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Article 1
National Chung Hsing University (hereinafter, NCHU or “the University”) has formulated the following Flexible Work Hours: Notices for Employees (“Notices”) to implement computer-based attendance management, enhance the productivity of the University’s administrative staff, and provide employees greater flexibility in their work hours.
Article 2
Work hours:
1.
Regular work hours: 8 hours/day, 8 a.m. – 5 p.m. (with an hour-long lunch break from noon to 1 p.m.)
2.
Flexible work hours: Sign-in time 7:45 – 9 a.m.; sign-out time 4:45 – 6 p.m.
3.
Core work hours: All personnel must be present and working during the following time periods.
1)
9 a.m. – noon and 1 – 4:45 p.m.
2)
The head of each unit may adjust the core work hours to either 8 a.m. – noon, 8:30 a.m. – noon, or 9 a.m. – noon if the unit has special operational needs or is short on staff.
Article 3
Signing in and out of work:
1.
Sign-in/sign-out frequency: Employees are required to sign in in the morning and sign out in the afternoon via the online attendance system on a daily basis. The system only accepts sign-in/sign-outs during the flexible work hours specified in the preceding article, and will only allow sign-outs eight hours after an employee has signed in.
2.
Sign-in/sign-out time:
1)
Employees who sign in at or before 7:45 a.m. will be recorded as having reported for work at exactly 7:45 a.m., and therefore, the earliest possible sign-out time shall be 4:45 p.m. Sign-in records registered before 7 a.m. will not be recorded on the system. Employees must sign in again between 7 and 7:45 a.m. for the system to register a valid sign-in attempt.
2)
Employees who sign in after 9 a.m. are required to submit a leave request or be recorded as having been absent from work without cause.
Ex: An employee who signs in at 9:01 a.m. according to the clock in the attendance system (which corresponds to 9:04 a.m. actual time) should request a two-hour leave (8 – 10 a.m.). They are allowed to sign out normally at or after 5 p.m.
3)
Employees who request a half-day leave in the morning shall sign in between 1 and 1:30 p.m. Those who sign in at or before 1 p.m. will be recorded as having reported for work at exactly 1 p.m. and may sign out of work at or after 5 p.m. Those who sign in after 1:30 p.m. are considered late and must request leave.
  Ex. An employee who signs in at 1:31 p.m. according to the clock in the attendance system (which corresponds to 1:34 p.m. actual time) should request a one-hour leave (1 – 2 p.m.). They are allowed to sign out normally at or after 5 p.m.
3.
Employees must complete the necessary leave procedures via the Online Personnel Portal and obtain the necessary approval before leaving the University for personal leave, sick leave, paid time off, or official leave. In the event of an acute illness or emergency, they shall inform their superior and ask a colleague, friend, or family member to complete the leave procedures for them.
4.
Employees who are out on official business and thus are unable to return to the University to sign in or out of work on time shall submit a make-up sign-in/ sign-out request within three days (inclusive of the day on which they failed to sign in or out). The same shall apply to employees who are unable to sign in or out of work for reasons not attributable to them, such as a system malfunction.
Each employee is allowed to submit make-up sign-in/sign-out requests up to 12 times for failure to sign in or out of work due to personal reasons. Once the quota is exhausted, employees will be required to ask for leave each time they fail to to sign in or out on time:
1)
Those who fail to sign in shall be considered as having missed work in the morning and must request a half-day of leave and complete the necessary procedures for failure to sign in.
2)
Those who fail to sign out shall be considered as having missed work in the afternoon and must request a half-day of leave and complete the necessary procedures for failure to sign out.
3)
Those who fail to sign in and out shall be considered as having missed work for the entire day and must request a one-day leave.
4)
Those who have been granted leave in the morning but fail to sign in or out in the afternoon shall be considered to have missed work that afternoon and must request a half-day of leave.
5)
Those who have been granted leave in the afternoon but fail to sign in or out in the morning shall be considered as having missed work that morning and must request a half-day of leave.
5.
