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Management Manual for the Discretionary Work System
(Revised Version, April 2025)

1. Purport of the Discretionary Labor System

The Tokyo Metropolitan Public University Corporation applies a discretionary labor system for professional
work (hereinafter referred to as the “discretionary labor system”) to faculty for flexible work patterns.

The discretionary labor system is a system of calculating working hours by prescribing the deemed working
hours in a labor-management agreement for workers who are engaged in the business categories prescribed in
the Ordinance of the Ministry of Health, Labour and Welfare, as workers who have difficulty with the
employers’ specific instructions pertaining to the determination of measures and time allocation for performing
the business because it is necessary to leave the method for performing the business to the discretion of the
workers who are engaged in the business due to the nature of their work.

All faculty members are required to be exclusively engaged in education and research for the university,
institute, and college as full-time faculty, and thus all faculty members are required to take charge of their duties,
such as classes and organizational management, properly to ensure smooth operations.

Furthermore, from the perspective of working for the Public University Corporation, it is necessary to be
accountable to the public for the working conditions.

From August 1, 2024, JSPS Postdoctoral Fellows-PD-RPDs (hereafter referred to as “employed PDs, etc.”),
who previously had no employment relationship with the host institution, can be employed by the host
institution. In addition, a discretionary labor system was introduced to further invigorate the research activities
of the employed PDs, etc. and to improve the research capabilities of the corporation as a whole.

In light of the above, we apply the discretionary labor system, in other words, a system for flexible working
hours that can support freewheeling thinking and the community activities of the faculty pursuant to the laws
and regulations and on the premise of fulfilling social accountability.

This manual describes the details and procedures for the system. We would like you to read it and follow the

proper procedures.

2. Those Applicable to the System
Full-time faculty members (excluding assistants), Special reading professor (Reappointed) , JSPS research
fellowship for young scientists

For assistants, a variable working hour system on a monthly basis shall be continued.

3 Obtaining the individual's consent

In accordance with the revision of the Labor Standards Law Enforcement Regulations and
Notification in March 2023, the consent of the individual is required to apply the discretionary labor
system from April 1, 2024.

Please refer to the attached "Consent for the Application of Discretionary Labor System" (Annex

1) and submit the consent form for the application of discretionary labor system.

4. Scope of Discretion

The start/finishing time, contents, methods, and time allocation of jobs in education and research are left to
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your discretion, and no specific instructions are given regarding your decisions on those matters; provided,
however, that this shall not apply to the classes, entrance examinations, meetings, and training held by the
Corporation along with operations directly related to them, as well as the directions related to the discipline and

order of the workplaces. In addition, places of work are not left to your discretion.

5. Deemed Working Hours

7 hours and 45 minutes per day shall your working hours. Working hours per day shall be basically left to

your discretion except for the time needed for participation in classes and meetings. In this case, for example,
you are deemed to have worked for 7 hours and 45 minutes irrespective of whether you worked for 4 hours or

10 hours. (Time for classes and meetings is included in the deemed working hours.)

6. Start/Finishing Time
The start time and finishing time are left to your discretion, not following those specified in the Rules of
Employment. Therefore, you, as someone applicable to the discretionary labor system, will decide the times at

your discretion according to the needs of performing your duties.

7. Preparation and Submission of Documents
In applying the discretionary labor system, your employers are required to grasp the working conditions in
order to care for your health and prevent health problems caused by overwork.
In order to appropriately ensure health and well-being as part of the measures for securing them as required
off and

university/college/institution, please never fail to submit the following documents by the specified due

by laws and regulations, set weekly days secure smooth management of the

date. If you do not submit them, the deans may give the necessary guidance to you.
e Self-report cards concerning working conditions of discretionary workers (Self-Report Card)
e Self-checklists for diagnosing the accumulation of fatigue of discretionary workers (Checklist)

e Work allocation and schedule (standard) sheets for discretionary workers (Work Schedule Sheet)

< List of Documents to Be Submitted>

Self-Report Card Checklist Work Schedule Sheet

Form

(Annex 7)

(Annex 8)

(Annex 9)

Objective of

Document

To grasp working conditions

with  the  objective  of
preventing health problems

caused by overwork.

To maintain good health.

