BETHLEHEM UNIVERSITY

Cash advance & Overtime policy

SALARY CASH ADVANCE PROCEDURE

1. Frequency of Salary Advance
e Employee is only allowed one (1) Cash advance in one
Academic Year (Ex. 01 Sep 2017 - 31 August 2018).

2. Due to the Banks regulations and conditions regarding the amount
transferred as salary, if the employee has a bank loan, then he is not
allowed to take an advance.

3. The Finance office issues salary cash advance to employees in support to
cover emergency cases, unexpected expenses, and other urgent issues
such as:

e Hospitalization
e Death in the family
e Emergency basic needs

Employee writes a letter request addressed to the Vice President for
Finances stating the purpose of the cash advance to obtain approval. The
case needs to be supported with documentation as much as possible.

4. Salary Advance Ratio
e 60% maximum amount of the employee monthly salary
paid by NIS
e 50% maximum amount of the employee monthly salary
paid by JOD

5. Payment Schedule
e Salary deduction starts the following month right after the
advance was taken divided into a maximum of four (4)
equal monthly installments.
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BETHLEHEM UNIVERSITY

OVERTIME PROCEDURE

1. A time sheet duly signed by the employee and the immediate supervisor
must be submitted to the Finance office from service staff who worked
over and above their normal contractual weekly hours.

2. Overtime made during the month (e.g. September) will be paid on the
10t day of the following month (e.g. October).
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