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Dear colleagues, 

 

Congratulations on being employed by Mendel University in Brno and I hope that all your 

expectations related to your new job come true. 

I trust that you will contribute to the university’s growing prestige and to its good reputation through 

your work and attitude. 

Mendel University in Brno wishes to be an acknowledged institution, not only on a national level, 

but also on an international level. A university providing a unique combination of educationally, 

creatively and professionally focused activities. This balanced combination, in connection  

with a wide range of opportunities for practical tuition, will be used to educate high-quality  

and employable graduates. The university wishes to contribute to the general development  

of learning as relevant to society, collaborate with partners, contribute to the bilateral transfer  

of learning between the academic and application spheres and also to be a multi-cultural 

environment, which enables creation of new values forming broader social development  

in the Czech Republic and in the worldwide. 

Please accept some advice, which we would like to provide in order to make your first days  

at the university easier. 

 

Danuše Nerudová  

Rector 
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1 About the university 

Mendel University in Brno (abbreviated MENDELU) was established in 1919, which makes it  

the oldest university of its type in the Czech Republic. The university consists of five faculties  

and one university institute. The entire university is located in Brno, with the only exception being 

the Faculty of Horticulture in Lednice. The university is named after the founder of genetics  

and the discoverer of the basic laws of inheritance - Gregor Johann Mendel. The university has 

changed its name twice since it was established. You can find out more about its history. 

Establishment of an independent university institute called CEITEC MENDELU within the terms  

of the Faculty of Agricultural Sciences meant that the university became part of the Central 

European Institute of Technology inter-university scientific centre of excellence in 2011. At the end 

of 2012 the university was awarded the prestigious ETCS Label and Diploma Supplement Label 

certificates by the European Commission. These certificates confirm that the university’s study 

programmes and examination system comply with the principles of the Bologna Declaration. 

Mendel University in Brno was also awarded the prestigious HR Award in the field of human 

resources by the European Commission in 2018. This certificate increases the overall prestige  

of the university. 

 

University management 

prof. Ing. Danuše Nerudová, Ph.D. 

- Rector 

prof. RNDr. Vojtěch Adam, Ph.D. 

- Vice-rector for Creative Activities 

doc. Ing. Mgr. Jitka Janová, Ph.D. 

- Vicerector for Management of Quality and Human Resources 

prof. Ing. Radim Farana, CSc., FEng. 

- Vice-rector for Educational Activities 

doc. Ing. Martin Klimánek, Ph.D. 

- Vice-rector for Strategy, Development and Special-purpose Activities 

doc. Ing. Martina Lichovníková, Ph.D. 

- Vice-rector for Internationalisation and External Relations 

Ing. Libor Sádlík, DiS. 

- Bursar 

Ing. Jiří Klimeš 

- Director of Controlling 

  

http://mendelu.cz/en/24739-about-us
http://mendelu.cz/en/25170-ceitec
https://eacea.ec.europa.eu/sites/2007-2013/lifelong-learning-programme/ects-and-diploma-supplement-labels_en
http://mendelu.cz/en/29778-hrs4r-hr-award
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Mendel University in Brno 

Registered office:  Zemědělská 1, Brno MENDELU Rectorate: building A 

Correspondence address:  Zemědělská 1665/1, 613 00 Brno, Czech Republic  

Telephone:   +420 545 131 111 

E­mail:    info@mendelu.cz 

Web:    www.mendelu.cz 

Company Reg No.:  62156489 

Tax Reg No.:   CZ62156489 

Data box ID:   85ij9bs 

 

2 Equal treatment, principle of equal opportunities 

Equal treatment of everyone is a firm principle at MENDELU. Everyone has the same opportunity  

for further professional growth, regardless of their race, ethnic origin, nationality, ideology, religion, 

belief, worldview, age, gender, sexual orientation, physical disability, social background or property. 

Each of us has the same starting position as everyone else and the future depends on each of us 

alone. 

At MENDELU, we respect and abide by the rules, both the general ones that accompanying us 

throughout our daily lives, such as the rules of decency, and also the standards stipulated  

by the MENDELU Code of Conduct. The sphere of research is regulated by the Declaration  

on Research Integrity Policy at Mendel University in Brno. 

 

3 Employee care 

Employee care of new and current employees is assured by the Human Resources Management 

Office (Odbor řízení lidských zdrojů). We strive to create working conditions that will assure you 

feel satisfied at MENDELU. 

Human Resources Management Office is consists of: 

 Recruitment Office 

 Personnel Department 

 Welcome Office for Foreign Employees 

 HR Development and Benefits Department 

The department is located on the ground floor of building A. The faculty of Horticulture has its own 

HRMO department, address Valtická 337, 691 44 Lednice, tel.: 519 367 377, e-mail: 

personalni.zf@mendelu.cz. 

We inform you about news from the sphere of employee care at https://orlz.mendelu.cz/en/  

and via the HR Newsletter. You are welcome to subscribe. 

mailto:info@mendelu.cz
file:///C:/Users/ondrackova/AppData/Roaming/Microsoft/Word/www.mendelu.cz
https://is.mendelu.cz/auth/dok_server/slozka.pl?download=236022;id=12342;z=1
https://is.mendelu.cz/auth/dok_server/slozka.pl?download=236024;id=12342;z=1
https://is.mendelu.cz/auth/dok_server/slozka.pl?download=236024;id=12342;z=1
mailto:personalni.zf@mendelu.cz
https://orlz.mendelu.cz/en/
https://orlz.mendelu.cz/en/newsletter-hr
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4 Welcome Office 

The aim of the Welcome Office is to support current and future foreign employees of MENDELU. 

Officers for Foreign Employees are the first point of contact at MENDELU for a new foreign 

employees. The main task is to provide personal assistance and consultations, with settlement  

of all formal requirements for employment of foreign employees at MENDELU and their relocation 

to Brno. Your Officer for Foreign Employees offers guidance to facilitate a smooth start not just  

to you, but also to your family members.  

If you will be working at the Faculty of Horticulture in Lednice, a Personnel Officer of the faculty will 

provide you with all the assistance you require.  