To set weekly days off and
secure smooth management of
the university / college /

institution

Number  of

submissions

Once every month

Once every six months

At the beginning of every
semester (Or each time when

it is necessary)

Due date for

submission

The 10th day of next month

April 10
October 10

(Set by each Administrative

Affairs Division)
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Remarks Record the start time, finishing | If you feel an accumulation of | Enter the schedule of your
time, and the number of hours | fatigue, submit the document | work and activities for each
you worked. If you have | as appropriate in addition to | semester.
changed weekly days off or | the above. In principle, weekly days off
designated compensatory days | If you want a medical | shall be Saturday and Sunday.
off instead of non-workdays, | interview with guidance from | Just in the case when it is
report those days. an industrial physician, please | inevitable with the objective of

enter “I want a medical | the management of the

interview with/guidance from | university/college/institute,

an industrial physician” in the | such as holding classes on a

space at the bottom. Saturday, discuss with the
deans for coordination to set
another weekly day off.
(Please always set two days
off per week.)
Set one alternative day with no
class or meeting as a
substitution for the set weekly
days off and other days off as
much as possible.
When you change the set
weekly days off, submit the
Work Schedule Sheet each
time.

Submitted to Administrative Affairs Division in charge (Never fail to submit it by the due date.)

8. Weekly Days Off, Non-workdays, Late-Night Work
(1) Weekly days off and non-workdays

O  Even under a discretionary work system, you must set two days off per week. In principle, weekly days off

shall be Saturday and Sunday. Just in the case when it is inevitable with the objective of the management of

the university/college/institute, such as holding classes on a Saturday, discuss with the deans for coordination

to set another weekly day off.

(Please always set two days off per week.)

(O For non-workdays (such as national holidays), you do not have to work unless otherwise ordered to work.

O If you have worked on weekly days off or non-workdays for student recruitment meetings, classes on
holidays by official order, you have to change the weekly days off to other days or designate compensatory

days off instead of the non-workdays.

*Please also refer to “Change of Weekly Days Off and Compensatory Days Off Instead of Non-workdays”

(Annex 5).

Sundays in principle)

O Weekly days off -+ Days on which prescribed working hours are not allocated (Saturdays and

O Non-workdays - Days on which prescribed working hours are allocated but you do not have to

work (national holidays and year end/new-yeargholidays (December 29 to January 3))




(2) Work on weekly days off
O If you work on a weekly day off by an official order (example: student recruitment meetings), an order to

change the weekly day off to another day within the week (from Sunday to Saturday) in which the weekly

day oft'is included is required.

O Report necessary matters, including the weekly day off on which you will work, the new day off after the
change, and the details of the work, using the “Register of Orders to Change Weekly Days Off” (Annex 10)
to receive the orders from deans in advance.

O Ifitis difficult to change a weekly day off to another day within the week in which the weekly day off is

included (due to, for example, duty-trips), change the weekly day off to another days within two months

before or within four months after the weekly day off.

(3) Work on non-workdays
O If you work on a non-workday by an official order (example: classes on holidays), you have to designate a

compensatory day off on another day within two months before or within four months after the non-workday

on which you are ordered to work.
O  Report necessary matters, including the non-workdays on which you will work, the compensatory day off
instead of the non-workdays and details of the work, using the “Register of Substitution/Designation of

Compensatory Days Off for Non-workdays” (Annex 11) to receive the orders from deans, etc. in advance.

* In order to secure alternative days in substitution for the set weekly days off and compensatory days off taken
instead of non-workdays, set one or more days with no class and meeting per week (alternative days for
change of the set weekly days off, etc.) as much as possible and enter the optional extra days in the Work
Schedule Sheet.

* Weekly days off and non-workdays during duty-trips with no duty such as programs of academic conferences
or only for travel are handled as regular weekly days and non-workdays, so change of weekly days off and
designation of compensatory days off are not required.

* If you make duty-trips during which there are weekly days off and/or non-workdays on which you have
duties, you are required to complete procedures not only for trip orders but also for changing the weekly days

off or designating compensatory days off instead of those days off.

(4) Work at late at night (from 10:00 p.m. to 5:00 a.m. next day)
O Late-night work is prohibited in principle with the objective of securing health and well-being, except for
one by official orders.
O When you work late at night by official orders (Example: guidance in on-site exercises), night-work
allowance of 25/100 of your pay per hour will be added for each night-work hour. Report necessary matters,
including the working days and time, details of the work, etc. using the “Register of Orders for Overtime,

etc.” Annex 12) to receive the orders from deans, etc. in advance.

