interest Committee to determine whether a situation constitutes a real, foreseeable, or potential conflict of interest and how to avoid or manage this situation under a Supervisory Board. They must consult with the Committee if they have any doubts or concerns in this regard.
8. Documentation and filing[image: ][image: ]The declarations and requests to consult with the Committee and documentation of the work of the Research Conflict of Interest Committee shall be filed with the Research Authority, and any authority authorized to deal with matters of Conflict of Interest and violations of University regulations and rules shall be authorized to review them.
9. General
(a) The existence of University policies that deal with other problems arising from the commercialization of research, such as those dealing with the relationship between an academic employee and a business entity and those dealing with the exploitation of inventions and patents, does not exempt a researcher from their commitments under these policies.
(b) Those involved in the research must comply with the requirements of the funding parties concerning conflict of interest and disclosures.
(c) Researchers must maintain a basic code of ethics regarding the dignity, freedom of action, safety, and well-being of anyone who may be affected by the research.
(d) Research involving human or animal subjects must be conducted under accepted international and internal institutional standards.
(e) Researchers must maintain clear, accurate, and complete documentation to enable the reconstruction of the research process and its results by academic and professional adjudicators. The documentation must be kept for ten years unless otherwise directed by law or the funding body.
(f) Researchers bear full responsibility for research published under their name and all the publication details.
(g) Researchers will act under the University’s policies regarding the commercialization of knowledge and protection of intellectual property.
(h) These policies will be accessible on the University’s website under the requirements of the funding bodies.
(i) Under the requirements of funding bodies, and as needed, the researchers will be trained on how to avoid financial conflicts of interest under the provisions of the policies and according to the decisions of relevant University bodies.
(j)	Wherever in the Hebrew version of these Regulations where the masculine form appears, the feminine form is also implied; wherever a singular form appears, the plural is also implied, and vice versa.
(k)	Failure to enforce any one of these policies, or delays in implementing it, shall not constitute a waiver or impediment by the University to enforce that policy, shall not constitute consent of its violation, and shall not represent a precedent regarding any other of the policies and/or the directives and documents in connection to the matter.
(l)	Any changes to these policies shall not be effective unless made in writing and approved by the Senate.


[image: ]

Academic Secretariat
To:
University of Haifa
Dear Ms./Sir,
[bookmark: bookmark68]Re: Declaration and Commitment of no Conflict of Interest
Under Section 7 of the Code for the Prevention of Conflicts of Interest in Research at the University of Haifa (the “University”), I, the undersigned, _______, with ID number ______, confirm, declare and hereby confirm the following:
1. I have read the University’s Code for the Prevention of Conflict of Interest and the Policies for Proper Conduct in Research of the University (the “Policies”), and their provisions are clear to me.
2.  I, my relatives, partners, employers, or corporations under my control, those to whom I am directly or indirectly subject, have no real, foreseeable or potential conflict of interest (as defined in the policies) in connection with the research work in which I will be engaged.
3. I am aware and agree that the provisions of the policies apply to my research work at the University and to me and are binding upon me, including the following commitments:
3.1. I will carry out my research work at the University without influence and bias, I will exercise my professional judgment independently and without extraneous considerations affecting any aspect of my research work at the University.
3.2. I will report to the Research Conflict of Interest Committee, on my own initiative, any concern regarding a Conflict of Interest and any matter that may or may appear to bias my research work at the University or improperly influence decisions regarding my research work at the University, immediately upon its formation or disclosure.
4. I am aware that shortly after signing future research agreements, I will be required to sign an individual statement in terms of this declaration.

Date: ________	Signature: _____________


Information Sheet for Guiding a New Employee Regarding the Green University Campus, May 2020