 

4.1 Before arrival 

The Welcome Office helps with application for the type of visa necessary for staying in the Czech 

Republic for you and your family members. Officers for Foreign Employees assist with arrival 

paperwork as well as searching for accommodation or resolving practical matters related to living 

in Brno, as well as many other matters. 

 

4.2 On arrival 

After your arrival we accompany you to the Foreign Police Office and to other relevant authorities 

and institutions and we can also help with insurance and other important matters (the initial medical 

examination for employment at MENDELU, medical facilities, obtaining a driving licence, waste 

collection fee payment and communication with other authorities). 

 

4.3 During your stay 

Officers for Foreign Employees help you communicate with workplaces that do not have  

the required language skills, arrange a tax advisor or Czech language courses. The Welcome Office 

is here to help you and offer you a hand in dealing with various situations in life. 

 

4.4 Before returning to your country 

We assist you with termination of activities - cancellation of the account, cancellation of your lease, 

return of your long-term residence card, deregistration from the register of payers of the waste 

colletion fee, etc. 

 

5 Onboarding 

Before starting your job you will go to our Welcome Office to sign the necessary boarding 

https://orlz.mendelu.cz/en/mendelu-employee-guide
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formalities, such as the Employment contract, Job description, Wage assessment, Declaration  

of pension, Agreement on deductions from wages (meals and refreshment)…  

Your personal data will be handled in accordance with the Principles for the Processing  

of Personal Data at MENDELU. 

 

5.1 Personal questionnaire 

In order to fill this form in correctly and completely please prepare your: citizen’s ID card/passport, 

visa/residence permit, health  insurance card, bank account number to which your wages will be 

sent and also a document confirming the highest level of education you have achieved. You will 

receive all arrival information and documents from your Officer for Foreign Employees in advance.  

 

5.2 Statement of other gainful activities 

Consent to other gainful activities, identical to the scope of activities carried out at MENDELU,  

is granted by the Head of the Workplace, the Dean of the Faculty, the Director or the Bursar. 

 

5.3 Medical examination 

You must undergo a medical examination before you start your job and submit the medical 

examination form on the day you begin at the latest. 

Once you recieve a request form from your Personnel Officer please visit:  

 Entrance medical examination Brno: 

HOUSE MEDICAL, s.r.o.  

Address: Trávníky 10, Brno­Černá Pole, 613 00 

tel. 545 211 556 

Office hours: Monday: 13.00 – 18.00; Tue-Fri: 7.30 – 12.30 

 Entrance medical examination in Lednice (Faculty of Horticulture)  

Once you get a request form from your Personnel Officer please visit: MUDr. Luboš Oliva 

Address: Pekařská 75, Lednice, 691 44 

tel.: 519 340 426,  

MENDELU covers the costs for the entrance medical examination if an employment relationship  

or similar relationship is concluded, as specified in the Collective Agreement. 

 

5.4 Documents that must be submitted 

Submit your employment record from your previous job in the Czech Republic (if applicable) or,  

if registered with the Employment Office in the Czech Republic, information about deregistration 

from the database of job applicants (if applicable). If you receive a pension or are acknowledged  

as a person with disabilities, please submit confirmation of your claim and your classification level 

http://mendelu.cz/en/31388-information-about-personal-data-processing
http://mendelu.cz/en/31388-information-about-personal-data-processing
http://ipm.mendelu.cz/uredni-deska/26550-kolektivni-smlouva
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from the Czech Social Security Office (if applicable). 

 

5.5 Occupational Health and Safety and Fire Prevention 

training  

Every new employee is required to undergo entrance training in Occupational Health and Safety 

and Fire Prevention. This training takes place electronically as an e-learning course. 

 

5.6 Changes to personal data 

If any changes concerning your personal data occur during your employment relationship, you are 

required to inform the Human Resources Management Office of this fact within 8 business days  

at the latest. This concerns your name, surname, marital status, newly born children, permanent  

or temporary (in the Czech Republic) address, visa/residence permit, a new citizen’s ID card  

or passport, different health  insurance company, changes in A1 form, etc. If you do not report  

that you have changed your insurance company you also run the risk of being penalised  

for incorrectly paid health insurance premiums. There is a change notification form available  

on the MENDELU information portal in the Forms and printed materials section. 

 

6 Information technologies (IT) 

The university’s main information system is the University Information System (UIS). The UIS 

consists of a public and non-public section. The public section is available to any user and provides 

key information about MENDELU. The non-public section is only accessible after you log-in  

and offers applications corresponding to the user’s role. This section is called Personal 

Administration. You can go from the university's main website at www.mendelu.cz  

to the university's information system menu by clicking on the University Information System link 

or going direct to systemy.mendelu.cz. 

You can contact IT support at the address helpdesk.mendelu.cz. 

 

6.1 Access to the information system 

A university login (user name), ID (identification number) and access password will automatically 

be generated for you when you are employed. All this data and the instructions for its use will be 

provided to you by your Officer for Foreign Employees. You will also be assigned an e-mail address 

and access to individual accounts will be configured. The aforementioned access data is 

automatically terminated when your employment is terminated. 

 

https://ipm.mendelu.cz/26822-formulare-a-tiskopisy
www.mendelu.cz
http://systemy.mendelu.cz/
systemy.mendelu.cz
http://helpdesk.mendelu.cz/
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6.2 University e-mail (Office 365) 

The basic e-,mail solution for employees is Office 365. Thanks to Office 365 you can integrate your 

mail, share information about your calendar and coordinate meetings, link your calendar to your 

schedule, share files and exchange information by means of a personal website with integrated 

management of individual access, as well as access to your personal mail, calendars, tasks  

and contacts (personal and university) from multiple points and integration with other services (e.g. 

Gmail interface) and also connection of a wide range of mobile devices (tablet, telephone) and data 

synchronisation. 