9. Place of Work

O In the discretionary labor system, places of work are not included in the scope of your discretion, but are
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specified as the campus described in the Notification of Conditions of Employment. If you will be working
outside of your assigned campus, please complete the advance travel order process in the travel expense
system as you would for regular business travel.

O Even in the case of all-day research work at home or working for research, etc. at any other campus that is
not specified in the Notification of Conditions of Employment, the procedure for travel orders is required.

O For application procedures, please refer to the "Operation Manual" on the top page of the travel expense
system.

O If you use the "Travel Order Form and Travel Expense Claim Form" (Attachment 13), please refer to the

example.

10. Handling of Concurrent Business/Position
For engaging yourself in concurrent business/position, permission and approval are required. If you are
engaged in concurrent business/position all day, it is not deemed to be working at our
university/college/institution. Please always take leave or follow the procedure for reduction of your salary. In
addition, please don’t include the working hours pertaining to concurrent busines/position in the working

hours stated in the Self-Report Card.

11. Measures for Securing Health and Well-being
In order to secure the health and well-being of all you faculty members, deans may interview with you
about your work and health conditions for grasping the actual situations and give necessary directions for
reduction of working hours if the deans find it necessary in some cases, such as the case where there is a

concern about excessive work load due to long working hours.
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Annex 2

Change of Weekly Days Off and Compensatory Days Off Taken Instead of Non-workdays

Concepts of weekly days off, non-workdays, etc.

mWeekly days off ... Days on which prescribed working hours are not allocated (Saturdays and Sundays)

mNon-workdays ... Days on which prescribed working hours are allocated but you do not have to work
(National holidays and year end/new-year holidays)

* If the weekly day and the non-workday are on the same day, the day is deemed “a weekly day off”.

* A week is defined as the period of 7 days from Sunday to Saturday.

Change of weekly days off/designation of compensatory days off instead of non-workdays

mWeekly days off ... Change a weekly day off to another day within the week in which the weekly day off is
included.

If it is difficult to change a weekly day off within the week in which the weekly day off is included, change the
weekly day off to another day within two months before or within four months after the weekly day off (*1). (For
working hours exceeding 38 hours and 45 minutes within the same week, overtime allowance (25/100(*2)) will be
added.)
mNon-workdays ... Designate a compensatory day off within two months before or within four months after
the relevant non-workday (*1).

(*1) Within two months before or four months after the day off
Weekly days off
\ *® j

Two mornths FoYur months

(*2) Overtime allowance (25/100)...The amount calculated by multiplying salary per work hour by 25/100

Examples of changing a weekly day off/designating a compensatory day off instead of a non-workday

<Example 1: Change of a weekly day off to another day within the week in which the weekly day off

is included>

10/14 10/15 10/16 10/17 10/18 10/19 10/20
(Sunday) | (Monday) | (Tuesday) | (Wednesday) | (Thursday) | (Friday) | (Saturday)
Before Weekly Work Work Work Work Work Weekly
change days o \ days off
Afterthe | Work Work Work | Weekly Work Work Weekly
change days o days off
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<Example 2: Change of a weekly day off to another day in weeks other than the week in which the weekly

day off is included (overtime allowance (25/100) is available)>

10/14 10/15 10/16 10/17 10/18 10/19 10/20
(Sunday) | (Monday) | (Tuesday) | (Wednesday) | (Thursday) | (Friday) | (Saturday)

Before Weekly Work Work Work Work Work Weekly
change days off days off
After the Work Work Work Work Work Work Weekly
change days off

Change a day off to another day in weeks other than the week in which the day off is included (within two months before or

four months after the day off (*)). *Between August 14 and February 14

<Example 3: Designation of compensatory days off (no overtime allowance (25/100))>

10/7 10/8 10/9 10/10 10/11 10/12 10/13
(Sunday) (Monday) (Tuesday) | (Wednesday) | (Thursday) | (Friday) | (Saturday)
National
holiday
Before Weekly | Non-workdays Work Work Work Work Weekly
change days off / days off’
After the Weekly Work Work Work Work Work Weekly
change days off days off’

v

Designate another day within two months before or four months after the day off (*). *Between August 8 and February 8
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Self-report cards concerning the status of work of discretionary workers

% This card is to be prepared and submitted with the objective of securing the health and well-being of discretionary workers.
Never fail to submit it by 10th of every month.

