
 

Disclaimer 
The English version of the Ghent University Labour Regulations was drafted for international staff members and is intended purely for 

information purposes. The English text is not legally equivalent to the Dutch text of the Labour Regulations. Therefore, staff members 

cannot derive any rights from the English wordings. For the interpretation of the Labour Regulations should there – as, but not limited 

to, legal proceedings – always be reverted to the official Dutch Labour Regulations. 

 

De Engelstalige versie van het arbeidsreglement van de Universiteit Gent werd opgesteld ten behoeve van internationale 

medewerkers en is louter bedoeld ter informatie. Het betreft geen officiële juridische vertaling. Medewerkers kunnen bijgevolg geen 

rechten putten uit de Engelstalige bewoordingen. Voor de interpretatie van het arbeidsreglement dient er – onder meer, doch niet 

uitsluitend, in gerechtelijke procedures – steeds te worden teruggegrepen naar het officiële Nederlandstalige arbeidsreglement. 

 

 
Labour regulations  

Chapter I – Scope   

Article 1 
These regulations determine the terms of employment for anyone working at Ghent University, regardless 
of their function and how they are appointed and how they are paid. These regulations apply to any staff 
member, hereinafter referred to as “the employee”, at Ghent University, hereinafter referred to as “the 
employer”. 
The following articles do not hold for the professorial staff, the assistant academic staff, the research staff 
and visiting professors: art. 4, first paragraph, and art.14. The following articles do not hold for doctoral 
fellows: art. 2, 10, 14, 15 up to and including 17, 19 and 20. The matters discussed in those sections are 
regulated for the doctoral fellows by the regulations pertaining to doctoral scholarships, which have been 
added to these labour regulations in annex.  

The provisions of these labour regulations also apply to anyone who is given equal rights as an employee 
by the relevant statutory regulations for their field of application. 

Chapter II - Recruitment 

Article 2 
Staff members are recruited by the Board of Governors, the Executive Board, or by the Vice-chancellor or 
the chief academic administrator if they have been authorized to do so by the Executive Board. 

Chapter III – Personal details 

Article 3 
To ensure that all salary and staff records are accurate, all employees are required to provide the 
necessary information concerning their address, place of residence, family situation, identity card, and 
other personal details. Any changes are to be communicated immediately, preferably through the HR 
information system (URL https://sapv07.aps.ugent.be:50101/irj/portal). Under no circumstances may the 
university board be held liable if this system contains errors or irregularities because the employee has not 
filled in the correct or complete information. This information is collected, saved, processed and used in 
accordance with the law on the protection of privacy. 

At all times, all employees may peruse and, if need be, alter their personal details, which are stored by the 
Department of Personnel and Organization. They may assert these rights after a simple request with the 
Department of Personnel and Organization. 



Chapter IV – Execution of tasks and working hours 

A – Tasks 

Article 4 
All employees need to execute the tasks for which they were hired. However, they are not allowed to refuse 
other temporary duties/tasks/work that is/are in line with their physical and intellectual capacities should the 
employer require this, within legal limits (e.g. in case of technical failure or acute staff shortages, at peak 
times, or during the holidays). 

The employees commit themselves to practicing their profession in a loyal, meticulous and honourable 
way. 
. 
  



B – Working hours and work schedule 

Article 5 
A full-time working week contains five working days of each 7 hrs 36 mins, 38 hrs in total. A normal working 
day begins at 7:00 AM at the earliest and ends at 9:00 PM at the latest. The employer should observe a 
lunch break of at least 30 mins. 

The professorial staff, assistant academic staff and administrative and technical staff (A level) also have a 
38-hour work schedule, but they are considered to be available outside their normal working hours too, 
except during their leave. 

The employees are required to work on normal working days, from Monday to Friday in a five-day week 
schedule. The normal working week may also include Saturdays, if this is required by the nature of the 
assignment and if this was agreed upon at the time of recruitment. Staff members may exceptionally be 
asked to perform on Saturdays, Sundays or public holidays. 

In the following exceptional cases, staff may work overtime: 
- if the workload has temporarily increased and the head of department has asked the Vice-chancellor 
for permission with a substantiated request; 
- if there is an urgent need for this or in case of unforeseen circumstances. 

For full-time and part-time contractual employees, the work schedule is added in annex to the employment 
contract. The work schedule may be altered if the head of department and the employee both agree to this. 
The head of department will be provided with a copy of the work schedule.  

For statutory employees, a time schedule is drawn up when they are hired, in joint consultation with the 
head of department and the employee. A copy of this time schedule will be delivered to the employee, the 
head of department and the Department of Personnel and Organization. However, this may be altered in 
agreement with the head of department and the employee, and a copy of the new time schedule will be sent 
to the Department of Personnel and Organization. 

For employees with a variable work schedule, the work schedule of the entire period is described in detail 
and put up at the place of employment five working days before the start of the working week.  

If it does not interfere with the smooth operation of the department and if the head of department approves, 
employees may voluntarily opt for a four-day working week, in which case each working day will contain 9 
hrs 30 mins. 

Employees need to be present at the location where their work is to be performed at the time stated in their 
time schedule; they need to continue their work until the end of the working day, with due regard for the 
provided breaks. 

C – Public holidays 

Article 6 
Employees are given a holiday on the ten public holidays, the holiday on 11 July determined by decree and 
the statutory holidays 2 and 15 November and 26 December. 

To compensate for the abovementioned holidays that fall on a Saturday or Sunday, all employees are 
granted leave in the entire period between Christmas and New Year. 
  



D – Annual leave 

Article 7  
Annual leave is regulated by the decision of Ghent University of 11 June 2004 pertaining to the rules 
regarding  administrative positions, leave and resignation for the administrative and technical staff, and by 
the regulations of 9 July 1999 establishing the rules regarding absence, administrative positions, leave, 
evaluation of physical fitness and medical supervision of the academic staff at Ghent University, in 
execution of the decree of the Flemish Government  of 1 December 1998, as will be amended. 

E – Summer schedule  

Article 8 

The heads of department (and, in their absence, the acting head) have the authority to adopt a summer 
schedule in a decentralized manner for the employees of their department. They may do so if the weather 
conditions in July and August demand this and if the demands of the department allow for it. In this summer 
schedule, employees are allowed to work from 7:00 AM until 1:00 AM, but may also maintain their regular 
working hours. 

Chapter V – Absence from work 

Article 9 
Any absence as a consequence of illness, (industrial) accidents, accidents on the way to or from work, 
occupational illness, childbirth, miscarriage or prophylactic leave is subject to the regulations on medical 
supervision of 2 October 2003, as will be amended. 

 

Chapter VI – Rights and duties of the supervising s taff 

Article 10 
Employees who oversee and supervise the work represent the employer, within the limits of their job 
description and their assigned authority. They see to it that the applicable terms of employment are met. 

In particular, they are required to perform the following tasks: 
• monitoring attendance; 
• coaching employees and giving them assignments; 
• dividing the work; 
• monitoring the normal working of equipment and machines and taking appropriate measures if 

they malfunction;  
• maintaining order and discipline at the university. 

The supervising employee may decide that an employee who has come to work is unfit for work and may 
forbid him/her to start or continue his/her work. Both parties may turn to a prevention advisor occupational 
medicine, who will take the necessary measures. The Department of Personnel and Organization is to be 
informed of this immediately. 
 
 
Chapter VII – Protection from psychosocial job stre ss, including violence, bullying and sexual 
harassment 

Article 11 
All employees are jointly responsible for creating a positive working environment in which everyone is 
treated with respect and in which psychosocial risks like relational difficulties are avoided as much as 
possible. Inappropriate workplace behaviour (Dutch: OGGW – Ongewenst en Grensoverschrijdend Gedrag 
op het Werk) (i.e. unwelcome behaviour including violence, bullying and sexual harassment) will not be 
tolerated. The Ghent University declaration of principles on well-being at work has been included in its 
entirety as annex 7. 



All employees who believe to be the victim of inappropriate workplace behaviour may address the 
confidential advisor directly and in all discretion or, if so desired, the harassment prevention advisor 
specialized in the psychosocial aspects of the work (hereinafter: “prevention advisor psychosocial aspects”). 
The name of the confidential advisor is mentioned in annex 2. The position of authorized prevention advisor 
psychosocial aspects is taken up at Ghent University by an external service for prevention and protection at 
work, whose name is also included in annex 2. 

The internal procedure at Ghent University on how to tackle inappropriate workplace behaviour has been 
included in its entirety as annex 8. 

11.1 INTERNAL PROCEDURE 

The complete internal procedure on how to tackle inappropriate workplace behaviour is available in annex 
7. 

A. INFORMAL  STAGE 

The confidential advisor or, as the case may be, the prevention advisor psychosocial aspects will receive the 
complainant and inform and advise him/her of the possibility to settle the matter informally, for example by 
means of mediation with the alleged offender(s). 

The confidential advisor is required to deal with the obtained information in a confidential manner.  