In 2008, the University of Haifa was certified as a “Green Campus,” an initiative of the Ministry of Environmental Quality aimed at implementing the issue of environmental quality in institutions of higher education, after meeting all the criteria set by a team that includes representatives from the Ministry of Environmental Protection and representatives of academia from various institutions and the Higher Education Council. In 2015, the university received the title of “ Green Campus Status” in recognition of its activities in the field. The activity is carried out on behalf of the Human Resources Department in coordination with the Office of the Vice President and Director General of the University. Under this certification, the University works to promote an environmental agenda both at the University and in the community, at the academic, administrative, and applied levels. In addition, a “Green Council” was established, which includes senior representatives from the administrative faculty, the academic faculty and student representatives.
Many environmental quality activities have been taking place for years in the various units of the university. The focus is on the following areas:
· Recycling – there is a recycling system for electronic waste, paper, plastic, and glass bottles.
· Ecological treatment – the University transfers for treatment used batteries, expired drugs, burned-out fluorescent bulbs, and biological and chemical substances.
· Resource and energy saving – in recent years, emphasis has been placed on the issue by implementing energy efficiency and encouraging the use of computerized systems. This has reduced paper, water, and electricity consumption at the University.
· Education and community – as part of the certification for a green campus, we continue and expand the activities in environmental quality and institutionalize it under an orderly and defined framework.
Considering all this, the University sees it as fitting to encourage its employees to take the initiative and take personal responsibility in the following ways:
· Disposing of waste in designated bins or into various recycling containers.
· Turning off lights, computers, and other electrical devices when leaving the office.
· Saving on the consumption of water, paper, and other resources.
· Alerting management to environmental hazards (such as leaking faucets, full bins, etc.) by calling the Call Center at 58000.
· Initiating and proposing ideas for saving resources on campus, promoting environmental quality activities, and preserving nature.
For inquiries and additional information, please contact the Green Campus Coordinator, Moran Hochman-Vanunu by phone: 52088


[bookmark: bookmark70]Declaration Form for Accepting the Prevention and Treatment of Sexual Harassment and Harassment Complaints Code
The University of Haifa strives to provide a safe and respectful workplace and learning environment in which there is no sexual harassment or further harassment resulting from the filing of a complaint of sexual harassment.
For this purpose, a Code of Conduct has been drafted, a copy of which is attached to the provided appointment kit. The Code of Conduct is also published in the University’s policies on CampusNet, and on the website of the University of Haifa’s Commission for the Prevention of Sexual Harassment.
As part of your university appointment process, you are required to read the Code and sign to indicate your acceptance of its provisions upon appointment.
Below is the Code for the Prevention and Handling of Sexual Harassment and Harassment Complaints: https://www.haifa.ac.il/t22z
I hereby confirm that I have received and read the directives of the Code of Conduct for the Prevention and Treatment of Sexual Harassment and Harassment Complaints attached to the appointment kit.
I hereby undertake to act under the directives of this Code of Conduct.

I, the undersigned, ___________, ID ___________, hereby declare and undertake that I have read the Code of Conduct for the Prevention and Handling of Sexual Harassment and Harassment Complaints at the University of Haifa.

...........................						..............................
[image: ]Signature			 Date:



To: Human Resources Division

[bookmark: bookmark72]Declaration of Disability
The University of Haifa promotes diverse employment and an adequate representation of people with specific needs among its employees, including people living with disabilities. This declaration form enables you to declare that you have a disability and apply for assistance if necessary.
The information in this Form is intended solely to promote the appropriate representation of people with disabilities among the University’s employees. An employee is not obligated to declare their disability if they do not wish to do so. In any case, if an employee declares their disability, the information will be kept completely confidential.
A person with disabilities is defined by the Equal Rights for People with Disabilities Law as a person with a physical, mental, or intellectual disability, including cognitive, permanent, or temporary, due to which their functioning is substantially limited in one or more of the main life areas.
Examples of Disabilities: Physical disability, mental/cognitive disability, visual/hearing disability, diagnosed learning/attention deficit disorders, chronic illness (diabetes/arthritis/muscular dystrophy), disability because of cancer/heart event/stroke.
Mark the statement that is appropriate for you (you can mark more than one statement).
· I define myself as a person with a disability as defined by law.
· I have a disability of 40% or more that is recognized by the National Insurance Institute / Ministry of Defense / Income Tax / Ministry of Health.
· I have undergone vocational rehabilitation for job placement by the National Insurance Institute / the Ministry of Welfare / the Ministry of Health / the Ministry of Defense.
· I am an IDF disabled [veteran].
[bookmark: bookmark74]Adjustments:· I wish to be contacted regarding work adjustments due to my disability.

Please fill in your contact information	
Given name: _________ Surname: __________ ID: __________
Unit: __________ Signature: _________ Date: __________

You can send to Ms. Hava Weidenfeld from the Human Resources Division, who is responsible for Diversity Employment:
At fax: 048240479 (2479), email: weve@univ.haifa.ac.il or internal mail.

