Work Management for Persons Under the Application of the Discretionary Labor

1.
@ Research Professors and Research Staff have signed an Employment Contract with The Ritsumeikan Trust.

2.

System for Professional Work Engaged in Research

Preface

Therefore, they are considered "Workers" in terms of the law (L abor Standards Act).

(As the Employer, the Trust is required to properly understand and manage everyone's work.)

@ Host Researchers (Supervisors or Project Representatives) must not only manage the progress of the research,

but must also fulfill the role of the person in charge of understanding and managing the work situation, that
is, the "working time manager".

® On the other hand, strictly managing everyone's working hours would inevitably prevent free research

activities. To address this, we at this University have signed a labor-management agreement, introducing the
"Application of the Discretionary Labor System for Professional Work" from April 2013.

E\What is the "Application of the Discretionary Labor System for Professional Work"?
Work to which the Application of the Discretionary Labor System for Professional Work can be applied
is determined in Article 38, Paragraph 3 of the Labor Standards Act.
In the Application of the Discretionary Labor System for Professional Work, decisions regarding the

methods and time allotment for performing work are left to the discretion of the Worker (with some
exceptions, the Employer does not give specific instructions).

Furthermore, working hours shall be deemed as the hours determined in advance in the labor-management
agreement, regardless of the actual hours worked. If the deemed working hours(*) is set at 7.5 hours a day,

even if the worker works 10 hours a day, or only works 4 hours a day, the working hours for that day shall
be deemed as 7.5 hours.

* Deemed working hours in this University
This varies depending on the Employment Contract type, and is 7.5 hours for persons employed full-time
at this University (refer to the labor-management agreement). For those with concurrent employment, this
is determined separately in the Employment Contract. Please check the Employment Contract.

Those under the Application of the Discretionary Labor System for Professional Work
in this University

@® Eminent Research Professors, Research Professors (Ritsumeikan University Work Regulations for Fixed-

Term Research Professors)

@ Visiting Research Professors, Affiliate Research Professors (Ritsumeikan University Work Regulations for

Part-Time Research Professors)

® Senior Researchers, Researchers (Ritsumeikan University Work Regulations for Fixed-Term Research Staff)

* "Part-time research staff" engaged in support and assistance work for research (assistant researchers / research
assistants) are not under the Discretionary Labor System, as they are engaged in various research types and
receive instructions / orders from the researcher and carry out said work.



<Reference> Types of Employment under the Application of the Discretionary Labor System for Professional Work

Work type Research Professors Research Staff
Eminent . - .
Visiting Research Research Affiliate Research Senior
Name Research Researcher
Professor Professor Professor Researcher
Professor
. . Professor / Associate Professor / Senior
Position Professor / Associate Professor . Researcher
Assistant Professor Researcher
. Visiting Professor /
Visiting . .
Professor / Professor / Visiting Associate .
] Professor/ ] Senior
External Name Associate . . Associate Professor / Researcher
Visiting Associate . . Researcher
Professor Professor Visiting Assistant
Professor
Professor
Employment Full-time Concurrent Full-time Concurrent Full-time Full-time
Contract Type employment employment employment employment employment employment

3. Handling of "Hours Engaged in Research” under the Application of the Discretionary
Labor System for Professional Work
€ Working Hours for Those under the Application of the Discretionary Labor System for Professional
Work
Times for starting and ending work shall, in general, be as follows, but shall be decided at the discretion of the
worker depending on the necessity for performing the work.
Eminent Research Professor, Research Professor,

Visiting Research Professor,
Affiliate Research Professor
9 AM or later

5:30 PM or earlier

Senior Researcher, Researcher
9AM
5:30 PM

Starting time

Ending time

€ Specialty of duties - Labor Standards Act (Legal system for managing working hours) and ensuring

"research freedom" -
For the duties known as "research”, the discretion of the said researchers is extremely high, and if working

hours were managed strictly, it could lower performance and interfere with research activities (work).

= Difficulty for the working time manager to understand the working hours
= Unfamiliarity with the working hours management required by the Labor Standards Act
= Introduction of the Application of the Discretionary Labor System for Professional Work

€ Research and Study at One's Own Responsibility by Those under the Application of the Discretionary
Labor System for Professional Work = "Autonomous Research"
Those under this system will not have their own free research activities interfered with.
At this University, separate from research done as work (working hours), the use of this University's facilities
and equipment is allowed at one's own responsibility for performing research and study at one's own

responsibility ("autonomous research™) outside of working hours or on a day-off. (Regarding said usage, it must be
carried out in accordance with this University's prescribed rules and procedures.)



€4 Work Management for Those under the Application of the Discretionary Labor System for

Professional Work

@ Those under this system must make a clear distinction between the research they carry out as work and the
research they carry out as "autonomous research”. If necessary, consult with the working time manager
(Host Researcher) in advance to make adjustments.
In particular, it is necessary to notify / apply to the working time manager (Host Researcher) and receive
permission regarding work outside of the scope of discretion for persons under this system (“'research™ as
work on a day-off or late at night) or "work outside of the University" such as business trips.

@ Of the persons under this system, late-night work™ for Senior Researchers and Researchers is prohibited in

the work regulations. Also, if working on a day-off, the day-off must be substituted on another working day.
Both are measures taken in consideration of health, and the person involved must make sufficient

adjustments with the working time manager (Host Researcher) in advance.
*Late-night work = Working between 10:00 PM and 5:00 AM the following morning

4. Points for Performing Research under the Application of the Discretionary Labor
System for Professional Work
(1) Research Professors and Research Staff are "Workers™ and require appropriate work management.
(2) The working time manager is the Host Researcher.
(3) The working time manager (Host Researcher) must carry out a) to ¢) below in order to understand and
manage the working situation of those under this system. Therefore, those under this system are
responsible for completing fthe procedures in the boxes|

a) Understanding and management of the working situation of those under the system
Create documents such as the "Work Plan Application Form", the "Self-Report of Work Situation”,
"Late-night Work Order (and Application) Form", and receive confirmation / approval from the

working time manager (Host Researcher).

b) Instruction regarding corrections and improvements for the working situation of those under
this system

If the plan requires work on a day-off or late at night, explain the reason and necessity therefore to the
working time manager (Host Researcher) in advance. Furthermore, make adjustments such as taking a
substitute day-off or changing the plan so that late-night work does not occur.

Furthermore, be aware that we have asked the working time manager (Host Researcher) to give
instructions for correction / improvement if it is determined there is a problem from the perspective of
health and welfare, such as one stays in the University (or workplace) for long periods of time, even

for "autonomous research".




5.

¢) Permission and approval for various applications

® Application for work outside the University (including work at home)
(Fill in the "Work Plan Application Form." Additions or changes after submission can be made orally or
via telephone or e-mail.)

@ Application for substitute day-off
(Fill in the "Work Plan Application Form." Additions or changes after submission can be made orally or
via telephone or e-mail.)

® Application of taking an annual paid leave or special leave
(If it interferes with work, an annual paid leave may be changed to another day.)

@ [For Research Professors only] Applications for when working on a day-off or late-night
(In general, this is not permitted. Be sure to consult with the Host Researcher in advance.)