Month OO Year

QO

Name

Affiliated organization
(Regular service)

Enter the organization you

regularly work for (Faculty).

Day  Day of week
1 Monday
2 Tuesday
3 Wednesda
4 Thursday
5 Friday
6 Saturday
7 Sunday
8 Monday
9 Tuesday
10 Wednesda
11 Thursday
12 Friday
13 Saturday
14 Sunday
15 Monday
16 Tuesday
17 Wednesda
18 Thursday
19 Friday

20 Saturday
21 Sunday
22 Monday
23 Tuesday
24 Wednesda
25 Thursday
26 Friday
27 Saturday
28 Sunday
29 Monday
30 Tuesday
31 Wednesday

Category
(Note 1)

OO 00 Position Professor
N\ ——\
I7 Department of O O ’ FaCU1ty of O O Professors, associate professors,
and assistant professors will fill
Start time Fin?shing Number~of hours for L out this box.
2 time which you
Note2) | Note2) | worked(Note3-4+5) Remarks(Note6)
Fill out the column in the form of “XX:XX" (e.g., 4 o’clock, 4 hours — 4:00)
9:00 17:45
9:00 Select the category, such as a weekly day off and non-workday, from
the pull-down list according to the allocation of your work. (Required)
9:00 17:45 * Itis possible to make an entry for a week and copy it.
9:00 17:45 *  If you select “Work,” 7 hours and 45 minutes are added to the
: : bottom field of the “Number of working hours” column automatically.
9:00 17:45
9:00 15:00 5:00
9:00 | 17:45 N
9:00 | 17:45 (. ‘
Fill out the column only for days when working hours are
9:00 17:45 less or more than 7 hours and 45 minutes.
9:00 17:45 *  Directly enter working hours excluding break time.
’ : (Example: When you work 5 hours — “5:00”)
\.
9:00 17:45
9:00 17:45
9:00 17:45
A weekly day off changed (In subs{itution for 4/20
9:00 | 17:45 \
9:00 17:45 Worked on a weekly day off \
9:00 17:45 If you have changed weekly days 1
off, enter the daily allowance |
9:00 17:45 applicable to the days off in the
9:00 17:45 remarks column.
And the procedure for change of |
9:00 17:45 weekly days off is always |
9:00 17:45 \ required in advance.
\ Vs
9:00 17:45
160hours

Notel Enter “Work,” “Day off,” or “Leave” in the column of “Category of allocation”

Note2 Enter the time when you started/finished your work, irrespective of the places of work, including the campuses and destinations of duty-trips.

Note3 Enter the number of hours for which you actually worked, excluding break time.

Late-night work is prohibited in principle. For work outside the university/college/institute, the Order of Travel is required separately.

If you have changed weekly days off or designated compensatory days off instead non-workdays, enter those days off in the “Remarks” column.

Note4 Fill out the column of the column only for days when working hours are less or more than 7 hours and 45 minutes. (No entry is required for the days when you work
for 7 hours and 45 minutes.)

Note5 Include the hours you worked outside the university/college/institute for duty in your working hours to enter.

Note6 Use the “Remarks” column for entering days to which the weekly days off is changed, compensatory days off designated instead of non-workdays, details of work,
and destinations of duty-trips as needed.
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Annex 5

Self-checklists for diagnosing the accumulation of fatigue of discretionary workers
Report Date YYYY MM DD

Affiliated organization

Name

This checklist assesses the accumulation of fatigue from the aspects of both subjective symptoms and

working conditions to see the degree of your work burden.

1. Check the o that is the most applicable to each question about the subjective symptoms of the last month.
1. Feel annoyed o Very little  (0) o Sometimes (1) o Often (3)
2. Feel uneasy o Very little  (0) o Sometimes (1) o Often (3)
3. Feel awkward o Very little  (0) o Sometimes (1) o Often (3)
4. Feel depressed o Very little  (0) o Sometimes (1) o Often (3)
5. Cannot sleep well o Very little  (0) o Sometimes (1) o Often (3)
6. Feelill o Very little  (0) o Sometimes (1) o Often (3)
7. Cannot concentrate o Very little  (0) o Sometimes (1) o Often (3)
8. Make many mistakes when doing something o Very little  (0) o Sometimes (1) o Often (3)
9. Feel very sleepy while working o Very little  (0) o Sometimes (1) o Often (3)

