	DATE OF SUBMISSION
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Part-Time Employment Report
※Employer (researcher): Please fill in the box with the solid line, stamp with a personal seal, and show its content to the employee. 
※Employee: Upon confirming the content written by the employer, please fill in the box with the dotted line.
※Employee must submit the form directly to the Office of Research after completing it.
	【Both Employer and Employee: Please confirm the following】
◆Employer is responsible for implementing the research budget according to the appropriate purpose and rules.
◆Employee is responsible for accurately reporting the content and outcomes of this employment.

	Budget Type
	
	

	
	Ritsumeikan University Internal Funds
	
	Delegated Research（　　　　）
	
	G-COE
	KAKENHI

	
	Ritsumeikan Research Proposal Grant
	
	Extramural Joint Research (          )
	Research Grant by MEXT to Private Universities
	
	Priority
	
	Exploratory

	
	Start-up Grant for International Partnerships
	
	Contribution for Encouraging Research
	
	High-Tech Research (        )
	
	Scientific Research

	
	Grant for International Publications
and Research Meetings
	
	Management of Carried-Over Research funds
(                        )
	
	Open Research (             )
	
	Grant-in-Aid for Young Scientists

	
	Other Internal funds
（　　　　   　　 　）
	
	Other External funds

（　　　　　　　　　　  ）
	
	Academic Frontier (         )
	
	Allotment for Joint Research Project

	
	
	
	
	
	Collaboration with Local Communities
	
	Other（　　　　　　　）


· If budget type is one of the following, please write down the name of the research representative below: KAKENHI, Research Grant by MEXT to Private Universities, COE, Joint Research such as Ritsumeikan Research Proposal Grant and Start-up Grant for International Partnerships.
	Name of the Research Representative
	
	Notice to the Office of Research

	
	
	


【Employment Conditions】
	Cost
	□ Hourly Wage:
	　　　　　　　　　Yen
	
	Standard : 800yen for Undergraduate Students
950yen for Master’s Students
1,200yen for Doctoral Students

	
	□ Commission for work 
completed (on a project basis)：
	　

	
	
	※Please refer to the “Execution of Research Funds Guide Book” for standards for a project based commission.

	Employment Period
	From：    　　(day)/　 　(month)/　 　(year)           To：　　　(day)/　　　(month)/　　　(year)

	Content of Work
	

	Employer
(Researcher)
	Affiliation :
Official Title :
	
	
	
	Name 
(signature)                            
	(Personal Seal)

	If the research supervisor is different from the employer, please ask the research supervisor to fill out the following.

	 Research Supervisor

(Manager)
	Affiliation :

Official Title :
	
	
	
	Name (signature)                            
	(Personal Seal)

	
	TEL(Mobile phone is okay):
	E-mail：
	　　　　　　


【Employees: Please Confirm the Following】
	Address
	〒
	Name
(signature)
	（Student ID #：　　　　　　　　　）

	Affiliation
	□ Undergraduate  □ TA Working Student  □ Master’s Student  
□ Doctoral Student  □ Part-time Lecturer  □ Other (    　　  　）
	Contact
Information
	TEL：
E-mail：　　　　

	Submission of 

Deduction for Dependents 
	□ Submitted to Ritsumeikan
（Number of Dependent: 　　　 　　       ）           □ Never Submitted  □ Submitted to Another Company
	Birth Date
	
	
	
	
	
	

	Information for Bank Transfer
* Personal information written on this form will not be used for any purpose other than payment for your part-time work.
	Name of Bank :   
	
	Branch:
	
	

	
	Deposit Kind： 

Account Number : 
	Ordinary ・Other　（              ）


	

	
	Account Holder Name： 
	
	KATAKANA:
	


【For Office Use Only】　
	所見(特記事項)
	雇用届番号
	承認
	点検・確認
	受付

	資格外活動許可申請書の確認（ 未 ・ 済 ・ 不要 ）
扶養控除(異動)申告書の確認（ 未 ・ 済 ）( 甲 ・ 乙 ・ 丙 )
	
	
	
	


	   Things To Note about Part-Time Employment 
【Observance of law】

· The Labor Standards Law is also applied to part-time jobs. The Employer and Research supervisor (Manager) should observe the law, and　refrain from making the part-time workers work for long hours. 

· Regarding part-time employment using the research budget, please process them according to Ritsumeikan’s rules. The Part-Time Employment Report should be submitted to the Research Office by the employee before the job has started.
【Cases where employment is not allowed】
· Students receiving a research fellowship for young scientists of JSPS are not allowed to work.

Exception：Working as a part-time lecturer, TA, or RA at a university, and advising and teaching at a higher education institution such as a university are allowed. In such a case, the working hours should be within 5 hours per day and permission from the host researcher is required.

· Part-time employment of employees of Ritsumeikan University, other universities or companies are restricted to their respective contracts and working rules. Generally, full-time workers are not allowed part-time jobs. 

· International students without a work permit are not able to work. Working hours should be within the hour indicated by work permit. In the case of piecework payment, the work should be finished within the working hours allowed on the work permit as well. 

【Legal working hours】

· The legal working hours set by the Labor Standards Law is within 8 hours per day, 40 hours per week.
· The working hours should be within the legal limit, and overtime work should be avoided.  
【Break time】

· If the labor is over 6 hours per day, a 45 minute break should be provided according to the Labor Standards Law. If labor is over 8 hours, a 60 minute break should be provided. 

【Day off】

· Each week at least one day off should be given according to the Labor Standards Law.

【Late-night labor】

· Work from 22:00 to 5:00 of next morning is considered Late-night labor. 25% extra pay should be added for the late-night labor time period according to the Labor Standards Law. 
· Late-night labor without objective and reasonable reason is not allowed.
【For international students (Those with the Status of Residence(note:1) that does not permit working.)】 （note:1）…Ex「college student 」、「dependant」、「training」、「Cultural Activities」
· A valid work permit (original) is required when submitting the Part-Time Employment Report.
· If you don’t have a work permit, you need to apply for the permit at the immigration bureau in person before you start working. Please consult the staff at the International Center regarding how to apply for the permit.   

· It is possible to be hired by multiple employers, but the total working hours should be within the limits indicated below. 

When School is in Session

During Breaks

Full-time Student

Within 28 hours per week

Within 8 hours per day

Part-time Student

Within 14 hours per week 

Within 8 hours per day 

· When you work as a part-time employee, you need to carry the original work permit on you.

· When you renew your work permit, please show the new one to your employer.

【Withheld tax】

· If you work for more than 2 months, please submit a “Declaration for tax exemption for dependents”. If you have already submitted it to another office, please inform us of that.

· A “Declaration for tax exemption for dependents” should be submitted each year. If you submitted one between April and December another one should be re-submitted in January of the next year. If you will submit it to another office, please inform us of that. 

· A certificate of tax deducted will be sent to you from the Office of Human Resources between the end of January and early February. 
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