Summary

(1)

@)

*

*

Not all the research you do_is considered "work™.

Research Professors and Research Staff are both "Workers" and "Researchers" at the same time. Therefore,
outside of work, they can perform free research at their own decision and responsibility (*‘autonomous
research™).

The working time manager (Host Researcher) is a partner who carries out appropriate work management
based on the Labor Standards Act who not only has the responsibility to appropriately manage the research
you carry out as "work", but also has the role of ensuring your "autonomous research™ activities.

Even if it is for "autonomous research™ at one's own responsibility, from the perspective of health and
welfare, we must be mindful about coming to work on a day-off or working late at night to perform
research. Be aware that if this kind of situation occurs, the working time manager (Host Researcher) may
give appropriate instruction and assistance.

What is most important for steadily and reliably performing research and appropriately managing work
is that the Research Professors and Research Staff, and the Host Researcher who is the working time
manager, maintain close communication with one another and build a trusting relationship.

Refer to the following "Q&A" as well.



Q1

Updated 2016.3.31
FAQs Q&A

What is the "Application of the Discretionary Labor System for Professional Work"?
What kind of system is the Application of the Discretionary Labor System for Professional Work?

Q2

The Application of the Discretionary Labor System for Professional Work leaves the methods and time
allotment for performing work to the Worker, and regards the amount of time worked as the hours
determined in the labor-management agreement, regardless of the actual working hours.

Work under this system is limited to that which is determined by law. In this University, this system
applies to "work for research related to the humanities, social sciences, or natural sciences".

With the Application of the Discretionary Labor System for Professional Work, the Employer cannot
give any specific instructions to the Worker regarding the procedures or the time allotment of performing
work.

Who is under the Application of the Discretionary Labor System for Professional Work?

Q3

At this University, this system covers Eminent Research Professors, Research Professors, Visiting
Research Professors, Affiliate Research Professors, Senior Researchers, and Researchers engaged

exclusively in research related to the humanities, social sciences, or natural sciences.

How does the Application of the Discretionary Labor System for Professional Work change how | work?

Q4

The methods and the time allotment for performing research work are left to the worker's discretion.
Therefore, working hours is deemed as the time determined in the labor-management agreement
regardless of the actual hours worked (referred to as the "deemed working hours (*)"). In other words,
if the deemed working hours is 7.5 hours, this system deems the hours worked per day as 7.5 hours,
even if you worked 4 hours or 10 hours on one day. Therefore, there is no concept of after-hours work
(overtime). You also do not have to carry out adjustments, for example, working 5 hours tomorrow
because you worked 10 hours today.

* Deemed working hours in this University
This varies depending on the Employment Contract type, and is 7.5 hours for persons employed full-
time at this University (refer to the labor-management agreement). For those with concurrent
employment, this is determined separately in the Employment Contract. Please check the Employment
Contract.

(Reference) @ Labor Standards Act, Article 38, Paragraph 3
@ Labor-management agreement related to Application of the Discretionary Labor
System for Professional Work

| was instructed by my Host Researcher or Project Research Representative to submit a work progress

report or to attend a meeting. Are these kinds of instructions and orders allowed under the Application

1
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Q5

of the Discretionary Labor System for Professional Work?

Even with the Application of the Discretionary Labor System for Professional Work, instructions can
be given regarding matters other than the decision of the methods and the time allotment for performing
work. Specifically, when beginning work, instructions can be given regarding basic matters such as the
purpose, target, and time limit for that work, progress reports can be received midway, and instructions
to change the said basic matter can be made. (Ministry of Labor Notification 149, Dec. 27, 1999)
Furthermore, if one's discretion is maintained regarding the decision of the methods and the time
allotment for performing work on the whole, the Host Researcher can order attendance at meetings or
the like.

Under the Application of the Discretionary Labor System for Professional Work, don't | need to go to

Q6

my workplace?
The Work Regulations state: "persons under this system shall be able to work outside the University to

conduct research. Work outside the University includes work at home, participation in academic
conferences and study groups, investigative activities, and collection of materials, etc." (Research
Professors), and "persons under this system shall be able to work outside the University to conduct
research. Work outside the University includes work at home, investigative activities, and collection of
materials, etc.”. The Discretionary Labor System may be applied to "work™ even in places outside the
work area of the University. When performing "work outside the University", you must perform the
prescribed procedure in advance. (-> Refer to Q16) If you do not engage in work on a work day, the

"deemed working hours" system is not applied. Perform the procedure for a paid leave or the like.

Do | have to follow the starting times and ending times in the Work Regulations?

Q7

With the Application of the Discretionary Labor System for Professional Work, decisions regarding the
methods and the allotment of time for performing work (including decisions on the starting and ending
times) are left to the discretion of the persons under the system, and in general, the Employer shall not
give specific instructions regarding those decisions. Therefore, while the Work Regulations lay out 9
AM to 5:30 PM as the basic work starting time and work ending time, the actual time a person under
the system arrives at and leaves work is left to the person's discretion, with the exception of meetings of

the like mentioned in Q4.

Regarding breaks
How should | take breaks?

The Labor Standards Act lays out taking breaks as follows. Please take breaks during your working
hours on your own, in light of the uniqueness of the Application of the Discretionary Labor System for

Professional Work and in consideration of your work situation.



Working hours Break time

More than 6 hours, up to 8 hours 45 minutes or more

More than 8 hours 60 minutes or more

3. Regarding actual hours worked

Q8 What does the "actual hours worked" on the Self-Report of Work Situation refer to?

A: This refers to hours excluding breaks and time used for one's own research. Therefore, the time from
starting work to finishing work may not match the actual hours worked.

4. About workdays and days offs

Q9 When are workdays and days off?

A: Check the Work Regulations and your Employment Contract regarding workdays and days off. However,

if, due to work circumstances, it is necessary to come to work on a non-workday, and follow the
procedure for substituting a day-off (substitute day-off). Furthermore, if a Senior Researcher or
Researcher is to work on a day-off, a day-off shall be substituted and working on a day-off shall not be

permitted.

Q10 What should I do if | need to work on a day-off, and | cannot substitute a day-off?

A:

First, we will explain about "working on a day-off".

A day-off refers to "a day on which work is not required"” as laid out in the Work Regulations and the
Employment Contract. If you work on "a day on which work is not required"”, this is referred to as
"working on a day-off".

(Here, we omit an explanation regarding "working on a day-off" in terms of the Labor Standards Act.)

Next, we will explain "substituting a day-off".

Substituting a day-off refers to substituting a "day on which work is required (workday)" with a "day on
which work is not required". For example, on a week with 5 workdays from Monday to Friday, if you
switch Sunday and Monday, or on a week with 3 workdays on Monday, Wednesday, and Friday, if you

switch Friday, on which work is required, with Thursday, on which work is not required, the result is as

follows.
Sun. Mon. Thur. Fri.
Normal Day-off Workday Normal Day-off Workday
workday workday (Day on which work is
not required)
After Workday Day-off After Workday Day-off
substitution substitution

For Senior Researchers and Researchers, we do not permit working on a day-off due to considerations

of health and welfare. Therefore, it is necessary to substitute a day-off.

