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Introduction

Various life-events,

such as pregnancy, birth, childcare,

nursing care and illness can occur in your lifetime.

This handbook contains a wide range of measures

that employees may benefit from to

achieve a healthy work-life balance.

INDEX
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*Last updated Feb, 2019. For the latest information please check the homepage or

contact your supervising department.
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Pregnancy, Birth and Childcare <<

Once you're aware of
a pregnancy

Get ready for birth and childcare,

and learn more about work-life balance.
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® Once the due date is established, report it to your department head.

e Do an early check of your medical examination schedule, etc., and
coordinate it with your duties.

® Coordinate and make arrangements regarding externally funded research,
executive committees, classes and student guidance at an early stage.

~—— For Bosses, Coworkers, and Others Around the Employee ——————,

* First of all, congratulations!

o Listen to the employee about their physical condition, and how they want to work
from now on until childbirth.

» Take a look at the various systems for securing time for hospital pregnancy checkups,
lightened commutes, etc.

* Think broadly about when someone will take over for the employee, scheduling for
the person who will take over, etc.

* Make progress with work so that handing it off will move forward smoothly.
“elii Male employees can also use childcare leave and spouse paternity leave.

For Bosses, Coworkers, and Others Around the Employee

*» Make progress with coordinating the work duties, classes and research tasks that
will be handed off.
* Take care to not unfairly burden the person taking over.

® Hold meetings with your family, department head and coworkers, and
simulate what it will be like after you go back to work.

® Collect information in advance about things like daycare, babysitter
systems, and neighborhood care facilities for sick children.

* Make concrete plans about the timing for gradual entry to kindergarten, etc.

For Bosses, Coworkers, and Others Around the Employee
* Take opportunities to have conversations about employee’s duties after returning to work.
* Take a look at various systems for childcare, such as staggered work hours.
* Exchange information with the teaching staff and other staff around you.

e Use the systems within the school (staggered work hours, the babysitter
system, the research support staff system, etc.) proactively.

e When your child is sick, proceed with work while you consulting with
your coworkers and family.

POINT Until your baby gets used to daycare, it will get sick easily,
so be ready to be suddenly called out of work.

For Bosses, Coworkers, and Others Around the Employee

* Be considerate to parents engaged in childcare when it comes to things like
workload and meeting end times. Also, when doing work, don’t forget to be
considerate about the burdens of the other people around.

* Expand your breadth of knowledge about the systems employee can use, such as
the babysitter system and child nursing care leave.

34
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>>- Pregnancy, Birth and Childcare:<<

Various childcare systems are
available from pregnancy until your child’s

graduation from junior high school.

Work-life balance support programs for childcare

B Women [ Men [ Both men and women

Pregnancy
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Programs for Women

Full-time teaching staff ~ Teaching

Non-ixed-  Fixed-term ~ Staff with
concurrent

term teaching  teaching

Notice List
(Submit to: Division of Human
Resources, Office of Payroll and

Program Details

staff staff duties Employee Benefits)
Accruing Form [5] Childcare Time Acquisition | A Systt?m that recognizes chjld-
childcare Notice care time for female _teach_mg
i O O _ Documents to confirm the child’s date | staff and other staff with child-
(less than of birth ren under the age of 1 (twice a
s (e day, 30 minutes per session, or
an hour per session)
Form [6] Pre- and Post-Childbirth, Special paid leave within
Pregnancy disability leave eight weeks before childbirth
Pre- Form [17] Pre- and Post-Childbirth (14 weeks for a multiple

childbirth () @) O

leave

Maternity Leave Notice (Fixed-Term Staff
and Those with Concurrent Duties)

Copy of a document that shows expected
delivery date (such as a page in a mother-
child notebook that has it written down)

pregnancy)

Post-

childoirth (O @) @)

leave

Form [6] Pre- and Post-Childbirth,
Pregnancy disability leave

Form [17] Pre- and Post-Childbirth
Maternity Leave Notice (Fixed-Term and
Those with Concurrent Duties)

Copy of a document that shows date of
birth, such as a page in a mother-child
notebook or birth certificate

Special paid leave for eight
weeks after childbirth Apply
for 56 calendar days the day
after giving birth.

Securing
time
for
hospital O O -
pregnancy
checkups

Form [5] Notice of Time Secured for
Pregnancy Hospitalization

Documents to prove expected delivery
date (first time only)

A copy of an appointment slip,

etc. to verify checkup start time, as well
as a copy of the hospital receipt on the
day of the checkup

System for securing the
necessary time to receive
health guidance and undergo
health checks, as prescribed
by Maternal and Child Health
Act regulations.

Lightened
commute

during O O -
pregnancy

Form [5] Notice of Lightened Commute
Secured During Pregnancy

Copies of documents that prove
expected delivery date

System so that pregnant
teaching staff and other staff
can take the step of reducing
their working

hours within the scope of
1hour per day, if necessary.

