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English translation  
of the  
Guidelines of the Rectorate for the application for exemptions from teaching duties of the 
artistic-scientific university staff at the University of Music and Performing Arts Graz 
(Decision of the Rectorate of 18 June, 2019, last amended by decision of the Rectorate on 
26.02.2020, valid from 04.03.2020) 
 
***Please note that this is a translation. The German Guidelines of the Rectorate apply and are 

legally binding.*** 
 
§ 1 The scope of application 
These guidelines apply to the artistic-scientific university staff of the University of Music and Performing 
Arts Graz. The person responsible is the Rectorate member in charge of teaching. 
 
 
§ 2 Requirements for approval of exemptions and the consequences in the case of unauthorised absence 
(1) Members of the artistic-scientific university staff are in particular bound to the university campus in 
order to perform their duties in connection with teaching, research, internal arts-based research (abbr. 
EEK) examination and related administrative activities. Classes at the University of Music and Performing 
Arts Graz are regularly held on a weekly basis, and only in exceptional cases and upon application can a 
course in blocks be approved. 
 
(2) In the case of planned absence, a clear distinction must be made between holidays and exemptions - in 
both cases, an application must be made well in advance to the supervisor so that approval is obtained at 
the latest by the time of departure. 
 
(3) In the case of an approved exemption, it must be ensured that the lessons which are cancelled as a 
result are made up for in full either in advance or afterwards. If the approved exemption is due to an 
absence in Europe as part of Erasmus +, it is not necessary to make up for these lessons. 
 
(4) Unauthorised absence shall constitute a breach of official duty and may entail disciplinary action with 
respect to employment law. 
 
 
§ 3 Application for exemption 
(1) In principle, an application for exemption can only be made for research or teaching purposes or for 
artistic performances or for the purpose of arts-based research (abbreviated: EEK) and is needed, if it 
affects the official duties at the University of Music and Performing Arts Graz that require the teacher´s 
presence. 
 
(2) In addition to the obligation to attend classes, university teachers1 shall be required to perform further 
official duties, depending on their job profile: 

- examinations 

                                                      
1 The term “university teacher” refers to the entire scientific and artistic university staff of the University of Music and Performing Arts Graz. In case 
of personnel who are not predominantly active in teaching (senior artists, senior scientists and assistant professors etc.), their presence at the 
University of Music and Performing Arts Graz is always required in order to perform their work (location commitment when performing one´s 
work). The 24-hour rule regarding availability cannot be applied in these cases, but the other provisions of these guidelines can be used 
analogously, in so far as there is a teacher´s entrustment with teaching. 



Studienjahr 2019/2020                    Ausgegeben am 04.03.2020                                     14. Stk. 

 

2 
 

- internal EEK/arts-based research and various artistic projects for the University of Music and Performing 
Arts Graz 

- assessment of scientific / artistic work 

- administrative tasks and 

- participation in evaluations 
 
In order to perform these duties, university teachers must be available to take up their duties at all time, 
even in the lecture-free periods (unless they are on an approved holiday). This duty regulation means that 
they must be available at all times by telephone or e-mail within 24 hours. 
 
(3) Exemptions must be applied for at least two weeks before departure in the E-Work system. In cases of 
particular urgency, § 4 of this guideline shall apply to short-term requests of exemption. 
 
 
§ 4 Short-term exemption request 
(1) In case of urgency and necessary requests for exemption at short notice (e.g. very short-term invitations 
to participate in artistic or scientific activities), it is possible to explain the urgency of this to the Rectorate 
member responsible for teaching by means of an invitation letter or the like. The Rectorate member 
responsible for teaching may approve such an informal application for exemption in advance, provided 
that the conditions for an exemption are met and there are no important reasons against it. If the 
responsible Rectorate member is unavailable, this request for exemption will be forwarded to his/ her 
responsible deputy. 
 