 

6.3 Wi-Fi network 

The common areas in the buildings are covered by EDUROAM wireless network. Instructions  

for installing WiFi are available on the eduroam.mendelu.cz/en/ website and this website also 

provides information about the wireless networks covering the MENDELU complex, i.e. Faro-free 

and Eduroam. You can also find instructions for connecting the most popular operating systems 

here. You can find more information about the information systems and technologies  

on the Information Technologies Department website. 

 

6.4 Phone line 

A land-line telephone number is assigned to your workplace. Telephone numbers within MENDELU 

have the following form: 545 13* *** (for the Faculty of Horticulture in Lednice: 519 367 ***). Some 

employees have a business mobile phone (allocation is at the discretion of the head  

of the employee's workplace). You can find the list of MENDELU employees with phone numbers 

at https://is.mendelu.cz/lide/. 

 

7 Employee's Card / International Teacher's Card 

(ITIC) 

You must have your photograph taken by the university photographer to have an empleyee's 

/International Teacher's Card issued, and you must have your ID card with you (you can also use 

your own ID card format photographs). This photograph is published in the UIS. 

If you will be working at the Faculty of Horticulture in Lednice send or bring your photograph  

to the Personnel Department in Lednice where they will scan it and send it to Brno for issue  

of a card. The card will be issued to you by the Personnel Officer within approx. a week. The card 

is active the day after it is taken receipt of. 

The employee is provided the following options on the basis of creation of an account and issue  

http://o365.mendelu.cz/
https://eduroam.mendelu.cz/en/
http://oit.mendelu.cz/
https://is.mendelu.cz/lide/
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of a card: 

 use of the meal system – ordering and issuing meals, 

 use of the library system (offers free services concerning loan of books, scripts, magazines), 

 entry onto the university’s premises (depending on your rights), 

 entry into the Botanical Gardens and Arboretum, which is an excellent place for relaxing. 

 

8 MENDELU information portal 

You can find information for students and employees of MENDELU – such as regulations  

and documents, the official notice board, links to the rectorate’s departments and also forms  

and printed materials important for your work at information portal. 

 

9 Attendance, working hours and holiday 

The attendance of MENDELU employees is registered using the Attendance application  

at https://dochazka.mendelu.cz. The application is used not only to record attendance, but also 

to complete holiday request and the related holiday plan for the current year. 

The closed monthly attendance is simply sent electronically for processing, it does not have to be 

printed. 

The working week has (at an FTE of 1.0) 40 working hours. Most employees can work flexible 

working hours with a balancing period of 1 calendar month.  

Inform your manager immediately in the case of absence, such as sick leave, caring for a close 

family member or other important obstacles. 

Academic workers of the university receive 8 weeks of holiday per calendar year. Non-academic 

workers of the faculties, the University Institute, the University-wide Workplace, the Rectorate and 

the Student Hostels and Canteens Administration receive 6 weeks per calendar year. Employees 

of the university farms receive 5 weeks per calendar year. You can find more information  

in the Collective Agreement. 

 

10   Wage matters 

Wages matters are handled by the Wage Department (building A, 2nd floor to the left). If you will 

be working at the Faculty of Horticulture in Lednice documents are submitted to the Personnel 

Officer in Lednice.  

You will arrange the following matters with the Wage Accountant: 

 European Social Security - A1 form (if applicable) 

 Tax payer’s statement 

 Application of tax discounts  

https://ipm.mendelu.cz/26537-uredni-deska
https://dochazka.mendelu.cz/
https://orlz.mendelu.cz/en/working-hours-and-holiday
https://orlz.mendelu.cz/en/working-hours-and-holiday
https://is.mendelu.cz/auth/dok_server/slozka.pl?download=239756;id=117147
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 Statement regarding deductions from salary – execution, debts with/without precedence 

 Confirmation of studies (if applicable) 

 Others - depending on your personal situation 

 

10.1 Remuneration 

The rules for remuneration, i.e. classification in salary classes and levels, for acknowledgement 

and determination of the value of all types of payments, can be found in the Salary Regulation  

and in the current Collective Agreement. Your wage in Czech Crowns (CZK) will be paid to your 

bank account (at a Czech bank if possible) by bank transfer. The university sets the wage and 

remuneration payment dates for each year in an individual regulation. 

 

10.2 Electronic payment slip 

All employees who have the option of accessing the UIS (University Information System) within  

the terms of their employment will receive a PIN from their Personnel Officer/ Officer for Foreign 

Employees, which they will use to view the electronic payment slips. The electronic payment slip 

for the specified calendar month will be available after you log-on to the university information 

system (UIS) in the “Personal management – Payment slips” section, always as of the salary 

payment by bank transfer date. 

 

11   Benefits 

Mendel provides its employees with a number of benefits and strives to create the best possible 

conditions for its employees. 

 

11.1   Catering system 

Every employee with an FTE of 0.5 or more is entitled to lunches subsidised by his/her employer. 

The employee can purchase one subsidised lunch in the canteen every working day, during  

which he/she is not on holiday, on a day-long business trip or on sick leave. The employee must 

identify himself by submitting his card (chip) before taking his/her lunch. 

The ISKAM system can be used to monitor the status of the employee’s meal account  

and the menu for the current week. Every employee must (Rector’s decision 25/2008) conclude  

an Agreement for deductions from his/her salary for the purpose of payment for lunches  

with MENDELU – lunches can only be paid for by bank transfer. The Agreement on deductions 

from wages form is available from the Human Resources Management Office. 

 

 

 

http://is.mendelu.cz/dok_server/slozka.pl?id=82741;download=239754
https://is.mendelu.cz/auth/dok_server/slozka.pl?download=239756;id=117147
https://ipm.mendelu.cz/uredni-deska/28904-opatreni-kvestora
https://ipm.mendelu.cz/uredni-deska/28904-opatreni-kvestora
https://webiskam.mendelu.cz/
https://is.mendelu.cz/auth/dok_server/slozka.pl?id=111569;download=241706
https://is.mendelu.cz/auth/dok_server/slozka.pl?id=111569;download=241706
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11.1.1 Catering system in Brno 

Employees can dine at the: 

 employee canteen in building O in the university complex, Zemědělská 1, 

 student canteen in building X in the university complex, Zemědělská 1, 

 canteen in building Z, av. Generála Píky 7, 

 pizzeria and buffet in building O (on the ground floor) in the university complex, Zemědělská 1, 

 buffet on the ground floor of building Q in the university complex, Zemědělská 1. 

