
Instructor and Researcher Code 
of the Saint Joseph University of Beirut

The French version of the present text was amended by the University Board on June 19, 2024 during its 221st meeting 
(1st version in 2014 and 2nd version in 2020)

Saint Joseph University of Beirut

1875



2

MESSAGE FROM THE RECTOR
The Saint Joseph University of Beirut is excited to share this new edition of the Instructor and 
Researcher Code created by our institution’s relevant offices. The key principles from the second edition 
(September 2020) concerning the rules governing the status of tenured and non-tenured instructors-
researchers remain unchanged, as we have already incorporated international best practices.
The main innovation of this third edition is the introduction of a new status, that of tenured and non-
tenured researchers, which was absent in the earlier versions. This addition addresses two primary 
concerns: first, the presence of researchers in some USJ institutions who focus exclusively on 
research, and second, the desire of certain institutions to employ professionals primarily dedicated to 
scientific research. As with the previous versions (2014 and 2020), the process of diagnosis, evaluation, 
discernment, decision-making, and drafting took months, if not years, to finalize.
I extend my gratitude to the relevant Boards and all team members who took the responsibility of 
formulating, drafting, and reviewing the articles of this new Code, namely Prof. Richard Maroun, Vice-
Rector for Research; Prof. Toufic Rizk, Vice-Rector for Academic Affairs; Prof. Fadi Geara, Vice-Rector 
for Administration; Prof. Nadine Riachi Haddad, Secretary-General; and Prof. Léna Gannagé, Honorary 
Dean of the Faculty of Law and Political Science. 
The following preamble outlines the main elements of the Code and its most important objectives. 
Following the preamble, the first part of the Code outlines the statuses of tenured instructors and 
researchers, while the second part focuses on the statuses of non-tenured instructors and researchers. 
The third part establishes its rules of application in teaching, research, and service, in the calculation of 
work hours and in the weighting of academic activities.
This project has been described as too ambitious, and it is so in the sense that the Saint Joseph University 
of Beirut is itself ambitious in the promotion of its human and intellectual resources, particularly in 
teaching but even more so in scientific research. Among its qualities is placing the instructor in a key 
position in the process of teaching, research, and commitment to the University and its students, while 
also seeking effective ways to promote its commitment to scientific research.

Salim Daccache, SJ,
Rector of the Saint Joseph University of Beirut



3

TABLE OF CONTENTS

INSTRUCTOR AND RESEARCHER CODE

PREAMBLE ....................................................................................................................................... 4

PART ONE – TENURED INSTRUCTORS AND RESEARCHERS..................................................... 6
• Title One – The Status of the Tenured Instructor-Researcher................................................... 6
• Title Two – Status of the Tenured Researcher........................................................................... 8
• Title Three – Common Provisions..............................................................................................10

PART TWO – NON-TENURED INSTRUCTORS AND RESEARCHERS..........................................14
• Title One – The Status of the Non-Tenured Instructor..............................................................14
• Title Two – The Status of the Non-Tenured Researcher........................................................... 15

PART THREE – RULES OF APPLICATION (R.A.)...........................................................................18

A GUIDE FOR INSTRUCTORS, RESEARCHERS AND ADMINISTRATIVE STAFF.......................23

APPENDICES....................................................................................................................................25
• Appendix 1 – Axes and Criteria of Teaching Assessment..........................................................25
• Appendix 2 – Research Activity Assessment Grid.................................................................... 29
• Appendix 3 – Appointment of a Non-tenured Instructor or Researcher................................ 34



4

PREAMBLE

In 2009, upon the request of the Rector, the French Agency for Research and Higher Education 
Evaluation (Agence française d’évaluation de la recherche et de l’enseignement supérieur – AERES) 
submitted its assessment report. It stated that the Saint Joseph University of Beirut suffered from a lack 
of human resources to support its research potential; this is due, in part, to the relatively small number 
of tenured instructors-researchers, the failure to include the research activity in the annual workload of 
tenured instructors, and the lack of definition of priority research areas. AERES made some important 
recommendations at the end of its report: 
1. Clearly define the missions and duties of an instructor-researcher;
2. �Identify the needs and job descriptions and specify the recruitment requirements for instructors-

researchers;
3. Increase the number of tenured instructors with doctoral degrees;
4. Integrate research time into the annual teaching load of instructors-researchers;
5. Establish an Internal Research Activity Assessment System for Instructors-researchers.
In December 2009, the Strategic Board recommended a policy aimed at establishing poles of excellence 
manned by top-tier instructors-researchers. It also emphasized the University’s obligation to take 
decisive action to address the problem described in the AERES report as soon as possible. Following 
this, a detailed survey on the situation of instructors-researchers was developed and submitted to the 
University Board in May 2010 and to the Strategic Board in December 2010. The general guidelines for 
the new Saint Joseph University of Beirut teaching staff statute were developed based on this overview 
and the Recommendation Concerning the Status of Higher-Education Teaching Personnel, adopted by 
the UNESCO General Conference on November 11, 1997. These guidelines were discussed with University 
community members before resulting in a draft of the Code that is both innovative and realistic. This 
project aims, in particular, to meet the following four objectives:
1. �To close gaps in the then-existing statute and find solutions to various issues and difficulties 

encountered during implementation.	
2. To respond to the recommendations of the AERES report.
3. To meet the expectations of the various academic stakeholders.
4. �To comply with the provisions of Law No. 285 of April 30, 2014, on Private Higher Education Institutions 

in Lebanon and Legislative Decree No. 10068 of March 11, 2013, on the Regulation of Doctoral Programs 
in Private Higher Education Institutions in Lebanon, particularly concerning the proportion of tenured 
instructors with doctoral degrees and the importance placed on research.

The Instructor-Researcher Code was then issued in 2014. Its purpose is:
1. �To broaden the University’s horizons and to include it in an international movement supported 

by UNESCO, the Bologna Process, and the European Credit Transfer and Accumulation System 
(ECTS);

2. �To rely on full-time tenured instructors who serve as the foundation of their institution and, 
by extension, the University;

3. �To encourage each tenured instructor to participate in the University’s three missions, namely 
Teaching, Research, and Service, in varying proportions.

This new Instructor Code, which became effective in 2014, contributes to the gradual transformation 
of the University’s teaching staff composition and the modification of the instructor-researcher profile. 
It entails a change in the mechanisms and procedures for managing teaching resources, such as 
recruitment, contract renewal, promotion, and so on, both at the Institutions’ level and the University’s 
central administration.
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Four years after its adoption, following the decision taken by the University Board at its 198th meeting 
on October 24, 2018, the Rector requested that each institution proceed to revisit the Instructor-
Researcher Code while also making appropriate proposals for its amendment.	

In 2020, an amended version of the Code was introduced, taking into account not only the 
recommendations of AERES but also those of the ACQUIN Accreditation Commission which issued the 
certificate of institutional accreditation to the Saint Joseph University of Beirut (April 8, 2019).	

It should be noted in this regard that, to better emphasize its importance and to make it more easily 
accessible, the Instructor Code has been removed from the main text of the “USJ Bylaws” and has become 
an independent two-part instrument: the statutory provisions and the rules for their application. After 
the provisions of the Code, answers to the questions most often raised by its interpretation are provided.

In 2024, the Code was updated to include the researcher, reflecting the University’s strong commitment 
to academic and scientific excellence. This new Instructor and Researcher Code acknowledges the vital 
contributions of the University’s instructors and researchers to advancing research, innovation, and 
knowledge production. Their work enhances the University’s mission, promoting its influence at both 
national and international levels. This Code emphasizes that research is not just an adjunct to teaching 
but is central to the academic vocation. The instructor-researcher thus plays a crucial dual role: imparting 
knowledge while actively contributing to its renewal and expansion. The inclusion of the researcher 
is intended to elevate this role, encourage research initiatives, and establish a structured framework 
for scientific activities, consistent with USJ’s ethical and academic standards. Through this approach, 
the University reaffirms its dedication to fostering a stimulating work environment for its researchers, 
equipping them with the resources and support needed to successfully carry out their projects while 
enriching the educational experience of students.
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PART ONE – TENURED INSTRUCTORS AND RESEARCHERS

TITLE ONE – THE STATUS OF THE TENURED INSTRUCTOR-RESEARCHER

Article 1: Definition
Tenured instructors-researchers are those who make a career of teaching and research at the 
University, at least half-time, in varying proportions. They are the pillars of their institutions: they teach 
courses within a program and provide guidance to students. They carry out regular research activity 
and contribute to the influence and outreach of the University on national and international levels. 
They may be called upon to undertake academic and/or administrative duties. They are also required 
to devote the necessary time each year to their own academic resourcing. Their affiliated institutions 
ensure, as far as possible, that they can take advantage of available opportunities.
They receive a monthly salary according to the current pay scales. 
The duties associated with the performance of these various functions are detailed in the “Rules of 
Application of the Instructor-Researcher Code”, adopted by the University Board and annexed to the 
present Code, and of which they form an integral part.