[bookmark: bookmark76]Tax Credit Points Form for Employees who are Eligible for an Academic Degree or Professional Certificate
An employee who is a resident of Israel, who has completed their studies and is entitled to an academic degree or a professional certificate (studies for the acquisition of a particular profession, with the same scope of study hours of at least 1,700 hours of study, which is customary in an institution of higher education), is given a Tax Credit by providing credit points.
The credit points will be given starting in the tax year following the graduation year.
[bookmark: bookmark78]The provision applies to employees who have completed their studies in the tax year 2006 or later.The benefit will be allocated only after the employee produces an original certificate of completion of their studies and eligibility for a degree or certificate, as mentioned above. Similarly, the employee must also provide a certificate of the number of years of study for receiving the benefit.
As a valid study certificate, a certificate of eligibility or certificate will be considered the determining date will be the date that appears in the study certificate.
You can view rule details for receiving the benefit on the page attached to the “Tax Credit for an Employee Who is Eligible for an Academic Degree Form or Professional Certificate.”

To receive the tax credit:
1. You need to fill out the attached Form: “Tax Credit Points Form for Employees Who are Eligible for an Academic Degree or Professional Certificate.”
2. A form must be attached to the certificate of eligibility for a degree, indicating the number of years of study or, alternatively, a confirmation of the number of years of study. The certificate can be issued by the Approvals Department of the Student Administration Division.
3. The Form and accompanying certificates must be submitted to the Academic Faculty Payroll Unit in the Finance and Control Division.


