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Tokai National Higher Education and Research System Detailed Rules on the Handling of
Staggered Work Hours for Employees
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(THERS Detailed Rule No. 16 of April 1, 2020)
BIE
Revisions
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THERS Detailed Rule No. 74 of March 24, 2021
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THERS Rule No. 197 of March 31, 2021
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THERS Detailed Rule No. 19 of March 25, 2022
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Article 1 These Detailed Rules prescribe the handling of staggered work hours as
provided for in Article 5, paragraph (4) of the Tokai National Higher Education and
Research System Employee Working Hours and Leave Rules (THERS Rule No. 30 of
2020; hereinafter referred to as “Employee Working Hours Rules™); Article 5, paragraph
(2) of the Tokai National Higher Education and Research System Short-Time Regular
Employee Working Hours and Leave Rules (THERS Rule No. 31 of 2020; hereinafter
referred to as “Short-Time Employee Working Hours Rules”); Article 3, paragraph (3) of
the Tokai National Higher Education and Research System Contract Employee Working
Hours and Leave Rules (THERS Rule No. 32 of 2020; hereinafter referred to as “Contract
Employee Working Hours Rules”); and Article 5, paragraph (2) of the Tokai National
Higher Education and Research System Part-Time Employee Working Hours and Leave
Rules (THERS Rule No. 33 of 2020; hereinafter referred to as “Part-Time Employee
Working Hours Rules™).

(B EHORRY )
(Assignment of Staggered Work Hours)
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Article 2 When the Chancellor orders employees to work staggered work hours, the
assigned working hours must meet each of the following conditions; however, staggered
work hours that are ordered due to work-related reasons as provided for in the following
Article are not required to meet the condition in item (ii).
—  MRZEWRZ PRI TR (15 pHALETH I L)
(i) Starting time: no earlier than 7:00 a.m. (to be tallied in 15-minute increments)
ZORCERRZ PR 8HFL 54 LIET (1 5 HALETH L)
(ii) Finishing time: no later than 8:15 p.m. (to be tallied in 15-minute increments)
= IRERFHE BENOKREE TORMIZ6 04
(iii) Break time: 60 minutes in the time between the starting and finishing times
PO Fif 5 ORI 0O B2 O By RF R 3 e L C 6 Rpf 2B 2 e 2 &,
(iv) The working time before and after the break time provided for in the previous item
must not exceed six consecutive hours.
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(Application for Staggered Work Hours Due to Work-Related Reasons)
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Article 3 Only if there is sufficient reason that staggered work hours are necessary for
business operations, and only if the employee agrees, the Chancellor may order staggered
work hours for work-related reasons that fall under any of the following items:
— REEBRFHBRE S REAHE 1 >
(i) Article 5, paragraph (4), item (i) of the Employee Working Hours Rules;
T O EFFHE BB S RHARE S RE2EHE 1 5
(ii) Article 5, paragraph (2), item (i) of the Short-Time Employee Working Hours Rules;
= BB FHEEE 3 RFIWE 1 T
(iii) Article 3, paragraph (3), item (i) of the Contract Employee Working Hours Rules; or
M N—FEESERHRRESRE2HEL S
(iv) Article 5, paragraph (2), item (i) of the Part-Time Employee Working Hours Rules.

2 HIEICE2HEHEHEEO OB ITHMIT1IHEL, 1THBUNETS,
(2) Staggered work hours implemented pursuant to the previous paragraph shall be tallied
in one-day increments, and those staggered work hours are limited to a period of one
week or less.
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(3) When seeking to implement staggered work hours pursuant to paragraph (1), an
“Application Form for Staggered Work Hours Due to Work-Related Reasons” (Appended
Form 1) must be submitted to the Chancellor by the day before the first day of the
planned period of staggered work hours.
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(4) Having received an application under the previous paragraph, the Chancellor shall
approve the application after taking into consideration the work-related necessity and the
health, etc., of the employee who will work staggered work hours.
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(Request for Staggered Work Hours for Employees Engaged in Childcare)
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Article 4 An employee who applies for staggered work hours for a reason provided for in

any of the following items must clearly state the first day (hereinafter referred to as