Article 2: Categories 
Tenured instructors-researchers are practical trainers, lecturers, assistant professors, associate 
professors, and professors.	

Article 3: Application Requirements 
The practical trainer must hold a master’s degree. They must have at least five years of professional 
experience in the field of study. They are hired to carry out or arrange educational tasks such as practical 
work, fieldwork, internships, or other types of practical training.
The lecturer must hold a master’s degree or a degree deemed equivalent by the University’s Equivalence 
Commission. They must be enrolled in a PhD program and have demonstrated their ability to teach and 
conduct research.
The Assistant Professor must hold a PhD or a degree deemed equivalent by the University’s Equivalence 
Commission. They demonstrate their teaching and research skills through publications in indexed peer-
reviewed journals or oral or written communications at scientific events requiring a selection committee. 
They coordinate or participate in international projects and contribute to the international visibility of 
the University.
The Associate Professor must have at least seven years of teaching and research experience as an 
Assistant Professor and must have published in indexed peer-reviewed journals as well as given or 
written communications at scientific events requiring a selection committee. They coordinate or 
participate in international projects and contribute to the international visibility of the University. They 
shall meet the requirements for appointment to this rank as outlined in the present Code adopted by 
the University Board.
The Professor must have at least six years of teaching and research experience as an Associate Professor 
and must have published in indexed peer-reviewed journals as well as given or written communications 
at scientific events requiring a selection committee. They coordinate or participate in international 
projects and contribute to the international visibility of the University.

Article 4: Recruitment Procedure
Tenured instructors-researchers are hired according to the procedure detailed in the “Rules of 
Application of the Instructor-Researcher Code”, adopted by the University Board and annexed to the 
present Code, of which they form an integral part.
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Article 5: Appointment
At the end of the recruitment procedure, the tenured instructors-researchers are appointed by the 
Rector on the recommendation, if necessary, of the concerned Vice-Rectors, based on a proposal from 
the Head of the respective Institution, taking into account the organizational chart of the Institution, 
after receiving approval from the Institution Board.
Any new appointment of a tenured instructor-researcher is made for a period of one year, starting on 
September 1.
The deed of appointment shall specify the academic rank, the full-time or part-time status, expressed in 
percentage of a full-time status, and the payment conditions. 
The deed of appointment, signed in two originals by the Rector and the instructor-researcher, shall be 
deemed a contract. One of the two originals is kept in the instructor-researcher’s file at the Rectorate 
of the University. The other one is given to the instructor-researcher and a photocopy is kept in their 
file at their affiliated institution.

Article 6: Annual Workload 
The annual workload of the tenured instructor is set at 1,720 hours, spanning over 43 weeks. It is 
determined by the Head of the Institution and duly signed by the tenured instructor-researcher. It shall 
be deemed an addendum to the deed of appointment and shall form an integral part thereof.
This addendum must explain the workload allocation model of the person concerned, provided that:  
1. �The allocation model divides the statutory components of a tenured instructor’s annual workload 

into three functions: teaching, research, and service. It considers, on the one hand, the needs of 
the Institution in accordance with its scientific and educational mission, and, on the other hand, the 
instructor’s capacities, skills, and interests. The individual workload allocation model is implemented 
in accordance with the University Board’s weighting parameters, with the work hour serving as the 
measuring unit for determining the ratio of each component of the task that the tenured instructor-
researcher must complete annually;

2. �The typical annual workload of a tenured instructor usually consists of a 50% teaching load, 40% 
research activity, and 10% service as defined in Rules R.A.1 through R.A.5 of the present Code;

3. �The overall volume of the statutory components of the annual workload, expressed in hours of work, 
is specified in the “Rules of Application of the Instructor-Researcher Code” adopted by the University 
Board. These rules also define the parameters of the various components of the annual workload of 
the tenured instructor-researcher in full-time status and, as appropriate, the system applicable to any 
additional activity exceeding the overall annual workload.

Article 7: Activity Report 
Each member of the teaching staff must submit an activity report covering all of their activities (teaching, 
research, and service) within the University for the current contract by March 31 of the year in which 
their contract expires, or of the current academic year in the case of a promotion request. A copy of this 
report is kept in the instructor’s file at their institution. Another copy is kept in their file at the Rectorate. 
The report must be taken into consideration during their assessment.

Article 8: Assessment 
The tenured instructor-researcher is assessed by the Head of the Institution no later than April 30 of the 
current academic year, depending on the case (contract expiry or request for promotion), based on their 
activity report, student assessment of their teachings, and the recommendation of the Institution Board.
The assessment should cover all academic duties performed by the instructor as outlined in the annual 
workload document. Based on the results of this assessment, the instructor will be assigned objectives, if any.
Reports on the results of the assessments and any objectives assigned to the instructor must be 
submitted at the Rectorate, with a copy sent to the instructor’s affiliated institution.	
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Article 9: Promotion 

The promotion of an instructor is motivated by the importance of their academic, scientific and 
professional achievements, as well as by the quality of their research activities, taking into account the 
specificity of their disciplinary field and their career path. 
The University Board establishes the criteria for the promotion of instructors-researchers for each 
institution or group of institutions. Promotion is approved by the Rector after consultation with the 
concerned Institution Board and, if necessary, the recommendation of the concerned Vice-Rectors. 
These criteria take into account the variety and specificity of disciplinary fields.
The University Board also establishes the procedures and modalities for processing promotion requests.
Any promotion of a lecturer to the rank of an assistant professor enters into effect on September 1 
following the completion of the doctorate, subject to positive evaluations of teaching and research 
activities.
An assistant professor or associate professor who meets the requirements for appointment to a higher 
rank as set out in Article 3 of these regulations, as well as the criteria for promotion specific to their 
Institution, and who applies for promotion, shall submit a written request to the Head of their Institution 
no later than January 31 for a promotion that enters into effect on September 1 of that year.
The request for promotion shall be accompanied by any documents the instructor deems appropriate 
to support the request, including:

1. An updated curriculum vitae;
2. �An activity report summarizing the various academic duties performed (teaching and 

research) since their appointment to their current rank;
3. �Any evidence of the quality of their achievements and their academic, scientific and 

professional impact, including recognition within and outside the University.	

Article 10: Professor Emeritus 
A professor Emeritus is a retired instructor who has served the University as a tenured instructor-
researcher for at least ten years and who, at the time of retirement, has attained the rank of professor 
and has made a special contribution to their discipline, profession, society, or the development of the 
University. They may, until the age of 75, carry out teaching and research duties at the University with 
or without compensation.

TITLE TWO – STATUS OF THE TENURED RESEARCHER

Article 11: Definition
Tenured researchers are those who make a career of dedicating the majority of their efforts to research at 
the University. They contribute to the development of knowledge, the creation of new insights, and the 
deepening, dissemination, and valorization of that knowledge. Together with instructors-researchers, 
they form the pillars of their institution, enhancing its reputation through their scientific contributions. 
They engage in their work individually or collaboratively within a research unit at their affiliated 
institution. They may also assume academic and administrative responsibilities. Additionally, they are 
required to dedicate time each year to their own academic renewal, and their institutions strive to 
provide them with opportunities to do so whenever possible. 	
Tenured researchers can fulfill their roles either full-time or part-time, as outlined in the present Code. 
They receive a monthly salary according to the current pay scales. 
The duties associated with the performance of these various functions are detailed in the rules of 
application adopted by the University Board and annexed to the present Code, and of which they form 
an integral part.
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Article 12: Categories of Tenured Researchers
There are two categories of tenured researchers:

- Research fellows
- Research directors

Article 13: Application Requirements 
Research fellows must hold a PhD and have published at least four articles in indexed, peer-reviewed 
journals.
Research directors must hold a PhD and are required to have published at least six articles in indexed, 
peer-reviewed journals, in addition to making a notable contribution to research within their area of 
expertise. Beyond their research activities, they are expected to design and coordinate collaborative 
research projects.
Each institution may set additional requirements for candidates applying for the positions of Research 
fellow or Research Director, including specific qualifications, activities, publications, and scientific 
contributions.	