B. FORMAL STAGE (substantiated complaint) 

If the complainant does not want to comply with a mediation request, if the mediation has not yielded any 
results or has turned out to be impossible, the complainant may file a formal, substantiated complaint 
against the alleged offender(s) with the prevention advisor psychosocial aspects.  

The substantiated complaint is a document that has been signed and dated by the complainant and that 
contains the identity of the alleged offender, a precise description of the facts and the request to the 
employer to take appropriate measures in order to put an end to the inappropriate behaviour. 

The prevention advisor psychosocial aspects informs the employer of the formal complaint and the 
complainant’s employment protection. This protection is not applicable to a dismissal for reasons other than 
those mentioned in the complaint. The prevention advisor psychosocial aspects will open an individual 
complaint file and will investigate the substantiated complaint completely impartially. The alleged offender(s) 
and any possible witnesses will also be heard. Their statements will be put in writing along with the 
complainant’s statement. 

After the investigation, the prevention advisor psychosocial aspects will provide the employer with a signed 
and written recommendation, presenting among other things a summary of the facts, the outcome of any 
mediation attempt(s) and any measures that may need to be taken in order to put an end to the 
inappropriate behaviour. 

Taking into account the recommendation of the prevention advisor psychosocial aspects, the employer will 
take the appropriate measures – without prejudice to any disciplinary measures – to put an end to the acts 
of violence, bullying and sexual harassment at work (Dutch: Ongewenst Seksueel Gedrag op het Werk - 
OSGW). 

If the formal treatment of the complaint fails to yield any results, the file may (will) be forwarded to the 
Directorate General (DG) for the Supervision of Occupational Well-being (Dutch: Toezicht Welzijn op het 
Werk – TWW) at the request of the complainant. This is a DG of the Belgian Federal Public Service 
Employment, Labour and Social Dialogue – previously known as Medical Inspection (Dutch: Medische 
Inspectie).  

During the whole procedure, both the complainant and the alleged offender have the right to be assisted by 
a union representative or any other person of their choice. They have the right to be informed of the further 
development of the substantiated complaint. 

11.2. EXTERNAL PROCEDURE 



At all times, the complainant has the right to turn directly to the DG for the Supervision of Occupational 
Well-being or the labour auditor, and may also file a claim with the labour tribunal in order to put an end to 
the inappropriate behaviour and possibly file for damages. 

The abovementioned organizations will refer to the internal procedure before applying the external 
procedure. 

11.3. COMPLAINTS AGAINST EXTERNAL PARTIES 

Employees who claim to be the victim of violence, bullying or sexual harassment at work committed by 
external parties will report these facts to the confidential advisor. This statement is written down in a logbook 
kept by the confidential advisor, and a copy will be sent to the prevention advisor psychosocial aspects. 

 

Chapter VIII – Salary 

A – Monitoring and inspecting the work 

Article 12 
The immediate supervisor will monitor the employee’s attendance and the hours that s/he has worked. 

Article 13 
Part-time work is paid according to the ratio: (N / Y) x the monthly wage, where N refers to the number of 
hours worked per week according to the employment contract or (temporary) appointment and Y stands for 
the number of hours for a full-time employee. 

B - Overtime 

Article 14 
First and foremost, overtime is compensated by compensatory time off that should be taken up in the next 
quarter at the latest. If this is not possible, the overtime will be paid in accordance with the regulations that 
apply with the ministry of the Flemish Community. 

The number of hours worked overtime needs to be communicated every month to the Department of 
Personnel and Organization. 

C – Time and means of payment 

Article 15 
Employees will receive their salary on the last day of the month in which they have worked, on a bank 
account with a financial institution that they have appointed. 

Article 16 
The (bicycle) commuting expenses will be paid together with the monthly salary, on condition that the 
required documentation has been delivered to the Department of Personnel and Organization before the 
fifteenth day of the month.  

Next to the salary, holiday bonus and the end-of-year bonus, employees may only be paid extra 
remuneration and bonuses that are prescribed by regulations and, if applicable, for which they have been 
appointed by nomination by the university board. 
 
Article 17 
Employees may check their individual accounts through an e-HR scenario. At their request, they may 
receive a paper version of their pay slip. If required, the Department of Personnel and Organization will 
make an appointment and provide information on salaries, deductions, child benefit and other matters.  

D - Complaints 

Article 18 



If employees discover an error in the calculation of their salary or the criteria used to calculate their salary, 
they need to inform the Department of Personnel and Organization immediately. The Department of 
Personnel and Organization will then check for possible errors, hear the employee and will provide 
information. 
 
Chapter IX – Termination of the employment contract  
Article 19 
Legal regulations are in place for the termination of employment contracts. For statutory appointments and 
appointments without a term of notice, a “reasonable term” of one month’s notice needs to be observed, 
unless the head of department agrees to a shorter term.  

For the professorial staff, the Board of Governors needs to approve the termination of the employment. 

Article 20 
Parties may terminate the employment contract for urgent reasons, which are severe shortcomings that 
immediately and irrevocably make any professional cooperation between the employer en employee 
impossible. 

Chapter X – Industrial accidents 

Article 21 
Any industrial accident is to be immediately reported to the Department of Personnel and Organization, 
which will provide the victim with a report form. 

Chapter XI – Inflicted damage 

Article 22 
All employees are liable for the material that has been put at their disposal. Therefore, any 
damage, wear, loss or theft of the material promptly needs to be reported to the immediate 
supervisor. 

Chapter XII – Health and safety  

Article 23 
In accordance with EHS guidelines (Environment, Health and Safety), employees that manage or supervise 
others are responsible for the following: 

• assessing the risks for employees, students and others whom they supervise beforehand, 
taking into account their capacities. On the basis of this, they need to take the required 
preventive measures, in consultation with and with the approval of the head of department; 

• seeking the advice of EHS experts in due time; 
• making sure that the employees, students and others whom they supervise have been given 

the necessary EHS information, and that they understand and apply this knowledge; 
• checking whether EHS guidelines are observed; investigating any incidents or violations and 

taking the appropriate measures to prevent them in the future. 
 
Employees who design new tests or who develop, purchase or adjust machines, equipment, products 
or installations are responsible for the following: 

• assessing risks beforehand and, on the basis of that assessment, taking the required preventive 
measures, in consultation with and with the approval of the head of department; 

• if necessary, seeking the advice of EHS experts in due time. 
 
At work, all employees take care of their personal safety as well as that of others. In doing so, they are 
to prevent any damage to the infrastructure, equipment, environment and image of their employer. 

To this end, employees are mainly required to act as follows, in accordance with their education, EHS 
guidelines and the instructions of their head of department or other people in charge: 

• using machines, equipment, and tools correctly, as well as means of transportation, hazardous 
materials, radioactive products, biological material, animals, etc. ; 



• using the personal protective equipment that is put at their disposal correctly and putting it back 
afterwards; 

• not randomly disconnecting or changing the specific safety settings of machines, equipment, 
installations and buildings, and applying the safety precautions correctly; 

• immediately reporting danger to the head of department and any other authorized persons and, if 
necessary, taking the required steps themselves; 

• contributing to improving safety, health and the protection of the environment; 
• offering assistance in emergency situations. 

Article 24 
Depending on the work, employees are entitled to appropriate work attire and/or personal protective 
equipment in accordance with the royal decree of 6 July 2004 pertaining to work attire, as amended, and 
the royal decree of 13 June 2005 pertaining to the use of personal protective equipment, as amended. 
These will be worn properly, maintained in good condition and stowed away at the designated location. 
Employees are to wear the work attire and/or use the personal protective equipment when the work 
requires this, and they are to do so according to the instructions of their head of department or other 
authorized persons. 

Article 25 
Employees who are unable to use certain work attire and/or personal protective equipment for medical 
reasons need to report with the Department of Occupational Medicine of the Health and Safety Office. In 
consultation with the head of department, alternative work attire and/or personal protective equipment will 
be suggested; in the absence of such alternatives, the employer will provide for replacement tasks, if 
possible. In any case, the employees in question will no longer be allowed to perform the tasks for which no 
alternative work attire and/or personal protective equipment can be found. 

Article 26 
Depending on the work and the circumstances, employees need to undergo a preventive medical 
examination and/or be inoculated. They are invited to this examination by the Department of Occupational 
Medicine of the Health and Safety Office. If they are unavailable at the proposed date, they are to inform 
the Department of Occupational Medicine as soon as possible and set a new date. 

Article 27 
For work-related illnesses, all employees may make an appointment with the Department of Occupational 
Medicine of the Health and Safety Office at all times. 

Article 28 
In certain circumstances, the Radiation Protection Service of the Department of Occupational Medicine of 
the Health and Safety Office may prescribe the use of a dosimeter in order to assess specific risks. The 
employees in question will wear the dosimeter according to the guidelines and will have it checked 
regularly. They may request the outcome of the measurements with the Radiation Protection Service, if 
they so desire. 