“Staggered Work Hours Start Date”) and the last day (hereinafter referred to as

“Staggered Work Hours End Date”) of a single period of staggered work hours on a

“Request Form for Staggered Work Hours Due to Child or Family Care Reasons”

(Appended Form 2) and submit that Form to the Chancellor at least one week before the

Staggered Work Hours Start Date:

— BEEBRHERERT S RE 4 HE 2 51 Xdn

(i) Article 5, paragraph (4), item (ii), (a) or (b) of the Employee Working Hours Rules;
FRFHE BB BB RMARE S RE2HE 2 51 Xk

(ii) Article 5, paragraph (2), item (ii), (a) or (b) of the Short-Time Employee Working

Hours Rules;
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(iii) Article 3, paragraph (3), item (ii), (a) or (b) of the Contract Employee Working

Hours Rules; or

M N— NERE BB IR B SE B5 4 5 2 THES 2 5 A Xdwm

(iv) Article 5, paragraph (2), item (ii), (a) or (b) of the Part-Time Employee Working

Hours Rules.
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(2) Having received a request under the previous paragraph, the Chancellor must

promptly notify the employee who submitted that request whether staggered work hours

will interfere with business operations by sending a “Notice of Staggered Work Hours

Due to Child or Family Care Reasons” (Appended Form 3).
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In this case, if it becomes apparent after this Notice is issued that there is a day or days

that normal business operations are impeded, the Chancellor must, by the day previous,

promptly notify the employee who submitted the request to that effect by issuing a Notice

of Staggered Work Hours Due to Child or Family Care Reasons (Appended Form 3).
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(3) On finding it necessary to verify the reason for a request made pursuant to the

provisions of paragraph (1), the Chancellor may demand documentary evidence of the

employee who submitted the request.
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(4) If, after a request is made pursuant to the provisions of paragraph (1), any of the

following circumstances arises by the day before the Staggered Work Hours Start Date,

the request is deemed to have not been made:

— RHEBEHEBIKRLIFPEC L L &,

(i) if the child for whose care the staggered work hours were requested dies;
FHEHEB IR FAERTFOLET, B XIIRFHREOBIELICE ) BEHH%E

LB OF TR holc b &,

(ii) in the case that the child for whose care the staggered work hours were requested was

adopted, if the child is no longer the child of the employee due to dissolution or

annulment of the adoption;
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(iii) if the child for whose care the staggered work hours were requested no longer lives

with the employee due to adoption by another party or other reasons;
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(iv) if the employee finds it difficult to personally engage in childcare because the

employee is physically disabled as defined in Article 4 of the Act on Welfare of

Physically Disabled Persons (Act No. 283 of 1949) or is mentally disabled to the extent

that a similar level of difficulty is experienced in daily life, or finds it difficult to

personally engage in childcare due to injury, illness, or other cause; or

HOBEREIES TONTAICLEY LR kot & &,

(v) if the employee ceases to be covered by any items under paragraph (1).

(BIRZATHOWMB O R HEHEBEOKT)

(Conclusion of Staggered Work Hours for Employees Engaged in Childcare)
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Article 5 If any of the following items becomes applicable to the employee working
staggered work hours under paragraph (1) of the previous Article, staggered work hours
shall end on the day that circumstance arose (in the case of items (ii) through (v), on the
day before that circumstance arises):

— HIRBAESSZOVWTRNOFERNELCL L X,

(i) if any circumstance under paragraph (4) of the previous Article arises;
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(ii) if the employee working staggered work hours goes on leave as provided for under
any of the following items (hereinafter referred to as “Maternity Leave”):

A BEEBRHFHARE25XFE1IHESC SXIIHET 5

(a) Article 25, paragraph (1), item (vi) or (vii) of the Employee Working Hours Rules;

m KB EEERHRER LI ORBLIEREI ZNTIE L 0%

(b) Article 19, paragraph (1), item (ix) or (x) of the Contract Employee Working Hours
Rules; or

N N— MBEESRERBIES 1 8RB 1EHB I ZIHEL 05

(c) Article 18, paragraph (1), item (ix) or (x) of the Part-Time Employee Working Hours
Rules.
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(iii) if the employee working staggered work hours takes childcare leave as provided for