For Eminent Research Professors, Research Professors, Visiting Research Professors, and Affiliate

Research Professor, if it becomes necessary to work on a day on which work is not required and a day-

off cannot be substituted no matter what, then consult with the working time manager, and after the
3
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working time manager consults with the Administration and Student Services, a decision will be made

and instructions will be given.

Q11 I'll participate in an academic conference planned for 5 days, including the weekend. Saturday and

Sunday are free, without any academic conference programs. In this case, how is working on the

weekend handled?

If you spend your stay freely, doing autonomous research, sightseeing, or the like, it is a day-off. If, of
your own discretion, you performed work (such as an on-site investigation or collection of materials), it
will be deemed that work was done, and regardless of the hours work was done, a substitute day-off (1
day) must be taken. This also applies if the Host Researcher gave instructions regarding work and you

performed that work.

Q12 Is there a time limit for taking a substitute day-off?

A:

5.

From the perspective of health management, be sure to take a substitute day-off for the day-off you
worked on. As a general rule, the time limit for taking a substitute day-off shall be within 2 weeks before
or after the day in question, and if that is difficult, it shall be within a maximum of 1 month before or
after the day in question.
Also, when taking a substitute day-off, select *Yes" in the section indicating you are taking leave on the
"Self-Report of Work Situation”, and in the Remarks section, indicate for which day of work this

substitute day-off is for. (Refer to the filled-in example.)

Regarding late-night work (10:00 PM to 5:00 AM the following morning)

Q13 What should I do if | need to work late at night due to unavoidable circumstances?

A:

Late-night work (from 10:00 PM to 5:00 AM the following morning) is handled differently for Research
Professors and Research Staff.

Eminent Research Professors, Research Professors, Visiting Research Professors, Affiliate Research
Professors

As a general rule, late-night work is not permitted from a perspective of health and welfare. However,
if late-night work becomes necessary due to unavoidable circumstances, fill in the necessary items on
the Late-night Work Order (and Application) Form and apply to the working time manager to receive
permission. Also, check the caution notes written on the Late-night Work Order (and Application) Form.
Senior Researchers, Researchers

Late-night work is not permitted from a perspective of health and welfare.

Furthermore, both Research Professors and Research Staff may perform autonomous research late at
night without permission. However, they are required to do so at their own responsibility, keeping their
health in mind.

Q14 In order to receive documents from a researcher invited from overseas to an international symposium, |

have to work late at night due to the time difference. | have to prepare the documents to be distributed

4
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6.

before the symposium is held, but | was told | cannot work late at night. What should | do?

Late-night work is not permitted for Senior Researchers or Researchers due to health considerations. If
you have a plan that involves late-night work, give an explanation to the Host Researcher in advance,
and make adjustments so that late-night work is not required.

[Reference] Ritsumeikan University Work Regulations for Fixed-Term Research Staff, Article 19

About accidents during work

Q15 Is there insurance for when an accident occurs during work, such as an experiment?

A:

7.

In the event of an accident during work, such as an experiment (including on a day-off or late at night),
the response varies depending on if Industrial Accident Compensation Insurance (worker's accident
insurance) is applied or not. Industrial accidents include employment injuries and commuting injuries.
Employment injuries refers to those accidents or injuries suffered during work (while performing work)
carried out as work (due to work).

However, regarding "autonomous research”, this University permits the use of University facilities and
equipment and has the duty to take measures to ensure safety for all the users. In light of that, worker's
accident insurance is not applied, but we shall respond to each individual case. Also, it may not be
applied for accidents that occur while returning home after "autonomous research™ depending on the

situation. Please consult with the relevant office.

Regarding business trips (work outside the University)

Q16 Is there any procedure required in advance when going on a business trip?

A:

Regardless of whether research funds will be spent or not, an application and decision procedure is
required in advance for business trips in Japan and overseas. As soon as the business and schedule for
the business trip is decided, create the prescribed "Travel Requisition Form" and attach the related
documents, then receive approval from the Host Researcher. After that, submit it to the Research Office.
* For Research Staff, please use the one For Senior Researcher / Research form.

In general, please refrain from business trips to regions with an Overseas Danger level of 1 or 2.

Also, if paying travel expenses for this business trip using research funds, after completing the business
trip, submit the prescribed "Domestic/Overseas Travel Report (Expense Report)" and documents that
verify the validity of the business trip (copies of academic conference participation certificates,
academic conference programs distributed on that day, receipts for participation, receipts for expenses
at the destination, etc.). Based thereon, the University will disburse the funds. For details, see p. 42 of

the "Guidelines for Research Fund Spending".

Q17 What cases fall under the title of "business trip" on the "Work Plan Application Form" and "Self-Report

A:

of Work Situation"?

In general, if you are leaving to go to a location other than your work location, write "Business trip". It
is considered a business trip even if, for example, a person whose working place is Kinugasa Campus

goes to Kyoto University for an investigation. However, the amount of transportation expenses, daily

5
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allowance, and accommodation expenses vary depending on the distance to the destination of the

business trip, etc. For details, see p. 42 of the "Guidelines for Research Fund Spending"”.

Q18 I'm going on a business trip that includes a weekend or national holiday. How is working handled?

A: O [Cases where you work on-site on a Saturday / Sunday / national holiday]

Regardless of the amount of time, the time spent working is counted as working hours. You will need
to take a substitute day-off for the number of days you engaged in work.

[Cases where you do not work on-site on a Saturday / Sunday / national holiday]

If you do not work and spend your day freely, such as engaging in autonomous research or
sightseeing, it is a day-off. A substitute day-off is not necessary.

[Cases where you do not work, but travel on a Saturday / Sunday / national holiday]

On a day-off where you do not work and only travel (travel on a day-off), as you are not performing
work (actually working), it is not considered working hours. A substitute day-off is not necessary
(because this is not day-off work).

However, for overseas business trips with a flight time over 4 hours (this does not apply to business
trips within Japan), this University shall grant a substitute day-off (1 day) in light of the fatigue and
burden from traveling overseas.

[Cases where you work while traveling on a Saturday / Sunday / national holiday]

If you engage in work while traveling, either by instruction from the Host Researcher or at your own
discretion, regardless of the amount of time, it is considered work. You will need to take a substitute

day-off.

Q19 What kind of cases are considered work on a business trip's travel day?

A:

In the following cases, it shall be deemed that "work was done" during travel (days) of a business trip.
® You do work before or after traveling
@ You are transporting items, such as documents or instruments, as work.

® You could not act freely during the said travel, such as due to instructions, order, etc.

Q20 Is worker's accident insurance applied for travel on a day-off during a business trip (not working, only

traveling)?

A: On a day-off when you are not working and only traveling, or if you suffer an accident or injury, in

general, worker's accident insurance is applied, though it does depend on the situation.

Q21 The overseas business trip is for 14 days, and due to the nature of the work, | cannot take a day-off

A:

during the business trip. What should | do?