Employees who are late to work, who need to leave work early, or who forget to sign in or out shall either submit a leave request or make-up sign-in/sign-out request within three days (inclusive of the day of the fact). Failure to do so will be recorded as absenteeism, and the head of the competent unit will be notified of such.
6.
Employees are prohibited from leaving their post during business hours. Those who need to exit the University’s premises on official business must first complete the necessary leave request procedures (please select “out on official business” in the dropdown menu, then select “under 4 hours” and “business travel”) for reference purposes. Those who will not be returning to the University by the end of the working day shall sign out before they leave.
7.
Those who arrive late for work or leave early from work shall sign in and out based on the time they actually arrive/leave and shall complete the leave request procedures based on their sign-in/sign-out time.
8.
Employees are required to sign in and out personally. Those who are found to have signed in or out remotely using a remote access program or asked a colleague to sign in or out on their behalf, or have signed in or out on behalf of a colleague shall be subject to the applicable disciplinary action. Quota-based employees shall be issued a demerit for their first offense and a major demerit for subsequent offenses. Contract employees shall have their year-end evaluation results lowered by two grades for a first offense and shall face immediate dismissal for a second offense.
Article 4
Calculation of leave time:
1.
Full day: Same as regular work hours (8 a.m. – 5 p.m.)
2.
Half day:
1)
Morning leave: Same as regular work hours (8 a.m. – noon); employees to sign in for work between 1 and 1:30 p.m. in the afternoon
2)
Afternoon leave: Same as regular work hours (noon – 5 p.m.); employees may only sign out four hours after they sign in for work in the morning
Ex. 1:
Sign-in time: 7:45 a.m.; sign-out time: 11:45 a.m.; afternoon leave from 1 to 5 p.m. (4 hours)
Ex. 2:
Sign-in time: 8:10 a.m.; sign-out time: 12:10 p.m.; afternoon leave from 1 to 5 p.m. (4 hours)
3.
Hourly leave:
1)
Those who request leave at the top of the morning without first signing in for work shall be ineligible for flexible work hours for the day. For example, an employee who signs in for work between 9:01 and 10 a.m. shall be considered as having missed work between 8 and 10 a.m. and must therefore request a two-hour leave.
2)
Those who have signed in for work but who subsequently request leave must meet one of the two requirements:
(1) For those who won’t return to the University afterwards, the time elapsed from sign-in to sign-out plus the number of hours on leave shall be at least 8 hours;
(2) For those who will return to the University after taking leave, the time elapsed from sign-in to sign-out (inclusive of the number of hours on leave) shall be at least 8 hours.
Ex. 1:
Sign-in time: 8:10 a.m.; sign-out time: 3:10 p.m.; the time indicated on the leave request: 3 to 5 p.m. (employee not returning to the University after leave)
Ex. 2:
Sign-in time: 7:45 a.m.; sign-out time: 4:45 p.m.; the duration of leave indicated on the leave request: 1 to 2 p.m. (employee will return to the University after leave period)
Article 5
Rules for overtime: Each unit must strictly limit overtime work. If an employee must work overtime for official purposes, the prior authorization of the heads of the top-level and secondary-level units must be obtained, and an overtime request shall be presented to the employee’s superior for approval beforehand. Except where special permission is granted, the number of overtime hours may not exceed 4 hours per day or 20 hours per month per person.
Article 6
The head of each unit shall be directly responsible for monitoring employee attendance and shall cooperate in a timely manner with the disciplinary action issued by the Personnel Department against chronically tardy or absent employees in accordance with the applicable administrative procedures.
Article 7
The Personnel Department may periodically appoint staff members to each unit to audit employee attendance. Employees who are found to be out on business or absent from work (including those who have submitted a make-up leave request) will be reported immediately to the head of the unit and the NCHU President for reference. Audit records shall serve as a reference for year-end evaluations and a basis for appointment renewal decisions.
Article 8
Matters unaddressed herein shall be subject to other applicable regulations. These notices and any amendments made hereto shall be implemented upon approval by the NCHU President.
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