Article 14: Recruitment Procedure
Tenured researchers are hired according to the procedure detailed in the “Rules of application” adopted 
by the University Board and annexed to the present Code, of which they form an integral part.

Article 15: Appointment
At the end of the recruitment procedure set out in R.A. 6 of the present Code, the tenured researchers 
are appointed by the Rector on the recommendation, if necessary, of the concerned Vice-Rectors.
Any new appointment of a tenured researcher is made for a period of one year, starting on September 1.
The deed of appointment shall specify the researcher’s title, their full-time or part-time status, expressed 
in percentage of a full-time status, and the payment conditions. 
The deed of appointment, signed in two originals by the Rector and the researcher, shall be deemed a 
contract. One of the two originals is kept in the researcher’s file at the Rectorate of the University. The 
other one is given to the researcher and a photocopy is kept in their file at their affiliated institution.

Article 16: Annual Workload 
The annual workload, determined by the Head of the Institution and duly signed by the tenured 
researcher, is included in an addendum to the deed of appointment and forms an integral part of it.
This addendum must clearly outline any adjustments to the researcher’s annual workload according to 
the conditions set out in the rules of application of the present Code (cf. R.A. 4 bis and R.A. 5b).

Article 17: Activity Report 
Each researcher must submit an activity report covering all of their activities within the University by 
March 31 of the year in which their contract expires. A copy of this report is kept in the researcher’s file 
at their institution. Another copy is kept in their file at the Rectorate. The report must be taken into 
consideration during their assessment.

Article 18: Assessment 
The tenured researcher is assessed by the Head of the Institution to which they are affiliated no later than 
April 30 of the year in which their contract expires. This assessment is based on the researcher’s activity 
report, and the recommendation of the Director of the concerned research unit and the Institution 
Board.	
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The assessment should cover all duties performed by the researcher as outlined in the annual workload 
document. In line with the rules of application of the present Code, the assessment particularly 
focuses on the researcher’s scientific output, including the quantity and quality of their publications 
(cf. Appendix II). Based on the results of this assessment, the researcher will be assigned objectives, if 
any. They are recorded in the assessment report.
Reports on the results of the assessments and any objectives assigned to the researcher must be 
submitted at the Rectorate, with a copy sent to the researcher’s affiliated institution.	

Article 19: Promotion
The promotion of a researcher is motivated by the importance of their scientific output, as well as by 
the quality of their research activities, taking into account the specificity of their disciplinary field and 
their career path. 
The criteria for the promotion of researchers must respect the conditions set out in Article 13 of the 
present Code. Additionally, the University Board may enhance these criteria for each institution or 
group of institutions. These criteria take into account the variety and specificity of disciplinary fields.
A researcher who applies for a promotion shall submit a written request to the Head of their Institution 
no later than January 31 for a promotion that enters into effect on September 1 of that year.
The request for promotion shall be accompanied by any documents the researcher deems appropriate 
to support the request, including:
1. An updated curriculum vitae;
2. �An activity report summarizing the various academic duties performed since their appointment to 

their current rank;
3. �Any evidence of the quality and significance of their achievements and publications, including 

recognition within and outside the University.	
The promotion request is approved by the Institution Board after obtaining a favorable opinion from 
the Director of the research unit where the researcher conducts their activities. It is then submitted to 
the Rector for approval after consultations, if necessary, with the concerned Vice-Rectors.

Article 20: Research Director Emeritus 
A Research Director Emeritus is a retired researcher who has served the University as a tenured 
researcher for at least ten years and who, at the time of retirement, has attained the rank of Research 
Director and has made a special contribution to their discipline, profession, society, or the development 
of the University. They may, until the age of 75, carry research duties at the University with or without 
compensation.

TITLE THREE – COMMON PROVISIONS

Article 21: Ethics 
In carrying out their activities, instructors-researchers or researchers are required to comply with the 
ethical requirements inherent to their positions, as well as with the principles of intellectual integrity 
and moral rigor outlined in Article 15 of the Charter of the University. They are also bound to respect 
confidentiality obligations regarding all personal data to which they may have access in the course of 
their teaching, research, or service duties. 
Without prejudice to the right to take legal action, any insulting or defamatory remarks, any act of 
fraud, corruption, plagiarism, or psychological or sexual harassment exposes its author to proceedings 
before the University Disciplinary Board. 
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Article 22: Additional Services 
In exceptional circumstances, the Rector may, based on a justified proposal from the Head of an 
Institution and after consulting the concerned Vice-Rectors, authorize a tenured instructor-researcher 
or researcher to provide additional services to their annual workload as specified in the addendum to 
their deed of appointment. The pay for these additional services must correspond to the hours of a non-
tenured instructor or researcher.
A tenured instructor-researcher or researcher may engage in activities outside the University, so long as 
such activities contribute to the enrichment of their teaching and research and to the outreach of USJ; 
such activities shall in no way interfere with the fulfillment of their obligations or with the reputation 
and interests of the University. 
Engaging in such activities requires the written permission of the Head of the Institution. Such activities 
shall not exceed the equivalent of one workday per week. External activities exceeding this limit will 
automatically result in a change in the employment status from full-time to part-time.

Article 23: Contract Renewal 
The contract is renewed in the same manner as the appointment. It must consider the instructor or 
researcher’s activities as well as the achievement of the objectives assigned.
The contract shall be renewed for three years unless otherwise established based on the assessment 
outlined in Articles 17 and 18 of the present Code. It will enter into effect on September 1.
In the event of non-renewal, either party must provide three months’ notice no later than May 31.
An instructor or researcher whose contract was not renewed on their own initiative and who wishes to 
re-enter the academic tenure is subject to the application procedure once more.

Article 24: Remuneration 
The remuneration of tenured instructors-researchers and researchers is composed of a basic salary and 
an additional allowance, each subject to a scale expressed in “USJ points”, approved by the University 
Board and giving the basic index for the categories of tenured instructors-researchers and researchers. 
Each year, the University Board sets the value of the USJ point. 
The base salary and additional allowance of the tenured instructor-researcher or researcher shall cover 
all obligations included in their annual workload in proportion to their employment status as compared 
to full-time as defined in Articles 6 and 16 of the present Code.

Article 25: Advancement Index 
Tenured instructors-researchers and researchers shall have one advancement index for the base salary 
and another for the additional allowance, each applied to their rank. The University Board determines 
the annual increase in these indexes.
Upon proposal of the Head of their Institution and upon recommendation of the concerned Vice-Rector, 
the Rector may grant an instructor or a researcher a merit increase in these indexes for outstanding 
services provided or extramural honors earned and recognized by the University.
When an instructor or a researcher is promoted to a higher rank, the new base salary and additional 
allowance are calculated based on the values after promotion, plus the amount corresponding to the 
difference in base indexes between the new and former categories. The indices are then recalculated 
in the new category.

Article 26: Allowances and Compensations
The contract of instructors-researchers and researchers is not governed by the Labor Code but by the 
Code of Obligations and Contracts. Tenured instructors-researchers and researchers do not receive 
benefits from the National Social Security Fund; however, the University shall strive to provide them 
with equal benefits.
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End-of-Service Compensations
Upon termination, tenured instructors-researchers and researchers will receive end-of-service 
compensation for base salary calculated on the same basis as the Labor Code, with the understanding 
that only those years of teaching subsequent to their appointment to the tenured instructor-researcher 
or researcher position will be considered.	

Thirteenth Month Salary
The additional allowance entitles the recipient to a thirteenth month salary in lieu of the end-of-
service compensation related to the additional allowance. If they so desire, instructors-researchers 
or researchers may join a University-sponsored savings plan that supplements their end-of-service 
compensation; they contribute the thirteenth month salary to it.	

Transport and Representation Allowances
Tenured instructors-researchers or researchers also receive transport and representation allowances. 
The latter benefits are not included in the calculation of end-of-service compensation. 