Pregnancy

disability O O O

leave

Programs for Men

Full-time teaching staff ~ Teaching
Nondixed-  Fixed-term  staff with

term teaching  teaching ~ concurrent
staff staff duties
Spouse
paternity _
leave O O

Form [1] Ritsumeikan Special Paid Leave
Notice (Non-Fixed-Term)

Form [17] Pregnancy Disability Leave
Notice (Fixed-Term Staff and Those with
Concurrent Duties)

Medical certificate from a doctor or
contact card with mother-child health
maintenance guidance items

Notice List
(Submit to: Division of Human Resources,
Office of Payroll and Employee Benefits)

System so that staff can take
the necessary

number of days off if they are
directed to rest by a doctor,
due to pregnancy complica-
tions.

Program Details

Form [1] Ritsumeikan Special Paid Leave | Leave for taking care of

Notice (Non-Fixed-Term)

spouse and child while in the

Form [2] Ritsumeikan Special Paid Leave | hospital due to pregnancy

Notice (Fixed-Term Staff and Those with | and after being discharged,

Concurrent Duties)

and for various procedures

For pre-childbirth, documents that prove | due to the pregnancy (For the
expected delivery date For post-childbirth, | first child, 2 days. From the

documents that prove date of birth

second child, 5 days)

(For forms and details) https://secure.ritsumei.ac.jp/staff-all/unitas/hrweb/life/child.html/

Programs for Both Men and Women

Childcare
leave

Reduced
working
hours for
child
care

Subsidy
fo

r
babysitter
use

Child
nursing

care

leave

Class
observation
leave

Full-time teaching staff

Non-fixed-
term teaching
stal

©)

Notice List
(Submit to: Division of Human
Resources, Office of Payroll and
Employee Benefits)

Form [8] Childcare Leave
Application, via your head
of department

Program Details

Teaching staff and other staff can
obtain childcare leave to raise children
living in the same house.

This leave shall be capped at the day
the child turns 1 year and 6 months old,
or the last day in April the year after the
child turns 1. However, when the child
turns 1 year and 6 months old, if
daycare for the child was sought but
not found, this leave may be extended
up until the child turns 2.

O

Form [5] Reduced Working
Hours for Childcare
Purposes Notice
Documents so the child’s age
can be verified

A system where teaching staff and
other staff can choose to reduce their
working hours to provide childcare

until the child enters junior high school.

O

Application for a subsidy to
use a babysitter

® Receipt from the
organization to be used

@ Proof that the person
being raised for is a child
member being raised for
by the eligible employee

@ Documents that show
attendance duties

Assistance for the use of a babysitter,
temporary daycare service when the
parent is unable to provide childcare
at home.

Also valid for registration and renewal
fees at the time of use (yearly cap of
60,000 yen)

O

Form [1] Ritsumeikan
Special Paid Leave Notice
(Non-Fixed-Term)
Form [2] Ritsumeikan
Special Paid Leave Notice
(Fixed-Term Staff and Those
with Concurrent Duties)
*kDocuments so the child’s age
can be verified
s*Documents to verify that
the child needed nursing
s*Documents to verify checkup
and immunization dates

Child injuries and illnesses,

medical examinations or vaccinations
established by the Maternal and Child
Health Act and carried out or
recommended by local governments
(including optional ones)

O*

Form [1] Ritsumeikan
Special Paid Leave Notice
(Non-Fixed-Term)
Documents so the child’s
age can be verified

Copy of invitations or programs
to verify the date/time of class
observations or other events

Leave for the purposes of parent-child
events, such as class and daycare
observations, home teacher visits,
individual consultations, entrance
ceremonies, graduations, medical
examinations before entering school,
school orientations, various
orientations held by the school

(Up to 6 times a year per child, only
for the necessary amount of time)

* Does not include teaching staff (Sennin Lecturers) in Foreign Languages or Basic Natural Sciences
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About the Babysitter Use Subsidy

(Fixed-term teaching staff and those with

(Non-fixed-term teaching staff) concurrent duties)

Assistance for the use of a babysitter .
& S chilcEEe when dhe For classes on Sundays and national
parent is unable to provide childcare hohc!zyz, (;f CEITS alt home cannot be
at home cannot be provided on Content (S ,e . ue to c‘asses ar e.ntran.ce
Content holidays or outside of working hours examination grading, a subsidy will be
BEEEEE o weleEkias mEies provided for the use of a babysitter or
*Other than usage fees,also valid for short:term childcare.
registrationand renewal fees.
Target Tar_get Until the child reaches their initial term
X Until the child reaches their initial term duration of T
duration of o i bsid of junior high school.
. of junior high school. suobsiay
subsidy
Subsidy/ | Annual limit of 60,000 yen, no limit on Subsidy/ | Annual limit of 60,000 yen, no limit on
number of | number of times subsidy can be used. number of | number of times subsidy can be used.
times (taxed and aggregated with salary) times (taxed and aggregated with salary)
In the event that a relative is asked to In the event that a relative is asked to
Remarks | provide daycare for the child, Remarks | provide daycare for the child,
the subsidy is not available. the subsidy is not available.