In terms of health management, it is ideal to take 1 day-off per week. However, there could be cases
where, due to the nature of the work, days off cannot be taken. In that case, designate substitute days off

before or after the business trip in advance, and be sure to take 4 days off per 4 weeks.

_10_



8. Regarding leaves
Q22 Besides the annual paid leave (hereinafter, "paid leave™), are there any other leaves? Also, when taking

a leave, what procedures are necessary?

A: In addition to paid leave, this University provides the Special Leave system. For details, refer to the
Work Regulations and the "List of Applications related to Work (Various Leave Systems, Etc.)".
Furthermore, when taking a leave, use the prescribed forms to carry out the procedure in advance. You

can download the prescribed forms from the Division of Research’'s homepage.

023 This will be my second year of employment. | heard | can carry paid leave over only to the next fiscal

year. How many days can | take?

A: Paid leave you did not take can be carried over only to the next fiscal year.

Example: A person employed as a Senior Researcher took 7 paid leave days in their first year.

O First year of employment: 10 days given - 7 days taken = 3 days carried over
2%
O Second year of employment: 11 days given + 3 days carried over = 14 days

*14 paid leave days are given at the start of the second year, including the days carried over from the previous fiscal year.

<Reference> "Ritsumeikan University Work Regulations for Fixed-Term Research Staff" Appendix 1

Years of continuous 1st 2nd 3rd 4th 5th 6th Tth year
service year year year year year year and after
Days of leave given 10 11 12 14 16 18 20

For the number of paid leaves days given, refer to "Ritsumeikan University Work Regulations for Fixed-
Term Research Professors”, the "Ritsumeikan University Work Regulations for Part-Time Research
Professors”, the "Ritsumeikan University Work Regulations for Fixed-Term Research Staff", as well as

the Division of Research's homepage. You can also ask the Research Office to confirm.

Q24 Can | take a half-day of paid leave?

A: You cannot take a half-day of paid leave. You must take a full paid leave day.

Q25 | have to take paid leave due to a complicated issue. Do | have to reveal to the Host Researcher the

reason I'm taking paid leave?

A: You do not need to explain the reason you're taking paid leave to the Host Researcher. You also do not

need to write the reason you're taking paid leave on the "Self-Report of Work Situation™.

_11_



9. Regarding the Work Plan Application Form and Self-Report of Work Situation
026 How should I submit the work plan and work result to the working time manager?

A: The following two documents make up the basics.
@ At the end of each month, use the "Work Plan Application Form" to submit your work plan for the
following month.
@ At the beginning of each month, use the "Self-Report of Work Situation" to submit the work result

for the previous month.

* Because we use the "Self-Report of Work Situation™ to understand the work situation, such as monthly
working hours, please note the following points when filling in your hours.
® This is to understand the "situation of your working hours"”, and hours spent carrying out
"autonomous research™ are not included.
@ You do not have to write information for days other than the workdays determined in the Work
Regulations and the Employment Contract.

® For part-time lecturers and the like, you do not have to write in information for time other than work

In addition to the "Work Plan Application Form" and "Self-Report of Work Situation™, there are matters that
require a procedure using the prescribed form. In such cases, download the form from the Division of

Research's homepage to carry out the procedure.

Q27 What should I do if | want to revise a "Work Plan Application Form" or "Self-Report of Work Situation"

after submitting it?

A: If performing a revision, draw two lines over the revised section, stamp the revision seal thereon, write

the correct contents, then submit the document to the working time manager.

Q28 Why is it that, even though under the Application of the Discretionary Labor System for Professional

Work the Worker determines the working hours at their own discretion, | still have to submit a "Work

Plan Application Form' and "Self-Report of Work Situation'?

A: The Application of the Discretionary Labor System for Professional Work is applied to work where it is
necessary to leave deciding the methods and time allotment for performing work mostly to the Worker
due to the nature of the work. However, when time allotment is left to the Worker's discretion, it could
lead to "working too much". For this reason, the Ordinance for Enforcement of the Labor Standards Act
lists "a method for understanding the working hours of a Worker engaged in applicable work, and
specific measures for ensuring the health and welfare to be implemented based on the understood
working hours" among the items that should be determined in the labor-management agreement.
Therefore, we at this University have you submit the "Work Plan Application Form" and the "Self-
Report of Work Situation" so that we can understand your actual working situation and help ensure your
health and welfare as necessary.

[Reference] @ Labor Standards Act, Article 38, Paragraph 3

8
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@ Labor-management agreement related to Application of the Discretionary Labor

System for Professional Work

029 I'm going on a business trip to present my research and participate in a working session at an academic

conference held overseas, planned for 9 days from April 4 (Fri.) to April 12 (Sat.), including a weekend.
How should | fill in the "Work Plan Application Form" and "Self-Report of Work Situation"?

April 4 (Fri.): Travel day
April 5 (Sat.): Research presentation
April 6 (Sun.): Free activities (Autonomous research, sightseeing)

April 7 (Mon.) to April 11 (Fri.):  Participation in academic conference
April 12 (Sat.): Travel day

A: [Work Plan Application Form]

Davof the Plan for work outside the University Work content of the work
Day v?//eek (Business trip, work at home, etc.) outside the University/ Remarks
Plan to take leave / substitute day-off, etc. exceptional work, etc.
4 Fri. Business trip Travel day Kansai Airport - Singapore
5 Sat. Business trip XXXX academic conference |Singapore
6 Sun
7 Mon. Business trip XXXX academic conference |Singapore
12 Sat. Business trip Travel day Singapore > Kansai Airport

*Specify substitute days off for April 5th and 12th.

[Self-Report of Work Situation]

Remarks
Day Day of the ﬁme for Tl.me for Actual time Taking leave (Please inQicate the location where work was done, such as for a business trip or
week starting work | ending work worked (Other than a day-off)y | work outside the workplace, as well as the content of the work done on a day-off
and when the substitute day-off shall be taken, etc.)

4 Fri. 10:00 18:00 8:00 Business trip, travel day, 7-hour flight

5 Sat. 9:00 16:00 6:00 Business trip, XXXX academic conference

6 Sun.

7 Mon. 10:00 15:00 4:00 Business trip, XXXX academic conference
27 [ Tsan [ Cimoo 2100 | “&oo | T T T “|BUsiness trip, travel day, 7-hour fight i

* Be sure to take substitute days off for April 5th and 12th.
As a general rule, the time limit for taking a substitute day-off shall be within 2 weeks before or after the
day in question, and if that is difficult, it shall be within a maximum of 1 month before or after the day in

guestion.

10. Miscellaneous
Q30 I'm employed by research funds outside of the University, and | must report my work situation using the

said organization's form. Do | have to submit the "Self-Report of Work Situation™ as well?

A: Only submit the form of the organization that submits the funds outside of the University.
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031 When | concentrate on my work, | work for long hours, and am uneasy about my health.

A:  We use the "Self-Report of Work Situation” to understand and check the work situation to ensure the
health and welfare of applicable persons under this system.
Furthermore, in addition to holding periodic "health checks", we also provide a system where persons
under this system can receive health guidance from an industrial doctor as necessary. Based on the
working situation and health situation we understand from these measures, the working time supervisor
and the division in charge will take the appropriate measures.