Family Allowances 
Tenured instructors-researchers or researchers receive family allowances calculated on the same basis 
as the family allowances allocated to insured persons by the National Social Security Fund.

School Tuition Assistance
Tenured instructors-researchers or researchers with more than one year of seniority may receive school 
tuition assistance for their dependent children, according to the rates of the Civil Servants Cooperative 
and in proportion to their employment status.

Discount on Registration Fees
A 50% tuition discount may be granted to instructors-researchers or researchers who wish to pursue 
degrees at the University. This discount may be increased by 25% at most, depending on the relevance 
of the learning to the instructor or researcher’s field of activity and the needs of the institution to which 
they are affiliated.

Insurance
Instructors-researchers or researchers may subscribe to insurance covering medical and surgical 
expenses incurred in the event of illness, accident, or maternity under the conditions specified by the 
University Board each year. The third-class portion of the premium will be paid by the University for the 
instructor and their dependent family members.
Once retired, and as long as these instructors or researchers are not hired elsewhere, the University 
will continue to pay a portion of their premium, as well as the premiums of their dependent family 
members, based on seniority, for hospitalization only. When the instructor has between 4 and 7 years 
of seniority in the framework, the coverage is 50%; 75% for seniority of more than 7 years but less than 
13 years; and 100% for seniority of 13 years or more.
The spouse of a tenured instructor or researcher who passes away after retirement age but has 
subscribed to the insurance policy may continue to benefit from it only for hospitalization; in this case, 
the spouse will pay the entire premium.

Coverage of Extraordinary Expenses
The Rector may grant tenured instructors-researchers or researchers salary advances to cover 
exceptional and urgent expenses. The amount of such an advance cannot be more than one-third of 
the annual salary. The advance must be repaid within twelve months through payroll deduction. A 4% 
administration fee is also charged.	
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Article 27: Sabbatical Leave
A tenured instructor-researcher or researcher may apply for a sabbatical every seven years provided 
they can demonstrate:
1. at least six years (12 semesters) of seniority in their tenure;
2. �a research, professional, or academic project whose interest justifies a period devoted exclusively to 

its realization;
3. �the approval of the Institution Board, and where applicable, the Director of the concerned research 

unit;
4. �the endorsement of the Executive Board. 
It is not possible to split a sabbatical period into unequal periods or to spread it over several semesters.

Article 28: Retired Instructor-Researcher or Researcher
The retired instructor-researcher or researcher had a career at the University as a tenured instructor-
researcher or researcher. 
The tenured instructor-researcher or researcher retires at the end of the academic year in which they 
reach the age of 65. At that time, they receive their end-of-service compensation. 
Exceptionally, and taking into account the needs of the institution, a tenured instructor-researcher or 
researcher who has reached the age limit may, on the written proposal of the Head of the Institution, 
after the recommendation of the Institution Board, or where applicable, the Director of the research 
unit, and with the approval of the Rector, continue teaching or research activities in the following 
manner:
1. Up to the age of 70, with a reduced tenure of 50%.
2. �From the age of 70 until the age of 75, if justified by the imperative needs of the institution or the 

research unit.  In no case may the tenure exceed 50%.
The instructor or researcher signs a new one-year or one-semester contract with the University. This 
new contract specifies the new organization of the instructor or researcher’s tasks. The renewal and 
continuation of the activity of the retired instructor or researcher remain exceptional and it is the 
responsibility of the institutions to prepare the succession of any tenured instructor-researcher or 
researcher before they reach the age limit.

3. �After age 75, no renewal is possible.

If the instructor or researcher does not have a PhD, renewal is no longer possible after reaching the age 
of 65.
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PART TWO – NON-TENURED INSTRUCTORS AND RESEARCHERS

TITLE ONE – THE STATUS OF THE NON-TENURED INSTRUCTOR 

Article 29: Definition
Non-tenured instructors contribute to teaching or research activities at one or more institutions of the 
University. They are bound to the University by a fixed-term contract and are paid on a fee-for-service 
basis. The maximum number of hours of service they provide does not exceed 125 per semester. They 
are subject to the rules of ethics outlined in Article 21 of the present Code.

Article 30: Categories of Non-Tenured Instructors
Non-tenured instructors are hired by the University for the concerned institution(s) as part-time teaching 
and research staff, associate part-time faculty, or part-time teaching and research auxiliary staff.

Article 31: Category of Part-Time Teaching and Research Staff
It includes instructors, internship supervisors, clinical instructors and clinical professors.
1. �The instructor and internship supervisor undertake teaching or internship supervision duties as 

specified in their contract. Such assignment is made specifically for the following alternative or 
cumulative purposes:	
- �to provide teaching of a frequency or specialty that does not substantiate the appointment of a 

tenured instructor-researcher; 	
- �to benefit from the experience of a practitioner; 
- �to meet ad hoc needs.

Instructors and internship supervisors are hired under the pedagogical responsibility of either the Head 
of the institution in order to assign them a complete teaching or internship supervision activity or a 
tenured instructor-researcher with the aim of having them partially intervene in a teaching or internship 
supervision activity assumed by the aforementioned tenured instructor.
The Head of the Institution, or the concerned instructor-researcher, is responsible for validating their 
course and practical training syllabi, as well as the assessment methods and tools used to assess 
students’ learning and performance. 
The instructor must hold at least a master’s degree in the discipline they will be teaching or hold diplomas 
and titles deemed equivalent by the University’s Equivalence Commission. The internship supervisor 
must have at least a bachelor’s degree in a relevant discipline and at least four years of professional 
experience.
2. �The clinical instructor and the clinical professor are healthcare professionals who are engaged in 

part-time teaching and/or research activities at one or more institutions of the University. The title of 
clinical professor requires a PhD.

Article 32: Category of Associate Part-Time Faculty
It includes visiting instructors and instructors on secondment.
1. �A visiting instructor is a person who, pursuing a teaching or research career outside the University, 

or having previously been an instructor or a researcher in another institution of higher education, or 
possessing special expertise in a given discipline, is hired at the University for a limited period, with or 
without remuneration. When the visiting instructor holds no title, the Rector shall confer one upon 
the recommendation, if any, of the concerned Vice-Rector, by virtue of analogy with the titles in force 
at the University.

2. �An instructor on secondment is an instructor or a researcher employed at another university or 
another teaching or research institution, but who is seconded to an institution of the University. This 
secondment may take the form of a short-term or a fixed-term teaching or research assignment, in 
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addition to their duties at their affiliated university or institution, by virtue of an agreement between 
the University and the institution or organization that pays for their services.

Article 33: Category of Part-Time Teaching and Research Auxiliary Staff
It includes PhD candidates who contribute to the teaching and guidance of students for a maximum of 
half of a tenured instructor’s working hours, under the supervision of the tenured instructor in charge 
of the teaching activity for which they are responsible. Their sessional contracts cannot last more than 
12 semesters (six years).

Article 34: Recruitment and Appointment of Non-Tenured Instructors
1. �When an institution wishes to provide teaching in a specialty that is not part of its educational program, 

a non-tenured instructor must be appointed first among the instructors at one of the University’s 
institutions that offers this specialty as part of its educational program. After notifying the Rector, 
this decision and the resulting increase in the instructor’s workload are made in consultation with the 
Head of the instructor’s affiliated institution.

2. �Otherwise, and in all other cases, a non-tenured instructor is recruited following an interview with a 
jury consisting of the concerned Head of the Institution and at least two tenured instructors of that 
Institution of the highest rank, selected for this purpose by the Institution Board. This interview may be 
followed by any additional procedure provided for in the bylaws of the institution. The candidate’s file, 
together with the minutes of the interview and, if applicable, the results of the additional procedure, 
if any, are forwarded to the Rector in accordance with the recruitment procedure (Procedure for the 
Recruitment of a Non-Tenured Instructor - R.A. 7). The candidate is declared accepted if, within 48 
hours of having received the file, the Rector does not oppose the candidate’s application for justified 
reasons. 

Article 35: Remuneration Procedure
The remuneration of non-tenured instructors is determined in the deed of appointment. 
A statement of the actual performance of non-tenured instructors shall be drawn up at the end of each 
month. 
The total number of paid hours worked by a non-tenured instructor shall not exceed that provided for 
in their deed of appointment. If necessary, the institution shall amend this deed.