Note: Defining “

This refers to full days on Sundays and public holidays, as well as time outside of Mondays through Saturdays from 8 AM

until 5 PM.

holidays or outside of working hours”

Babysitter system might change due to the daycare expense dispensation.
s*Annual subsidy limit of 60,000 yen is the total amount of babysitter and home helper fees.

40
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>>- Pregnancy, Birth and Childcare:<<

L -

1

Childcare support from
the university

Daycare and breastfeeding rooms are

available on campus.

I & Ritsumeikan Mirai Nurser v OSFE%N
HHLIRE 2018

“To believe in our children’s future and to show them the way.”
-The vision of Ritsumeikan Mirai Nursery-

Kinugasa Campus
Ritsumeikan Mirai Nursery Kinugasa

” Kinugasa Campus
Shitokukan Hall 2F

Infant room with tatami play area. Open and sunny nursery room.

Biwako-Kusatsu Campus
Ritsumeikan Mirai Nursery Biwako

” Biwako Kusatsu Campus
Core Station 2F

See-through walls for easy supervision. Soft light from the southern windows fills
the room.

42
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Daycare information

[Regular daycare, regular daytime supervision on weekdays ]

=165 slsig=elntss . Teaching staff and other staff, researchers, graduate students, students

=lisisielalie[d=lat | Children from 57 days after birth to pre-school age

Days provided Mon-Fri *Sat/Sun/holidays when classes are held

gular daycare (R = 1Y

Extended care 19:00 - 20:00 (30 minute increments)

Ages 0-2 60,000 yen a month

Cost of daycare

Ages 3-5 40,000 yen a month

Capacity Three infants, six one-year-olds, ten children ages 2-5

Separate snacks charge for extended daycare, an additional 100 yen per day

[: Tem porary daycare ] one-off supervision, only on days with openings during regular daycare

=Slislell=islsissielnts | Teaching staff and other staff, researchers, graduate students, students

=l=6=realileld=ar - Children from 10 months to pre-school age
Days provided Mon-Fri *Sat/Sun/holidays when classes are held

Regular daycare .

250 yen per 15 minutes each time

Cost of daycare
Lunch cost (includes snacks) 400 yen / 1 meal

One month before use, it is necessary to
Other register in advance and have a consultation.
Please verify daycare days as needed

*«Daycare for sick children is not available.
*k*Temporary daycare centers are available on Sundays and holidays
when classes are not held.

School daycare center “Ritsumeikan Mirai Nursery” Homepage
http:/www.ritsumei.ac.jp/rnursery/

Temporary daycare centers and other daycare information

[:Tem porary daycare Centers] *Verify the latest information on “HR Web.”

Form of
setup

Biwako-Kusatsu Osaka Ibaraki

Kinugasa Campus Campus Campus

Outsourced to the Pasona Foster company

Suzaku Campus

Childcare and Senior Care
Dispatch Service green

Suekawa Memorial
Hall Conference
Room #3

Epoch Ritsumei 21 AS 114
Exchange Office | Conference Room

Established
location

Ogura-cho 22-13

Nakagyo Ward, Nishino-kyo,
Kyoto City, T604-8414

(From JR Nijo Station, 5 minutes on foot)

Sundays and national holidays
(except during summer and winter vacation),
Daycare is closed at the end of the year from 3/26 - 3/30

Open almost all year round

Capacity
(firstcome Ten children at each campus
first ve)

18 children

E e Teaching staff and other staff who need
persons to work (or teach) on days that the daycare is open

Teaching staff and other staff
who need to work or teach

From a full six months after birth until 4th
grade in elementary school

Eligible child
age ranges

From O years of age to 12-year-old
elementary school students

Dayca .an - 17

7:00 - 22:00

'_;%Vg&,o Requires an application at least two weeks in advance

Requires an application at least
one week in advance

1 hour: 1000 yen,
30 minutes: 500 yen,
15 minutes: 250 yen

9:00 - 19:00
(650-800 yen per hour, depending on age)
7:00 - 9:00, 19:00 - 22:00
(750-900 yen per hour, depending on age)
Please read the usage agreement carefully
with regard to other fees for new members,
annual fees, utility fees, etc.

Fees
Cancellation fee until noon on the day before use:

Cancellation Reserved hours X 50% of usage fee

fee Cancellation fee after noon on the day before use:
Reserved hours X 100% of usage fee

Any time changes or cancellations
after 22:00 the previous day will
incur a cancellation fee,
50% of the reservation fee

=i-ls)kii= & The babysitter subsidy shall be implemented based on an application from the eligible employee

subsidy (capped at 60,000 yen a year).

s*Companies, places, fees may change.