 

11.1.2  Catering system in Lednice 

Lednice canteen in the Faculty of Horticulture complex, Valtická 538, 691 44 Lednice. 

 

11.1.3 Meal Vouchers 

Our university provides our employees with a contribution towards meals using the Ticket 

Restaurant® Card. This card can be used to pay at selected restaurants, retail chains and food 

shops. 

 

The entitlement to a daily contribution towards meals using the card originates to all 

employees of all departments, with the exception of DDHA, UAE Žabčice and UFE ML Křtiny, who 

also meet the following criteria: 

 are employed by the university on the basis of an employment contract, 

 have concluded a contract for a minimum FTE of 0.5 (i.e. at least 20 hours a week), 

 have worked at least 4 hours in one working day, 

 do not have the status of student, 

 have not purchased a subsidized lunch at the university dining hall. 

 

The entitlement to a daily contribution towards meals by means of the card does not 

originate for days: 

 when the employee is on holiday, is caring for a close family member, on maternity or parental 

leave, on a visit  to a physician lasting over four hours, or if another obstacle to work originates 

lasting more than four hours, 

 when the employee also receives a contribution towards a subsided meal at the university 

canteen, 

 when the employee is on a business trip lasting over five hours and is simultaneously entitled 

to a contribution towards meals while on a business trip. 

 

11.2 MultiSport Card 

The MultiSport Card is an employee benefit, with which you can visit various sports and relaxation 

https://orlz.mendelu.cz/en/multisport-card
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facilities throughout the Czech Republic and Slovakia at liberty. You can obtain the card  

at a discounted price not only for yourself, but also for your friends or close family members.  

In most cases it will cover one free entry to selected facilities per day.  

 

11.3 Centre for Sporting Activities (CSA) 

University employees have the opportunity to take part in sports activities organised by the Centre 

of Sports Activities. 

 

11.4 Hrášek university kindergarten 

The Hrášek kindergarten  was established for the purpose of establishing a good work life balance  

for employees. You can enrol children aged between 2 and 7 at any time during the year.  

The kindergarten offers care by qualified teachers, an above-standard approach, individualised 

education and a modern range of educational activities. These focus on environmental education 

and development of IT skills. Children take part in interesting extracurricular activities and prepare 

public performances. There are also three special-interest groups in the kindergarten. 

You can find the conditions for registration along with the price list on the web. 

Address: Kohoutova 11, 613 00 Brno, contact: hrasekms@mendelu.cz, tel. +420 737 513 376 

 

11.5 Education, courses and Counselling Centre 

The Institiut of Lifelong Learning at Mendel University in Brno (ILL MENDELU) assures  

the teaching of accredited degree programmes in the fields of pedagogy, economic-technical 

disciplines, and is also engaged in scientific research activities associated with teaching. As part  

of lifelong learning, ILL MENDELU provides a number of lifelong learning activities such  

as professional, language and special-interest courses and workshops for the professional  

and general public. Selected courses are available at a discounted price for MENDELU students 

and employees. 

ILL MENDELU also provides the professional services of the Counselling Centre – student 

support, career and psychological counselling in Czech and English, free of charge. 

 

11.6 Erasmus 

The Erasmus+ programme focuses on university education and on professional training  

at university level. The programme is intended for students, pedagogues and employees.  

You can obtain all the information you need about mobilities from the International Relations 

Office. 

 

http://csa.mendelu.cz/
http://csa.mendelu.cz/
http://www.hrasekms.cz/
mailto:hrasekms@mendelu.cz
https://icv.mendelu.cz/en/
https://icv.mendelu.cz/en/counselling-centre
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11.7 Contribution towards pension or life insurance 

Employees with permanent residence in the Czech Republic, whose employment relationship has 

lasted without interruption for at least 3 years and whose working hours are equivalent to at least 

FTE 0.5 of the specified weekly working hours are entitled to this contribution. The employer’s 

contribution is CZK 500 per month. You can find more information in Guideline No. 8/2013. 

11.8 Joint events 

Every year, MENDELU organizes a number of events for its employees, students and the public.  

A representative ball, various exhibitions, seminars and conferences are held regularly. We also 

organize numerous sports competitions and events on important occasions. The schedule of events 

can be found in the Events Calendar. 

 

11.9 MENDELU educational and recreational centres 

You can use the MENDELU leisure centres listed below for business meetings or family stays. 

Karlov offers you the opportunity to stay in the picturesque valley of the Jeseník Mountains. It is 

located in the largest tourist and ski resort in Moravia in Karlov pod Pradědem. 

In Křižánky you will stay in the heart of the Žďárské Vrchy Protected Landscape Area  

in the Bohemian-Moravian Highlands. The guesthouse is located near Devět Skal, the highest peak 

in the Žďárské Vrchy mountain range. 

Rybniční zámeček is located on the northern slope of the banks of Prostřední rybník (Middle Pond) 

near Lednice. Traditional exhibitions and events are held here. 

 

12   MENDELU building rules and entering in a vehicle 

You need an employee card with an activated permit to enter the complex in a vehicle. Guideline 

No. 2/2014 Building Rules for the Brno-Černá Pole complex regulates entry of vehicles  

into the complex, operation of motorised vehicles and protection of the university’s property. 

Telephone number for the gatehouse: ext. 5000. 

All permits for driving a vehicle into the complex, including those issued to visitors, are issued  

by the Manager of the Operating Services and Maintenance Department: +420 545 135 061,  

+420 603 445 783. 

For the MENDELU Faculty of Horticulture please refer to the Building Rules for the MENDELU 

Faculty of Horticulture complex in Lednice. 