(2) In any case, the letter of approval must be awaited in any case and it is necessary to submit an official 
application for exemption in the E-Work system at the same time, even if it can only be processed 
subsequently. This will make the absence visible in the team calendar. 
 
 
§ 5 Postponement of classes within a period of 7 days 
(1) If, contrary to the original timetable - the class is postponed within a calendar week without affecting 
the continuity of teaching as a result, no application for exemption needs to be submitted if, in addition, 
the university teacher can be reached within 24 hours. In this case it is not a matter of unjustified absence 
from duty. 
(2) “Calendar week” means a period of 7 calendar days, whereby the first day of the postponement is taken 
as the first calendar day for determing the relevant period. 
 
Example 1: A university teacher fulfils part of his / her scheduled teaching load always on Monday and 
Tuesday. He / she is required to attend a concert on Monday and would like to postpone his/ her class from 
Monday to Wednesday of the same calendar week. The students agree and the corresponding rooms are 
free at the institute. 
The postponement is only three calendar days after the originally planned date of the class (Mon, Tue, 
Wed). In principle, the teacher does not have to inform the institute of this postponement, unless the head 
of the institute, as the immediate supervisor, has explicitly ordered something different in individual cases. 
However, to safeguard against a possible dispute, the teacher can voluntarily apply for an exemption for 
Monday in the E-Work system, if this is an additional insurance coverage (e.g. work accident). 
 
Example 2: A university teacher fulfils part of his / her scheduled teaching duties every Thursday and 
Friday. He / she is required to attend a concert on Thursday and would like to bring his/ her class forward 
to Friday of the previous week. The students agree and the corresponding rooms are free at the institute. 
The postponement can take place only within 7 calendar days before the scheduled class date (Thurs, 
Wed, Tue, Mon, Sun, Sat, Fri). In principle, the teacher does not have to inform the institute about this 
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postponement, unless the head of the institute, as the immediate supervisor, has explicitly ordered 
something different in individual cases. In this case, too, he / she can voluntarily apply for an exemption for 
Monday in the E-Work system as a safeguard against a possible dispute, if this is an additional insurance 
coverage (e.g. work accident). 
 
 
 
§ 6 Postponement of classes for a period of more than 7 days 
(1) If classes are postponed by more than 7 calendar days, an application for exemption must be submitted. 
These postponements require the approval of the responsible Rectorate member. 
 
Example 1: A university teacher fulfils part of his / her scheduled teaching duties every Monday and 
Tuesday. She / He is required to attend a concert on Monday and would like to combine that Monday's 
class with the next Monday´s class . The postponement thus exceeds 7 calendar days after the scheduled 
class date (Monday to Monday = 8 days). 
 
Example 2: A university teacher wants to go on a three-week concert tour in Japan during his/ her teaching 
period. As a substitute for the continuity of the classes, broadly diversified as well as larger teaching blocks 
are offered. 
 
(2) In these cases, an application for exemption in the E-Work system must be submitted well in advance. 
 
 
§7 Research activity, artistic activity, arts-based research during periods when there are no classes 
(1) If there is no class or if the attendance is not required within the scope of the official duties above 
mentioned  and the responsible member of the Rectorate can prove the availability described above within 
24 hours by means of a statement by the head of the institute, there is no obligation to submit exemption 
applications. Yet, at specific request of the employee, applications for exemption can nevertheless be 
granted - e.g. for the purpose of securing evidence against social security (e.g. work accident). 
(2) If there is no class missed, but a teacher´s longer absence (e.g. concert tour of several weeks abroad) 
means that his/ her availability for an official claim within 24 hours is no longer guaranteed, an application 
for exemption must be made in the E-Work system. 
 
 
§ 8 Criteria for rejecting exemption requests 
(1) Exemption requests are generally rejected 

• if there are admission examinations during which the applicant has to be present 

• if it cannot be proven that the entire class will be held in advance or after the originally scheduled class 
or essential tasks within the scope of the arts-based research and self-administration of the university 
cannot be performed in full.  