Article 29 
In accordance with legislation on the well-being of employees and environmental legislation, the following 
people and services are at the employees’ disposal: the safety advisors of the Health and Safety Office; the 
prevention advisors occupational medicine of the Health and Safety Office; the head of the Radiation 
Protection Service of the Health and Safety Office; the environment coordinator. 
All names and contact details are listed in annex 3. 
 
Article 30 
The names, addresses and phone numbers of the first-aid coordinators can be found in annex 4. 

Article 31 
The places where the first-aid kits are stowed, as required by the General Regulations for the Protection of 
Employees (Dutch: ARAB - Algemeen Reglement voor de Arbeidsbescherming), are mentioned in annex 4. 

Article 32 
The addresses of the inspection services can be found in annex 3. 



Chapter XIII – Disciplinary measures 

Article 33 
Disciplinary measures may be imposed in the following cases: 

• violating labour regulations; 
• neglecting job responsibilities; 
• damaging the dignity of the profession; 
• violating EHS regulations. 
• violating the non-discrimination statement of Ghent University 

 
Article 34 
Only the disciplinary measures mentioned in the regulations of the various staff categories may be imposed, 
in accordance with the provisions of those disciplinary regulations. 

Chapter XIV – Internal office of the ombudsperson 

Article 35 
There is an internal office of the ombudsperson at Ghent University whose main responsibility is to identify 
the bottlenecks and obstacles in the internal services provided by the central administration to the faculties 
and within the central administration itself (among the different departments), and to tackle these issues by 
means of a dialogue. 

Reports of external parties (i.e. not employees at Ghent University) do not fall under the jurisdiction of the 
internal office of the ombudsperson. These reports/complaints are forwarded for follow-up to the complaints 
handler or, if need be, other authorized persons. The complaints handler’s name can be found in annex 5. 

Chapter XV – Code of conduct for the use of ICT and telephones 

Article 36 
Essentially, computers (with or without internet access) and/or landlines or mobile phones that have been 
put at an employee’s disposal may only be used for professional purposes.  

Sending e-mails and surfing the web is only allowed for the execution of the required tasks and should not 
be used improperly. Improper use is broader than illegal use and includes (among other things) the 
following activities: 

• use for private commercial purposes 
• use that overloads the infrastructure 
• reprehensible behaviour, such as spreading discriminating, racist and sexist information 
• sending messages with the following content: 

o obscene or insulting messages 
o messages that breach public order or morality 
o messages that invade someone’s personal life 
o messages with a discriminating or xenophobic bias or that incite discrimination or 

xenophobia 
• sending chain letters, viruses or false virus alerts. 

Employees are not allowed to install any programs or applications illegally. 

Login data (i.e. user name and password) are confidential. Employees are required to ensure the 
confidentiality of their passwords and change them if they suspect that they are no longer confidential. 

Article 37 
Employees are to fully dedicate themselves to their work during their working hours. However, the employer 
does respect the employees’ privacy in the execution of their tasks, and they are allowed to sporadically 
maintain personal relations with colleagues and third parties. In this context, employees’ inboxes are 
considered to be private. 

In their personal correspondence, employees are required to indicate the private nature of the message in 
the subject line. Moreover, in the actual message, all references to the employer should be removed, as 



well as any comments that may give the addressee the impression that the message was formulated within 
the context of or in execution of the employee’s job. 

Ghent University reserves the right to recover its expenses incurred by this personal use from the user and 
to charge the lost working hours. 

Free use of the computer and broadband connection for employees is not considered a benefit in kind if 
these items are only used for professional purposes. Occasional use for personal purposes is allowed 
insofar as employees are also allowed to use the computer or telephones at work. Ghent University 
reserves the right to recover its expenses incurred by this personal use from the user. 

Chapter XVI – Objectives no-smoking policy 

Article 38 
In accordance with the legal provisions that have been in force since 1 January 2006, Ghent University 
guarantees a smoke-free environment. Employees are entitled to smoke-free air in all spaces that are 
subject to the employer’s authority (i.e. working rooms and social services). 

Chapter XVII – Final provisions 

Article 39 
All employees will receive a copy of these regulations. All new employees will receive one when they are 
hired. These labour regulations will also be published on the Ghent University portal site. 

Article 40 
Both the employer and the employee are assumed to know and accept these regulations as soon as the 
employee is hired, and commit themselves to complying with them. 

Article 41 
These labour regulations were drawn up and accepted according to the legally determined procedure. They 
were registered with the Belgian Federal Public Service Employment, Labour and Social Dialogue under 
number 08/00028165/WE. 

Any deviation from these regulations needs to be drawn up in writing and dated and signed by both the 
employer and the employee. 



ANNEX 1: Representatives Negotiation Committee for Ghent University Staff  

Chair: the Vice-chancellor; Acting Chair: Kristof De Moor Secretary: Dirk Van Haelter 

Representation of the university board:  

Koen Goethals, chief academic administrator; Jeroen Vanden Berghe, chief logistics administrator; Kristof 
De Moor, director of the Department of Adminstrative Affairs; Hugo De Vreese, director of the Department 
of Personnel and Organization; Els Van Damme, director of the Department of Infrastructure and Facility 
Management; Marc Bracke, director of the Department of Student Facilities 

Union representatives:  

1. General Confederation of Public Services (Dutch: Algemene Centrale Openbare Diensten (ACOD)) 
http://acod.ugent.be/: Ivo De Decker, Jan Dumolyn, Els Baerten 

2. Confederation of Christian Trade Unions (Dutch: Algemeen Christelijk Vakverbond (ACV) – 
Openbare Diensten) http://www.acv-openbarediensten.ugent.be/ : Anita Stuer, Inge 
Huyge,Sonia Willems 

3. Free Trade Union of Civil Servants (Dutch: Vrij Syndicaat Openbaar Ambt (VSOA)) 
http://www.vsoa.ugent.be/: Jacques De Bruyne, Filip Lobbestael 



 

ANNEX 2: Confidential advisor and external preventi on advisor (legislation pertaining to 
psychosocial job stress)  

1. Central confidential advisor:  

Sara Drieghe – E-mail: sara.drieghe@ugent.be – Tel.: 09 264 42 53 

 
2. External prevention advisor:  

IDEWE vzw, Grote Steenweg – Noord 9, 9052 Zwijnaarde: 

Claire Barragan and Evy Grootvriendt - Tel. 09 264 12 30 E-mail: gent@idewe.be  



ANNEX 3: Health and Safety Office, environment coor dinator and inspection services 

1. Health and Safety Office: 

Head of office: Benny Vandenberghe Tel. 09 264 42 01 E-mail: benny.vandenberghe@ugent.be  

1.1 Safety Department: Sint Pietersnieuwstraat 25 – 9000 Gent 

Head of department: Benny Vandenberghe Tel. 09 264 42 01 E-mail: benny.vandenberghe@ugent.be  

Prevention advisor: Ilse Van Laere, Nathalie Praet 

1.2 Department of Occupational Health: De Pintelaan 185 – 9000 Gent (Gebouw K3) 

Head of department: dr. Ludo Vanmarsnille Tel. 09 332 30 50 E-mail: ludo.vanmarsnille@ugent.be  

Occupational physicians: Paul De Pauw, Luc Cobbaut and Christiaan Wille 

1.3 Radiation Protection Service: Proeftuinstraat 86 – 9000 Gent 

Head of department: Hubert Thierens Tel. 09 264 66 43 E-mail: hubert.thierens@ugent.be  

2. Environment Office: Sint Pietersnieuwstraat 25 – 9000 Gent 

Head of office and environment coordinator: Riet Van de Velde Tel. 09 264 79 24 
E-mail: riet.vandevelde@ugent.be  

3. Inspection services 

Belgian Federal Public Service Employment, Labour and Social Dialogue, the Directorate General for the 
Supervision of Occupational Well-being, East Flanders 
Ketelvest 26/202 
9000 Gent 
Tel.: 09 265 78 60 
Fax: 09 265 78 61 
E-mail: tww.oost-vlaanderen@werk.belgie.be 

Belgian Federal Public Service Social Security, Social Inspection East Flanders 
Ketelvest 26/002 
9000 Gent 
Tel.: 09 265 41 41 central administration 
Fax: 09 265 41 45 
E-mail: SocInspOVlaanderen@minsoc.fed.be 



 

ANNEX 4: First-aid rooms and coordinators  

The list of first-aid rooms and coordinators is available on the portal site: 
https://www.ugent.be/intranet/nl/op-het-werk/veiligheid/gezondheid/ehbo/overzichtehbohulpverleners.xlsx 



 

ANNEX 5: Internal office of the ombudsperson, compl aints guidance and staff coaching  

Internal ombudsperson: Kristof De Moor -Tel. 09 264 30 58 – E-mail: Kristof.DeMoor@ugent.be 

Complaints handler: Sylvia D’Hooge – tel 09 264 30 41 – E-mail: 
Sylvia.Dhooge@ugent.be 