Payroll Unit telephone: 04-8240404, 04-8240853, 04-8240078
Fax: 04-8240038

Explanations
[bookmark: bookmark87]1. An individual, a resident of Israel, who is eligible for a Bachelor’s degreeAn individual eligible for a Bachelor’s degree at an institution of higher education in 2005 and 2006 is entitled to half a credit point starting in the tax year following the tax year in which their studies for the degree ended. Said half-credit point will be considered for the number of tax years that are the same as the number of years of academic study but not more than three tax years.
If they completed their studies in 2007 or later, they will be entitled to one credit point (instead of half a credit point) starting from the tax year following the tax year in which their degree or internship ended. Said credit point will be considered for the number of tax years that are the same as the number of years of academic study but not more than three tax years.
Anyone who completed their undergraduate studies in 2014–2015 will be entitled to one credit point, either in the tax year following the graduation year or in the following tax year as per their choice.
2. [bookmark: bookmark90]An individual, a resident of Israel, who is eligible for a Master’s degreeAn individual, who is eligible for a Master’s degree at an institution of higher education in 2005 and 2006 and or later, is entitled to half a credit point starting in the tax year following the tax year in which their studies for the degree or internship ended. Said half-credit point will be taken into account for the number of tax years that are the same as the number of years of academic study but not more than two tax years.
Anyone who completed their Master’s studies in 2014–2015 will be entitled to one-half a credit point, either in the tax year following the graduation year or in the following tax year as per their choice.
3. [bookmark: bookmark92]An individual, a resident of Israel, who is eligible for a PhD in medicine or dentistryAn individual eligible for a PhD at an institution of higher education in 2005 and 2006 is entitled to half a credit point starting in the tax year following the tax year in which their studies for the degree ended. A half-credit point will be considered during the five tax years following graduation.
If they completed their studies in 2007 or later, they will be entitled to one credit point (instead of half a credit point) during the first three tax years after graduation and another half-credit point in the next two tax years.
An individual who completed a PhD in medicine in 2014–2015 will be entitled to one credit point in the tax year following the year of graduation or the following tax year, as well as a half-credit point in the year following the year in which they received said credit point.
4. [bookmark: bookmark94]An individual, a resident of Israel, who is eligible for a third academic degree who studied in a “direct-study” track for a PhDAs for completing the Bachelor’s degree, those mentioned above are entitled to a benefit as stated in Paragraph 1 above – Code 1.
As for completing a PhD, those mentioned above are entitled to a benefit as stated in Paragraph 2 above – Code 4.
Please note that it is not possible to receive a tax credit for a PhD on a track that is not a “direct track” or that is not a PhD track in medicine and dentistry.
Anyone who completed a PhD degree in a direct track in 2014–2015 will be entitled to one credit point in the tax year following the year of completion of the Bachelor’s degree or the following tax year, as well as a half-credit point in the tax year after the completion of the PhD or in the tax year thereafter as per their choice.
5. [bookmark: bookmark96]An individual, a resident of Israel, who is eligible for a professional certificateAn individual who has completed professional studies and is eligible for a professional certificate (including a teaching certificate that is not integrated into academic degree studies) from 2006 or later is entitled to a half-credit point, starting in the tax year following the tax year in which their studies for the certificate were completed, depending on the number of years of study but not more than three tax years.
Anyone who completed professional studies in 2014–2015 and is eligible for a vocational certificate will be entitled to a half-credit point in the tax year following the year of graduation of professional studies or in the following tax year, according to their choice.
6. [bookmark: bookmark98]InternshipAn individual who completed an internship in 2012 or later, who is eligible to receive a Bachelor’s or Master’s degree in an occupation for which an internship is required and whose completion is a condition for an internship, may choose whether such credit points are taken into account in the tax year following the year in which their studies for the said academic degree ended or in the tax year following the year in which they completed their internship. All this, provided that the period of internship begins no later than the tax year following the year in which their studies for the said academic degree ended.
7. [bookmark: bookmark100]Additional provisions:a. The benefit under Sections 1 to 5 above will be given only after the individual has produced a certificate of completion of their studies and eligibility for such a degree or certificate.
b. According to Sections 1 to 5 above, the benefit will be considered for only one Bachelor’s or Master’s degree or only one professional certificate. (Example: Those who completed their undergraduate studies in one profession and then another Bachelor’s degree in another are entitled to the benefit only once).
c. The individual may choose between the benefit according to Sections 1 to 4 above and the benefit according to Section 5 above, as the case may be.
d. An individual who has completed a Bachelor’s degree and received a benefit according to Section 1 above and then studied for a PhD in accordance with Section 3, may receive the completion of the benefit according to Section 3 above.
e. An academic degree is a recognized degree within the Council for Higher Education Act, 5718-1958. In this regard, “institution of higher education” – is within the meaning of the Council’s Law. The list of academic degree institutions can be found in the deduction tables and on the Council for Higher Education’s website at www.che.org.il
f. In Section 5 above.
Professional studies – Studies for the acquisition of a particular profession, including teacher education outside the framework of academic degree studies (teaching certificate), with a scope of study hours identical to at least 1,700 hours of study customary in an institution of higher education, as defined in Section 40c of the Ordinance.
Professional certificate – A certificate issued upon completion of professional studies recognized by a government ministry.
The benefit will be given to those who complete professional studies and to those eligible for a professional certificate after presenting a certificate of completion of 1,700 academic hours and presentation of a professional certificate recognized by a government ministry or a certificate from a government ministry itself, even if the studies were not at an institution recognized by the Higher Education Council.
g. The benefit will be given based on a declaration to the employer or through conducting a tax adjustment at the tax assessor’s office. Similarly, it is possible to receive the benefit when submitting an annual tax report. 
To receive the benefit as part of a tax adjustment from the tax assessor, an application (Form 119) must be filled out and attached to the request for a tax adjustment (Form 116). 
To receive a benefit under the annual report, you must fill out an application on Form 119 and attach it to the report.


[image: ]
[bookmark: bookmark102]Guidelines Regarding Employee Safety
The Regulations of the Labor Inspection Organization (Provision of Information and Training of Employees), 5759-1999, establish directives regarding the provision of up-to-date information to an employee concerning risks in the workplace, as well as providing up-to-date instructions for the safe use, operation, and maintenance of equipment, materials, and work processes.
This booklet is intended to draw your attention to safety risks you may be exposed to while on the University premises.
You are requested to read this instruction booklet carefully and observe the health and safety rules. Please note that these directives are basic guidelines only and do not replace additional instructions that the University publishes or that will be published in the future. Likewise, these guidelines do not replace or substitute any previously published or future safety-related laws or regulations.