/

in the Tokai National Higher Education and Research System Employee Childcare Leave
Rules (THERS Rule No. 36 of 2020) (hereinafter referred to as “Childcare Leave”) or
family care leave as provided for in the Tokai National Higher Education and Research
System Employee Family Care Leave Rules (THERS Rule No. 37 of 2020) (hereinafter
referred to as “Family Care Leave”);
 RHEHSEL L T LIBEN IRk E oo & &,

(iv) if the employee working staggered work hours takes or is placed on leave;

h YEREHEBEHBE R INRICL D RHEBHEBENHIEEI N & X,

(v) if the employee begins staggered work hours with details other than those specified
for the given period of staggered work hours; or

N RHBEHEEKT RICEELL L &,

(vi) if the Staggered Work Hours End Date arrives.
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(2) Any employee to whom the provisions of paragraph (1) of the previous Article
become applicable must without delay submit a “Notification of Change in Childcare or
Family Care Circumstances” (Appended Form 4) to the Chancellor.

3 MR, fTEOBHEAD-T-HAICIE, BEICER - MH#OFHIZE 2 FHEHSE)
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(3) Having received notification pursuant to the provisions of the previous paragraph, the
Chancellor must issue a Notice of Staggered Work Hours Due to Child or Family Care
Reasons (Appended Form 3) to the employee.

(Iri 247 o W B o 5L H 8 5 # o /)
(Request for Staggered Work Hours for Employees Engaged in Family Care)
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Article 6 An employee who applies for staggered work hours for a reason provided for in
any of the following items must clearly state the first and last days of a single period of
staggered work hours on a Request Form for Staggered Work Hours Due to Child or
Family Care Reasons (Appended Form 2) and submit that Form to the Chancellor at least
one week before the Staggered Work Hours Start Date:
— TREEH RIS 5 4R 4 HE 2 o
(i) Article 5, paragraph 4, item (ii), (c) of the Employee Working Hours Rules;
T NPT BB B B E R R FRES 5 4858 2 THIE 2
(ii) Article 5, paragraph (2), item (ii), (c) of the Short-Time Employee Working Hours
Rules;
= BB BRI HARE 3 &% 3HE 2 5
(iii) Article 3, paragraph (3), item (ii), (c) of the Contract Employee Working Hours
Rules; or
P N— MR B BB BLRR A 5 AREE 2 TS 2 5
(iv) Article 5, paragraph (2), item (ii), (c) of the Part-Time Employee Working Hours
Rules.
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(2) Having received a request under the previous paragraph, the Chancellor must
promptly notify the employee who submitted that request whether staggered work hours
will interfere with business operations by sending a Notice of Staggered Work Hours Due

to Child or Family Care Reasons (Appended Form 3).
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In this case, if it becomes apparent after this Notice is issued that there is a day or days
that normal business operations are impeded, the Chancellor must, by the day previous,
promptly notify the employee who submitted the request to that effect by issuing a Notice
of Staggered Work Hours Due to Child or Family Care Reasons (Appended Form 3).
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(3) On finding it necessary to verify the reason for a request made pursuant to the
provisions of paragraph (1), the Chancellor may demand documentary evidence of the
employee who submitted the request.

4 FHIHOBREICL2HHNShZR, RHEBHEBERGH & SN2 HORTH £ TIZ,
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(4) If, after a request is made pursuant to the provisions of paragraph (1), any of the
following circumstances arises by the day before the Staggered Work Hours Start Date,
the request is deemed to have not been made:

— FRHBEHEFBICROIMERENET L L &,

(i) if the family member for whose care the staggered work hours were requested dies;

T BN, MEMROREGE L, BEEIC XL RHEHEE ISR D )RS & o8k B AR 23 TH K
Lize &,

(i) when the family relationship between the employee and the family member for whose
care the staggered work hours were requested ends due to divorce, marriage annulment,
or dissolution of the relationship, etc.;
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(iii) if the employee finds it difficult to personally care for the family member because
the employee is physically disabled as defined in Article 4 of the Act on Welfare of
Physically Disabled Persons or is mentally disabled to the extent that a similar level of
difficulty is experienced in daily life, or finds it difficult to care for the family member
due to injury, illness, or other cause; or

W BEXRE1HESONTIICHEY L Rolt b &,

(iv) if the employee ceases to be covered by any items under paragraph (1).