Staff coaching: Lien De Ketele – Tel -Tel. 09 264 89 0 – E-mail: Lien.DeKetele@ugent.be 



ANNEX 6: List of regulations - https://www.ugent.be/nl/univgent/reglementen/person eel 

Ghent University regulations concerning the (temporary) appointment, promotion, evaluation and appeal of 
the professorial staff members (Board of Governors 12 September 2003, amended on 15 June 2007, 18 
January 2008, 20 June 2008, 24 April 2009 and 18 September 2009) 

Rules and regulations regarding the appointment of professorial staff with mainly a research assignment 
(Board of Governors of 16 February 2007, amended by the Board of Governors of 4 July 2008 and the 
Board of Governors of 24 April 2009) 

Disciplinary regulations and regulations for suspension in the interest of the department for members of the 
professorial staff of Ghent University (Board of Governors of 15 June 2007) 

Regulations concerning the terms and conditions governing the execution of posts of assistant academic 
staff (Executive Board 6 July 2006, amended on 24 April 2008 and 3 June 2008) 

Rules and regulations regarding the appointment of postdoctoral assistants with mainly a research 
assignment (Executive Board 3 July 2008) 

Regulations establishing the rules regarding absence, administrative positions, leave, evaluation of physical 
fitness and medical supervision of the academic staff at Ghent University, implementing the decision of the 
Flemish Government of 1 December 1998 (Board of Governors of 9 July 1999) 

Regulations concerning the activities performed as a sideline by members of the academic staff (Board of 
Governors of 13 March 2009) 

Ghent University regulations concerning the career and remuneration of research staff (Executive Board 6 
March 2008) 

Regulations concerning postdoctoral research fellowships (Board of Governors 24 May 2005, amended on 
22 September 2006 and 22 February 2008) 

Ghent University regulations regarding postgraduate IOF fellowships. (Board of Governors 24 October 
2008) 

Decision of the Executive Board to establish mandates at Ghent University (Executive Board 31 May 2001, 
amended on 15 December 2005, 26 April 2006 and 29 September 2006) 

Regulations concerning the allocation of posts, career development opportunities and remuneration as well 
as the performance, evaluation and training for the administrative and technical staff (Decree of the 
Executive Board of 30 January 2003, amended by the Executive Board on 27 May 2004, 9 June 2005, 8 
June 2006 and 29 September 2006) 

Regulations concerning administrative positions, leave and resignation for the administrative and technical 
staff (Decree of the Vice-chancellor dated 10 June 2004, after approval in principle by the Executive Board 
on 27 May 2004, amended by the Executive Board on 12 May 2005) 

Regulations concerning career break leave for statutory administrative and technical staff of Ghent 
University funded by basic allowances (Executive Board 20 February 2003, amended on 5 June 2003, 27 
May 2004 and 21 June 2007) 

Regulations concerning career break leave for contractual members of the administrative and technical staff 
and of the academic staff at Ghent University (Executive Board 20 February 2003, amended on 5 June 
2003 and 27 May 2004) 
 



 

Regulations concerning the accumulation of professional activities of the administrative and technical staff 
(Executive Board of 16 June 1994) 

Disciplinary regulations for the administrative and technical staff (Board of Governors of 16 September 
1994) 

Ghent University regulations concerning the organization and operation of the Ghent University Tech 
Transfer office and the career plan and remuneration of technology transfer consultants. (Executive Board 
25 September 2009) 

Decree of Ghent University concerning standby allowances (Executive Board 23 November 2006) 

Decree regarding the designation of the services, performed by members of the administrative and 
technical staff of Social facilities for students Section III, which may be qualified as exceptional 
performances within the meaning of article 2, § 1, paragraph 2 of the Decree of 27 February 1992 of the 
Flemish Government regarding the establishment of the table outlining the career plan and the 
remuneration of the administrative and technical staff of the universities in the Flemish Community 
(Executive Board 11 June 1998). 

Regulations concerning medical supervision (Executive Board 2 October 2003, amended on 6 November 
2003) 

Decree of Ghent University concerning the regulations on the reimbursement of the commuting expenses 
(Executive Board 21 March 2002) 

Circular on working in hot weather (Circular of the Vice-chancellor 18 June 2002)  

Laboratory and workplace regulations (Executive Board 6 September 2007) 

Regulations of the Executive Board concerning a group pension insurance (Executive Board 8 September 
2000, amended on 9 March 2006 and 25 September 2008) 

Regulations concerning doctoral scholarships (Board of Governors 18 June 2004, amended on 14 
March 2008 and 11 December 2009) 



ANNEX 7: Declaration of Principles Well-being at wo rk 

Art. 1: 
This declaration of principles is intended for everyone who is involved in the operation of Ghent University 
as a staff member. It covers the activities which together make up university life, including the educational, 
research and service activities, as well as the administrative-technical and social activities that support 
these core activities. 

Art. 2: 
Ghent University presents itself as a socially committed, open and pluralistic university. For its staff, Ghent 
University is building on a safe, healthy and pleasant working environment in which employees feel good so 
that they can develop their potential to the fullest within their work situation. 

Art. 3: 
Ghent University aspires to a sustainable psychosocial welfare in which psychosocial risks such as stress 
and relationship difficulties at work are avoided where possible. Not only do safety and health affect how 
employees feel at work, but psychosocial factors such as employment relations and work organization can 
also influence well-being at work in a positive or negative way. 

Art. 4: 
Ghent University cares about the psychosocial well-being of all employees, and therefore promotes a 
positive work environment where everyone treats each other with respect. 
At Ghent University, inappropriate behaviour at work (including violence, bullying and sexual harassment) is 
not tolerated. The university has procedures in place to deal with unwelcome inappropriate behaviour when 
it occurs. 
Ghent University does not tolerate abuse of alcohol and drugs, as defined in the relevant agreements and 
procedures. Possession and / or use of drugs during working hours is prohibited. 

Art. 5: 
Ghent University attaches great importance to a good collaboration in an atmosphere of collegiality. This 
means that there is room for dialogue and constructive feedback. 
Conflicts are resolved through open dialogue and with a view to a constructive solution. 

Art. 6: 
Ghent University aims to serve as an example and develop a broad-based prevention policy in which 
everyone takes responsibility: the employer is responsible for the psychosocial welfare policy; all members 
of the hierarchy are responsible for its implementation; and every employee is responsible for its 
compliance.



 

ANNEX 8:  

Internal procedure at Ghent University against inap propriate workplace behaviour 

1 Background 

Ghent University aims to offer its staff a stimulating working environment with a positive atmosphere and 
optimal opportunities for personal development, as this may affect the employee’s well-being at work. The 
working environment itself may be a source of psychosocial job stress when the demands that are made do 
not correspond with the employee’s capacities. This may cause stress and tension that, in its turn, may 
offer a breeding ground for conflicts, violence, bullying and sexual harassment – in short, inappropriate 
workplace behaviour.  This does not only have a detrimental effect on the victim’s health and well-being, 
but will also affect the entire organization in the end.   

The Act of 4 August 1996 on the well-being of workers compels the employer to take the measures 
required to promote employees’ well-being in the execution of their work. The employer will determine how 
and with what means this policy will be pursued, as well as the authorities and responsibilities of those 
entrusted with putting this policy into practice. In the royal decree of 17 May 2007 pertaining to the 
prevention of psychosocial job stress, the employer’s exact responsibilities are further elaborated on.  

Hence, Ghent University actively pursues the development and implementation of a prevention policy on 
psychosocial well-being, in which any form of psychosocial job stress is avoided as much as possible. In 
spite of its efforts to create a positive working environment and focus on prevention, however, Ghent 
University cannot fully exclude or avoid work-related psychosocial issues. Naturally, it is therefore essential 
that any kind of symptoms of psychosocial job stress need to be recognized and tackled as soon as 
possible. To this end, Ghent University has set up an internal procedure to limit any detrimental effects. 

2 List of translations and abbreviations used in Du tch 

administrative and technical staff: ATP – administratief en technisch personeel 
Department of Administrative Affairs: DBZ – Directie Bestuurszaken 
Department of Personnel and Organization: DPO – Directie Personeel en Organisatie 
Belgian Federal Public Service Employment, Labour and Social Dialogue: FOD WASO – Federale 
Overheidsdienst voor Werkgelegenheid, Arbeid en Sociaal Overleg 
hierarchy: HL – hiërarchische lijn 
Health and Safety Office: IDPBW – Interne Dienst voor Preventie en Bescherming op het Werk 
royal decree: KB – koninklijk besluit 
inappropriate workplace behaviour (i.e. unwelcome behaviour inclusing violence, bullying and sexual 
harassment): OGGW – ongewenst grensoverschrijdend gedrag op het werk waaronder geweld, pesterijen 
en ongewenst seksueel gedrag 
sexual harassment: OSGW – ongewenst seksueel gedrag op het werk 
prevention advisor: PA – preventieadviseur  
prevention advisor psychosocial aspects: PAPsy – preventieadviseur psychosociale aspecten 
prevention advisor-occupational physician: PA-AG – preventieadviseur-arbeidsgeneesheer 
subcommittee Prevention and Protection at Work – subcommittee Preventie en Bescherming op het Werk 
(PBW) 
Directorate General for the Supervision of Occupational Well-being: TWW – Toezicht op het Welzijn op het 
Werk 
confidential advisor: VP – vertrouwenspersoon  
professorial staff: ZAP – zelfstandig academisch personeel 



 

3 Definitions 

Psychosocial job stress : any kind of psychosocial job stress arising from the execution of the work or that 
occurs as a consequence of the execution of the work and that has detrimental effects on the physical or 
mental health of the person in question. Violence, bullying and sexual harassment are forms of 
psychosocial job stress, as are stress in general and conflicts. 