Q32 Is there a service desk that | can consult or make complaints regarding the Application of the

Discretionary Labor System for Professional Work?

A: If you have any questions or complaints regarding the Application of the Discretionary Labor System
for Professional Work, working hours, or other issues, please contact the service desk below.
BAdministrative Manager of the Office of Payroll and Employee Benefits (Suzaku Campus)
TEL: 075-813-8150
(Open 9:30 to 11:30 AM and 1:00 to 5:00 PM, excluding Saturdays, Sundays,
national holidays, and University holidays)
FAX: 075-813-8255

10
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Guidance for Research Organization Faculty and Staff Members, FY2017
(Division of Research)
Specific Practices in the Application of the Discretionary Labor System for
Professional Work

1. Preface
@ "Labor-management agreement in the Application of the Discretionary Labor System for Professional

Work" <Excerpt>

(Principles and workplace rules of the Application of the Discretionary Labor System for Professional
Work)

Article 2:  Regarding those persons under the Discretionary Labor System, the Trust (Note: The
Ritsumeikan Trust) shall leave decisions regarding time allotment and the method for
performing work to the discretion of the person, and shall not give specific instructions.
However, this limitation shall not apply to instructions regarding workplace rules or

workplace order.

* The "Application of the Discretionary Labor System for Professional Work™ only applies to "work"

(laborn)!
Therefore, keep the following points in mind regarding understanding the work situation. described
later.

@ Clarify the "work" described in the Employment Contract, and thoroughly differentiate between
"work" and "autonomous research".
(Naturally, there are no limits on the time or location for "autonomous research".)

@ In regards particularly to Senior Researchers and Researchers, we understand the plan for the
following month's work using the "Work Plan Application Form". You must create a work plan so

that you do not work excessively.
® Senior Researchers and Researchers should understand that late-night work and work on days off

other than a substitute day off are forbidden and should focus on systematically performing work.
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2. Purpose for understanding work situation

@ "Labor-management agreement in the Application of the Discretionary Labor System for Professional
Work" <Excerpt>

(Duty to ensure health and welfare)

Acrticle 10: Regarding the implementation of Application of the Discretionary Labor System for
Professional Work, the Trust must strive to ensure the health and welfare of persons under
the Discretionary Labor System.

2  The Trust, in addition to holding periodic health checks, shall offer medical advice from an

industrial doctor as necessary.

3 The Trust and the person shall negotiate in good faith as necessary regarding the appropriateness of

deemed working hours and the appropriateness of the work load on the person under the
Discretionary Labor System.

4 In the event any problem arises regarding the health and welfare of person under the Discretionary

Labor System, the Trust and the person shall negotiate in good faith to solve said problem.
(1) Response to the "duty to ensure health and welfare"
1) Clarification of "measures to ensure health and welfare"

—> It is necessary to understand the work situation of the workers under the System
* "Work situation”: Refers not only to the working hours, but also includes days off and leaves
2) Method for understanding the working situation of the workers under the System
® Understanding through the work-related forms (described later)
@ Understanding through the special leave-related forms (described later)

(2) Response for appropriate wage payment
@ Late-night work: Research Professors can apply to the working time manager in advance to
receive permission. In this case, a "late-night allowance" must be paid, so the number of hours
worked late at night must be understood.

*Late-night work for Senior Researchers and Researchers is not permitted in any case.

3. Work and days off / leaves laid out in the Work Regulations, and their procedures
(1) Work and days off / leaves laid out in the Work Regulations
Ritsumeikan University Work Regulations for Fixed-Term Research Professors / Ritsumeikan
University Work Regulations for Part-Time Research Professors
Ritsumeikan University Work Regulations for Fixed-Term Research Staff

(2) Flow of procedures for work and days off / leaves

® "Work Procedure Flow in the 'Application of the Discretionary Labor System
for Professional Work™ [Document A]
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(3) Work-related forms
O "XX/2017, Work Plan Application Form"
(for Eminent Research Professors, Research Professors, Senior Researchers, and Researchers)
@ "XX/2017 Work Plan Application Form"
(For Visiting Research Professors and Affiliate Research Professors)
® "XX/2017 Self-Report of Work Situation™
(for Eminent Research Professors, Research Professors, Senior Researchers, and Researchers)
@ "XX/2017 Self-Report of Work Situation™
(For Visiting Research Professors and Affiliate Research Professors)
® "XX/2017 Late-night Work Order (and Application) Form"

(4) Days off / leaves-related forms
O "List of Applications related to Work (Various Leave Systems, Etc.)"
@ "Application for Special Leave"
® "Absence Notice"

[Document B]

[Document C]

[Document D]

[Document E]

[Document F]

[Document G]
[Document H]
[Document 1]

@ "Application for Hospital Visits, Reduction of Burden of Commuting, Childcare, Nursing Care"
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URL http://www.ritsumei.ac.jp/research/member/researcher appointment/ra02/english.html/

R i i Ko 2 W 2288

AREEERT rREEOFETE | DTAEQEE B Bte

ﬁﬂ%ﬁffvﬁﬁ cZBA ZEREHHER

Hi—f > HESER-TA > BEfEERFETEE > Discretionary Labor System for Professional Work

HREER - BA

[Discretionary Labor System for Professional Work]

I Documents for Discretionary Labor System for Professional Work

Document Download

= L B =.

w2017
AEQH [For Eminent Research Professor/Research Professor/
Senior Researcher/Researcher]
Work Plan Application Form &] Sample T8
Self-Report of Work Situation &7 Sample TH
m2017
[For visiting Research Professor/Affiliate Research Professor]
Work Plan Application Form & sample T
Self-Report of Work Situation & Sample T8
m2016

[For Eminent Research Professor/Research Professor/
Senior Researcher/Researcher]

Self-Report of Work Situation Mar &

m2016
[For Visiting Research Professor/Affiliate Research Professor]

Self-Report of Work Situation Mar &

® List of Applications related to Work (Various | eave Systems, Etc.) T

® Annual Paid Vacation [For Eminent Research Professor/Research Professor] @]

@ Annual Paid Vacation [For Visiting Research Professor/Affiliate Research Professor] @]

® Annual Paid Vacation [For Senior Researcher/Researcher] @]

® Application for Special Leave (Japanese version only) ]

@ Application for Hospital Visits, Reduction of Burden of Commuting, Childcare, Nursing Care
{Japanese version only) E]

Employment rules and regulations salary list

Employment Regulations Concerning
Classification classification Work Regulations Salaries
Eminent
5 Research 3 o
Fixed-term ; . Regulations Concerning
Professor work Regulations for Fixed-term 3 ;
Research Salaries of Fixed-term
Research Professors 1
Professors Research Professors T
Research
Professor
Visiting
Research
Part-time Professor ; Regulations Concerning
Work Regulations for %
Research 3 Salaries of Part-time
el Part-time Research Professors
Professors Affiliate Research Professors T
Research
Professor
: Senior 2 <
Fixed-term ; : Regulations Concerning
Researcher Work Regulations for Fixed-term = =
Research 2 h Staff = Salaries of Fixed-term
F arch Sta
Staff Research Staff
Resaercher e
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Document A

