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mportant Notice for All Student Assistant

OFEFIAIIMEL:-- What is a student assistant?
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A student assistant is a student who assists with educational or research activities as a
teaching assistant (TA) or research assistant (RA). The Institute pays salaries to
student assistants for their work in consideration of the services they provide.

ORAFFENBZHER- - - What to expect from a student assistant
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In addition to educational and research support, we expect student assistants to
enhance their “sense of responsibility as a researcher” and “sense of Tokyo Tech
community” as well as increase their motivation for education and research through
work experience. Salaries paid to student assistants also help them financially.

OFETIAFYPEULTEHBIFRICBEZTISCL -+ What you need to do
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You must be informed of your employment conditions and other important information
by your designated administrative staff and given opportunities to ask questions in
person. Please ensure that you fully understand what you need to do to comply with
the applicable rules when performing your duties. As a general rule, you must submit
your completed work report to the designated administrative staff (not laboratory
secretaries) in person after your last workday of the reporting month.

OZFETFIRIY M TOTWNIRCE -+ What student assistants are not allowed to do
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In the past, there have been cases of unlawful or improper conduct relating to the

salaries paid to student assistants at universities — including this Institute. Do not

become involved in such misconduct, directly nor indirectly.

-Please note that those who engage in misconduct will be subject to disciplinary action
or liability, regardless of whether they are a student or not.

-Salaries will not be paid unless your work record is confirmed.

-Confidential information that you learned while working as a student assistant may
not be used or disclosed to any third parties.



http://www.jinjika.jim.titech.ac.jp/syoku/index.html
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[ARIE - FiEtNREH] Examples of unlawful or improper conduct
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Claiming falsified work
hours
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Paying fictitious salaries
in the laboratory
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Collecting money from
salaries paid to student
assistants
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Claiming falsified work
hours during business trips
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Having someone else
prepare and submit work
reports
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[Inquiries]
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® Regarding student assistants:
Employee Services 2Group, Human Resources Administration Division
Tel: 03-5734-7622 (Ext. 7622)
® Regarding prevention of improper use of funds:
Research Compliance Group, Research Planning Division
Tel: 03-5734-7643 (Ext. 7643)
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Claiming falsified work hours in order to receive a higher
salary
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Paying fictitious student assistant salaries and then using
those amounts for laboratory maintenance or management
expenses
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Collecting money from all or part of the salaries paid to
student assistants (with or without consent)
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Claiming work hours in the absence of any business activities
during business trips such as time spent for traveling to/from
a business destination

Claiming work hours for activities that are not in line with the
purpose of business travel. For example, it is not appropriate
to work as a research assistant for commissioned research
funds during the travel funded by Grants-in-Aid for Scientific
Research

EFIMESEFETIRAINRALSNOE=E (ARZOWERE) H
R BL.

Having someone else (secretaries, etc.) prepare and submit
work reports for student assistants