(IrEZATOWMB O R HELEBEOKT)
(Conclusion of Staggered Work Hours for Employees Engaged in Family Care)
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Article 7 If any of the following items becomes applicable to the employee working
staggered work hours under paragraph (1) of the previous Article, staggered work hours
shall end on the day that circumstance arose (in the case of items (ii) through (v), on the
day before that circumstances arises):
— HIRBAESSZOVWTRUNOFEHRNECL L X,
(i) if any circumstance under paragraph (4) of the previous Article arises;

FHBHEEZ L WO BN EMERIKR E o7 & &,

(ii) if the employee working staggered work hours takes Maternity Leave;
= RHEHEEZ L TV OIMENBERREIIN#EREL L L &,
(iii) if the employee working staggered work hours takes childcare or family care leave;
W RHEBEHEEZ L COWDIBENKIRE o7 & X,
(iv) if the employee working staggered work hours takes or is placed on leave;
f YUHRRHENEE AR LINFICI 2 RHEHEE IS & X,
(v) if the employee begins staggered work hours with details other than those specified
for the given period of staggered work hours; or
N RHEHESETHICREELEZ L&,
(vi) if the Staggered Work Hours End Date arrives.

2 AIEE1ZICZET LI L LR EAIR, BlR<ER - MR EEE (Blierk
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(2) Any employee to whom the provisions of paragraph (1) of the previous Article
become applicable must without delay submit a Notification of Change in Childcare or
Family Care Circumstances (Appended Form 4) to the Chancellor.

3 BRI, MEOBHIAH7HAEICIE, MEICER - M#EOFHRIC L 2 R HEHE)
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(3) Having received notification pursuant to the provisions of the previous paragraph, the
Chancellor must issue a Notice of Staggered Work Hours Due to Child or Family Care
Reasons (Appended Form 3) to the employee.

(AR 4 B v~ o £ k)
(Prohibition Against Discriminatory Treatment)
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Article 8 No employee shall be dismissed or otherwise treated in a discriminatory manner
due to having requested staggered work hours.

(CHERN)
(Miscellaneous Provisions)
Fo9%k ZoOMHANCED D SODIE), FHEHEHICELLERFERIL, BERNSED
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Article 9 In addition to the matters prescribed in these Detailed Rules, necessary matters
related to staggered work hours shall be determined by the Chancellor.
B AU
Supplementary Provisions

1 ZoMANE, SM24E40 1 BR6HITT 5,
(1) These Detailed Rules shall come into effect from April 1, 2020.
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(2) Employees working staggered work hours under the provisions of the National
University Corporation Gifu University Employee Childcare and Family Care Leave
Rules (Rule No. 16 of 2007) or the Nagoya University Detailed Rules on the Handling of
Staggered Work Hours for Employees (Detailed Rule No. 31 of 2018) when these
Detailed Rules are enacted shall be deemed to be working staggered work hours under
these Detailed Rules.
t Bl (SFn 343 H 2 4 HEEMMAIE 7 4 5)
Supplementary Provisions (THERS Detailed Rule No. 74 of March 24, 2021)

ZOMANY, SM3HE4A 1 ANDIEITT S,
These Detailed Rules shall come into effect from April 1, 2021.
Bt Rl (BFn34:3H 3 1 HEEMHRE 19 7%5)
Supplementary Provisions (THERS Rule No. 197 of March 31, 2021)
ZOBBIE, SM3EI A3 1L ANLRITT S,
These Rules shall come into effect from March 31, 2021.
ft B (SFn44-3 A 25 HEMMAIE 1 95)
Supplementary Provisions (THERS Detailed Rule No. 19 of March 25, 2022)

COMANT, FMA4EIA25 AnbMITL, FM4AELIA 1L ENLEMRT D,
These Detailed Rules shall come into effect from March 25, 2022 and shall apply from
January 1, 2022.
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Appended Form 1

Application Form for Staggered Work Hours Due to Work-Related Reasons

To the Chancellor

(Supervisor)
Affiliation
Job Title
Name

(MM/DD/YYYY)

I have obtained the consent of the eligible employee as follows and hereby apply
for staggered work hours.