General Safety Directives

[bookmark: bookmark104]Medical examinations
· As part of the process of your appointment by the University, you will be asked to fill out a “Health Declaration” Form. Filling out the Form is mandatory.
· Later in your work at the University, you may be directed to carry out periodic examinations if you are engaged in a type of work that requires these examinations.
· You must arrive to perform the tests at the place and time to be determined.
· If your position requires contact with various chemicals, it is imperative that you use personal protective equipment, including gloves of the type appropriate for that work.
[bookmark: bookmark106]Environmental Quality
· Smoking – Smoking on the University grounds is prohibited except for areas that have been so designated and marked. Avoid smoking and if you are still a smoker, make sure to carefully put out the cigarette only in those places where smoking is allowed.
· Do not dispose of cigarette butts in baskets and trash cans.
First Aid
· Rule: First aid to an injured person shall be provided only by a person who has been trained and authorized to do so. Unprofessional treatment can be dangerous.
· If you are injured during your work, immediately contact the University infirmary located in the main building on the 500 floor, Room 520. Phone: 52237.
· If a foreign body has entered your eye/s – do not try to take it out on your own. Your eyes are too precious for you to rely on unprofessional help.
· If a chemical has entered your eyes – rinse with water for at least 15 minutes and seek treatment.
· If your colleague is injured – don’t be unnerved – immediately call a qualified person with first aid experience.
[bookmark: bookmark110]Malfunctions or safety hazards
· If you discover a malfunction, safety hazard or immediate risk (such as fluid leaks, gas leak smell, smoke, fire, breakage, etc.), stop what you are doing and report immediately to your supervisor or the 57000 hotline from any landline phone on campus or to 04-8280700.
· Provide event details and exact location.
· Ensure your message has been received and the hazard has been removed.
· Avoid blocking passageways, emergency exits, and fire stations. Make sure others do the same.
Electricity
· An electrical appliance or electrical installation is not safe if improperly used. Leave repair work to a qualified electrician, avoid improvised electrical arrangements, and do not attempt repairs if you are unqualified.
· The DIY rule does not apply to electricity. If your electrical appliance is out of order, disconnect it immediately from the electrical current, notify your supervisor, and hand it over for repair. This is especially true for portable electric appliances (drills, grinders, etc.). Make sure that the connectors and insulation are in good condition.
· Place electric cords so that they do not become an obstacle to the movement of people or equipment.
· If you notice a breakage, crack, or defect in the tool, stop your work and notify the supervisor.
· If you feel an electrical shock, immediately stop using the appliance and disconnect it from the electric current.
· Do not perform electrical work – replacing light bulbs, repairing outlets or plugs, etc., unless you are a certified and approved electrician.
Fire
· A fire can spread quickly and become extremely dangerous.
· Put out cigarette butts and place them in the ashtray only when they are completely extinguished.
· Familiarize yourself with the location of fire-extinguishing equipment and how they are operated. Make sure access to the fire-extinguishing equipment is not blocked.
· Fire extinguishing is to be carried out with fire extinguishers marked with the appropriate signs. Do extinguish with water as it can be dangerous.
· Make sure you know the location of emergency exits and those of the emergency circuit breakers in case of fire in your work area.
· Fire-extinguishing equipment is intended for emergency use only. Do not use fire-extinguishing equipment except for its intended purpose.
Workplace accidents
· In the event of an accident in the workplace, it is essential that you notify your supervisor (in their absence, a colleague) and the safety center at 57000 from any landline phone on campus or 04-8280700.
· Immediate reporting will enable:
· Providing the necessary help.
· Eliminating hazards.
· Investigating the circumstances and drawing conclusions.
After handling the accident, contact the Human Resources Division:
Ms. Ronit Richker, at the Academic Faculty, Academic Rights Coordinator, Tel. 52881, 04-8240881.
Ms. Ilana Glutman Assaf, Administrative Faculty, Head of the Placement and Employment Department, by phone: 53184, 04-8249184 Carmit Levy Mashiach, Hourly Employment; Coordinator of Hourly Employment and Attendance, by phone: 52849, 04-8240849 to file a claim for recognizing a hazard.