10. Feel unmotivated o Very little  (0) o Sometimes (1) o Often (3)
11. Exhausted (excluding exercise) o Very little (0) o Sometimes (1) o Often (3)
12.  Feel terribly tired when getting up in the morning o Very little  (0) o Sometimes (1) o Often (3)
13. Get tired more easily than before o Very little  (0) o Sometimes (1) o Often (3)

<Assessment of subjective symptoms>Add all the numbers in parentheses in your answers.
Total: points

I 0-3 points II 4-7 points I 8-14 v 15 points
points Oor more

2. Check the o that is the most applicable to each question about_your working conditions of the last month.

1. Hours of work of the month o A few or moderate (0) o Many (1) o Too many (3)

2. scilrer(ehgl;l;:)r work hours (including a change in o A few (0) o Many (1) B

e woklond pertining 1o duy i (0003 | Nouing arsight ©) | 0 Heavy (1) -

4. The workload pertaining to late-night work (% 1) o Nothing or slight (0) o Heavy (1) o Enormously heavy (3)
5. fa;FiI;ietigl:mber of hours of break/nap time and o Proper (0) o Tmproper (1) B

6. Mental strain of work o Small (0) o Heavy (1) 0 Enormously heavy (3)
7. Physical strain of work (%2) o Small (0) o Heavy (1) o Enormously heavy (3)

% 1:Determine it comprehensively based on the frequency and number of hours of late-night work. Work late at
night refers to part or all of the late-night hours (10:00 p.m. to 5:00 a.m.).
% 2:Physical burdens from physical tasks and work in extremely cold/hot conditions

<Assessment of work conditions>Add all the numbers in the parentheses of your answers.
Total: points

9 points or

A 0-2 points B 3-5 points C 6—8 points D more
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3. Comprehensive judgement
Using this table, calculate the score of your burden from your work (0—7) based on the
evaluation of subjective symptoms and work conditions.
[Table for Scoring Burdens of Work]

Work Conditions

A B C D
©n © I 0 0 2 4
< e
E| %‘ I 0 1 3 5
S 2 I 0 2 4 6
B <
e v 1 3 5 7

*Those who have such diseases as diabetes and hypertension may be judged incorrectly.
—  The score of your burden from your work: (0-7) points

Score [Burdens of Work]
g 0-1 Seem to be slight
0§ 2-3 Seem to be rather heavy
% 4-5 Seem to be heavy
6-7 Seem to be very heavy

4. Measures for prevention of accumulation of fatigue
This checklist is recommended to use for health management of companies and others as part
of the Comprehensive Measures for Prevention of Health Problems Caused by Overwork
promoted by the MHLW. (The description was partially revised.) The following comment is
described as measures to be implemented based on the result of the judgment. We would like all
faculty members to keep it in mind to care about your health management as part of trying to
prevent the accumulation of fatigue on a daily basis.

Those whose scores of burdens are 2—7 may be suffering from accumulated fatigue, and they need to
improve the work conditions that are itemized in number 2 of the checklist (items whose scores are 1 or 3).
For items that you can improve at your discretion, do so by yourself. For items that you cannot improve at
your discretion, consult your superiors or industrial physicians to make an effort at improving your work
conditions. On the other hand, there are cases of noticing many symptoms caused by lifestyles not work. It
is also important to reassess sleeping and rest. In order to avoid an accumulation of fatigue, you need to
lighten your workload and, at the same time, get enough sleep and rest. Reduction of working hours is one
of the effective measures for preventing an accumulation of fatigue because it can lighten the workload
and make it easy to get sleep and rest.

[Reference] Relationship between overtime work and cerebrovascular diseases/ischemic heart diseases
Overtime work is considered one of the major reasons for the accumulation of fatigue because it not
only increases the workload but also decreases the time for sleeping and rest. Please refer to the
relationship between overtime work (work hours exceeding 40 hours per week) and the risk of health
disorders, such as cerebrovascular diseases, including intracerebral bleeding, or ischemic heart
diseases, including cardiac infarction, estimated on the basis of medical knowledge as follows. Even if
your burden from your work is light in the checklist above, care should be exercised if overtime is long.