 
(2) Exemption requests can be rejected in particular 

• if they are made in the period of final board examinations 

• if the period is long (e.g. 3 weeks) and is in the period of classes 

• if the exemption is not a contextual part of the university´s arts-based research or one of its other fields 
of research 

• if the teacher´s attendance is significant for the institute or the University of Music and Performing Arts 
Graz as a whole (e.g. if one of the two boxes is NOT ticked by the director of the institute for approval) 
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• if the director of the institute or his/ her deputy does not approve. 
 
 
§ 9 Scheduled teaching period and documentation 
(1) At the beginning of each semester, the university teachers are obliged to announce the days of their 
classes (“timetable“). If there is no possibility of entering this timetable in KUGonline (no regular, mostly 
weekly classes), the timetable must be determined in consultation with the head of the institute. 
(2) Irrespective of this, university teachers must be able to announce their actual teaching times (i.e. in 
particular, also times when classes need to be made up for) upon request of the responsible Rectorate 
member. Such a request is usually only made for specific occasions. 
 
 
§ 10 Income from research and development activities 
(1) Exemptions can be granted with continued payment or loss of remuneration. The Rector decides on 
exemptions of more than one month and exemptions without remuneration. All other exemptions are 
decided by the responsible Rectorate member. Both bodies decide on the basis of employment law 
provisions. These regulations are intended to ensure that the exemption does not result in any financial 
loss or financial advantage for the university teacher. 
(2) In this context, the Rector reserves the right to inquire about the applicant's expected income as a basis 
for the decision to be taken. In agreement with the responsible member of the Rectorate, occasional 
exemptions with loss of remuneration may be granted, if the aforementioned official duties cannot be 
fulfilled in full, but the University of Music and Arts Graz does not suffer any significant disadvantage as a 
result. 
 
 
§ 11 Accidents in the course of the exemption 
From the point of view of the University of Music and Arts Graz, an application for exemption confirms the 
fact that the work performed outside the university is clearly within the scope of the employment 
relationship. The causal context in which an accident is acknowledged during this period can ultimately only 
be answered by the responsible social insurance institution. 
For this purpose, exemption applications for periods of time that are not relevant for the exemption - in 
relation to the compulsory university service (especially Sundays and public holidays) - will also be 
processed. 
 
It is the responsibility of the competent social insurance institution to assess the causal connection 
between an accident that is acknowledged either as an occupational or private accident during an 
exemption period. 
 
 
§ 12 Business trip and travel activity as part of an exemption 
(1) Business trips shall take place exclusively on the express request of the Rector or head of the institute. 
They serve exclusively or at least predominantly for official interests. 
(2) Travel in connection with research activities or in the context of artistic appearances or the arts-based 
research may - as in the above provisions - be part of an exemption. 
 
 
§ 13 Recording of services in the scope of research activities or artistic performances or arts-based 
research 
(1) The University of Music and Performing Arts Graz shall be interested in teachers whose internationally 
active artistic or scientific activities serve as a basis for practice-oriented teaching. Only in this interaction 
can future-oriented education be guaranteed at the University of Music and Performing Arts Graz. 
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Information on these key activities of the teaching staff also serves as an indicator for possible financial 
commitments by the Federal Government. Therefore, a documentation of these activities is very important 
for the University of Music and Performing Arts Graz 
(2) Such services shall be entered independently in the so-called service database (= KUGonline module 
services). 
This recording obligation exists regardless of whether or not an application for exemption was required 
for the research activity or the artistic performances or an arts-based research. 
 
 
§ 14 Exemption relating the obligation to report secondary employment 
(1) A secondary employement is any employment that an employee performs outside his / her employment 
or service relationship. Secondary employment that are pursued on a gainful basis must be reported to the 
university. 
(2) The application for exemption shall include the reporting of a secondary employment, otherwise it must 
be reported separately. 