Working with a computer
· Adjust chair height. Your feet should be placed in a flat and stable position on the floor or footrest.
· There should not be too much pressure on the underside of your thighs, close to your knees, or on the calves of your legs. Your thighs should be as horizontal as possible.
· If it is possible to adjust the seat inclination angle, try different ones. You may need a smaller seat if there is pressure on the hips or calves of your legs.
· Adjust the height of the backrest so that your lower back is supported. Your buttocks should sit comfortably in the space between the lower edge of the backrest and the seat.
· Adjust the angle of the backrest to suit you and your work. A slight leaning back of your posture may be the most comfortable. Try to avoid leaning forward.
· Consider your shoulders: Are they low and free? If not, you might need to adjust the table or chair height and obtain a footrest.
· Consider your elbows: Are they loose on your sides? If not, you may need to learn a relaxation technique. If the armrests are too high, remove them. If the backrest is too wide, replace it.
· Bring yourself closer to your workstation. Make sure that the keyboard is positioned at a comfortable height. Your arms should be perpendicular and your forearms horizontal. If necessary, adjust the table height. Your wrists should be straight.
· Adjust the keyboard location. It should not be too far away (or your arms will be outstretched). A 50 mm gap between the desk and keyboard can be helpful for wrist placement. If your desk has a fixed height, you might [not] be able to get comfortable for your legs, shoulders, elbows, and wrists simultaneously. If that is the case, get a footrest.
· Adjust the position of your monitor. The eye and monitor distance must be comfortable (it varies from person to person between 45-80 cm). Similarly, check the viewing angle. A 20° downward viewing angle to the Center of the screen is reasonable.
· What do you look at most often? What type of work do you do? Do you only look at the page, only at the monitor, or equally at both? The answer to this question will help you decide where to place the monitor and page in relation to each other. Put the item you look at more often directly in front of your eyes.
· For your safety, check the cables on your workstation.
· Check for reflections on your monitor.
(Taken from the booklet “How to Use Your Computer Safely”
 published by the Ministry of Health)

[bookmark: bookmark114]At the end of your workday
· Lock your equipment and tools.
· Switch off lights.
· Disconnect machines, devices, and other equipment connected to the energy sources (computer, electricity, air-conditioners, etc.).
[bookmark: bookmark116]Additional general directives:
· It is the employee’s responsibility to inform another person (night watchman or employee in another room) if they are working alone.
· Do not work in a locked room.
Safety Guidelines for Employees Employed in Technical and Laboratory Positions

These guidelines are general guidelines only. You should also request more focused training according to your work.
Personal safety equipment
· Be very careful to use personal protective equipment following safety instructions when working with various tools or materials. If there is a shortage of a particular protective device, contact the supervisor and get what is required.
· Protect your eyes with goggles when grinding, welding, engraving, and cleaning with pressurized air.
· When using acids, adhesives, and chemicals, protect your eyes and face with a face shield or mask, your hands with gloves, and your body with an apron.
· When working in noisy conditions, always use earplugs or protectors to protect your ears while working or being in a noisy area.
· In ironworking, transporting and carrying heavy materials, maintenance, and places where there is a danger to feet, one must be protected with proper steel toe boots.
[bookmark: bookmark120]Behavior
· Do not work in an area with a risk factor when you are tired, upset, or sick. Concentrate on your work, and do not allow yourself or your colleagues to be distracted. A distraction can cause an accident.
· Remove tools and equipment from passageways/aisles – they can cause accidents.
· Behave toward your colleagues with care and courtesy – a tension-free atmosphere prevents accidents.
· Keep the University and your workstation clean, and avoid dumping waste outside designated locations.
· Do not perform another employee’s work without the authority and qualification to do so. You may endanger yourself and those around you.
Walking
· Be careful of open pits that have not been adequately fenced off. Inform the security and safety unit about hazards.
· Do not pass over equipment or pallets placed on the floor.
· Do not pass under a raised load or a loaded crane.
· Do not walk or stand between vehicles, a forklift, or the wall.
· If you notice an obstacle: tools, rods, rollers, rags, etc., move them away and place them where they will not be an obstacle and cause an accident.
· Shortcuts are always dangerous. Always use the designated paths even though they sometimes seem longer.
· Stay away from unfamiliar places where you are not required to be.
· Stay away from places where welding and grinding work is carried out; from areas that produce sparks, dust, chips, etc.; from places where work is carried out in general, and especially near construction work.
Tools – Machinery and equipment
· Do not operate a machine, apparatus, tool, or process until you know the operating and safety instructions and are authorized to operate them.
· Hammers or chisels with mushroomed striking heads may shoot off fragments and endanger your eyes.
· A broken tool handle (hammer, screwdriver, file) can cause injury.
· Files, screwdrivers, etc., without a handle, can cause injury.
· The widened jaws of wrenches may slip and cause an injury.
· Do not use.
– A file as a lever or its end as a reamer/borer.
– A wrong-size wrench on a bolt.
– Pipe to lengthen a wrench handle.
– Dull cutting tools that may slip.
– Hold tools in holsters or toolboxes. Do not hold them in pockets or pants belt.
– Keep proper tools. If required, hand them over for repair or replacement.
Ladders – High work
· Work at height will be carried out by an employee authorized to do so and with the appropriate personal safety and protective equipment, including a protective cap with a chin strap.
· Always use ladders and scaffolds that are in proper order.
· Avoid climbing up on chairs, pipes, tables, and other improvisations.
· When ascending and descending a ladder, always do so facing the ladder.
· Lean on the ladder at the appropriate angle and make sure it is not prone to slipping. If necessary, enlist the aid of another employee.
[bookmark: bookmark124]Lifting and carrying loads
· If you need to lift an object, do so correctly: Bend your legs and use your leg muscles rather than your back muscles.
· Lift a load only according to your strength. Ask for help or use the auxiliary lifting equipment at your disposal if necessary.
· Lift a load in such a way that it is always in sight.
· Do not overload lifting equipment beyond the sign showing its permissible workload.
· Stay away from places where loads are being lifted if you have no connection with the work.
· Protect your hands with gloves and your feet with safety shoes.
· When lifting with an accessory (chain, cable, etc.), ensure that the accessory is intact and properly fastened.
· Do not operate a lifting device if you are not authorized to do so, and make sure you are familiar with its operational and safety instructions.
· Any lifting or carrying of materials shall be done slowly and carefully while considering the load, the surroundings, and other people in the area.
[bookmark: bookmark126]Machines
· You may be in a position where you work with machines. Machines can be your best friend or worst enemy; it is up to you. Working without safety shields is putting yourself at risk.
· Do not work or operate a tool or machine with an unmounted shield.
· Never disassemble a shield from a machine. Such dismantling will be done by an employee authorized to do so after the machine has been shut down and disconnected from an energy source (electricity, air, etc.).
· Stay focused on your work, and avoid distractions.
· Do not operate a machine or facility if you are not authorized to do so or if there is a concern that you do not know how to operate it.
[bookmark: bookmark128]Hot work and working with flammables
· Do not perform hot work (welding, cutting, and soldering) except according to Safety Procedure 07-17.
· When carrying out work using thinners, flammable gases, acetone, etc., you must exercise caution when placing containers, connecting them to systems, closing them after use, and preventing leaks and spills.
· 