100 hours per month or
Overtime working | 45 hours or less | The risk of a health disorder more _than 80 hoprs per
. . month when taking an
hours per month rises gradually as overtime .
. average for two to six
work hours increase.
RN months
Risk of health .
disorder Low High

If you want to receive a consultation and guidance from industrial physicians based on the results
above because of your concerns about your own health and others, enter the reasons, health

conditions, and other reasons in the bottom space and submit this list as needed.
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TT

Work Allocation and Schedule (Standard) Sheet for Discretionary Workers (Work Schedule Sheet)

(April to September, Fiscal YYYY)

P
Never fail to enter the field of “Work Allocation” in order to set Nene o0 o0 | Position| Professor
mrERdy QR G (e Caye il par wERkl, Affiliated organization| Department of @ @, Faculty of Humanities and Social Sciences

~—

Day Month Tuesday Wednesday Thursday Friday Saturday
Work Allocation
Weekly day off Work Work Wor At oy oo of e e dy o) Work Work Weekly day off
Name of Clag| /
(1st Period) L/
Place (o .
Set one day or so with no class and
Name of Clag| OO T (Alternate week) meeting (alternative days for change of OO I (Alternate week)
(2nd Period), \the set weekly days off). )
Place Minami-Osawa Campus Minami-Osawa Campus
Name of Clag| /\ OO II (Alternate week)
(3rd Period)
Place \ Minami-Osawa Campus
o Name of Clag] |, ) v
§ (4th Period) ame of Clag The names.of. classes should be entered, OO
Q Place but abbreviations are allowed. Minami-Osawa Campus
Name of Clag OO /N
(5th Period)
Place Minami-Osawa Campus /—/ ~
Depending on the actual situations of
~Name of Clag departments and divisions, enter the names
(6th Period) of campuses or the numbers of classrooms.
Place [Describe the details as much as ] b
Name of Clag| )
(7th Period)
Place /
Research . . . . . . . . . .
d Stud Place / Minami-Osawa Campus| Minami-Osawa Campus| Minami-Osawa Campus| Minami-Osawa Campus| Minami-Osawa Campus
and Suav
Organizational Management|O  The third Thursday of every month A professor meeting
"escribe management meeungs, O A member of the safety and health committee (On the xxth DOW, once a month)
faculty meetings, and other internalf © - A member of the xx committee of Faculty of xx (On alternating Fridays)
meetings O
Concurrent b (Ajon(:l/n‘retAl:A OO University/College/Institute
business/p usiness/position
osition Hours - 15:00 - 19:00 - - - N -
) Describe the details as much as
Remarks %\ )
O Summer vacation 10:00 to 18:00 Usually in the laboratory (Minami-Osawa Campus). Mainly engaged in research.
*Work during the vacations of the
university/college/institute

*Please always set two weekly days off. In principle, weekly days off shall be Saturday and Sunday.

*In order to secure days to which weekly days off can be changed and compensatory days off taken instead of non-workdays set one or more days with no class and meeting per week (alternative days for change of the set weekly days off etc.).




Appended Form No. 1 (related to Article 3)

Register of Orders to Change Weekly Days Off

Annex 7

Department of OO , Faculty of OO

Seal of a
Date of person Faculty/staff who engages Weekly  days off] Payment|Seal of|  For
who Details of work of  [faculty/s|attendance
Order issues | Positio Name Before |[After the| 25/100 taff filing
the orderf] 1 change change
Profes Student ] N N
5/11/2021 sor OO 0O recruitment 5/16/2021 | 5/18/2021 | needof need
meeting enty of
yd / \ |Eligible
. ’ /Ineligi
Recel‘-/e an Enter the Enter the day to which the ble
order in Enter the details of work | | weekly day off weekly day off is changed
advance. when you work. (Sunday to Saturday). Eligible
/Ineligi
ble

<Concepts of weekly days off and non-workdays>

B Weekly days off...Days on which the prescribed working hours are not allocated (Saturdays and Sundays in principle)
B Non-workdays...Days on which the prescribed working hours are allocated but you do not have to work
(National holidays and year end/new-year holidays)
*If the weekly day off and the non-workday are on the same day, the day is deemed a weekly day off.
*A week is defined as the period of seven days from Sunday to Saturday.

I I I I I [ ble |

<Change of weekly days off>
m Change a weekly day off to another day within the week in which the weekly day off is included.

m If it is difficult to change a weekly day off within the week in which the weekly day off is included,
change the weekly day off to another day within two months before or within four months after the
weekly day off (*1).