1. Eligible
employee

Affiliation:
Job title:
Name:

2. Reason for
application

(State your reason in detail.)

3. Period

From MM/DD/YYYY to MM/DD/YYYY

4. Starting time,
finishing time, etc.

Starting time

Finishing time

Break time
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Appended Form 2

Request Form for Staggered Working Hours Due to Child or Family Care Reasons
(MM/DD/YYYY)

To the Chancellor
Applicant Affiliation:
Job Title:
Name:

(IChild Care, . —
D I am making an application for staggered
ue to| etc. working hours as follows
[CJFamily Car '
. Name
L. Ch'.ld or Relationship of the family
family . .
. member to the applicant in
member in !
respect of the case of family care
whom Child’s date of birth (MM/DD/YYYY)
application is (Exi)ected E;gl:]ve(rjy Dtgte) LIExpected
made ate on which adoptive
relation became effective (MM/DD/YYYY)
2. Family
member’s
condition /
details of
care status
From (1 Every day
3.Period (MM/DD/YYYY) (1 Every (weekday)
to (MM/DD/YYYY) | O Other ( )

Starting time
Finishing time :
Break time From : to

[ICaring for a child of preschool age

[JPicking up/dropping off a child at a facility providing after-
school daycare services

[JPicking up/dropping off a child at a facility providing after-
school child sound upbringing services (After-School Childcare

4.Assignment of
working hours

Center)
5.Reason for [IPicking up/dropping off a child at a location providing family
application support center services

LIPicking up/dropping off a child at a facility providing community
life support services

LIPicking up/dropping off a child at a location providing
educational support activities through collaboration between

schools, families, and communities (After-School Child Club)
CJOther ( )

* About 1.
(1) Fill in the “Child’s date of birth” field only in cases where the application is
made for childcare.
If the child whom the application is made for is not born at the time of
application, fill in the expected date of birth in the “Child’s date of birth” field
and check the “Expected” box.



(2) Fill in the “Date on which adoptive relation became effective” field only in
cases where the application is made for childcare.
About 2.
Fill in this field only in cases where the application is made for family care.
About 3.

(1) If the application is made for childcare of a child of preschool age, the period
shall end on or before the first March 31 after the child in question turns 6 years
old.

(2) If the application is made for the picking up/dropping off of a child of
elementary school age using services such as after-school daycare, etc., the
period shall end on or before the first March 31 after the child in question
finishes 6" grade of elementary school.

About 5.
Fill in this field only in cases where the application is made for childcare.
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Appended Form 3

Notice of Staggered Work Hours Due to Child or Family Care Reasons

To

(MM/DD/YYYY)

Chancellor of the Tokai National Higher Education and Research System (Official

seal omitted)

Regarding the application / notification for staggered work hours dated
(MM/DD/YYYY), a decision has been made as detailed below.

follows.

L1l hereby approve the application for staggered work hours as follows.
11 hereby approve the application for a change in staggered work hours as

Period

MM/DD/YYYY — MM/DD/YYYY

Assignment of working
hours

Starting time:
Finishing time:
Break time: : — :

[IDue to an impediment with business operations we cannot approve your
application for staggered work hours for the following period (days).

Period (days) we are
unable to approve

MM/DD/YYYY — MM/DD/YYYY

Reason we are unable to
approve

[1 Staggered work hours will end (have ended) from the following date.

End date

MM/DD/YYYY
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Appended Form 4

Notification of Change in Childcare or Family Care Circumstances

(MM/DD/YYYY)
To the Chancellor

Applicant Affiliation
Job Title
Name

I hereby notify that the following change has arisen.

1. Reason for notification
(1) Change in childcare circumstances
[J Child has died
L] Child is no longer the child of the employee
(O Dissolution [0 Annulment of Adoption)
[J Child no longer lives with employee
LI It is difficult for the employee to personally engage in childcare
L] Other reasons: ( )

(2) Change in family care circumstances
] Family member has died
L] The family relationship between the employee and the family member has

ended
L] It is difficult for the employee to personally care for the family member
[J Other reasons: ( )

2 Day that the facts in this notification occurred

MM/DD/YYYY