Behavior During an Emergency

Suspicious object
· Immediately notify the Security and Safety Center by emergency phone number 57000 or external: 04-8280700.
· Keep people away.
· Prevent gatherings by placing guides.

[bookmark: bookmark132]Fire
· If the automatic alarm was not activated:
· Push the nearest alarm button.
· Immediately notify the Security and Safety Center by emergency phone number 57000 or external: 04-8280700.
· Try to put out the fire with the help of other people and fire-extinguishing equipment.
· Order building occupants and visitors to evacuate the building and go to a meeting point.
· Evacuate the building at your discretion or on the orders of the evacuation trustees, emergency teams, or fire departments.

Evacuating the injured
· Call a clinic orderly (ext. 52237, 52703).
· Call an ambulance if required (external phone 101).
· Eye injuries are admitted to Rambam Hospital every day of the week.
· Casualties in a mild condition are accepted at the “Lynn” Clinic, Accident Department, every day of the week.

Evacuating the building
· In case of fire or earthquake, do not use the elevators.
· When an evacuation order is given: Turn off the lights, disconnect electrical appliances, and close room windows and doors.
· Escape via the recognized escape routes quickly but carefully – assisted by guide signs.
· Keep to the right side of the stairs when descending to enable emergency teams to ascend.
· Do not re-enter the building to find missing people! Notify security personnel of missing people.
· Follow the instructions given by evacuation trustees and emergency teams.
· When you leave the building, report to the regular meeting point or at a point according to the directions of the guides.

Entry into and behavior in shelters
· The order to enter shelters will be transmitted through the Civil Defense’s siren system or other means.
When you hear the alarm try to:
· Switch off lights.
· Disconnect appliances from electric current.
· Close water and gas valves.
Upon receipt of notification to enter the shelters:
· Enter the nearest shelter quickly and carefully.
· Allow your colleagues to enter the shelter.
· Avoid making noise.
· Do not smoke inside the shelter.
· Follow the instructions from evacuation deputies and emergency teams, and assist them in doing their job.