[Area daycare for sick children ]

http://www.byoujihoiku.net/list/index.html

http://kodomo-hk.com/ http://7www.city.kyoto.lg.jp/hagukumi/page/0000098237.html

(Two daycare facilities for sick children)

http: /www.city.kusatsu.shiga.jp/kosodate/ksodateoen/byojihoiku.html

@ {(Children Support H&K)  {List of Kyoto City-affiliated daycare facilities for sick and recovering children)

(Two daycare facilities for sick children, one for recovering children)

http://www.city.ibaraki.osaka.jp/kurashi/kodomo/hoiku/byouji/



Breastfeeding Room

(Biwako-Kusatsu Campus]

Core Station 2F
Place In the Research Life Support Room

Time Mon-Fri 9:00 - 17:30

Bloleit lole ¢ Yes (requires registration in advance) / | need to )
1 \‘
==elllil=s  Sofa, refrigerator, washstand, hot water heater .: look after ]
1
A 1
© Can be used by all Ritsumeikan students, teaching staff and administrative staff. 'y my parents. ;!
Requires advance registration. R\ )
® Contact us if you wish to use the room outside operating hours. -7 B RN R AN ,/ -7 - Tl R
(BKC Research Office 077-561-2631 EXT: 515-6500) )
(Note) / Howcanl "
* Please take your shoes off in the mat space. K a lv for b !
\
* Please bring diapers and other trash home with you. | pPply ! _\\ ! Who should
* Please do not leave your child alone in the breastfeeding room. 1 nursing-care f 3 b | talk to?
\ : j O-o- \ ;
| service? / |
(Osaka Ibaraki Campus) Nursin g

T Care

Building B

Place (Ritsumeikan Ibaraki Future Plaza) 2F

Time 8:00 - 22:00

[pleles]@leleld No
Two breastfeeding rooms, two diaper changing

RS tables, washstand , \

» Can be used by all Ritsumeikan students, teaching staff and administrative staff, /l What kind of ¥ /’ Can | apply b

Il as Future Plaza visitors. A ‘ ' |

as well as Future Plaza visitors ! support : : for reduced !

‘ ? " ‘ king hours?

——— Breastfeeding also allowed at daycare facilities in the university ——— 'y can | get: /' , Wworking hours: /'
Kinugasa Campus

Ritsumeikan Mirai Nursery Kinugasa Shitokukan Hall 2F
During nursery operating hours LTI

Biwako-Kusatsu Campus
Ritsumeikan Mirai Nursery Biwako Core Station 2F

During nursery operating hours

*Please contact the Office of Payroll and Employee Benefits in advance.
TEL.075-813-8150. E-mail rnursery@st.ritsumei.ac.jp

&
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Nursing Care
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When a Family Member
Needs Nursing Care

Consider your program options in order to

maintain a healthy balance of work and family care.

To begin with

® Consult with your department head about your current situation.
e Learn about the systems available to you.

e Read up on information relating to nursing care insurance in the municipality
where your parents live.

e Solicit local support from places like community general support centers,
without bearing the burden by yourself.

e Ask for Long-Term Care Support Specialists to make the care plan, if needed.

e Use the nursing care insurance system and nursing care services (other than
nursing care insurance) to plan out a work-life balance.

¢ |n the event that you are providing nursing care from far away, read about discount
schemes for public transportation, and talk to your siblings, if you have any, about
working together.

® As you will be involved in nursing care, plan out your own life and manage your
own health.

~— For Bosses, Coworkers and Others Around the Employee ———————

® Consult with employee about their actions from here on out.

* When an employee is taking a leave of absence for nursing care, move forward
while listening to their requests concerning adjustments to their work duties,
research, classes, etc.

© Take a look at the systems to help with nursing care, such as shortened or
staggered work hours, subsidies for home helper use, etc.

* Communicate thoroughly with employees who need time for nursing care,
and create an environment where staff can cooperate and do their work.

General Flow Until Use of Nursing Care Insurance Services
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Nursing Care

=
!

This section introduces the general information of

Japanese nursing systems and services.

Absence
for
nursing
care

Nursing
care
leave

Reduced
working
hours
for
nursing
care

Subsidy
for home
helper
use

Full-time teaching staff
Non-fixed- Fixed-

term term
teaching staff teaching staff

Teaching staff
with concurrent
duties

Notice List
(Submit to: Division of Human
Resources, Office of Payroll and
Employee Benefits)

Form [13] Nursing Care
Leave Application,
via your head of department

@ Documents that show
your relationship with
the eligible family
member

@ Documents that show
the family member is
in a state that requires
nursing care

Program Details

Teaching staff and other
staff with family members
who require nursing care
may apply for nursing care
leave.