Violence at work : any act of violence in which an employee  - or any other person to which this procedure 
applies – is mentally or physically threatened or attacked at work and in the execution of the work. 

Bullying at work : several similar or different types of wrongful acts – outside of or within the enterprise or 
institution – that occur for a specific period of time and lead to or intend to compromise the character, 
dignity or physical or mental integrity of an employee or any other person to which this procedure applies in 
the execution of the work, thus endangering the employee’s job or creating a threatening, hostile, insulting, 
humiliating or hurtful environment. This behaviour is especially manifested verbally, by means of threats, 
acts, gestures or one-sided documents and may be especially related to religion or conviction, handicap, 
age, sexual preference, gender, race or ethnicity. 

Sexual harassment at work : any form of  unwelcome verbal, non-verbal or physical behaviour with sexual 
connotations that lead to or intend to compromise a person’s dignity or creating a threatening, hostile, 
insulting, humiliating or hurtful environment. 

Inappropriate workplace behaviour : psychosocial job stress related to violence, bullying and sexual 
harassment. 

Report : when a staff member reports to the confidential advisor, the faculty contact person or the 
prevention advisor psychosocial aspects that they are the victim of inappropriate workplace behaviour, 
without filing a substantiated complaint. 

Informal stage : the stage in which a staff member files a report, as described above, and decides that this 
report is to be treated informally within Ghent University and with the support of the confidential advisor or 
the prevention advisor psychosocial aspects. 

Formal stage : the stage in which a staff member decides to have a report formally treated and therefore 
files a substantiated complaint, in order to put an end to the inappropriate behaviour of which s/he claims to 
be the victim. 

Substantiated complaint : a document that is dated and signed by the employee, in which the employer is 
asked to take appropriate measures in order to put an end to the inappropriate behaviour. 

4 Legal framework 

The current internal procedure has been established in accordance with the royal decree of 17 May 2007 
pertaining to the prevention of psychosocial job stress, including violence, bullying and sexual harassment 
(hereinafter referred to as “royal decree psychosocial job stress”). 

As such, Ghent University contributes to the psychosocial well-being of its employees, as intended in the 
Act of 4 August 1996 pertaining to the well-being of employees in the execution of their work (hereinafter 
referred to as “the Act on Well-being”, in particular article 32, part 8, and article 32, part 4 - § 1. 2°.), in its 
implementation decisions (including the royal decree psychosocial job stress) and in the collective 
bargaining agreement n° 72 of 30 March 1999 pertaining to the policy for the prevention of job-related 
stress (hereinafter referred to as “CBA 72”). 

5 Scope 

The internal procedure concerns the following issues: 
a) the reception and counselling  of anyone who states that they are the victim of inappropriate 
workplace behaviour; 
b) the rules according to which these victims can turn to the confidential advisor, the faculty 



 

contact persons and the prevention advisor psychosocial aspects, appointed for offences of 
inappropriate workplace behaviour; 
c) the completely impartial intervention of the confidential advisor and the prevention advisor 
psychosocial aspects; 
d) the re-employment of anyone who declares to have been the victim of inappropriate workplace 
behaviour;  
e) the counselling of these victims in anticipation of their re-employment. 

This procedure applies to all staff members of Ghent University, namely the employer, the people in charge 
(i.e. the hierarchy) and the employees, as well as anyone given equal rights. It also covers any employees 
of outside enterprises (e.g. VIB life sciences research institute or Imec) who claim to be the victim of 
inappropriate workplace behaviour committed by a staff member of Ghent University. 

6 Goal of the provisions on inappropriate workplace  behaviour 

The internal procedure is included in the labour regulations in order to inform employees of the following 
topics: 

1) important policy formulations for the prevention of psychosocial job stress (i.e. primary 
prevention); 
2) the procedures that apply when inappropriate workplace behaviour is reported (i.e. 
secondary prevention); 
3) the right approach to limit any detrimental effects as much as possible after the problem has 
been identified (i.e. tertiary prevention). 

 

7 Parties involved in the internal procedure 

7.1 The complainan t 

The complainant is the staff member who reports the inappropriate workplace behaviour. S/he may choose 
to just file a report, without the confidential advisor or the prevention advisor psychosocial aspects 
undertaking any further steps. On the other hand, s/he may also opt for active intervention by the 
confidential advisor in the informal stage or may move on to the formal stage of the internal procedure. 

7.2 The alleged offender 

The alleged offender is the person who is identified as the perpetrator in the report or complaint. S/he may 
or may not be a staff member of the organization to which this internal procedure applies. 

7.3 The witness 

The witness is a staff member who has (in)directly witnessed the actual inappropriate workplace behaviour. 
A direct witness who makes a statement during the investigation of the prevention advisor psychosocial 
aspects will be covered by employment protection from that moment on, except for reasons other than 
those mentioned in the complaint. 
 
7.4 Third parties 

Third parties are people who are not staff members of the enterprise but who come in contact with staff 
members in the execution of their work, such as clients, suppliers, service providers, students (who are 
not given equal rights as employees) and employees of outside enterprises. 

The legislator distinguishes between regular and permanent third parties. Permanent third parties are third 
parties who are working for the organization for a longer period of time, in which case they are given equal 
rights as employees and they may make use of the internal procedure. 

The employer is required to pay special attention to the psychosocial stress caused by these third 



 

parties. 

7.5 The confidential advisor 

The confidential advisor is the contact person for reports of psychosocial job stress. S/he coordinates the 
network of faculty contact persons, assists the employer, the hierarchy members and the staff members in 
the application of the preventive measures, and coordinates the development and implementation of the 
policy to prevent psychosocial job stress. 

The confidential advisor plays the following role in the internal procedure: 
1) to receive anyone who declares to be the victim of inappropriate workplace behaviour and 
provide them with information and advice on the possible course of action; 
2) to informally help find a solution to the problem; 

3) to receive the substantiated complaints of anyone who declares to be the victim of inappropriate 
workplace behaviour and forward them to the prevention advisor psychosocial aspects; 
4) to provide information that is relevant for the annual report to the prevention advisor of the 
Health and Safety Office; 
5) to refer staff members to specialized organizations for the right psychological assistance; 
6) to regularly consult with the prevention advisor psychosocial aspects; 
7) to draw up the report of the advisory group Formal Stage; 
8) to receive staff members who are the victim of inappropriate workplace behaviour by third parties; 
9) to draw up a report of any reported incident in which a staff member is the victim of inappropriate 
workplace behaviour by third parties; 
10) to keep the statement of staff members who are the victim of inappropriate workplace 
behaviour by third parties in a logbook. 

7.6 The faculty contact person 

The faculty contact person is a contact person for reports of psychosocial job stress. Together with the 
confidential advisor and the prevention advisor psychosocial aspects, who intervenes informally, the faculty 
contact person assists the employer, the hierarchy members and the staff members in the implementation 
of the preventive measures. 

The faculty contact person  plays the following role in the internal procedure: 
1) to receive anyone who declares to be the victim of inappropriate workplace behaviour and 
provide them with information and advice on the possible course of action; 
2) to refer staff members who request an intervention in the informal stage to the confidential 
advisor, and to refer those who want an intervention in the formal stage to the prevention advisor 
psychosocial aspects. 

 
7.7 The prevention advisor psychosocial aspects 

The prevention advisor psychosocial aspects assists the employer, the hierarchy members and the staff 
members in the implementation of the preventive measures. 

The prevention advisor psychosocial aspects plays the following role in the internal procedure: 
1) to receive anyone who declares to be the victim of inappropriate workplace behaviour, provide 
them with information and advice on the possible course of action and, if necessary, to informally 
help find a solution to the problem; 
2) to receive the substantiated complaints of anyone who declares to be the victim of inappropriate 
workplace behaviour, to receive witness statements and notify the employer of the identity of the 
witnesses and the fact that they are covered by employment protection; 
3) to investigate the substantiated complaints and suggest appropriate measures to the employer; 

4) at the request of the staff member who filed the substantiated complaint, to turn to the DG for the 
Supervision of Occupational Well-being if the inappropriate workplace behaviour continues after 
measures have already been taken or if the employer neglects to take the required measures; 
5) to formulate a recommendation on the choice of services or organizations a staff member 



 

can turn to if s/he has been the victim of violence by third parties; 
6) to draw up and keep the individual complaint file up-to-date if a substantiated complaint has 
been filed; 

7) to provide information that is relevant for the annual report to the prevention advisor of the 
Health and Safety Office; 
8) to consult regularly with the confidential advisor. 