Article 36: Assessment and Renewal 
The Head of the Institution assesses each tenured instructor at the end of each semester or year. 
The assessment is based on student assessments of their teachings as well as the Institution Board’s 
recommendation. It is used to determine whether or not an appointment should be renewed. After the 
age of retirement (65), renewal is granted only in exceptional cases and, in no case, after the age of 75.

TITLE TWO – THE STATUS OF THE NON-TENURED RESEARCHER

Article 37: Definition
Non-tenured researchers contribute to research activities within a research unit at one or more 
institutions of the University. They are engaged with the University through fixed-term deeds of 
appointment and are subject to the code of ethics outlined in Article 21 of the present Code.	

Article 38: Categories of Non-Tenured Researchers
There are three categories of non-tenured researchers:
- Research officers
- Contractual PhD candidates
- Postdoctoral researchers
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Article 39: Research Officers
This category includes research assistants and research associates, both recruited by the University 
within the framework of a specific research program or project.	

- �A research assistant is a PhD candidate working under the supervision of a tenured instructor-
researcher or researcher responsible for the concerned program or project.

- �A research associate holds a PhD and collaborates with a tenured instructor-researcher or researcher 
involved in the concerned program or project.

Article 40: Recruitment and Appointment of Research Officers
A research officer is recruited for a specific project following an interview with a jury consisting of the 
concerned Head of the Institution and the Director of the concerned research unit. This interview may 
be followed or preceded by any additional procedure provided for in the bylaws of the institution. 
The candidate’s file, together with the minutes of the interview and, if applicable, the results of the 
additional procedure, if any, are forwarded to the Rector in accordance with the recruitment procedure 
outlined in article R.A. 7 of the present Code. The candidate is declared accepted if, within 48 hours of 
having received the file, the Rector does not oppose the candidate’s application for justified reasons. 

Article 41: Remuneration 
The remuneration of research officers is determined in the deed of appointment. The total number of 
paid hours worked by a research officer shall not exceed that provided for in their deed of appointment. 
If necessary, the institution shall amend this deed.

Article 42: Contractual PhD Candidates 
A contractual PhD candidate is a PhD candidate enrolled at the University under a PhD contract, which 
requires them to dedicate the majority of their time to working on their dissertation. The candidate 
receives a monthly stipend, the amount of which is set by the University Board.
The responsibilities of a contractual PhD candidate may also include supplementary activities, provided 
these are limited not to the impede the steady progress of the dissertation.
Depending on the institution, these supplementary activities may include:
1. �Research activities, limited to a maximum of eight hours per week.
2. �Teaching activities, specifically practical or supervised work, limited to a total of four teaching hours 

per week.
The PhD contract lasts for three years and may be extended for an additional year, provided the PhD 
candidate has received an extension for their enrollment in the PhD program.

Article 43: Procedure for the Awarding of a PhD Contract 
An institution seeking to award a PhD contract must begin by publishing, with the Vice-Rector for 
Administration’s approval, the number of available PhD contracts and the application deadline on its 
website. 
Applications for a PhD contract must include:

- A copy of the candidate’s most recent degree and academic transcript
- The dissertation proposal along with the name of the proposed Research Director
- A curriculum vitae
- A motivation letter

PhD contracts are awarded after candidates are interviewed by a selection committee. This committee 
consists of the Head of the Institution, two professors chosen by the latter in fields related to the 
candidates’ proposed dissertation topics, the Director of the concerned doctoral school, and, if 
necessary, the Director of concerned the research unit.	
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Additional procedures required by the institution’s bylaws may also supplement this selection process. 
After the interviews, the selection committee ranks the candidates, assessing the relevance of each 
dissertation topic, the quality of their academic record, and the quality of their interview. The Head of 
the Institution then prepares a report justifying the allocation of PhD contracts and submits it to the 
Institution Board for approval. Approved applications, along with the interview report and the Board’s 
decision, are then forwarded to the Rector.
The Rector grants final approval to the selected candidates, in accordance with the provisions outlined 
in Article R.A. 7 of the present Code.

Article 44: Renewal of a PhD Contract 
If the institution wishes to renew a PhD contract for an additional year upon its expiration, the Dean or 
Director must submit a renewal request to the Rector. This request must be approved by the Institution 
Board and include justification for the renewal, contingent upon the PhD candidate obtaining an 
extension of their enrollment. The Rector shall render a decision in accordance with the provisions 
outlined in Article R.A. 7 of the present Code.

Article 45: Postdoctoral Researchers 
The Postdoctoral Researcher holds a PhD obtained within the last five years and has developed 
substantial expertise in their research field through scientific output. They are affiliated with the 
University via a postdoctoral contract, which can last for a maximum of two years and may be renewed 
within the limits set by the institution, as long as the total duration does not exceed four years.
Postdoctoral researchers are expected to conduct innovative, cutting-edge research independently. 
They are also expected to publish scientific articles, thereby contributing to the depth of knowledge 
and skill within a research team on a specific subject.
When an institution or research unit intends to assign or renew a postdoctoral contract, the Dean or 
Director submits a request to the Rector. This request must be approved by the Institution Board and 
include a justification for the assignment or renewal. The number of available postdoctoral contracts is 
announced in advance on the institution’s website based on its needs and following the approval of the 
Vice-Rector for Administration.
Postdoctoral contracts are awarded after candidates are interviewed by a selection committee. This 
committee consists of the Head of the concerned institution and the Director of the concerned research 
unit. Additional procedures required by the institution’s bylaws may also supplement this selection 
process. The approved application, along with the interview report and, if necessary, the results of the 
additional procedures are submitted to the Rector in accordance with the provisions of Article R.A. 7 of 
the present Code.
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PART THREE – RULES OF APPLICATION (R.A.)

R.A. 1: Teaching Function 
The teaching function includes teaching in its various forms, including the delivery of courses (lecture-
based teaching or distance teaching), as well as the facilitation or supervision of seminars, workshops, 
supervised work, practical work, laboratory work and other similar work.
It also includes: 

1. �Course preparation, including updating course content and developing innovative teaching methods 
and tools; 

2. �Development of assessment methods for students’ learning achievements; 
3. �Pedagogical support and availability to students, as well as the supervision and guidance of students 

in their academic or creative approaches; 
4. �Supervision of students’ practical training reports (laboratory work, internships, etc.); 
5. Correction and grading of students’ assignments and exams; 
6. �Participation in semestrial and degree juries;
7. �Supervision of master’s theses (when deemed an academic activity by the institution), including 

assistance in the preparation of final projects, and participation in the corresponding juries;
8. Advising of students by means of tutoring and pedagogical advice; 
9. �Teaching activities at other universities is allowed with prior written authorization from the 

institution to which the instructor is affiliated (cf. Article 22 – Additional Services); 
10. �Coordination and participation in international projects that are not necessarily research or 

teaching projects.
11. �For tenured instructors in the Faculties of Medicine and Pharmacy, supervision of residents and 

interns at the University Hospital and affiliated hospitals.
12. �Clinical activities within the University Hospital and affiliated hospitals.

The assessment of the teaching component generally represents a minimum of 40% of the overall 
assessment of the instructor-researcher’s work (cf. Appendix 1).

R.A. 2: Research Function 
Research includes the following activities:
1. Conducting research through:

- �The design, elaboration, and development of innovative research projects aimed at the systematic 
search for new knowledge of a basic or applied nature, within the University’s priority research areas;

- �The implementation and participation in national and international interdisciplinary and inter-
university research projects;

- �Any other structured process of creation, design, execution, dissemination, and valorization that 
contributes to the advancement of Arts, Humanities, and Sciences.

2. Disseminating and promoting research results through publication under various formats:
- �Articles, oral or written communications (in peer-reviewed indexed journals or at scientific events 

requiring a selection committee);
- Books, films, videos, etc.;
- Patent registration;
- Industry and professional expertise, drafting standards and community service;
- Awards from recognized academic or scientific research organizations;
- Invitations to speak at scientific events;
- Facilitation or moderation of sessions, chairing of convention meetings;
- �Participation in the scientific committee of a national or international scientific event or drafting of 

conference proceedings;
- Participation on the editorial board of a national or international journal;
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- �Appointment as a delegate to a national or international learned society or membership in a scientific 
federation, society or think tank;

- �Scientific collaboration or partnership with other academic institutions or researchers.
3. Self-resourcing through:

- �Scientific cooperation stays in international research structures for collaboration and technology 
transfer;

- �Participation in scientific events (study days, colloquia, seminars, etc.) in their field of research with 
a certificate of attendance.