365 days per eligible family
member (spouse, parents,
children, parents of spouse,
grandparents, brothers and
sisters, grandchildren)

Form [1] Ritsumeikan
Special Paid Leave Notice
(Non-Fixed-Term)

Form [2] Ritsumeikan
Special Paid Leave
(Fixed-Term Staff and Those
with Concurrent Duties)

@ Documents that show
your relationship with the
eligible family member

@ Documents that show
the family member is in
a state that requires
nursing care

® Documents that show
nursing care or
assistance was provided

Teaching staff and other
staff with family members
who require nursing care
may apply for nursing care
leave.

Going with the eligible family
member to the hospital,
executing the necessary
procedures to receive nursing
care services, and other
necessary assistance.
Within 5 days for one family
member (in a single year)
For two or more, within 10
days (in a single year)

Form [5] Notice of
Reduced Working Hours
Secured for Nursing Care

@ Documents that show
your relationship with the
eligible family member

@ Documents that show
the family member is in
a state that requires
nursing care

Up to a total limit of 3 hours
per day, after the start of
work and before the end of
work

(30-minute increments)

O -

Application for a subsidy to

use a home helper

® Receipt from the
organization to be used

@ Proof that the person
being cared for is a family
member being cared for
by the eligible employee

@ Documents that show
attendance duties eligible
employee

Assistance for the use of a
home helper when the
employee is unable to provide
nursing care

Also valid for registration
and renewal fees at the time
of use

(yearly cap of 60,000 yen)

(For forms and details) https://secure.ritsumei.ac.jp/staff-all/unitas/hrweb/life/care.html/
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About the Home Helper Use Subsidy (Non-fixed-term teaching staff)

Content nursing care
*Other than usage fees, also valid for registration and renewal fees.

Assistance for the use of a home helper when employee is unable to provide

Target
duration of |  While the family member requires care
subsidy
Subsidy/ A I limit of limi f i .
AUITED G nnual limit of 60,000 yen, no limit on number of times subsidy can be used
times (taxed and aggregated with salary)
In the event that a relative is asked to provide nursing care,
the subsidy is not available.
Remarks

or outside of working hours because of work-related matters.

Note: Defining “holidays or outside of working hours”

This refers to full days on Sundays and public holidays, as well as time outside of Mondays through Saturdays from 8 AM until 5 PM.

s*Annual subsidy limit of 60,000 yen is the total amount of babysitter and home helper fees.

The subsidy is restricted to times when nursing care cannot be provided on holidays

// /// \\
///// <O P Cys N
s .
./ General Information of

'/ Japanese Nursing Care systems

/
I .

[ Nursing Care Insurance
|
l

A public insurance system,
operated by local governments,
that insures people aged 40 and over.

‘\ Criteria for Nursing Care

! [Independent (not applicable)]
‘| Persons at risk for needing support or
I
|

nursing care in the future

I [In Need of Support 1, In Need of Support 2]
/ Persons who need support in their daily lives

// [In Need of Nursing Care 1, In Need of Nursing Care 2,
In Need of Nursing Care 3, In Need of Nursing Care 4,
In Need of Nursing Care 5]
Bedridden or cognitively impaired persons
who need nursing care services

*Varies depending on the condition of the patients themselves

Community General Support Center

Institutions in local governments and other places,
which are set up as offices to provide lifestyle support
for the local elderly.

Not limited to nursing care, they are affiliated with various medical,

welfare and other institutions, and respond to the lifestyle
problems of the elderly.
In addition, they also provide support for nursing care
insurance applications.
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:Medical Treatment :<<

When you need
medical treatment

Anyone can get sick or injured.

Plan your return to work based on your condition.

When you need medical treatment for illness, injury,
mental issues, cancer, etc.

—
o
o
D
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For your own treatment

Report to your department head
about your condition and future
outlook, and consult with them.
Verify labor regulations, etc.

Hand over your responsibilities to
those around you.

Check about systems such as Promotion
and Mutual Aid Corporation for Private
Schools of Japan.

For Bosses,Coworkers and
Others Around the Employee

Listen to the employee about their
condition and how they want to work
in the future, etc.

Learn about the illness and treatment.
Learn about available systems.
Treatment progress varies from
person to person. Avoid pushing
your own thoughts and experiences
on them.

Juswieas |

Sul0818pUN SIUM

Devote yourself to your treatment.

If you have the leeway, consult about
the timing for your return to work.

If you need to continue treatment
after returning to work, tell your boss
in advance about the frequency of
your hospital visits.

Once the employee’s return to work is
in sight, share information about the
current status of work.

Coordinate work duties in
preparation for the employee’s return,
in line with their expectations.

3I0M 01 SuluINIaY
104 uone.edald U

Consult with the Office of Payroll and
Employee Benefits, which supports
employees returning to work, as well
as your occupational health physician.