7.8 The prevention advisor-occupational physician 

The prevention advisor-occupational physician is responsible for the medical supervision of staff members. 

The prevention advisor-occupational physician plays the following role if s/he establishes at a random 
medical examination that a staff member’s health has been impaired and suspects that this may be the 
result of inappropriate workplace behaviour: 

1) to inform the staff member in question that s/he may turn to the confidential advisor or the 
prevention advisor psychosocial aspects, if s/he so desires; 
2) to inform the prevention advisor psychosocial aspects him/herself if s/he considers the staff 
member to be unable to turn to the prevention advisor psychosocial aspects him/herself, provided 
that s/he agrees to this. 

The prevention advisor-occupational physician is also able to act as a confidential contact person in the 
organization and receive and inform staff members with various complaints. 

7.9 The prevention advisors of the Health and Safet y Office 

The prevention advisor of the Health and Safety Office gives advice on all matters involving the policy on 
well-being and will assist all parties involved in the implementation of the measures referred to in the Act on 
Well-being. S/he will receive all the data required for the annual report from the confidential advisor and the 
prevention advisor psychosocial aspects. 
 
7.10 The employer 

The employer, in this case the Vice-chancellor, is the person employing the staff member in question and 
under whose authority s/he has committed him/herself to working for pay for a particular period of time. As 
soon as the employer is informed of the inappropriate workplace behaviour, s/he is required to take the 
appropriate means in accordance with the provisions of the internal procedure. 

During the formal investigation of the prevention advisor psychosocial aspects, the Vice-chancellor may 
take temporary and preliminary disciplinary measures in the best interests of both the complainant and the 
alleged offender,in order to avoid disruption of normal operations, procedures or service.. 

Within the framework of the dynamic risk management system, the employer will pinpoint any situations 
that may give rise to psychosocial stress and will determine the risks. In this risk assessment, the 
employer will specifically take into account any situations in which stress, conflicts, violence, bullying or 
sexual harassment may occur at work. The outcome of this risk assessment, along with the preventive 
measures, will be included in the global prevention plan, in the annual action plan or in other action plans. 

7.11 The subcommittee Prevention and Protection at Work 

The subcommittee Prevention and Protection at Work is a joint committee that is comprised of 
representatives of the employer and representatives of the employees. It is authorized to formulate 
recommendations, make suggestions or agree on certain measures concerning well-being at work, and 
hence also on the prevention of psychosocial job stress. 

Every six months, any symptoms of psychosocial job stress that were observed by the members of the 
subcommittee are discussed and preventive measures may be proposed. 

The subcommittee concerning prevention of psychosocial job stress may have different authority 
depending on the risk assessment carried out by the employer. 



 

If the risk assessment shows that measures need to be taken, the subcommittee Prevention and 
Protection at Work will be granted access to the general results of the risk assessment and is to formulate 
recommendations on the collective measures, before these can be implemented.  

For the risk assessment of repeated incidents, the committee also needs to formulate prior 
recommendations on the collective preventive measures that need to be taken. In this case, however, they 
will only have access to the collective and anonymized data in the risk assessment. 

For the risk assessment and accompanying recommendation of the prevention advisor psychosocial 
aspects as a result of a substantiated complaint, the subcommittee Prevention and Protection at Work is not 
authorized to offer any advice on the measures that are intended to put an end to the complainant’s 
psychosocial stress, as they are not allowed to receive any information on identifiable people. Instead, they 
may only offer prior advice on the general measures that should be taken in order to prevent such stress in 
the future. To this end, they will be allowed to peruse the collective and anonymized data in the risk 
assessment of the prevention advisor psychosocial aspects. 

In order to establish rules concerning the internal procedure when inappropriate workplace behaviour has 
been reported, the prior agreement of the subcommittee Prevention and Protection at Work is required, as 
well as their prior advice. However, if the subcommittee Prevention and Protection at Work fails to reach an 
agreement, the employer needs to turn to the DG for the Supervision of Occupational Well-being. If this 
intervention also fails to yield an agreement, the employer will take a decision, on condition that at least two-
thirds of the members representing employees in the subcommittee Prevention and Protection at Work 
have granted their permission to do so. 

7.12 The advisory group Formal Stage 

The advisory group Formal Stage falls under the authority of the director of the Department of 
Administrative Affairs and consists of a number of fixed members (i.e. the director of the Department of 
Administrative Affairs, the director of the Department of Personnel and Organization, the head of the Health 
and Safety Office, the head of the Career Office, the confidential advisor, and the prevention advisor 
psychosocial aspects) as well as a number of varying members. For each individual file, the director of the 
Department of Administrative Affairs decides together with the director of the Department of Personnel and 
Organization on the most appropriate composition of the group.  

In the formal stage, the advisory group determines what preventive measures need to be taken based on 
the written recommendation of the prevention advisor psychosocial aspects delivered to the Vice-
chancellor, the director of the Department of Administrative Affairs and the director of the Department of 
Personnel and Organization. The advisory group will follow up on the execution of these measures.  

The members of the advisory group commit themselves to taking the measures that have been agreed 
upon during the joint consultation within the designated time period. 

7.13 The director of the Department of Administrati ve Affairs 

The director of the Department of Administrative Affairs has been authorized by the employer to determine 
in the formal stage what preventive measures need to be taken and to ensure a structured follow-up. 

The director of the Department of Administrative Affairs plays the following role in the internal procedure: 
1) s/he is in charge of the advisory group Formal Stage; 
2) s/he receives extra clarification on the written report of the investigation from the prevention 
advisor psychosocial aspects; 
3) s/he determines, together with the director of the Department of Personnel and Organization, for 
each file what members will be added to the advisory group; 
4) s/he assembles the advisory group Formal Stage within one month after receiving the written 
recommendation of the prevention advisor psychosocial aspects; 

5) s/he determines, together with the advisory group Formal Stage, what preventive measures from 
the written recommendation of the prevention advisor psychosocial aspects should be implemented; 
6) s/he informs the complainant and the alleged offender of the measures that will be taken and the 
time schedule that is to be followed; 



 

7) s/he elucidates the measures in a meeting with the complainant or the alleged offender, in the 
presence of the director of the Department of Personnel and Organization; 
8) s/he provides the complainant or the alleged offender with a copy of the recommendations of the 
prevention advisor psychosocial aspects if the terms of their employment contract are altered, with 
the exception of the collective preventive measures; 
9) s/he guarantees structured follow-up on the implementation of the measures, together with the 
advisory group Formal Stage; 
10)  s/he provides staff members who intend to take legal action with a copy of the 
recommendations of the prevention advisor psychosocial aspects, with the exception of the 
collective preventive measures; 
11) s/he receives an anonymized report from the confidential advisor when a staff member files a 
report on inappropriate workplace behaviour by third parties. If necessary, the director of the 
Department of Administrative Affairs may take (legal) action. 

7.14 The director of the Department of Personnel an d Organization 

The director of the Department of Personnel and Organization has been authorized by the employer to carry 
out the required preventive measures in the formal stage. 

The director of the Department of Personnel and Organization plays the following role in the internal 
procedure: 

1) s/he determines, together with the director of the Department of Administrative Affairs, for each 
each file what members will be added to the advisory group Formal Stage; 
2) s/he determines, together with the advisory group Formal Stage, what preventive measures from 
the written recommendation of the prevention advisor psychosocial aspects should be implemented; 
3) s/he attends the meeting with the complainant or the alleged offender, in which the director of 
the Department of Administrative Affairs elucidates the preventive measures; 
4) s/he guarantees structured follow-up on the implementation of the measures, together with the 
advisory group Formal Stage. 

7.15 The hierarchy 

The hierarchy comprises people from all ranks who are somehow authorized to give orders to staff 
members in the organization. It plays a key role in putting policy into practice on the workfloor. Moreover, 
supervisors serve as an example to others and are not just expected to refrain from inappropriate workplace 
behaviour, but they also need to optimally guarantee a positive working environment preventing such 
behaviour. What is more, they should not tolerate any acts of inappropriate workplace behaviour and need 
to do everything in their power to put an end to this kind of behaviour.  

7.16 The staff members 

Staff members are people who have committed themselves to working for pay under someone else’s 
authority, for a particular period of time and within the context of their employment contract. 

All staff members are responsible for their own psychosocial well-being, as well as that of others, and this 
should be reflected in their behaviour. No one should tolerate any acts of inappropriate workplace behaviour 
from any co-workers, and anyone who witnesses this kind of behaviour should do everything within their 
power to put an end to this. 