 

13   Office supplies / Promotional items 

Office supplies can collected at the Central Warehouse of the Economic Department, which is 

http://ipm.mendelu.cz/uredni-deska/26547-smernice
http://mendelu.cz/en/30881-events-calendar
https://rzamecek.mendelu.cz/
https://is.mendelu.cz/auth/dok_server/slozka.pl?id=16025;download=141113
https://is.mendelu.cz/auth/dok_server/slozka.pl?id=16025;download=141113
https://is.mendelu.cz/auth/dok_server/slozka.pl?id=16025;download=141113
http://is.mendelu.cz/dok_server/slozka.pl?id=15166;download=97063
http://is.mendelu.cz/dok_server/slozka.pl?id=15166;download=97063
http://is.mendelu.cz/dok_server/slozka.pl?id=15166;download=97063
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located on the ground floor of building Q. To collect office supplies you must submit  

a signed Request for issue of materials from the central Economics Department warehouse form, 

which you can find on the MENDELU information portal in the Forms and printed materials  

section. 

Office hours, building Q: Tuesday, Wednesday and Thursday 9.00–11.30 a.m. 

Promotional items, gifts and souvenirs with the university logo can be purchased in the Mendel 

Shop. 

 

14   Business trips in the Czech Republic and abroad 

The terms for providing travel compensation are governed by Value of meal contributions, basic 

compensation during use of a private vehicle and fuel prices regulation. The aforementioned 

regulation is periodical and is always published for the new, current year. 

Use the Minor travel order form for domestic business trips. The form for business trips abroad 

can be found at Major travel order. 

In the case of a business trip abroad an eAgenda-Trips abroad (i.e. dispatch proposal) must be 

created in UIS MENDELU, which each individual employee must create personally, because it is 

linked to UIS access data. 

During an approved business trip abroad, the employee is provided with health insurance within 

the terms of an insurance contract with Mendel University in Brno. 

The MENDELU vehicle fleet, which is available to all university sections, can be used for business 

trips. A request for a vehicle is entered in UIS MENDELU - eAgenda – Requests. The request must 

then be approved by your superior. Link at forms. 

 

15   Cash Office 

The Cash Office is used for payment of minor expenses. If you go on a business trip, you can collect 

a deposit and settle the accounts here. 

 Brno: building A, 2nd floor to the right  

Office hours: Mon – Fri 8:00 – 13:00  

Telephone: +420 545 135 022 or +420 545 135 122 

 Lednice: building A (Dean’s Office – Study Department) 

Office hours: according to the office hours of the Study Department. 

 

16   Central Filing Office 

The Filing Office is located in building A, 1st floor, centre. This office assures receipt and makes 

records of documents and also carries out dispatch office activities within the terms of the filing 

http://ipm.mendelu.cz/26822-formulare-a-tiskopisy
https://shop.mendelu.cz/
https://shop.mendelu.cz/
http://ipm.mendelu.cz/uredni-deska/28634-narizeni-rektora
http://ipm.mendelu.cz/uredni-deska/28634-narizeni-rektora
http://ipm.mendelu.cz/uredni-deska/28634-narizeni-rektora
http://ipm.mendelu.cz/formulare-a-tiskopisy/26825-pracovni-cesty
http://ipm.mendelu.cz/formulare-a-tiskopisy/26825-pracovni-cesty
http://ipm.mendelu.cz/formularea-tiskopisy/26825-pracovni-cesty
http://mendelu.cz/25091-provoz-podatelny
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service. 

Electronic address: podatelna@mendelu.cz 

Office hours: Mon - Fri 8 a.m.–11 a.m., 1 p.m. – 3 p.m. 

Telephone: +420 545 135 212 

 

17   MENDELU on web and social networks 

University main page 

Mendel News 

Mendel Green 

Facebook 

Instagram 

LinkedIn 

Twitter 

Students Hostels and Canteen Administration 

University pohotobank 

Moje MENDELU mobile application 

 
 

18   MENDELU management system 

18.1 University management 

Rector 

The rector is the head of the university. According to the legislation of the Czech Republic the rector 

is one of the autonomous bodies of the school, on behalf of which he/she acts and makes decisions. 

The rector is appointed and dismissed by the President of the Republic on the basis of a proposal 

by the academic senate of a public university. The rector’s term of office is four years and the same 

person can be appointed to this position at the same university for a maximum of two consecutive 

terms of office. The rector appoints his/her deputies, vice-rectors who may represent him/her  

to a specific degree. The rector also appoints and dismisses the deans on the basis of a proposal 

by the academic senates of the faculties), the bursar, members of the Science Council  

and the Disciplinary Committee, submits the university’s budget and the annual report  

on management and assessment. The rector acts on behalf of and makes decisions on university 

matters and represents the university during communication with the public. The rector’s office  

is called the rectorate. 

 

Vice-rectors 

The rector appoints vice-rectors as his/her advisors for specific spheres of activities, i.e. educational 

mailto:podatelna@mendelu.cz
http://mendelu.cz/en/
http://ipm.mendelu.cz/mendel-news
https://mendelgreen.mendelu.cz/
https://www.instagram.com/mendelu.cz/?hl=en
https://www.linkedin.com/school/mendelova-univerzita-v-brn%C4%9B/?viewAsMember=true
http://twitter.com/mendelucz
https://skm.mendelu.cz/en/
https://moje.mendelu.cz/
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activities, creative activities, international relations, special purpose facilities, concepts, 

development and IT. 

 

Bursar 

Manages the university’s economic management and internal administration and appears  

on university's behalf in the scope of the authority delegated to him/her by the rector  

and the university’s in-house regulations. The rector appoints and dismisses the bursar. 

 

Director of controlling 

The director of controlling is the rector’s immediate subordinate. This position manages  

the Controlling Department and is responsible for university-wide financial controlling and reporting. 

 

18.2 Rectorate 

Assures activities and administration related to the position of rector, his/her advisory bodies and 

the Science Committee, to academic and social events of a university nature, and also manages 

reservation of the rectorate’s hall and conference rooms and administers university insignia and 

robes. 

 

18.3 Faculty management 

Dean 

The dean is an academic official who acts and makes decisions in relation to faculty matters.  