*Progress until returning to work will vary,
depending on individual situations and the

type of illness.

Depending on their condition and the
type of illness, people make progress
towards their returns at different
rates, until their condition stabilizes.
Consider the possibility that after
returning, the employee may continue
with treatment while working.

sujuiniey Jayy

Let people know what you can and
cannot do, and aim to make a steady
return to your original self at work.
Talk carefully with those around you
about changes to your physical
condition and when you feel unwell,
despite it not being visible.

If you need to work while continuing
treatment after your return, try to be
in constant communication.

Speak to them regularly
(consultations).

Organize a surrounding support system,
and create an environment where it is
easy for the returning employee to
consult with people.

Be considerate when the employee is
feeling unwell, even though it’s not
plainly visible.

If they can work while continuing
treatment after returning, try to be in
constant communication.

Contact the Office of Payroll and Employee Benefits (Tel:075-813-8150) for help.
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When your family member needs medical treatment
for illness, injury, mental issues, cancer, etc.
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For treatment of
a family member

Report to your department head
and consult with them about your
family member’s condition and
future outlook.

Verify labor regulations, etc.

Share information with your
department head and coworkers
about how your work responsibilities
are going.

For Bosses,Coworkers and
Others Around the Employee

Listen to the employee about their
condition and how they want to work
in the future, etc.

Learn about the iliness and treatment.
Learn about available systems.
Treatment progress varies from
person to person. Avoid pushing
your own thoughts and experiences
on them.

Juswieas |

Sul0819pun UM

Report the situation to your
department head, and consult with
them regarding your role in
accompanying the family member
for treatments and the outlook for
hospital visit.

Verify the health insurance systems
that your family members are
enrolled in.

Once the employee’s return to work is
in sight, share information about the
current status of work.

Coordinate work duties in
preparation for the employee’s return,
in line with their expectations.

»JOM 0] Suluiniey
J0J uonesedald uj

Depending on their condition and the
type of illness, people make progress
towards their returns at different
rates, until their condition stabilizes.
Report your family member’s status
to your department head, and consult
with them.

Depending on their condition and the
type of illness, people make progress
towards their returns at different
rates, until their condition stabilizes.
Consider the possibility that after
returning, the employee may continue
with treatment while working.
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Until your family member is in stable
condition, try to be in constant

communication with those around
you about the necessary care and
the accompanying time it will take.

Speak to them regularly
(consultations).

Organize a surrounding support system,
and create an environment where it is
easy for the returning employee to
consult with people.

Be considerate when the employee is
feeling unwell, even though it’s not
plainly visible.

If they can work while continuing
treatment after returning, try to be in
constant communication.

Contact the Office of Payroll and Employee Benefits (Tel:075-813-8150) for help.
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Medical Treatment

There are services and programs for
medical treatment.

Find a way to create a good work-life balance.

Available Systems for Those Who Are Undergoing
Treatment for Iliness or Injury

Work-Leave Benefits (Promotion and Mutual Aid Corporation for Private Schools of Japan)

Provided to enrollees (excluding enrollees who have left their institution and
opted to stay enrolled) who have had their compensation reduced due to
taking time off for reasons of disaster, marriage, a funeral, family illness or
injury, pregnancy, etc.

*Note 1. These benefits are not provided during an absence for nursing care, or for childcare
before the child enters elementary school. 2. When Iliness and Injury Benefits or Maternity Benefits
are applicable, these benefits are not provided.

Iliness and Injury Benefits, Iliness and Injury Benefit Additional Payments

Supplement provided to employees when they have had their compensation
reduced because they are unable to work due to illness or injury.

High-Cost Medical Expense Benefits

A system where employees can apply to receive benefits for high out-of-pocket
medical expenses.

Eligibility Certificate for Ceiling-Amount Application

A system where the person is allowed to pay a capped ceiling amount to the
cashier.

Deduction for Medical Expenses

A system where income tax is refunded on high medical expenses when filing
a final tax return.

*Verify the details on the homepage of the Promotion and Mutual Aid Corporation for Private
Schools of Japan. > https:/www.shigakukyosai.jp/

~——— Ritsumeikan Medical Service Center / Ritsumeikan Clinic ——,

The Medical Service Centers at Kinugasa, BKC and OIC conduct
medical examinations on weekday afternoons.