Work Procedure Flow in the 'Application of the Discretionary Labor System for Professional Work'

Working time manager
(Host Researcher or Research
Representative)

[Research Professors*, Senior

Researcher, Researcher

Office of Research Planning
and Development

Applicable Research Office

Office of Human
Resources

Remarks

Revise instructions
Give notice of non-permission
for late-night work

*Research Professors:

Distinguished Visiting
Professor, Visiting Professor
Research Professor, Affiliate
Research Professor

Uploaded to
homepage*1
® Work Plan
Application Form

@ Self-Report of
Work Situation

® Late-night Work
Order Form *2
*Research Professors

Receive

Il

v

Receive

I

v

Store copy n

Receive

©)]

Original

v
Store copy E

..
I Original ®

*1: Documents for the entire
fiscal year are gathered and
uploaded to the Division of
Research's homepage.

http://ww.ritsumei.ac.jp/rese
arch/member/researcher_app
ointment/ra02.html/

*2 Late-night work is not
permitted for Senior
Researchers or Researchers.

*3 In general, write each day
on the Self-Report of Work
Situation.

*4 Refer to the table below
for the deadline on sending it
to the working time manager.

*5 Items to be centrally
confirmed

- Are work and autonomous
research mixed?

- Is there a significant
deviation between
documents 1) and 2)?

- Could the work situation
cause a health management
issue?

[Deadlines to submit each application forms] *Submissi

ion dates may change depending on each monthly calender.

Form name

Research Professor / Senior
Researcher / Researcher
->Working time manager

Working time manager
->Research Office

Research Office
->Office of Human Resources

Work Plan Application Form

25th of each month

28th of each month

End of each month

Self-Report of Work Situation

3rd of each month

6th of each month

8th of each month

Late-night Work Order Form

Apply/Approve - As necessary
Month closing - 3rd of each
month

6th of each month

8th of each month
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[For Eminent Research Professor/Research Professor/Senior Researcher/Researcher]

April 2017 Work Plan Application Fornj

Document B

Sample

fion of Research Form No. 1>

Faculty Member

No XXXXXXX Affiliation Ritsumeikan Global Innovation Research Organization
Job title Senior Reseacher Name Taro Ritsumei
(seal or signature)
A t R h R h R tati
cceptance Researcher or Research Representative Name Hanako Suzaku

(Working Hours Manager)

(seal or signature)

Schedule for extramural work (business trip, work at home, etc.)

Date| Day Schedule for exceptional work (late-night work, day-off work, etc.)| Contents of extramural/exceptional work, etc. Notes
Schedule for taking paid leave, substitute holidays, etc.
1 | Sat
2 |Sun
3 |[Mon
4 | Tue
5 |Wed
6 |Thu / ]
If you unavoidably have to come to
7 Fri work on a day off, take the day off
(substitute holiday) on another
8 | Sat |Business trip — *Separate business trip formalities are required. Academic Conference, Tokyo working day within two weeks both
9 | Sun |Business trip — *Separate business trip formalities are required. Academic Conference, Tokyo L prior to and after.
10 |Mon|Business trip —*Separate business trip formalities are required. Academic Conference, Tokyo
11 | Tue [Substitute holiday For April 8
12 |Wed
13 | Thu
14 | Fri [Substitute holiday For April 9
15 | Sat
— * Check the substitute holiday taking
16 | Sun |Preparation for reaction experiment schedule and decide whether implementation |09:00-15:00
on the holiday is permissible.
17 [Mon reaction experiment 10:00-23:00
* Before deciding
18 | Tue reaction experiment 10:00-23:00 TJ whether to approve
or not, strictly
19 |Wed determine whether
20 | Thu |Substitute holiday For April 16 the matter applied
for constitutes
21 | Fri |Kyoto University Library Literature search "work" or
"independent
22 | Sat research".
23 | Sun
24 |Mon
Experiment data compilation and document
25 | Tue |At home preparation _ | -
Experiment data compilation and document
26 |Wed|At home preparation
27 [ Thu
28 | Fri |Annual leave First day, 2017
29 | Hol
30 | Sun

(As of end of
preceding month)

(As of end of
preceding month)

Remaining days | 7" preciiirg fiscal days
of annual paid Y -
leave For current fiscal days
year
Substitute holidays not yet taken days|

Submission
Deadline

Self

m)  Working Hours Manager

April 4

Working Hours Manager mp  Research Office

April 7

Research Office
confirmation

@ If you must work on a holiday or weekend due to unavoidable circumstances, state so on this application form, and gain approval from your Working
Hours Manager in advance. In such a case, substitute another working day for the holiday/weekend within two weeks both prior to and after. (State the

date on which you plan to take your substitute holiday).

@ If you plan to obtain paid leave, state so on this application form, and gain approval from your Working Hours Manager in advance. When obtaining
other types of leave, submit the “Special Leave Application Form”, and gain approval from your Working Hours Manager in advance.

@ If you will be working extramurally (on a business trip or at home, etc.), state the place(s) where the work will be carried out and the contents of the

work. Note however that working on holidays/weekends and/or working past PM 10:00 is prohibited in such a case.
@ If you must work past PM 10:00 for unavoidable reasons, submit the "Late-Night Work Command (and Application) Form", and gain approval from your
Working Hours Manager in advance.
Note however that for Researchers and Senior Researchers, working past PM 10:00 is strictly prohibited under any circumstances.

@ To change your monthly work plan after submitting this application form, contact your Working Hours Manager via email, phone or other means.

@ All employees are expected to keep track of their paid leave balances. State the number of remaining days (paid leave/substitute days-off not yet
obtained) and days obtained as of the last day of the previous month.
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Document C

[For Visiting Research Professor.” Affiliate Research Professor]

April 2017 Work Plan Application Form

Sample

jon of Research Form No. 1>

Facult)'/\‘l(\)/Iember XXXXXXX Affiliation Ritsumeikan Global Innovation Research Organization
Job title Affiliate Research Professor Name Taro Ritsumei
(seal or signature)
Acceptance Resear_cher or Research Representative Name Hanako Suzaku
(Working Hours Manager) -
(seal or signature)