	Building Name
	Shelter Location

	Eshkol Tower
	The southern staircase serves as a protected space, and on 
Floor 500 of the main building

	Main Building
	Floor 500:

	
	– Both sides of the cafeteria

	
	– Synagogue near the Tower entrance

	
	– Tunnel parking lot, an inner portion (away from the entrance)

	
	Library:

	
	Protected space/Shelter in the Office and Collections Wing
· Inner staircase in the old library

	Madrega Building 
	On the lower floor – gym and Hall B. 

	The Multi-purpose building
	Basement floor – shelters 29, 30 and 6

	Rabin Building
	In protected spaces/shelters found on every floor and in parking lots in their inner sections (away from the entrance)

	Education Faculty and Jacobs Buildings
	Shelters are on Floor 1

	Dormitories
	Federman

	
	In this structure, the most protected spaces in descending order of protection, the most protected spaces are:

	
	1. Synagogue and laundry

	
	2. Stairwell (not on the top floor and not in front of the entrance doorway)

	
	3. Lower floor parking lot but not near the entrances

	
	Talya

	
	Each apartment has a protected space

	The Arts Center
	Protected space/Shelter on each floor and on mezzanine floors

	Student House
	Protected space/Shelter on each floor

	Health & Welfare
	Protected space/Shelter on each floor

	Dilan Campus
	Protected spaces/Shelters

	
	Entrance floor, Room 014

	
	1st floor, Room 108 (computers)

	Port Campus
	Protected space/Shelter on each floor



[bookmark: bookmark138]Guidelines for a Workplace Accident
A work accident is an accident that affects a faculty member during or on the way to or from work or a professional illness (according to the National Insurance Law, 5728-1968).
In the event of a work accident, the faculty member will go to a clinic or hospital, as needed, with a referral form (NII 250) received from the University infirmary or the Security Division.

The faculty member must receive from the medical service to which they applied; a medical certificate entitled “First medical certificate for the injured at work.”
[image: ]
The faculty member must inform the supervisor/unit and the Department of Academic Faculty about the accident

[image: ]

After returning to work, the faculty member interested in submitting a claim to the National Insurance Institute should contact Ronit Richker at the Department
for Academic Faculty, telephone: 04-8240881 or email: rrichker@univ.haifa.ac.il for assistance in filling out and submitting a claim to the National Insurance Institute (NII 211)

[image: ]

The claim form will be sent to the National Insurance Institute, which will examine the claim and determine whether it will be recognized as a work accident.
Treatment will continue upon receipt of the reply from the National Insurance Institute

Important Information
	Agency
	Telephones

	University Infirmary
	52237

	Security & Safety Departments
	52340, 52360

	Safety Department Manager
	52360, 23405

	Main Building Manager
	52243

	Social Sciences Building Manager
	53515

	Education, Jacobs and Health & Welfare Buildings Manager
	58230

	Madrega and Multi-Purpose Building Manager
	52595

	Dylan Campus – Shift supervisor
	052-8666425

	Port Campus – Shift supervisor
	052-6178277

	Construction and Maintenance Division Center
	58000

	Operation Division
	53267

	Senior on-call person (after 16:00)
	52360

	Switchboard
	52111

	Human Resources Division – in the event of a work accident
	58707, 52884
52879, 52883

	Police
	100

	Magen David Adom
	101

	Firefighters
	102

	Carmel Hospital
	04-8250111

	Rambam Hospital
	04-8359359

	Bnei Zion Hospital
	04-8543111



[bookmark: bookmark140]Safety Guidelines – Academic Faculty Reading Affirmation Form
Regulations of the Labor Supervision Organization (Provision of Information and Training of Employees), 5759-1999, establishes provisions regarding the provision of up-to-date information to the employee; regarding risks in the workplace, as well as the provision of up-to-date instructions for the use, operation and safe maintenance of equipment, materials, and work processes.
This booklet is intended to draw your attention to safety risks to which you may be exposed while on the University premises.
You are requested to read this instruction booklet carefully and observe the health and safety rules.
[bookmark: bookmark142]You are requested to fill out this Form and return it to the Human Resources Division
To: Human Resources Division
I hereby confirm that I have read and understood the safety instructions customary at the University of Haifa.
I hereby undertake to act in accordance with these directives, or any other directives that will be given to me later.

Given name: __________ Surname: ____________
ID: ____________
Position: ___________
Faculty / Unit: ___________
Employee’s signature: __________
Date: __________


Copies: Safety Officer
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