And in this case, as overtime allowance (25/100(*2)) will be added for working hours exceeding 38
hours and 45 minutes within the same week, fill out the Register of Orders for Overtime for
receiving the order.

(*1)Within two months before or four months after the day off
Weekly days off

\ * T
To
months

(*2) Overtime allowance (25/100)...The amount calculated by multiplying salary per work hour by
25/100

Fo&r
months

Eligible
/Ineligi
ble

12
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Appended Form No. 5 (related to Article 10 and Article 11)

Annex 8

Register of Substitution/Designation of Compensatory Days Off for Non-workdays

Department of OO , Faculty of OO

you work.

riours

_ |Faculty/staff who o . .
Seal of a ¥ Worki | Substitution/Designation Seal | For
Date  offperson engages ) of |attend
who - Details of work| ng
Order  [issues el Posit Non-  |Compensatory| facult | ance
order . Name hours sstaff| f 10
ion workdays [days off| y/statf| filing
7 hours B
Profe Class on a national | and 45
10/5/2021 OO OO . . 11/23/2021 | 11/29/2021 5
ssor holiday minute g
. /] N :
ReceiYe an Enter the details Enter 7 hours Enter the non- Designate a compensatory
order in ¢ X and 45 minutes workday when day off within two months |
advance. orwor as deemed before or within four

months after the non-
workday when you work.

<Concepts of weekly days off and non-workdays>

B Weekly days off...Days on which the prescribed working hours are not allocated (Saturdays and Sundays in principle)
B Non-workdays...Days on which the prescribed working hours are allocated but you do not have to work

(National holidays and year end/new-year holidays)

*If the weekly day off and the non-workday are on the same day, the day is deemed a weekly day off.

*A week is defined as the period of seven days from Sunday to Saturday.

| Hours |

workday.

<Designation of compensatory days off for non-workdays>

*Within two months before or four months after the day off

Designate a compensatory day off within two months before or within four months after the
relevant non-

Weekly days off
L * I
2! 4!
months months
Hours
Hours
Hours
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Appended Form No. 2 (related to Article 6) (Table)
Register of Orders for Overtime If you worked late at night [Amexo |