(Mental health, ladies’ consultations and smoking cessation are appointment only)
When your condition stabilizes after leaving the hospital and you can work,
the occupational health physicians and your attending physician may

contact you to do outpatient treatment.
Consult with the Center after confirming the examination

times and details on the homepage. > .
http://www.ritsumei.ac.jp/mng/gl/hoken/ [=]

*For Suzaku Campus, contact the Office of Payroll and
Employee Benefits or the occupational health nurse
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List of support systems to help you manage your health and

Category

Mental
health
measures

Supervising department
Content Targets Frequency o gfice
Teaching staff and other staff who are
Regular medical employed and enrolled in Social Insurance
examinations (Private School Mutual Aid)
*Includes short-term work enrollees Office
of
Female teaching staff and other staff who AIVTHET
Breast cancer - . R Resources
L are eligible for regular medical examina- Once
examinations ; > o
f tions, and who wish to undergo breast a year
(optional) P Office
cancer examinations (over 30 years old) of
Medical
TOITGY CEEr Teaching staff and other staff who are Services
. eligible for regular medical examinations,
(optional) and who wish to undergo tumor marker
tests (Feebased)
Teaching staff and other staff, students, oOffice of
Special medical researchers, contractors and other persons Safety
examinations who have used organic solvents, specific . MEREEmER
(organic, tests for chemical substances, ionized radiation, etc. Twice >
specific chemicals, for research and other endeavors, ayear Research
radiation) and reached the standard for undergoing Office
an examination
At the time of
Medical Teaching staff and other staff who fall employment
inati I g I t in Social *Within three months
examinations under the standard for enroliment in Social | "t ine heginning of
when employed Insurance employment,
before or after
Medical . .
SERERenSs Teaching staff anq other staff who will When
when traveling spend more than six months overseas for necessary
overseas work
Office
Medical ) o of
I Part-time teachers, class lecturers, visiting Once P Il and
examinations . o ayroll an
. teaching staff, visiting research professors ayear Emol
for part-time 4 oth n full-ti it d ) mployee
s e oo | poate | et
other staff (optional) e S e e
Medical
Sl Researchers at Ritsumeikan University
for eligible who are working as Japan Society for the Once
Promotion of Science special research- a year
JSPS postdoctoral .
ers (Gakushin PDs)
researchers
Office of
Carrying out Teaching staff and other staff who are payroll
stress checks employed and enrolled in Social Insurance Once pede
and consultations (Private School Mutual Aid) ayear Employee
for high stress *Includes short-term work enrollees Benefits

maintain work-life balance

Category

Health
consul-
tations

Support
for
returning
to the
workplace

Workplace|
support

VETS
subsidy
systems

External
welfare
program
services

Supervising department
Content Targets Frequency o heee® %P
Smoking cessation Teaching staff and other staff, who are trying to
clinic quit or abstain from smoking
p Office of
Wom'en S Azl Interested persons (Female) By Medical
Services eTayast edica
ppointment .
Services
Health consultations Interested persons
Office of
Mental health Interestadlpersons Payroll and
consultations 2 Employee
Benefits
Formulation,
implementation
anrgolf:_up from Teaching staff and other staff who need to Wh
- : take time off or an extended leave of absence s
by occupational X o necessary Office of
health physicians due to illness or injury
that supports Payroll and
workplace returns Employee
Benefits
Workplace support .
consSI tationspp The heads of affiliated departments where the
5 GEeVEEeREl Felachmg staff anld ot(r;er staff with illnesses or
health physicians injuries are employe
Promotion and
Enrollees and dependents who underwent a Mutual Aid
Subsidy for comprehensive medical examination which Corporation for
) ) : f Once every | Private Schools
comprehensive satisfies the checkup requirements prescribed - of Japan
medical examinations | by the Promotion and Mutual Aid Corporation y (Submit to the
for Private Schools of Japan service counter
at each campus)
(Ritsumeikan Trust) Teaching staff and other staff who underwent a Office of Payroll
Subsidy for comprehensive medical examination which n r and
. reyhensive fulfills the checkup requirements established by (r?r g:cz er Employee Benefits
P N the Promotion and Mutual Aid Corporation for Y1 (Submit to the
medical examinations | private Schools of Japan, or a cancer examina- | WO YE&rs) | sorvice counter at
and cancer check-ups | tion prescribed by the trust each campus)
Teaching staff and other staff who took the Office
Subsidy for optional tumor marker test during their regular Once of Payroll
tumor marker medical examinations, teaching staff and other pap— and Employee
option tests staff who fit the age standards and employment Y Benefits
categories prescribed by the trust
) En;ol:]egsf(lnc‘:udes optional continuing members) Promotiontand
:‘Aromolnzpdand and their family Mutual Aid
UiLE _' *For usage instructions and more, refer to the Corporation for
Corporation for “Shigaku Dayori Letter,” a PR pamphlet from Private
Private Schools of the Promotion and Mutual Aid Corporation for When Schools of
Japan hotline Private Schools of Japan, or the “Shigaku necessary Japan
Kyosai Book [Welfare and Lodging Edition].”
Elavel Club
health consultation Elavel Club enrollees JTB Benefit

services
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Workplace Laws in Japan

Equal Employment Opportunity Law

This law establishes a prohibition of
disadvantageous treatment on grounds of

marriage, pregnancy, childbirth, etc.