4. Administrative and scientific tasks such as:
- The direction and management of a research structure; 
- �The supervision of master’s theses (for certain institutions of the University), the supervision and 

co-supervision of doctoral dissertations (PhD) and participation in the corresponding juries in 
accordance with the Lebanese law;	

- The delivery of research courses;
- �The role of research delegate of their institution for the Vice-Rectorate for Research and its Board.

5. �Participation in the financing of research projects. An instructor-researcher is called upon to obtain the 
necessary funding or co-financing for their research projects. They must therefore apply to national 
or international funding agencies, to companies interested in their field of research, or respond to 
international calls for projects with guaranteed funding.    

R.A. 3: Service Function
The tenured instructor-researcher or researcher is required to participate in statutory and pedagogical 
meetings and in university boards (pedagogical committees, academic commissions, Executive Board 
and University Board) when called upon to do so, as well as in meetings and ceremonies of the Institution 
to which they are affiliated.
The service function may also include: 
1. Directing, coordinating, and facilitating educational, track, or section programs;
2. Participating in assemblies, designated task forces, commissions or committees;
3. Organizing and participating in meetings of an academic nature;
4. �The tenured instructor may be called upon to serve in an academic leadership capacity, such as Head 

of Department, Director of an Institute/School or Research Center, Vice-Dean, or Dean. In such cases, 
the teaching and research load may exceptionally be reduced, with the written authorization of the 
Rector, since the administrative load will lead to an increase in the number of annual working hours 
required by the professor in question.

The tenured instructor-researcher or researcher also performs services that contribute to the University’s 
outreach, especially those for the benefit of the community. Some of their activities may also include 
the following: 
1. �Participation in the activities and events of scientific, professional, cultural, social or governmental 

organizations, interdisciplinary or discipline-specific, including activities and events organized by the 
various institutions of the University;

2. Participation in juries of granting agencies or competitions;
3. �Management and organization of congresses, colloquia, seminars, symposia, task forces, missions or 

other scientific, artistic, literary or business events;
4. Carrying out assignments for external commitments of the University;
5. �Volunteer work for social agencies and communities coordinated by the University or in line with their 

discipline;
6. Carrying out commissioned work assigned to the University; 
7. Paid service to local and national governments;
8. Consulting;
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9. �International activities: the tenured instructor-researcher is encouraged to submit and/or participate 
in projects under international calls (Capacity Building, Innovative Training, International Expertise 
Directory, etc.).

These activities, along with any professional practice, must be specified in the annual report that every 
tenured instructor-researcher or researcher is required to submit to the Head of their institution.

R.A. 4: The Overall Individual Workload of the Tenured Instructor-Researcher in Working Hours
The annual workload of tenured instructors includes teaching, research, and service, amounting to 
the total annual workload required of the tenured instructor according to their tenure, i.e., for a full-
time tenure, the equivalent of 1,720 work hours per year. The institution and the tenured instructor-
researcher shall ensure that, within the framework of these loads, the time required for participation in 
meetings of the institution and the instructor’s academic, research, and administrative responsibilities, 
as well as for lifelong learning or academic resourcing, is being properly allocated.

R.A. 4 bis: The Overall Individual Workload of the Tenured Researcher in Working Hours
The annual workload of tenured researchers includes research, and service, and exceptionally teaching 
amounting to the total annual workload required of the tenured researcher according to their tenure, 
i.e., for a full-time tenure, the equivalent of 1,720 work hours per year.

R.A. 5: The Weighting of the Activities of the Various Academic Duties
a- Activities of the tenured instructor researcher

The allocation of the tenured instructor-researcher’s workload between teaching, research, and 
service is the purview of the Head of the Institution to which the instructor-researcher is affiliated and 
is based on the needs of the institution and the qualifications of the instructor. 
The following weighting parameters will be considered for this allocation, insofar as possible: 
1. �One hour of lecture counts as four hours of work, except for special provisions for the same course 

taught by the same instructor to several groups.
2. �In allocating the tenured instructor’s annual workload, the Head of the Institution shall ensure, 

insofar as possible, that the following thresholds are met:
- The teaching function is 50% of the total workload, with a minimum threshold of 40%;
- The research function is at a minimum threshold of 40%;
- �The service function is at a minimum threshold of 10%.

Depending on the needs of the institution, these thresholds may be modified in the event that the 
tenured instructor should take on an academic or administrative management responsibility resulting 
in an excess of the annual work hours required of the individual instructor. Significant changes, 
particularly those that result in the elimination of 50% or more of the teaching and research load, 
must be authorized by the Rector.

b- Activities of the tenured researcher
The allocation of the tenured researcher’s workload between research, service, and if necessary, 
teaching is the purview of the Head of the Institution to which the instructor-researcher is affiliated 
in consultation with the Director of the concerned research unit. This allocation is based on the 
institution’s needs and the researcher’s qualifications.
The following weighting parameters will be considered for this allocation, insofar as possible: 
- The research function is between 70 and 90% of the total workload;
- The service function is between 10 and 30% of the total workload;
- The teaching function, assigned exceptionally, may not exceed 10% of the total workload. In such 

cases, research functions and service duties are adjusted within the limits specified above.
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R.A.6: Recruitment of a Tenured Instructor-Researcher or Researcher
1. �In the event of a vacancy arising from the retirement of an instructor-researcher or researcher, 

non-renewal or termination of the contract, resignation or death, the position is not automatically 
renewed.
If the institution wishes to renew this position or establish a new one, the Dean or Director shall 
submit a proposal to the Rector, approved by the Institution Board, and if necessary, the Director of 
the concerned research unit, supporting the establishment of the position or its renewal.

2. �The file sent to the Rector, no later than January 31 for an appointment in September of the same 
year, must include:
- A detailed description of the teaching tasks, research functions and the service activities;
- �A written rationale that justifies, in the opinion of the Institution Board, the upholding or establishment 

of the position;
- �The Institution’s requirements for the candidate’s degree, publications, teaching and research 

experience abroad, age, and relevant experience;
- �An excerpt from the minutes of the Institution Board pertaining to the request to uphold or establish 

the position.
3. �After having had the request reviewed by the concerned Vice-Rectors, the Rector adds the proposal 

to the agenda of the Executive Board, which shall render a decision at the latest, within two months 
of the proposal being submitted to the Rectorate. If the Executive Board agrees to uphold or 
establish a position, the concerned Institution completes the “Call for Applications” form and sends 
it to the concerned Vice-Rector for approval. This call will appear on the University’s website and the 
concerned Institution’s website for at least 30 days. It will also be published in the national press, 
after the approval of the concerned Vice-Rector, and communicated, if necessary, to key partners 
including the professional community and the university network.

4. �The examination of applications, which must be done according to the relevant standard adopted 
by the University, is entrusted by the Head of the Institution to a commission which they preside 
over and whose members they appoint. In addition to a relevant expert from outside the University, 
who may be chosen from among the visiting instructors, this commission consists of the Head of the 
Institution, and if necessary, the Director of the concerned research unit, one or more instructors or 
researchers in the relevant discipline, and the Head of the concerned Department.

First, the commission determines which candidates it deems worthy of consideration. The commission 
then proceeds to interview these candidates. This interview may be supplemented by a course or 
seminar delivery.
The commission shall issue a written report to the Institution Board. This report shall specify, in order 
of preference, the names of the candidates who, in the opinion of the commission, could be hired.
The Institution Board examines the report drawn up by the selection commission and communicates 
its recommendations to the Executive Board of the University, after possibly modifying the order of 
the candidates, or even considering one or more candidates as not suitable. Changes in the choices 
made by the Institution Board can only be made after a hearing with the Head of the Institution.
The Executive Board examines the completed file and makes its decision by May 31 at the latest, for 
an appointment normally taking effect in September of the same year. It may, after hearing the Head 
of the Institution, decide not to approve any of the candidates nominated by the Institution Board. In 
this case, the call for applications is reopened. In the latter case, the relevant institution does not have 
to submit a new request for the upholding or establishment of a position.
The Rector informs the candidate selected by the Executive Board of the decision reached. If accepted, 
the appointment is made per the Bylaws of the University.