All staff members should immediately inform their supervisor  if they know of any situation that may 
reasonably pose a serious and immediate threat to psychosocial well-being in general. 

All staff members should offer positive contributions to the prevention policy, refrain from inappropriate 
workplace behaviour and deal with conflicts in an appropriate manner. Under no circumstances should they 
make use of the complaints procedure in order to harm someone (i.e. unlawful use). 



 

8 Internal procedure 

If a staff member believes that they are the victim of inappropriate workplace behaviour and that an 
intervention by the confidential advisor or the prevention advisor psychosocial aspects is required, s/he may 
appeal to the internal procedure. 

The internal procedure comprises an informal and/or a formal stage.  

8.1 Possible courses of action prior to the interna l procedure  

If a confidential advisor and a prevention advisor psychosocial aspects are appointed, this does not imply 
that they are the only ones involved in this situation. The employer, the supervisors and other staff 
members still have a duty to actively pursue a positive working environment, in which everyone is treated 
with respect and any inappropriate behaviour is tackled and publicly discussed with co-workers and 
supervisors. 

Anyone who becomes aware of inappropriate workplace behaviour, could in the first place address the 
perpetrator(s) assertively and ask them to refrain from this kind of behaviour. Subsequently, the supervisor 
or the Department of Personnel and Organization could be asked to intervene. If this fails to have any 
(sufficient) effect, the victim may turn to the confidential advisor and the prevention advisor psychosocial 
aspects. 
 
8.2 Informal stage 

Emergency measures by the confidential advisor and the faculty contact person 

Staff members may immediately turn to the confidential advisor and the faculty contact persons  for a 
confidential meeting if they do not wish to consult with their co-worker or supervisor first. 

In the first place, it is preferred that staff members who believe that they are the victim of inappropriate 
workplace behaviour first turn to the confidential advisor or a faculty contact person. They may also turn 
directly to the prevention advisor psychosocial aspects, who may also act informally. The first exploratory 
meeting with the prevention advisor psychosocial aspects is fully confidential. 

If staff members turn to the confidential advisor or the faculty contact person , they will be heard within eight 
calendar days after the first contact (by e-mail or telephone). The confidential advisor and the faculty contact 
person  are both impartial and will inform the complainant on the possibility to solve the mater informally, for 
example through mediation with the alleged offender or through the intervention of another party (e.g. a 
hierarchy member, the employer him/herself, a member of the Department of Personnel and 
Organization...). 

The confidential advisor and the faculty contact person will provide the staff members with information or 
advice or will just hear them out. In addition, they will pinpoint the exact complaint of the complainant and 
explore any means to tackle the situation. If it is the faculty contact person who conducts the first 
exploratory conversation and the complainant requests an active intervention, s/he will refer the 
complainant to the confidential advisor. 

Any possible requests that the complainant may have are the following: emotional support, the (informal) 
registration of the facts, looking for a solution together, or getting advice on possible courses of action for 
the complainant him/herself. If necessary, an action plan will be drawn up, listing any possible interventions 
by the complainant and/or the confidential advisor. 

Active intervention by the confidential advisor 

With the approval of the complainant, the confidential advisor will attempt to tackle the situation informally. 
S/he may do so by simply talking to the alleged offender, the co-workers, the supervisor, the employer, the 
occupational physician, or any other relevant parties who may help solve the matter informally. 

Intervention  
At the request of the complainant, the confidential advisor may also help solve the matter informally by 
addressing the supervisor or another party. S/he will first determine to what extent the parties involved 



 

are willing and able to cooperate and/or will attempt to improve this cooperation. Any mutual expectations or 
arrangements can be put in writing, and the immediate supervisor will see to it that these arrangements are 
in fact respected, for example by approaching the matter in performance interviews and performance 
reviews. Any intervention by the confidential advisor will offer everyone the opportunity to settle the matter 
with the parties involved or to take the necessary measures. 

Mediation  
The confidential advisor may attempt to restart a dialogue between the complainant and the alleged 
offender, in which the inappropriate behaviour may be discussed. In order for any kind of mediation to take 
place, both parties must agree to cooperate. 

Any conversation with the alleged offender  will depart from a neutral and objective standpoint in which no 
judgments are made. The alleged offender will be informed by the confidential advisor that the complainant 
perceives certain behaviour as inappropriate, will hear the alleged offender’s side of the story and will 
provide information on the procedure. 
 
The purpose of this conversation is to offer both parties the opportunity to listen to each other and to 
discuss matters together, so that an agreement may be reached in which the best interests of both parties 
are respected. 

The confidential advisor  will draw up and save a file outlining the approach that will be followed. This file 
contains a report of the conversation, as well as all the steps that were taken by the confidential advisor. 

After a certain amount of time and if requested by the complainant, the confidential advisor and the 
complainant may evaluate the situation in a conversation, so that the confidential advisor may see if the 
problem has been solved. If this is not the case, the complainant may ask the confidential advisor to 
undertake action again or s/he may turn to the prevention advisor psychosocial aspects for a meeting, 
advice and possibly also filing a substantiated complaint in writing. 

8.3 From the informal to the formal stage 

If the staff member does not want to try and solve the matter informally, if s/he wants to put an end to the 
informal stage, if the mediation or intervention has failed to generate a solution or if the facts continue, the 
staff member who declares to be the victim of inappropriate workplace behaviour may file a substantiated 
complaint. S/he may do so with the confidential advisor and the prevention advisor psychosocial aspects, but 
will preferably contact the prevention advisor psychosocial aspects directly for this, because of the practical 
follow-up. 

8.4 Formal stage 

In the informal stage, the complainant is largely in charge of how the complaint is treated. As soon as s/he 
initiates the formal stage, s/he will hand over this authority to the prevention advisor psychosocial aspects. 

The formal stage will start as soon as the complainant files a substantiated complaint. 
The substantiated complaint is a document that has been signed and dated by the complainant and that 
contains the following information, in addition to the request to the employer to take appropriate measures 
in order to put an end to the inappropriate behaviour: 

1) a detailed description of the inappropriate behaviour that constitutes violence, bullying or 
sexual harassment at work according to the staff member; 
2) the time and place at which each of these events occurred; 
3) the alleged offender’s identity. 

Staff members may only file a substantiated complaint with the confidential advisor or the  prevention advisor 
psychosocial aspects, if they have had a personal meeting with at least one of these two on the problems 
and possible procedures prior to filing a substantiated complaint. 
Both parties will make sure that this personal meeting can take place within eight calendar days after the 
staff member has expressed the desire to file a substantiated complaint. 

Depending on the case, the confidential advisor or the prevention advisor psychosocial aspects will sign 



a copy of the substantiated complaint and deliver this to the complainant. This copy will serve as a 
confirmation of receipt and will confirm that the personal meeting took place. 

As soon as the confidential advisor receives the substantiated complaint, s/he will forward this by e-mail to 
the prevention advisor psychosocial aspects. 

As soon as the prevention advisor psychosocial aspects has received the substantiated complaint, s/he will 
inform the Vice-chancellor by registered post, with a copy to the directors of the Department of Personnel 
and Organization and the Department of Administrative Affairs. The staff member will be covered by 
employment protection and protection from any alteration in the working conditions, except for reasons 
other than those mentioned in the complaint. The prevention advisor psychosocial aspects will therefore 
inform the employer of the identity of the staff member in question. 

The prevention advisor psychosocial aspects will communicate the charges to the alleged offender as soon 
as possible, will hear anyone – witnesses and others – who may prove to be useful, and will investigate the  
substantiated complaint completely impartially. 

The prevention advisor psychosocial aspects will inform the Vice-chancellor of the identity of the 
witnesses, so that they too may enjoy employment protection and protection from any alteration in the 
working conditions, and will send a copy of this message to the directors of the Department of Personnel 
and Organization and the Department of Administrative Affairs. The employment protection will enter into 
force as soon as the complaint has been filed, will hold for 12 months and can only be invoked for 
reasons that are connected with the complaint or the testimony.  
During the investigation, the Vice-chancellor may take temporary and preliminary (disciplinary) measures, in 
the best interest of both the complainant and the alleged offender, in order to avoid disruption of normal 
operations, procedures or service.  

Both the alleged offender and the witnesses will receive a copy of their statement, if they so desire. 

The formal investigation  

The formal investigation is not a judicial inquiry, but merely aims to settle a dispute, by means of mediation 
if possible. 

The prevention advisor psychosocial aspects will conduct the formal investigation into the circumstances of 
the case. S/he will ascertain the statements of the parties involved and will investigate the factors that may 
lie at the root of the problem and may still have influence it, insofar as this is possible to determine through 
a limited investigation. Departing from scientific insights on inappropriate workplace behaviour, s/he will 
attempt to pinpoint the causes and effects and will examine the steps that have already been taken by the 
employer or other parties. 