The dean is appointed and dismissed by the rector on the basis of a proposal by the academic 

senate of the faculty. The term dean’s office is the name for the seat of the faculty management 

headed by the dean. 

 

Vice Dean 

The dean appoints vice-deans as his/her advisors for specific activities. 

 

Secretary 

Governs the management and internal administration of the faculty. Within the terms of the faculty 

this is a similar position to that of bursar within the terms of the university. The secretary is appointed 

and dismissed by the dean. 

 

18.4 Management of the University Institute 

Director of the University Institute 

The director manages the activities of the University Institute. The director of the UI is appointed 

by the rector and acts and makes decisions on behalf of the university in matters concerning  

https://icv.mendelu.cz/vysokoskolsky-ustav/25399-vedeni-vysokoskolskeho-ustavu
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the university institute. 

 

18.5 Student Hostels and Canteen Administration 

The activities of Student Hostels and Canteen Administration are managed by the director  

of the Students Hostels and Canteen Administration. He/she acts and makes decisions on behalf 

of the university in matters related to SHCA and manages the resources learned for its operation.  

 

18.6 Special – purpose facilities 

Director of the University Enterprise 

Manages the activities of the University Enterprise and is appointed by the rector. Acts and makes 

decisions on behalf of the university in all matters concerning the University Enterprise. 

University Agricultural Enterprise Žabčice 

University Forestry Enterprise Masarykův les Křtiny 

 

18.7 University bodies 

You can find more detailed information in the University in-house regulations, particularly  

in the Statute of Mendel University in Brno. 

 

18.7.1 The university’s autonomous academic bodies  

Academic Senate 

Has 32 members and consists of 21 academic workers and 11 students, with 4 academic workers 

and 2 students representing each faculty and 1 academic worker and 1 student from the University 

Institute. Its authority, composition, method of origin and rules of procedure are stipulated  

by the law and the Rules of election and procedure of the Academic Senate. 

 

Rector 

Acts and makes decisions in relation to university matters. The law and the Rules of election  

for election of candidates for rector, which are part of the Rules of election and procedure  

for the Academic Senate, determine the method of appointment and term of office of this position. 

The rector’s deputies for defined areas of the university’s activities are the vice-rectors appointed 

by the rector. The rector determines their jurisdiction from the aspect of time and subject-matter. 

 

Scientific Council 

The Scientific Council consists of important representatives of various fields in which the university 

carries out educational and scientific, research, development and other creative activities.  

Its authority, composition, method of origin and rules of procedure are stipulated by the law  

https://skm.mendelu.cz/en/
https://szp.mendelu.cz/
https://szp.mendelu.cz/
http://www.slpkrtiny.cz/
https://mendelu.cz/24997-vnitrni-predpisy-univerzity
https://mendelu.cz/24997-vnitrni-predpisy-univerzity
http://mendelu.cz/en/25816-body-member?organ=1
http://mendelu.cz/en/25816-body-member?organ=1
http://mendelu.cz/en/25206-university-management#rektor
http://mendelu.cz/en/25816-body-member?organ=46
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and the Rules of procedure of the Scientific Council. 

 

Internal Evaluation Board of Mendel University in Brno  

The Internal Evaluation Board is active in the field of assurance of the quality of educational, 

creative and related activities and internal assessment of the quality of Mendel University in Brno, 

which falls under the university's autonomous jurisdiction. 

 

Disciplinary Committee  

The Disciplinary Committee discusses disciplinary offences by students registered in study 

programmes, which are not organised by the faculty. The Disciplinary Committee submits proposals 

for decisions by the rector. 

 

18.7.2 Other university bodies  

Board of Trustees 

The authority, composition, method of origin and rules of procedure of this body are determined  

by the law and the statute of the Board of Trustees approved by the Ministry of Education, Youth 

and Sports. This is a university body consisting exclusively of external members, which guarantees 

independent decision-making. Members of the Board of Trustees are appointed and dismissed  

by the Minister after discussion with the rector, for a term of office of six years. 

 

Bursar 

The authority and method of appointment of this position is stipulated by the law. 

 

18.7.3 Advisory bodies  

Rector’s collegium 

The rector’s collegium is a permanent advisory body to the rector. Its members are the rector,  

vice-rectors, bursar, deans, the director of the university institute, the chairman of the Academic 

Senate and representatives of the students and the trade unions. 

 

Internal Accreditation Committee at Mendel University in Brno 

The Internal Accreditation Committee is an advisory body to the rector for matters related  

to the process of accreditation of study programmes and accreditation of branches of habilitation 

procedures and procedures to appoint a professor. 

 

Advisory Committee  

Is appointed by the rector who simultaneously decides in regard to this committee’s jurisdiction  

from the aspect of time and subject-matter and who appoints its members. 

https://kvalita.mendelu.cz/en/internal-evaluation-council
https://mendelu.cz/25753?organ=1157
http://mendelu.cz/en/25816-body-member?organ=44
http://mendelu.cz/25753-clenove-univerzitniho-organu?organ=16
http://mendelu.cz/25753-clenove-univerzitniho-organu?organ=121
http://mendelu.cz/25753-clenove-univerzitniho-organu?organ=121
https://mendelu.cz/24996-organy-univerzity
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19   Faculty of AgriSciences - FA MENDELU 

 

 

FA MENDELU is the direct successor of the agricultural division established in 1919 during origin  

of the University of Life Sciences in Brno, which enabled students to study agricultural engineering. 

The faculty trains highly qualified experts in a range of fields of study concerned with the landscape 

issues, production systems and technologies in agriculture, technologies for processing agricultural 

products, waste management and the field of mechanisation. The faculty currently offers a wide 

range of traditional and new study programmes and bachelor’s and master’s study courses, which 

are gradually innovated according to the requirements of the job market. Successful students can 

continue to study in a doctoral study course. 

 

Dean: doc. Ing. Pavel Ryant, Ph.D. 