5. �In exceptional cases where an institution’s paramount interest so requires, it is the Rector’s 
competence, on the recommendation of the Institution Board, after obtaining the opinion of the 
concerned Vice-Rectors, and under the principles and objectives underlying the current recruitment 
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procedure, to ask the Executive Board to endorse the request for the establishment of a position 
and the recruitment of an instructor-researcher to fill it, without complying with the recruitment 
procedure provided for.	

R.A. 7: Recruitment and Appointment of Non-Tenured Instructors and Researchers
The request for the recruitment of a new non-tenured instructor or researcher must be submitted to 
the Rector before the beginning of each semester (Appendix 3). It will be submitted to the ad hoc 
Commission chaired by the Rector which includes the concerned Vice-Rectors and the Director of Human 
Resources. The Commission forwards its decision to the Rector for validation within the time limit set. 
The Rector shall communicate his decision to the Head of the institution who submitted the request.

Timetable for Non-Tenured Instructor and Researcher Applications

Sem. / Trim. Sending applications 
to the Rector Decision of the Commission Sending contracts

1 July 15 to 31 August 1 to 15 Two weeks after 
the beginning of the 
academic year at the 

latest
2 January 3 to 15 January 16 to 31

Summer May 1 to 7 May 8 to 15 Before the end of May

The Human Resources Office shall draft the tenured instructor or researcher’s deed of appointment 
(cf. Appendix 3); the deed of appointment shall include all the assignments undertaken by the non-
tenured instructor or researcher at different institutions, if any. The Office shall print out two copies of 
the document and send them to the institution to which they are affiliated (if the non-tenured instructor 
or researcher is serving at more than one institution, the document shall be sent to the institution where 
they have the greatest load). The latter will summon the instructor or researcher to sign the two copies 
within 48 hours.
The Head of the Institution shall in turn sign the two originals and submit them to the Rector for signing.
The Human Resources Office grants permission to the Financial Office to proceed with the payment of 
the stamp fee (4‰ of the value of the contract) within three working days of the signature of the Head 
of the Institution or the Rector.
The non-tenured instructor or researcher shall keep one original copy of the deed of appointment 
and the Human Resources Office shall keep the second copy and send a copy to the corresponding 
institution(s).
In the event of a cancellation or increase in the load provided for in the deed of appointment, an 
amendment shall be drafted. Except for this case, the total amount of a non-tenured instructor or 
researcher’s remuneration cannot exceed that outlined in the contract.
The Human Resources Office will not make any transfers unless the non-tenured instructor or researcher 
has received the deed of appointment signed by both parties.

Remarks
- �Tax stamps equivalent to 4‰ of the value of the deed of appointment will be paid by the University 

to the Ministry of Finance upon signing. The corresponding amount will be withheld from the first 
transfer made to the non-tenured instructor.

- �Transfers will be made monthly.



23

A GUIDE FOR INSTRUCTORS, RESEARCHERS AND ADMINISTRATIVE STAFF

1. �How to deal with the case of instructors-researchers who are currently classified as “lecturers”, who 
are not currently working on a PhD and who do not intend to do so? 

The provisions of the new Code apply to this category and these instructors can pursue their careers 
as “lecturers,” without the possibility of being promoted to a higher rank, and with the application of 
the provisions and parameters relating to modulation.
This exception can only apply to instructors hired before the first edition of the Instructor Code (2014) 
took effect.
However, “lecturers” are invited to engage in the process of preparing a PhD in order to meet the 
requirements of the official regulations in force and international standards.

2. �According to the provisions of the new Code, the annual workload of a full-time tenured instructor-
researcher or researcher is equivalent to 40 hours per week over 43 weeks. Is the instructor or 
researcher required to be physically present at the institution or University for 40 hours per week, 
as is the case for administrative staff?

The full-time tenured instructor-researcher or researcher is required to devote to the University’s 
service, on its premises, a workload equivalent to 1,720 hours per year over the 43 weeks of the 
academic year. This workload makes it possible to ensure the three functions of any full-time tenured 
instructor-researcher: teaching, research and service.
This physical presence includes, on the one hand, contact hours with students, dedicated to teaching 
and supervision in all their forms (teaching of the main courses, supervised work, practical work, etc.; 
supervision of internships; supervision of end-of-study projects, master’s theses or PhD dissertations, 
research projects, tutoring, etc.). On the other hand, it is expressed through the time devoted 
to research work in all its forms and to obligations arising from the service. This physical presence 
translates into the availability to students that constitutes the main function of any tenured instructor-
researcher.
Accordingly, the University will take all necessary steps to ensure that the tenured instructors-
researchers or researchers have the material conditions (offices, equipment, etc.) necessary to carry 
out their missions and duties. The commuting that the tenured instructor-researcher or researcher is 
called upon to do, within the framework of their various university duties, is also part of the time that 
they must devote to the service of the University.

3. �Is the supervision of master’s theses and PhD dissertations considered as a teaching or as a research 
activity?

According to the provisions approved by the University Board:
- �The supervision and collaboration in the supervision of master’s theses are part of the teaching 

function. However, in some institutions, this activity is regarded as a research activity. 
- �The supervision of doctoral dissertations and participation in the corresponding juries are part of the 

research function.

4. �Why is a lecture hour worth 4 hours of work when it is delivered once and 2 hours of work when it 
is repeated at the level of one or more groups of students?

Teaching cannot be reduced to the delivery of the course since it is preceded by preparation and 
accompanied by follow-up and correction. The delivery of the course is an essential moment in the 
teaching process, but it is not the only one: its quality depends, to a large extent, on the time and 
effort required both to prepare the course and to extend it. It is true that the repeated lecture is never 
identical to the lecture given to the first group, for many reasons, including the need to adapt it to the 
audience concerned; nevertheless, there is only one preparation, regardless of the number of groups 
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to which it is given, and whether the lecture is given once or repeatedly, it requires the same quality of 
presence and investment on the instructor’s part.
Internationally, it is commonly agreed that the average lecture hour can be accounted for four hours, 
of which 2 are for preparation, 1 for delivery, and 1 for follow-up and corrections.
In light of the above, the University has adopted the suggestion that each hour of repeated lecture be 
counted as 2 hours, including 1 for delivery and 1 for follow-up and corrections.
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APPENDICES 

APPENDIX 1 
AXES AND CRITERIA OF TEACHING ASSESSMENT

[CF. GRIDS G1, G2 & G3]

Assessment axes Criteria/ Indicators Proof Means

Teachings 40%  

Conformity of the syllabus to the requirements 10%

Syllabus and session structure - �Completed v/s planned 
syllabus

- �Completed v/s planned 
assessment methods

- �Regular updates (identified 
additions)

- �Results of student 
assessment

- �Instructor-researcher’s 
activity report

- �Assessment by the 
Academic Supervisor

- �Self-assessment by the 
instructor-researcher’s 
activity report

- Student assessment
- �Assessment by the 

Institution Board

Coordination between content 
and teaching methods

Description of the student 
workload

�Clear statement of the learning 
outcomes of the course

Assessment methods

Teaching coherence and effectiveness 15%

Time management

- �Results of student 
assessment

- �Results of the Academic 
Supervisor’s assessment

- �Instructor-researcher’s 
activity report

- Student assessment.
- �Self-assessment by the 

instructor-researcher’s 
activity report

- �Assessment by the 
Academic Supervisor

- �Assessment by the 
Institution Board

Facilitation of class sessions

Management of student 
workload

- Motivating students
- Supervision and follow-up
- �Development and adaptation 

to the requirements of quality 
teaching

Reliability and validity of the learning outcomes assessment system 15%

- Assessment means 
- Assessment subjects
- �Communication and use of 

assessment results

- �Alignment of the assessment 
with the learning outcomes 
of the course

- �Adequacy of assessment with 
academic requirements

- �Feedback to students 
regarding assessment results

- �Instructor-researcher’s 
activity report

- �Assessment by the 
Academic Supervisor

- �Self-assessment by the 
instructor-researcher’s 
activity report

- �Assessment by the 
Institution Board

Research 40% Cf. Appendix 2 Cf. Appendix 2

Institutional 
Dynamics 20%

Performance

- Institutional commitment
- �Peer relationship and 

collegiality
- Service to society

- �Peer and Academic 
Supervisor assessment results

- �Instructor-researcher’s 
activity report

- �Assessment by peers
- �Assessment by the 

Academic Supervisors
- �Self-assessment by the 

instructor-researcher’s 
activity report

- �Assessment by the 
Institution Board
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ASSESSMENT GRID BY THE STUDENTS (G1)