The prevention advisor psychosocial aspects will deliver a signed, written recommendation to the Vice-
chancellor, containing the following elements: 

1) a summary of the facts; 
2) if applicable, the outcome of the mediation attempt; 
3) if the facts of the case at hand allow it, a substantiated recommendation on whether these facts 
may be considered as inappropriate workplace behaviour or as facts of a different nature that may 
cause psychosocial job stress; 

4) an analysis of the root of the problem at different levels (i.e. the individual, the team and the 
organization); 
5) the measures that need to be taken in order to put an end to the inappropriate behaviour (at the 
individual level); 
6) the other preventive measures that should be taken at a broader level (i.e. the team and the 
organization). 

This recommendation will be sent to the employer within three months after the substantiated complaint has 
been filed. This period of time may be extended several times, each time by three more months, on condition 
that the prevention advisor psychosocial aspects justifies this in writing to the employer as well as the staff 



member who filed the substantiated complaint. In any case, s/he is required to formulate a recommendation 
within twelve months after the substantiated complaint has been filed. 

The prevention advisor psychosocial aspects will elucidate this report to the director of the Department of 
Administrative Affairs, who has been authorized by the employer. 

The director of the Department of Administrative Affairs will assemble the advisory group Formal Stage  
within one month after receipt of the recommendation. The members of this advisory group are chosen for 
the file at hand and will follow up on the implementation of the imposed measures. 

The members of the advisory group commit themselves to taking the steps they agreed on within the 
designated time period. 
 
After the investigation 

The director of the Department of Administrative Affairs will inform the complainant and the alleged offender 
of any individual measures that will be taken, and by what time they will be implemented. S/he will do so in 
writing and after an oral presentation for the director of the Department of Personnel and Organization. 

If these measures could alter the terms of the employment contract of the complainant or the alleged 
offender, the director of the Department of Administrative Affairs will provide the parties involved with a copy 
of the recommendations of the prevention advisor psychosocial aspects, with the exception of the collective 
preventive measures. 

The director of the Department of Administrative Affairs provides staff members who intend to take legal 
action with a copy of the recommendations of the prevention advisor psychosocial aspects, with the 
exception of the collective preventive measures. 

9 Access to the confidential advisor, the faculty c ontact person  or the prevention advisor 
psychosocial aspects 

Staff members should be able to consult the confidential advisor, the faculty contact person or the  
prevention advisor psychosocial aspects during their working hours. 

In any case, the time that staff members spend consulting the confidential advisor, the faculty contact person 
or the prevention advisor psychosocial aspects should be considered as time worked. 

10 Information and access to documentation 

None of the parties will have access to the notes that the confidential advisor, the faculty contact person or 
the prevention advisor psychosocial aspects have made during the informal stage. 

The complainant will receive a copy of the substantiated complaint. 

None of the parties will have access to the statements that were made to the prevention advisor 
psychosocial aspects by the complainant, alleged offender, witness or any other people who were heard. 
The alleged offender and witnesses will only receive a copy of their own statements. The alleged offender 
will have no access to the substantiated complaint, but should be informed of the facts of which s/he is 
accused. 

The employer will only forward the report by the prevention advisor psychosocial aspects to the alleged 
offender and/or complainant if the measures that need to be taken will alter the working conditions. 

Only parties who can demonstrate a personal interest in the case will have access to the document 
informing the employer that a  substantiated complaint has been filed. For the complainant or alleged 
offender, it is clear that they automatically have a personal interest in the case. 

Only parties who can demonstrate a personal interest in the case will have access to the document 
requesting the intervention of the DG for the Supervision of Occupational Well-being. For the complainant or 
alleged offender, it is clear that they automatically have a personal interest in the case. 



None of the parties will have access to the specific personal information that was gathered by the 
prevention advisor psychosocial aspects in the execution of his/her tasks.11 Professional confidentiality 

The confidential advisor and the prevention advisor psychosocial aspects are bound by a duty of 
professional confidentiality. However, a number of departures from this duty are provided by law, so that the 
employer and the parties involved may be given access to relevant parts of the recommendation by the 
prevention advisor psychosocial aspects under certain circumstances. 

The confidential advisor is allowed to hand over a case to the prevention advisor psychosocial aspects if it 
could affect the confidential advisor’s own professional situation. 

12 Extension of the internal procedure to employees  from an outside enterprise 

Employees of an outside enterprise who are present on the premises of Ghent University at all times and 
are working there for an extended period of time (e.g. maintenance staff, security staff or staff from the 
community landscaping services) may appeal to the internal procedure if they claim to be the victim of 
inappropriate workplace behaviour by a Ghent University staff member. 

If individual preventive measures need to be taken with regard to an employee from an outside enterprise, 
Ghent University will contact the employer of the outside enterprise, so that these measures may in fact be 
taken. 

13 Procedure concerning inappropriate workplace beh aviour by external parties 

Ghent University staff members who are confronted with inappropriate workplace behaviour committed by 
an external third party (e.g. suppliers, students or visitors) should be able to ask for the intervention of 
security or the immediate supervisor. The confidential advisor of the internal service will also be notified. 
Anyone who intervenes will evaluate the situation and will decide whether to terminate the provision of 
services. 
After this confrontation, the staff member will be received by the confidential advisor, and they will decide 
together what measures should be taken. 
The confidential advisor will draw up an anonymized report on any reported incident. Subsequently, this 
report will be sent to the director of the Department of Administrative Affairs, who may then suggest taking 
the appropriate (legal) action with Ghent University. 

The staff member should be able to enter a statement in the ’Logbook inappropriate workplace behaviour by 
third parties’, detailing the inappropriate behaviour and when it took place. S/he should be informed of this 
possibility and cannot be forced to reveal his/her identity. The logbook is kept by the confidential advisor  
and can only be accessed by the employer, the prevention advisor psychosocial aspects and the 
confidential advisor. It is kept at the disposal of the DG for the Supervision of Occupational Well-being. 

Any statements concerning the offence that are included in the logbook will be kept by the employer for five 
years, counting from the day the staff member had these statements recorded. 

Within the context of tertiary prevention and if necessary, the employer should refer any staff members who 
have been the victim of violence committed by others to specialized organizations in order for them to 
receive the appropriate psychological assistance. All expenses of this assistance will be covered by the 
employer. Yet, if the offence is considered to be an industrial accident, they will be covered by insurance. 
The employer or the insurance company may turn to the party responsible for the violence. 

14 Stipulation on the re-employment of staff member s 

Staff members who declare to have been the victim of inappropriate workplace behaviour will be given the 
necessary counselling if they are re-employed after a period of absence (due to illness, suspension, 
temporary job transfer or a career break, for instance). The details of this counselling will be established by 
the supervisor, in joint consultation with the party involved, and with the possible help of the prevention 
advisor-occupational physician, the Department of Personnel and Organization, the confidential advisor and 
the prevention advisor psychosocial aspects. 

15 Sanctions 



It is assumed that the employer, the supervisors, the staff members and anyone given equal rights will 
refrain from any act of inappropriate workplace behaviour. 

For inappropriate behaviour offences, the same sanctions will hold as those mentioned in article 2 of the 
Disciplinary Regulations for the administrative and technical staff and article 11 of the Disciplinary 
Regulations for the professorial staff. 
With regard to the administrative and technical staff, the following disciplinary measures may be taken: 
reproach, withholding salary, a disciplinary suspension, a lower salary scale, a lower grade, official 
dismissal, deposition. 
With regard to the professorial staff, the following disciplinary measures may be taken: written reprimand, 
full or partial suspension for a fixed period together with withholding salary (in full or not), a lower grade, 
dismissal. 
These sanctions also apply for unlawful use of the procedure. 

16 Final provisions 

For all matters not mentioned in these labour regulations on inappropriate workplace behaviour, the 
provisions from the Act on well-being, the royal decree psychosocial job stress, the CBA 72 and other 
prevailing laws are applicable. Other policy documents within Ghent University may also include further 
practical details concerning legal provisions, such as the global prevention plan, the annual action plan, 
quality management procedures and procedures concerning HR policy. 

17 Contact details of the confidential advisor and the prevention advisor psychosocial aspects 

The confidential advisor 
At Ghent University, the following person takes up the role of confidential advisor: 

Sara Drieghe 
Sint-Pietersnieuwstraat 25, 9000 Gent 
Tel. 09/264 4253 of 0471/994467 
Email: sara.drieghe@ugent.be 

The prevention advisor psychosocial aspects 
External Service for Prevention and Protection at Work IDEWE vzw 

Claire Barragan 
Grotesteenweg-Noord 9 9052 Zwijnaarde 
Tel.: 09/2641230 
Email: claire.barragan@idewe.be 

In order to ensure the provision of services, the prevention advisor psychosocial aspects, in accordance 
with the legal provisions on the preventive services, may be replaced by other co-workers of the department 
of psychosocial aspects of IDEWE, if possible in joint consultation with the party requesting the provision of 
services. 
 