Childcare and Family Care Leave Law

This law prohibits disadvantageous treatment
on grounds of childcare leave, family care leave,
sick child leave, nursing care leave, etc.
It is also necessary to take steps to prevent superiors and
coworkers from damaging the work environment

on grounds of childcare leave, family care leave, etc.

Labor Standards Act

This law sets limits on overtime work and
work on holidays for mothers,
pre- and post-childbirth and while expectant/nursing,

and allows requests for parental time.

Industrial Safety and Health Act

This law establishes the medical examinations,

stress checks, etc.

(]

2

L]

Research Support Staff System
| pp y

This system provides a salary subsidy of up to 300,000 yen per term (6 months)
to hire “research support staff” for continued research, in order to allow
employees to balance their research activities with pregnancy, childbirth,
childcare, nursing care and other life events.

*This system cannot be used while taking pre-childbirth or post-childbirth maternity leave,
childcare leave, family care leave or other types of leave.

Pregnancy and Childcare

(DPregnant teaching staff and researchers

@Teaching staff and researchers with children younger than 3rd grade in
elementary school whose spouses regularly work full-time, as well as
teaching staff and researchers who are single parents nurturing children on
a daily basis.

(DTeaching staff and researchers taking care of family members in a state
requiring nursing care (a state where more than two weeks of constant care
are necessary due to injury, illness, or physical/mental disability)

Duration of subsidy Six months per term

@ Pregnancy and Childcare : 3 full years (up to 6 terms)
@ Nursing Care : 2 full years(up to 4 terms)

*If a new life-event (pregnancy, childcare and nursing care) occurs, reapplication is possible.

Application period  August / February
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About Treatment of Research Funding
During Maternity Leave, Childcare Leave and Family Care Leave

Even while taking leave, it is possible to apply for and receive department funding
such as allocated research funding, public research funding such as Kakenhi,
research funding within the university, funding for commissioned and collaborative
research, and grants and donations, within the scope of “independent research” in
order to maintain the necessary skills for the research activities that are the
employee’s primary assignment.

Persons who are taking pre- or post-childbirth leave, childcare

. leave, or family care leave, and
Who is Y

o * Have an allocation of individual research funding
eligible

* Have a funding budget under the jurisdiction of a research division
* Are eligible to apply for external funding such as Kakenhi

(Summary of applicable conditions for these systems)

While on leave, as a rule, employees shall not conduct work, which includes research
activities.

Things related to independent research conducted using one’s home as a base, such
as purchase of consumables (books, etc.) article submission fees and academic
conference membership dues are permitted. Allocations for travel and commuting
expenses are not permitted. Research activities on campus are also not permitted, as
they go against the point of maternity leave, childcare leave and nursing care leave.

Refer to the Research Division Homepage > http:/www.ritsumei.ac.jp/research/member/

| Contact info

Work-life balance, the research support staff system and new teaching staff support

® Research- Life Support Division for Promotion of Gender Equality
(Research Office at Biwako-Kusatsu Campus) 077-561-2631  rsupport@st.ritsumei.ac.jp
http://www.ritsumei.ac.jp/research/rsupport/

Human resources and welfare programs

® For concerns about leaves of absence, reinstatement, reduced working hours
{Contact the Office of Human Resources) 075-813-8510

® For concerns about systems for time off, reduced working hours, etc.

© For salary, social insurance, etc.
{Contact the Office of Payroll and Employee Benefits salary paymaster) 075-813-8150

© For daycare within the school, and special nursery rooms
{Contact the Office of Payroll and Employee Benefits) 075-813-8150

{Medical Service Centers at Each Campus)

® Medical Service Center at Kinugasa
(SHIGAKUKAN HALL 1F)075-465-8232 hokencnt@st.ritsumei.ac.jp

* Medical Service Center at BKC
(WEST WING 1F)077-561-2635 hokenbkc@st.ritsumei.ac.jp

* Medical Service Center at OIC
(Building A South Wing(AS) 1F)072-665-2110 hokenoic@st.ritsumei.ac.jp

© Medical Service Center Homepage
http://www.ritsumei.ac.jp/mng/gl/hoken/

(Office of Payroll and Employee Benefits)

© Medical examinations, consultations about long working hours, stress checks,

reinstatement (consultations with an occupational health nurse and physician)
(Suzaku Campus 6F)075-813-8150 r-eisei@st.ritsumei.ac.jp
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Ritsumeikan University
Research-Life Support Division for Promotion of Gender Equality

T525-8577 #HBEEEZHHEEI-1-1
Biwako-Kusatsu Campus (BKC)1-1-1 Noji-higashi, Kusatsu Shiga
077-561-2631 077-561-2633

rsupport@st.ritsumei.ac.jp
http:/www.ritsumei.ac.jp/research/rsupport/






