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. INTRODUCTION

a. Authority: The Board of Trustees (herein referred to as “Board”) at The American
University of Kurdistan (herein referred to as “AUK” or “University”) is authorized to
establish rules and regulations to govern and operate the University and its programs.

b. Purpose: The purpose of this policy is to provide information on the employee salary
system.

c. Scope: This policy applies to employees who are under AUK employment contract.
1. ROLES AND RESPONSIBILITIES
a. Responsible Executive: Vice President for Administration and Finance

b. Responsible Administrator: HR Director
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salary enhancements will go into effect starting August 1, the beginning of the next fiscal
year.

Other Points
I Employees not meeting the performance expectations will not receive salary
increases;
I Ifthe employee is on leave without pay, then s/he will neither be eligible for
evaluation nor salary increase until s/he resumes their duties; s/he will be eligible in
the next evaluation cycle; and

 Employees will not be informed of any decision regarding salary increases until they
have been approved by all parties.

VI.  PAYMENT OF SALARIES

The OHR informs the Finance Department of the salaries to be paid during the last week of
the month. Finance aims to pay salaries by the end of each month. In the case of delay,
salaries shall be paid a maximum of seven days into the next month.

All salary payments are conducted via direct deposit.
VIl.  POLICY HISTORY
a. Approved by: Board of Trustees

b. Adopted: June 6, 2022
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IX. Appendix

Salary Increase and/or Promotion Request Form

Employee Information

Employee Name:

Current Position Title:

Years of Exp. In this Position:

Current Annual Salary: $

Level of Education:

Requested Information

Reason for Increase (Check one):

Promotion
Salary Increase
Both a Title and Salary Change

Proposed Annual Salary & Title (if
applicable):

%% Change Proposed:

How will this increase be funded?

Justification
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For Promotion requests:
Additional Duties:

Percentage of time spent on these new responsibilities?
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