MM ,YYYY
Affiliated o Z
izati o
o Department of OO , Faculty of OO 2. Professor g OO OO
Division g @
O 0 6 © : \
- W s Change of weekl Work on weekl . Ll
Sealofa | ~ Order of Seal for confirmation Overtime work sﬂys ot d Overtime work(more than 60hours) dre ot ¥ | Late-night work| Work of persons in
Date of work | P&*" vho| & duty/Actual Break time Details of work | Faculty/st : Scal of Accumulative managerial
issuesthe |5 ours affwho | Secton | e 1257100 150/100 135/100 160/100 100/100 25/100 total 25/100 15/100 135/100 25/100 | positions on non-
order |2 e Chief | issues the order workdays
engages
©] From 22:00 F : :
MM DD 2 rom Guidance on on- hours minut, hours minut| hours minut hours minutj hours minut hours minuf hours minut{ hours minut hours minut hours minut| hours minut hours minuf
g From 24:00 To : site training
Seal |5 o From 22:00 F .| pertaining to the Seal
4-22 E g rom 22 o TS0 . . . . . . . . . . 2-00
i From 24:00 To : course A
o Fi : :
MM DD % n:orm N\ hours minut| hours minut{ hours minut| hours minutj hours minuf hours minuf hours minut| hours minut hours minut hours minut / \ minut  hours minu
e 0
B g From :
£ g o Fill in this : : : : : : : : : S| you work lhate at
= : column if you night, enter the
MM DD o From y . . . . . : : : ; number of hours in ;
=% take break. hours minut| hours minuti hours minut| hours minut{ hours minuf hours minuf hours minut| hours minut hours minut hours . minuf
S To this column.
g
S g From
e Ef To : To
o From : From
MM DD % T T
Ll o [3) . . .
4 <Procedures for preparing the Register of Orders for Overtime, etc.
E o From : From
= B
e Ef To : To
° From From mBefore work
MM DD & To T (1) Enter @ Hours for which work is ordered (only in the field of Order), @ Break time (only in the field of Order and 3 Details of
g & From : From work.
& 5 To - To Q@A person who issues the order, such as deans, affixes a seal according to the confirmation.
MM DD Q From : From :
& To : To : mAfter work
5 g From : From : (1) Enter actual working hours (including break time) and break time (D in the field of Actual working hours (in the field of
= B . . . .
& g To : To : Confirmation) and @ Break time (in the filed of Confirmation).
MM DD g From From (2) According to the categorization on the right side of the Form, enter ® actual working hours (excluding break time) in the relevant
. . To : To : columns.
=] F : F : . . . .
E g me me (3) The ordered affix a seal in ® the column for confirmation and receive approval from a person who issues the order, such as
e E o o
deans.
o From : From
MM DD 2
4] To : To
B g From : From
B3
e Ef To : To
Overtime work
ot vt s | More han  houn
Monthly total Hours 5/100
Hours Hours Hours Hours Hours Hours Hours Hours Hours Hours times times
(Total) Yen Unit wage Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen
The amount of payment Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen Yen
* Fill in the fields of actual working hours when working hours ordered are different from the actual working hours. (No. 4 of Row A, Japanese Industrial Standards)
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Form No. 6 (related to Article 8)
Example of filling out the form when you work Annex 10
Register of Travel Orders and Itemized Statement for Claim for Travel Expenses at home for research all day
[ForMM ,YYYY ]
Affiliated Position
organizati| Department of OO , Faculty of OO ; Professor Name OO 0O
ClC.
on ’
. INOT 1
Seal of a Seal of [ Seal of Date of . Reason for the Travel Route of travel Public car] Actual | Categor Miscellane
person a the : Time of travel . destinati . . ) ) ) travel yof [more ous
who | person | traveler trave trave estination (DepaI‘ture station—via—Arrival Statlon) Private car expenses | travel | than | expenses
From 9:00 Research tasks Public car Yen Inside/O Yen
Seal = 2019/4/10 To 174 pertaining to  [Home i
3 Privat
_ A o 17: 500 rivate car ‘O i\ 0
&om 9:00 _I \— Public Car/ Yen lnf’ Yen
\ Home ] /

. No need to fill in. No need to fill 0
RecelYe an Enter. Enter the Draw a diagonal No travel expenses [y oy in. Draw a Yen
order in Worklng details of the bme line and miscellancous n w .
advance. hours at dut}’~ expenses are dlagonal line 0

From  9:00 Public car Yen InsidgO Yen
Home 4
To 17:45 Private car 0 Side 0
Yen
mImplement the procedure for the order of travel only when you work at home all day (*). (Follow the procedure in advance.) 0
*If you work for any part of the day at the campus described in the Notification of Conditions of Employment, no procedure is required. Yen
. . . . 0
mEnter the relevant date, details of your duty in the filled-in columns with colors. Y
n
10 1/:4> Private car 0 wu 0
From 9:00 Public car Yen InsiderO Yen
Home 4
To 17:45 Private car 0 Side 0
Yen Yen
—_
g 1 Fill in the columns “Travel route,” “Official car or private car,” and “Actual travel expenses” each time when the traveler make a duty-trip in principle. Total
= ota
® 2 For the column “Official car or private car,” circle “Official,” or “Private” when the traveler made a duty-trip for the Corporation in an official car Yen|
=] . . . . .
= or when the traveler who was allowed to use a private car for duty-trips actually traveled in a private car respectlvely.
E 3 In the column “Actual travel expenses,” enter the actual expenses for railway fares, boat fares, and car fares.
aQ
8 4 In the column “Category of travel,” circle “Inside” or “Outside” when the travel destination is within the neighboring region or outside the neighboring region respectively. Budget to be implemented (Name of budget)
; 5 Circle the column “Not more than 1 km” when the travel destination is within an 1 km range from the place of work.
:3 6 In the column “Miscellaneous expenses for travel,” enter the amount of the miscellaneous expenses and the travel distance in the form of (the number of kilometers).
o
E 7 In order to confirm at the time of the travel order (request) whether payment of travel expenses is allowed or not from the budgetary perspective, enter “Budget to be implemented (Name of budget)”. Payment of travel 'exp'enses from
= X . L other organizations
8 In the column “Budget to be implemented (Name of budget),” enter whether travel expenses are paid by any other organization. (Full or partial payment)

(No. 4 of Row A, Japanese Industrial Standards)
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