The suggested rating scale is from 1 to 4 
1= Strongly agree; 2= Somewhat agree; 3= Somewhat disagree; 4= Strongly disagree

The course syllabus and learning outcomes are clear G1Q1
The criteria and knowledge assessment methods are clear G1Q2
The method is interactive and motivating G1Q3
The classroom atmosphere is conducive to learning G1Q4
I am sufficiently assisted and monitored during the learning process G1Q5

The course materials (references, documents, etc.) help me learn G1Q6

Comments
What I appreciated in terms of teaching:

What I would suggest in terms of teaching:
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ASSESSMENT GRID BY THE ACADEMIC SUPERVISORS (G2)
When applying for promotion or contract renewal, this evaluation grid is completed by the Dean or 
Director and the Academic Supervisor (Head of Department, coordinator, etc.) according to the 
institution’s organizational chart, based on the teaching assessment axes and criteria. 

Name and surname of the tenured instructor-researcher: 
Name and surname of the Academic Supervisor: 

The suggested rating scale is from 1 to 4 
1= Strongly agree; 2= Somewhat agree; 3= Somewhat disagree; 4= Strongly disagree

Provides quality teaching for the entire load:               
- Compliant with academic requirements
- Effective in terms of learning outcomes
- Adequate in terms of the assessment system

G2Q1

- Ensures reliable teaching in terms of the assessment system G2Q2
- Ensures quality support for students (pedagogical and methodological)
- Facilitates learning
- Motivates students

G2Q3

Contributes to the development of projects and dynamics within the 
institution G2Q4

Consistently develops teaching skills G2Q5
Comments
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ASSESSMENT GRID BY PEERS (G3)
In the case of a promotion or contract renewal, the Academic Supervisor asks the department or 
program to which the tenured instructor-researcher belongs for feedback on their interpersonal and 
collegial skills. 	

Name and surname of the tenured instructor-researcher:

The suggested rating scale is from 1 to 4 
1= Strongly agree; 2= Somewhat agree; 3= Somewhat disagree; 4= Strongly disagree

The instructor maintains cordial relationships with colleagues G3Q1
The instructor is well known in their field  G3Q2
The instructor actively participates in collegial work G3Q3
Comments
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APPENDIX 2 

The assessment of instructors-researchers and researchers aims to assess the quality and impact of their 
research activities, as well as their contributions to research-based training, knowledge dissemination, 
and technology transfer. This assessment considers the variety of disciplines, themes, methodologies, 
and approaches used in research creation and enhancement. 
This document must be completed by instructors-researchers and researchers as part of their research 
activity assessment for contract renewal, in accordance with Articles 17, 18, and 19 of the USJ Instructor 
and Researcher Code. 
The assessment grid included in the present document serves as a tool for assessing the activities 
and performance of instructors-researchers and researchers within the University’s research units. It 
aims to provide a well-rounded, balanced assessment that recognizes each instructor-researcher and 
researcher’s strengths and weaknesses, achievements and challenges, as well as the opportunities and 
limitations they face.

A- Scientific Output and Quality

1- Quantity and quality of publications in scholarly journals or key reference works

Type of Output Quantity Remarks
Journal article
Conference paper
Conferences and presentations 
(oral presentations, posters, etc.)
Books and book chapters
Literature review
Research data
Software and tools 
Media publications (opinion 
articles, scientific outreach 
articles in newspapers addressed 
to the general public, etc.)
Multimedia resources (videos, 
podcasts, etc.)

2- Peer recognition (citations, invitations, awards, etc.)

Type of recognition Quantity/Value Remarks
Citations
H index
FWCI
Awards and honors
Editorial Board membership
Conference invitations 
Article reviewer
Chairing of conference sessions
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3- Originality and relevance of research questions and methodologies (describe in 150 words)

4- �Contribution to knowledge advancement and innovation within the research field (describe 
in 150 words maximum)

B- Scientific Outreach and Impact
1- �Participation in national and international research projects, networks, or programs (describe 

in 150 words maximum)

2- �Leadership or coordination of research units, themes, or focus areas (describe in 150 words 
maximum)
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3- Transfer of technology, know-how, or knowledge to the socio-economic world

Type of transfer Quantity Remarks
Patent

 Industrial achievement
Spin-offs
Business creation

 Expertise

C- Training and Supervision Through Research

1- Supervision of Master’s students and PhD candidates

 Supervision﻿ Quantity Remark
PhD
Master’s

2- Participation in Dissertation Jurys 

Type of participation Quantity Remarks
Dissertation rapporteur
Dissertation examiner
Jury president

3- �Participation in lifelong education or scientific outreach activities (describe in 100 words maximum)
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D- Integration and Involvement in the Research Unit

1- �Alignment of the research project with the goals and objectives of the unit (describe in 150 words 
maximum)

2- Collaboration and synergy with other members of the institution (describe in 150 words maximum)

3- �Participation in collective activities and governance bodies of the unit (describe in 150 words 
maximum)
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4- Contribution of funds from secured project grants (describe in 150 words maximum)
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APPENDIX 3 

Semester (to be specified) – Academic year (to be specified)

[Mr./Ms. Name Surname]
1- �In view of the needs of [the] [institution], and in application of the Instructor and Researcher 

Code, [Mr./ Ms. Name Surname] is hereby appointed [title] for the [to be specified] semester of the 
academic year [to be specified].

2- The present deed of appointment takes effect on [dd/mm/yyyy] and expires on [dd/mm/yyyy].
3- The anticipated workload for the present deed of appointment is as follows:

a- Teaching load:

A- Teaching Load

Institution Course title Type Hourly load Units Number of 
points Total due (LL)

Total 1

b- Other workloads:
In addition to the teaching load, [Mr./ Ms. Name Surname] may be called upon to perform 
research and service activities according to the following table:	

B- Other workloads (research, advising, etc.)

Institution Other workloads Units Rate per unit/point Total due (LL)

Total 2

4- �Compensation for the hours worked shall be calculated according to the scale approved by the 
University Board.

- The total compensation due for the present deed of appointment is [Total 1 + Total 2].
- �The total number of hours paid may not exceed the number provided in the present deed of appointment. 

The head of the institution shall retain the right to decrease the scheduled workloads depending on the 
circumstances.

Regardless of the circumstances, [Mr./ Ms. Name Surname] shall not be entitled to compensation for the 
reduced workload.
In the event of non-compliance with the terms of the present deed of appointment, the University reserves 
the right to terminate the present deed without any obligation to pay for the hours not performed.
It is agreed that [Mr./ Ms. Name Surname] may not claim any additional benefit or compensation from the 
University other than the remuneration specified in the present deed of appointment.
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5- �Remuneration for hours actually worked will be paid monthly on the basis of slips signed by the head of 
the institution.

6- �The remuneration of [Mr./ Ms. Name Surname] will be transferred to their bank account upon presentation 
of the necessary receipts.

7- �In accordance with the requirements of the Ministry of Finance, income taxes will be deducted directly at 
source.

8- �Stamp fees amounting to 4‰ of the total remuneration, required by the Ministry of Finance, will be 
deducted from the first payment.	

The present deed of appointment is governed by the Instructor and Researcher Code of the Saint Joseph 
University of Beirut that may be amended by the University Board, in accordance with the Lebanese laws 
and decrees that define the rights and obligations of the instructors as well as those of the University.
 
In case of conflict, all rights and obligations arising from the present deed of appointment shall be subject 
exclusively to the jurisdiction of the courts of Beirut.	

By signing the present deed of appointment, [Mr./ Ms. Name Surname] agrees to comply with the Charter 
of the University, the Instructor and Researcher Code and all the bylaws and regulations in force at the 
University, which they may consult at any time on the University website or at the secretariat of their 
institution.	

Executed in duplicate in Beirut, on [dd/mm/yyyy]. 

Read and approved
Name and Surname of the instructor 					     Rector					   
	