Address: Zemědělská 1, 613 00 Brno 

tel.: 545 133 001, fax: +420 545 212 044 

e­mail: agro@mendelu.cz, web: www.af.mendelu.cz 

  

mailto:agro@mendelu.cz
http://www.af.mendelu.cz/
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20   Faculty of Business and Economics – FBE 

MENDELU 

 

 

FBE MENDELU offers economic and informatics fields of study in Czech and English. Tuition is 

conceived so that it is easily applicable in practice, which increases the quality of the students  

and their employability on the job market. Life at the faculty usually takes place in the modern  

Q pavilion, which is fully air-conditioned. The lecture halls are equipped with multi-media technology 

and the classrooms offer access to first-class information and communication technologies.  

The Faculty of Business and Economics at Mendel University in Brno is a modern and continuously 

developing faculty, which monitors trends in education and research. The faculty is awarded  

the prize for best economic faculty in Moravia every year. 

FBE graduates find employment in the fields of management, trade, in European institutes,  

in the financial sector, public administration and also as IT managers and information system project 

designers. 

 

Dean: doc. Ing. Pavel Žufan, Ph.D.  

Address: Zemědělská 1, 613 00 Brno 

tel.: 545 132 701, fax: 545 13 27 97 

e-mail: studijni@pef.mendelu.cz web: www.pef.mendelu.cz 

mailto:studijni@pef.mendelu.cz
http://www.pef.mendelu.cz/
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21   Faculty of Forestry and Wood Technology  

at Mendel University in Brno – FFWT MENDELU 

 

FFWT MENDELU is one of the chief institutions from the aspect of university tuition, research, 

development and expert activities in the field of forestry, landscaping, arboristics, wood technology, 

wood processing and use and furniture making in the Czech Republic. Its mission is unrestricted 

educational, science-research, creative and informational activities promoting a relationship 

between the general public and the landscape, the forest, wood and the interior, with emphasis  

on ecological and aesthetic awareness. The goal of tuition at FFWT MENDELU is to train graduates 

in the corresponding professional, cultural, ethical and social quality, so that they are capable  

of resolving conceptual issues and adapting to requirements in practice in a creative manner.  

The Faculty of Forestry and Wood Technology at Mendel University in Brno originated  

from the forestry divison, which was established at the university in 1919. 

 

Dean: prof. Dr. Ing. Libor Jankovský  

Address: Zemědělská 3, 613 00 Brno 

tel.: 545 134 001, fax: 545 212 293 

e­mail: info.ldf@mendelu.cz web: www.ldf.mendelu.cz 

 

mailto:info.ldf@mendelu.czweb
mailto:info.ldf@mendelu.czweb
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22   Faculty of Horiculture – FH MENDELU 

 

FH MENDELU situated in Lednice has trained several generations of engineers and garden 

architects across the entire breadth of the horticultural field. Structured bachelor’s, master’s  

and doctoral study courses, in full-time and part time form, are organised at this faculty. Specially 

equipped structures (greenhouses for sub-tropical and tropical plants, laboratories, cellar 

management, selections of ornamental plants and crops, orchards and vineyards) are available  

for the purpose of tuition, not only within the complex itself, but also at the faculty's science-research 

institute or in the unique chateau park and landscape of the Lednice-Valtice Complex,  

which is considered the most extensive area of designed landscape in Europe and was registered 

as a UNESCO world heritage site in 1996. Students have study rooms, libraries, PC classrooms,  

a herbarium room, greenhouses and selections of plants, an academic garden, thematic gardens 

and other areas available, which are accessible to them by means of student ISIC cards connected 

to the UIS. Students studying at the Faculty of Horticulture may be accommodated  

at the Petr Bezruč Student Hostels and at Zámeček. 

 

Dean: doc. Dr. Ing. Alena Salašová  

Address: Valtická 337, 691 44 Lednice 

tel.: 519 367 220, fax: 519 367 222 

e­mail: info@zf.mendelu.cz, web: www.zf.mendelu.cz

mailto:info@zf.mendelu.cz
http://www.zf.mendelu.cz/
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23   Faculty of Regional Development and International 

Studies - FRDIS MENDELU 

 

 

FRDIS MENDELU was established in 2008 as the newest faculty at Mendel University. The name 

itself indicates that the FRDIS focuses chiefly on regional development, either within  

the scope of the Czech Republic or Europe, or in developing regions of the world. It is essentially 

a multi-disciplinary platform for examining development as an interdisciplinary field. Students can 

choose whether they want to study in Czech or in English, which means that Czech and foreign 

students and teachers meet at the faculty. The faculty’s greatest advantage is that it provides  

the opportunity to go on foreign residencies, during which students acquire practical experience. 

 

Dean: Ing. Jiří Schneider, Ph.D.  

Address: Generála Píky 7, 613 00 Brno 

tel.: 545 136 121, 545 136 112 

e­mail: info.frrms@mendelu.cz, web: www.frrms.mendelu.cz 

  

mailto:info.frrms@mendelu.cz
http://www.frrms.mendelu.cz/
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24   University Institute of Lifelong Learning - ILL 

MENDELU 

 

 

The Institute of Lifelong Learning at Mendel University in Brno focuses on teaching accredited study 

programmes in the field of pedagogics and economic-technical fields and is also engaged  

in science-research activities related to tuition. Within the terms of lifelong learning it organises  

a number of specialist, language and special-interest courses and seminars for interested members  

of the professional and general public. It assures the professional services of the Advisory  

and Vocational Centre for all students of MENDELU – study, career and psychological advice, free 

of charge. It also organises education for seniors in the form of a University of the Third Age. 

The Institute of Lifelong Learning originated in 2003 and has been an independent university 

institute at Mendel University in Brno since 2006. 

 

Director of the university institute: Mgr. Petr Adamec, Ph.D. 

Address: Zemědělská 5 (house E), 613 00 Brno 

tel.: 545 135 234 

e­mail: czv@mendelu.cz, web: www.icv.mendelu.cz  

  

mailto:czv@mendelu.cz
http://www.icv.mendelu.cz/
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25   Department of Scientific and Pedagogical 

Information and Services - DSPIS 

The Department of Scientific and Pedagogical Information and Services (DSPIS)  

is a university-wide institute, which assures information in support of tuition, science and research  

at the university, particularly operation and development of audio-visual and didactic technology, 

the publishing of publications, operation of the library, information centre, study rooms  

and magazine reading room, as well as administration of and access to classic printed  

and electronic sources of information. 