Workdays 3 days per week
Working hours of .
the day 6 hour and 30 minutes
ST ; T,
D:t Day eSt((::h)eduIe for exceptional work (late-night work, day-off work, Contents of extramural/exceptional work, etc. Notes
Schedule for taking paid leave substitute holidavs _etc
1 | Sat
2 |Sun
3 |Mon
4 | Tue |Kyoto University Library Literature search
5 [Wed|Kyoto University Library Literature search
6 |Thu
7 Fri *If you unavoidably have to come to
work on a day off, take the day off
8 | Sat |Business trip — *Separate business trip formalities are required. Academic Conference, Tokyo (substitute holiday) on another
working day within two weeks both
9 |[Sun |Business trip — *Separate business trip formalities are required. Academic Conference, Tokyo prior to and after.
10 |Mon|Business trip — *Separate business trip formalities are required. Academic Conference, Tokyo
11 | Tue [Substitute holiday For April 8
12 (Wed
13 (Thu
14 | Fri [Substitute holiday For April 9
15 | Sat
— * Check the substitute holiday taking
16 | Sun |Preparation for reaction experiment schedule and decide whether implementation {09:00-15:00
on the holiday is permissible.
* Before deciding
17 |Mon reaction experiment 10:00-23:00 « whether to approve
N X i - or not, strictly
18 | Tue reaction experiment 10:00-23:00 determine whether
19 (Wed the matter applied
for constitutes
20 | Thu [Substitute holiday For April 16 "work" or
K "independent
21 | Fri research".
22 | Sat
23 |Sun
24 [Mon
25 | Tue At home Experiment data compilation and document
ue preparation 1 I -
Experiment data compilation and document
26 |Wed|Athome preparation
27 | Thu
28 | Fri |Annual leave First day, 2017
29 | Hol
30 [Sun

For preceding

(As of end of Remaining da_ys fiscal year days
- of annual paid -
preceding month) | For current fiscal d
eave year ays
(As of end of . .
preceding month) Substitute holidays not yet taken days
Submission Self » Working Hours Manager April 4
Deadline Working Hours Manager ~ mp Research Office April 7

Research Office
confirmation

@ If you must work on a holiday or weekend due to unavoidable circumstances, state so on this application form, and gain approval from your Working
Hours Manager in advance. In such a case, substitute another working day for the holiday/weekend within two weeks both prior to and after. (State the
date on which you plan to take your substitute holiday).
@ If you plan to obtain paid leave, state so on this application form, and gain approval from your Working Hours Manager in advance. When obtaining
other types of leave, submit the “Special Leave Application Form”, and gain approval from your Working Hours Manager in advance.

@ If you will be working extramurally (on a business trip or at home, etc.), state the place(s) where the work will be carried out and the contents of the
work. Note however that working on holidays/weekends and/or working past PM 10:00 is prohibited in such a case.
@ If you must work past PM 10:00 for unavoidable reasons, submit the "Late-Night Work Command (and Application) Form", and gain approval from your
Working Hours Manager in advance.
@ To change your monthly work plan after submitting this application form, contact your Working Hours Manager via email, phone or other means.
@ All employees are expected to keep track of their paid leave balances. State the number of remaining days (paid leave/substitute days-off not yet
obtained) and days obtained as of the last day of the previous month.
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Document D

[For Eminent Research Professor/Research Professor/Senior Researcher/Researcher] esearch Form No. 3>

April 2017 Self-Report of Work Situation Sample

M;ﬁ;zlrt{\m XXXXXXX Affiliation Ritsumeikan Global Innovation Research Organization
Job title Senior Reseacher Name Taro Ritsumei !
(seal or signature)
Acceptance Researcher or Research Representative
h Name Hanako Suzaku
(Working Hours Manager) (seal or signature)
* Actual Working Hours: Exclude time for break or your own research.
Actual Taking of leave Notes
Date | Day Work start time Work end time Working (excluding days (Enter: place where work was carried out, in the case of work outside workplace on
Hours off) business trip, etc.; contents of work on day(s) off; Such absence will result in a
1 Sat decrease in compensation
2 Sun paid. If you have annual paid
3 Mon 9:30 18:30 8.0 holidays remaining, ensure
4 | Tue 9:00 17:30 7.5 that you use them.
5 Wed 10:00 19:30 8.5 Research consultation at University
6 Thu Absence from work without utilizing annual holiday
7 Fri 9:00 17:30 7.5
8 Sat
9 Sun
10 Mon 9:00 17:30 7.5
11 Tue 9:00 17:30 7.5 3 hours at Prefectural Library
12 Wed 10:00 20:30 9.5
13 Thu : : O Annual paid leave
14 Fri 11:00 21:30 9.5
15 Sat
16 Sun
17 Mon 13:00 18:30 5.5
18 Tue 10:00 16:30 5.5 Data analysis at Research Institute of University
19 Wed 9:00 17:30 75 Do not include travel if it was \ . .
20 - 1130 1530 15 - There is no overtime under the
u ' . - the sole activity Discretionary Labor System, therefore,
21 Fri 10:30 16:00 5.5 ~— = adjustments cannot be made either.
22 | sat 11:30 15:30 45 T |Travelto Tokyo —
23 sun 8:30 21:00 115 :4khours overtime Participation in Academic Conference (University of
okyo)
24 Mon 10:30 14:30 4.0 x Adjustment for previous day ( )
= 17T 900 1730 75 J If you only traveled this does not
ue . . : - - - warrant a substitute holiday
26 | wed [e) *Substitute-holiday-for SatApril-22th  <—_
27 Thu O Substitute holiday for work on Saturday April 23
28 Fri 9:00 17:30 7.5
29 Sat
30 Sun
Secretariat 129.0
work item April-2017 Basic working hours: 150.0
. . ) Research Office
Remaining days
(As of end of this 9 .y For preceding fiscal year days confirmation
month) of annual paid -
leave For current fiscal year days
(As of end of this . .
month) Substitute holidays not yet taken days
Submission Self m)  Working Hours Manager May 8
Deadline Working Hours Manager ™ Research Office May 11

The purpose of filling out and submitting this form is to ensure the health and welfare of persons to whom the Discretionary Labor System
for Professional Work is applied.

@ If you must work on a holiday or weekend due to unavoidable circumstances, obtain a substitute holiday on another working day within

two weeks both prior to and after. In such a case, enter a circle(O) in the "Taking of leave" column, and enter "Substitute holiday for
(month) __ (date)" in the "Notes" column.

@ In case of obtaining paid leave, notify your Working Hours Manager in advance by submitting the “Work Plan Application Form”. (Enter

a circle (O) in the "Taking of leave" column in this form.”

(Note however that under Article 39 (4) of the Labor Standards Act, the Working Hours Manager may change annual paid leave to another

period if granting the paid leave in the period that is requested would interfere with normal activities, such as research activities.)

@ Enter working hours for each day (excluding hours spent training/studying on your own account or other non-work related activities) by

entering the time you started/ended work, and the actual working hours. Submit this report to your Working Hours Manager by the date

stated above.

@ If you must work past PM 10:00 until AM 5:00, submit the “Late-Night Work Command (and Application) Form”, and gain approval from

your Working Hour's Manager in advance, as required by the Work Regulations. Note however that for Researchers and Senior

Researchers, late-night work is strictly prohibited under any circumstances.

@ If you will be working extramurally, (on a business trip or at home, etc.), enter the place(s) where the work will be carried out and the

contents of the work in the "Notes" column.

