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Overview #&
e Purpose BHH#Y:

Achieve work-life balance and reduce overtime hours
D= FSATDNTADZEH LB BENFED g/
e Summary £5:

Monthly work hours and daily flexible working hours with
core time

ARSBERHEILFITILHRE (A7 2MLE)

— Work hours are recognized on monthly basis.
AR TOENFHEREEE

— Eligible employees are to start and finish working during flexible
hours, with “core (working) time” during a day (10 am to 3 pm).

YERDTRIBEIL. 3754 L (10am~3pm) Z S EnE THR - 1%
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Overview #E

« Eligibility x&%&:
Admin staff:
Those eligible to overtime payment except for

part-time and discretionary employee
EEMMBED>LEFH - REFEFHEZRIREF S
X RE
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Flex Time 2Ly X321 L
e Summary Z#9:

Obtion Regular Flex Discretionary
> 2 i) Il R HE 4
7.5hr x work days
Hours to be 7 51 d
worked NS Per day per month NA
o o 7 7.58FfR/H 7 5858 x 2 AT E 075
B
: Monthly B B
Overtime Daily H ﬁﬁl *Overtime app%i:ation need to be NA
T 2 B RS submitted daily. %X BEEIFHEAT
RHE
Core Time _ _
T L (9:00 — 5:30) 10am — 3pm NA
During working hours:  FAZEBSREH(ZES
Work Hours (1#585R1) /Day(H)  Min (%)

Break 12am — 1pm <
tkE 60min (43) =6 frs °

6< & < 7.5 hrs 45

7.5 hrs = 60
.
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Mid Mid
Night Flexible Time SO GEIE Flexible Time Night

Hours L R B Time |y L ILwH R B Hours
RUTE =R =R RUE

* Core time is between 10am to 3pm, including break.
7534 L (KEFREZEL) 10~ 158

* Break varies by daily work hours (0 — 60 minutes) and must be taken
during working hours.
KRB (X ENFE BRI (C KW ZEBIL (0-60%7) . ENFSRFR R ICIGE

* Work hours: Monthly=7.5 hours x monthly scheduled work days
EnF5REMAE: A BEAL=7.50E x AT EFE B

» Late or early check-in/out to core time are subject to penalty.
A7 34 LEEICSHLTOEZ] - BRIERFILTORER

e Comp hours are up to 10 hours in the following month.
1085 F TIE. B A OB EANIRE A
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1)To do/Notto do CALEESTA?

Do | need to decide start and finish time and report in advance
FHIIR-REFEZROBMELGTNENVGTERE AL
If you work more than 7.5hs/day, please submit application in advance or after

immediately.
— B OFEEENTSRBZEZEAIGZEIXRAEL T, FATFRELIEFERZEONICHEE

ZLTTELY,
Overtime hours is the difference of total weekday actual work hour of the month

and the month regular work hours.

AEO#EEFREEEFBFREDEICLYRRNFERRZELELET,

If | do not work all of core time

A7 34 LEEREH LGN o1-5E
You are considered as “Absent” Please submit Paid Leave (one day) or other

necessary application

RENJWNETYFET . BRI (1B) F. BERFEZTIREIZSL

i é%é OI ST OKINAWA INSTITUTE OF SCIENCE AND TECHNOLOGY GRADUATE UNIVERSITY



@To do/Nottodo ZALEESTSE?

“If | need to come in late or check out early to core time
A7 FA LITEND. HAWEIRRTIDBENH LGS
In principle, please submit Hourly Leave request

RAIELT, FrRIFRBRHFEERRE S0

-I1f | work on Holiday or late night
KEBPFRRIZEFHELI-EE
Holiday and late-night work are not part of Flextime. Please submit necessary

application in advance.
KBERRIEZTLYIREZALDIRTIEZLD T, FRTICBEGRFZIREZSLY,

-Can | work core time only?

AT A LDAHF T HFRIETEFTITH

If your total work hours meet the regular scheduled work hours, it is possible.
A O#ENFBRRA T E B RFEZEm -t XREETY,
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@To do/Notto do CALEESTS?

- My total work hours is less than the scheduled work hours.
AR DOEFERNFEBLTLVEL
You can compensate up to 10hours next month. If you can’t compensate next
month or the lack of time is more than 10hrs, your salary is deducted for absence.

106 LIATHNIL, BRAICEE T LENTEFT . I0RHEEEBASD . RATHEETE
TWEEITHREDRENHYET,

| had much overtime last month. Can | work less than the regular work hours this month?
F A BRHBFREANEYBHYFELE, §AFFEFERRLY. 21FEREZRLLT
BT EEITD,
No, you can't.

HERFHE A,

-Can | order to work or set up a meeting other than the core time if necessary?
A7 ZALUSNTEBOLRBORLENHLIGE . BBZMLAFE>TESEI M
If necessary, please arrange the work hours with your staff .
BTGB A LREZRETIL,
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