The institute consists of four departments: 

 Audio-visual centre – will create your ID card photo, photographic documentation of organised 

events and fills the photobank. 

 Publishing house – will print posters, your business cards, scripts and other publications. 

 Information centre and Central library 

 Library and study areas located in the cellar of building A at Černá Pole, in building Z  

of the Faculty of Regional Development and International Studies and in building D in Lednice. 

Access to the library and study rooms is free. If you want to borrow a book or magazine  

then you need your employee card for registration, which is free and is automatically extended 

for the duration of your employment relationship. As well as specialist literature, you can also 

borrow books for leisure in the fiction section. Information about all the provided services, 

including the opening hours of the individual study rooms, can be found on the website. 

 

26   Botanical Garden and Arboretum - BGA MENDELU 

The BGA covers the land neighbouring the campus in Brno – Černá Pole and was established  

in 1938. The complex is regularly opened to the public twice a year for exhibition purposes  

– an iris exhibition takes place at the end of May and an exhibition called the Colours of Autumn 

takes place at the end of September. An exhibition of orchids is held once every few years before 

the beginning of spring. 

Entry to the complex is governed by BGA Visitors Rules. Students are provided with access  

to the complex by means of ISIC cards or MENDEL student cards. The complex provides  

a comfortable short-cut from the main complex of buildings to the Faculty of Regional Development 

and International Studies. 

BGA is open Mon – Fri from 6:00 to 20:00 

 

 

https://uvis.mendelu.cz/en/
http://uvis.mendelu.cz/avc-uvod
http://foto.mendelu.cz/
http://uvis.mendelu.cz/vydavatelstvi-uvod
http://uvis.mendelu.cz/icuk-aktuality
http://arboretum.mendelu.cz/en
http://arboretum.mendelu.cz/cz/navstevni_rad
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27   Lednice Gardens 

The Academic Garden in Lednice follows the trends of a contemporary global garden and is 

essentially a unique laboratory of the Faculty of Horticulture MENDELU. It was ceremonially opened 

on September 26th 2011. It is a multidimensional space covering an area of 5,565 m2, in which 

dynamic natural processes take place. The design of this area is based on the impact  

of comprehensive collections of plants – from solitary trees with distinctive patterns of growth, 

through numerous woody plants on the bush and ground coverage level and a unique collection  

of climbing plants, to colourful flowers of all types. Flowers are grown over a total area of 807 m2  

in the garden in various types of beds, which means they become an illustrative study model  

for students and visitors to the garden. 

The Thematic Gardens of the Faculty of Horticulture MENDELU are designed as independent 

functional, spatial and compositional wholes, presenting the results of the experimental, research 

and artistic activities of specialist institutes of the faculty to the general public. They also function 

as an important and very illustrative teaching unit presenting comprehensive specialist topics 

related to the issue of horticulture, horticultural tradition and environmental culture. The Thematic 

Gardens of the FH form a new functional and artistic whole within the terms of the historically 

created Lednice-Valtice complex and continuously follow onto the present-day forms and spirit  

of the cultural heritage and creative traditions of horticultural art and landscape architecture,  

which have formed the garden as a phenomenon of the quality of the life of man and a fundamental 

expression of man’s relationship to nature, the landscape and the home environment, within  

the context of European learning, humanist traditions and culture over a period of many centuries. 

 

28   University Forestry Enterprise Masarykův les 

Křtiny MENDELU (UFE)  

UFE Křtiny has been a special-purpose facility of Mendel University in Brno since 1923.  

It provides a practical facility chiefly for students of study programmes of the Forestry and Wood 

Technology Faculty and creates conditions for addressing pedagogic, research and verification 

tasks. It is also used by the public for recreational purposes. The UFE forest neighbours  

the northern edge of the South Moravian metropolis of Brno and stretches all the way the town  

of Blansko. 

 

29   University Agricultural Enterprise Žabčice – UAE 

Žabčice MENDELU 

UAE Žabčice is a specific agricultural subject in the Czech Republic. It originated in its current form 

http://zf.mendelu.cz/25161-akademicka-zahrada
http://zf.mendelu.cz/28946-labyrint-prirody-a-raj-zahrad
http://www.slpkrtiny.cz/en/
https://szp.mendelu.cz/
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in 2001, when two previously independent university enterprises were merged. Its key mission is 

special-purpose activities, which include practical tuition and practical work by students, assurance 

of scientific-research activities by students when researching their final theses,  

and also research, developmental, demonstration and advisory activities in relation to plant, animal  

and special production. The enterprise is also regularly used by the Veterinary and Pharmaceutical 

University in Brno and a number of specialised secondary schools and vocational schools  

in the South Moravian Region, for practical tuition of students and pupils. 

 

30   Conclusion 

If there is something you did not find in the manual, or you would like to know more about it, do not 

hesitate to ask your supervisor, colleagues or the Human Resources Management Office. 
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31   Map of the complex Černá Pole 

map 

 
 

Explanations: 

A) Rectorate 
B) Faculty of Forestry 
and Wood 
Technology 
C) Faculty of 
AgriSciences 
D) Building of Faculty 
of AgriSciences 
E) ILL MENDELU 
J) Building of Faculty 
of AgriSciences 
M) Building of Faculty 
of AgriSciences 
N) Building of Faculty 
of AgriSciences 
O) Staff Canteen 
P) Building of Faculty 
of Forestry and Wood 
Technology 
Q) Faculty of 
Business and 
Economics 
R) Building of Faculty 
of AgriSciences 
T) Building of Faculty 
of Forestry and Wood 
Technology 
X) Canteen 
Z) Faculty of Regional 
Development and 
International Studies 

 

http://mendelu.cz/25834-mapa-arealu
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Map of the complex of Faculty of Horticulture in Lednice 
map 
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