@ All employees are expected to keep track of their paid leave balances. State the number of remaining days (paid leave/substitute days-

off not yet obtained) and days obtained as of the last day of the previous month.
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[For Visiting Research Professor/Affiliate Research Professor]

April 2017 Self-Report of Work Situatior]

Document E

Sample

M Faculty XXXXXXX Affiliation Ritsumeikan Global Innovation Research Organization
ember No.
Job title Affiliate Research Professor Name Taro Ritsumei
(seal or signature)
Acceptance Researcher or Research Representative Name Hanako Suzaku

(Working Hours Manager)

(seal or signature)

Workdays 3 days per week
Wc;;k:;g gg;;rs 6 hour and 30 minutes
* Actual Working Hours: Exclude time for break or your own research.
Actual Taking of leave Notes
Date | Day Work start time Work end time Working (excluding days | (Enter: place where work was carried out, in the case of work outside workplace on
Hours off) business trip, etc.; contents of work on day(s) off; taking of substitute holiday(s); etc.)
1 Sat
2 Sun
3 Mon 9:00 16:30 6.5
4 Tue 9:30 17:00 6.5
5 Wed 9:00 17:30 6.5
6 Thu
7 Fri
8 Sat
9 Sun
10 Mon 10:00 19:30 6.5 Research consultation at University
11 Tue
12 Wed
13 Thu 9:00 17:30 6.5
14 Fri 9:00 17:30 6.5 3 hours at Prefectural Library
15 Sat
16 Sun
17 Mon 10:00 20:30 6.5
18 Tue O Annual paid leave
19 Wed
20 Thu 10:00 18:30 6.5
21 Fri 9:00 16:30 6.5 Data analysis at Research Institute of University
22 Sat 9:00 17:30 6.5 (
23 S 1100 18:00 65 Travel to Tokyo< Do not include travel if it was the sole activity ]_
24 Mon 10:30 18:30 6.5 Participation in Academic Conference (University of Tokyo)
25 Tue e
26 | Wed O x Substitute holiday for Sat, April 23th S If you only traV§|ed this Fioes not
27 Thu O Substitute holiday for work on Saturday April i warrant a substitute holiday
28 Fri
29 Hol
30 Sun
Secretariat work item 78.0
Remaining days | For preceding fiscal year days Ris(')??i::a?g:e
(As of end of this month)]  of annual paid -
leave For current fiscal year days
(As of end of this month) Substitute holidays not yet taken days
Submission Self » Working Hours Manager |\/|ay 8
Deadline Working Hours Manager » Research Office May 11

The purpose of filling out and submitting this form is to ensure the health and welfare of persons to whom the Discretionary Labor
System for Professional Work is applied.

@ If you must work on a holiday or weekend due to unavoidable circumstances, obtain a substitute holiday on another working day

within two weeks both prior to and after. In such a case, enter a circle(O) in the "Taking of leave" column, and enter "Substitute holiday
for (month) __ (date)" in the "Notes" column.
@ In case of obtaining paid leave, notify your Working Hours Manager in advance by submitting the “Work Plan Application Form”.
(Enter a circle (O) in the "Taking of leave" column in this form.”
(Note however that under Article 39 (4) of the Labor Standards Act, the Working Hours Manager may change annual paid leave to
another period if granting the paid leave in the period that is requested would interfere with normal activities, such as research

activities.)

@ Enter working hours for each day (excluding hours spent training/studying on your own account or other non-work related activities)
by entering the time you started/ended work, and the actual working hours. Submit this report to your Working Hours Manager by the

date stated

above.

@ If you must work past PM 10:00 until AM 5:00, submit the “Late-Night Work Command (and Application) Form”, and gain approval
from your Working Hour's Manager in advance, as required by the Work Regulations.

@ If you will be working extramurally, (on a business trip or at home, etc.), enter the place(s) where the work will be carried out and the
contents of the work in the "Notes" column.
@ All employees are expected to keep track of their paid leave balances. State the number of remaining days (paid leave/substitute
days-off not yet obtained) and days obtained as of the last day of the previous month.
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Document F

(HERHEA] 1
April 2017 Late-night Work Order (and Application) Form |Sample
BHEBES [roobokk g RE RPN EE B4 MRHE K& M KER
(RENETITER)
ZAMREF-IHARKREGBHEREEE )KL KE RF
(RENET- (T ER)
LUTDREY., REHHELELLEFTOT. HEHBLET,
T 7 i/ 0T T i Z'KAEH =3 #EA'-EE% T 7 v
FEROBELELTHA. M REEBEVELT HEH or B iR R FREBORBER KEBRERR
OOILDNWTHORIGEREITI, RIEERIZIE .
4A7R 4A78 = 5 > _ HEG
, ~ |4 HIEAAREZEZEL, RPTRRZPHI S 4R5H 22850043 | ~ 2305305
22:00 23:30 g‘ﬁﬁfgﬁb\f: S BES T
4F18H - |4R198 BRTICFEAHD=0 . FIEILTHRZLT sg158| DT -
22:00 00:30 BELY, MES)
4A25H  [4A25H MEMIXDEE LT S0, XEDBRRZELT 4g10m| EFT N
22:00 23:00 Lz, EEL T
* F*xH  |xR*xH L& -
*k - Kk *k %k e
* F*xH  |xB*xH L& -
*k - %k *k 1 %k e
* F*xH  |xRA*xH L& -
*k - Kk *k 1 %k e
(FEFIE]

OEMHARESLURAREDFEHGFILRBDOTOEE A,
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HAZRTTICRROBEITOTH. [RREEEE I OXIVETEFLEADT, FOITHRMESEL,

(€))3 T’iiﬂ]i‘%%&éhtiﬁ Kﬁ%%

%5)5185()5])?(!\13@5#%]% BEICIRHELTESLY,
s T NRAD) G —F A T4 RIIRH LTS,
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Document G

List of Applications related to Work (Various Leave Systems, Etc.)

Eminent Research Professor
Research Professor
Senior Researcher

Visiting Research Professor
Affiliate Research Professor

Occasions Notes
Researcher
Form
Marriage
Not applicable
Condolatory events
Exercising of civil rights Form [1]
Summoned to a public agency for jury Application for Special Leave
duty / witness
(Japanese version only)

Donating bone marrow

Form [1]

Home damaged by earthquake, fire, flood,
or other natural disaster

Childcare care

Maternity leave (before birth)

Maternity leave (after birth)

Menstrual leave

Pregnancy disability leave

Nursing care leave

Application for Special Leave

(Japanese version only)

Not applicable

Form [1]
Application for Special Leave

(Japanese version only)

Must be submitted by the first day of

leave

Form [2] Absence Notice

Must be submitted by the first day of
leave
(If an employee is absent from work

Absence for 7 consecutive days due to illness or
(Japanese version only) injury, the employee must submit a
medical certificate from the attending
physician)
Hospital/Clinic  Visits for pregnant Form [3)
employees

Reduction of burden of commuting for
pregnant employees

Childcare time

Reduced working hours for childcare /
nursing care

Application for Hospital Visits,

Reduction of Burden of Commuting,

Childcare, Nursing Care

(Japanese version only)

Not applicable

Must be submitted by the first day of

leave

*Please contact the Office of Payroll and Employee Benefits or the Office of Research Planning and Development if you have any concerns.
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Form [2] Submit to: Resaerch Office
Absence Notice
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Form [3] I Submit to: Resaerch Office

Application for Hospital Visits, Reduction of Burden of Commuting,
Childcare, Nursing Care
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