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TO: Staff in Charge of Timekeeping

FROM: Yuko Mitsuhashi, Employee Relations Officer
DATE: March 27, 2018

SUBJECT: Student Assistant Time Rounding Policy

Previously, the policy for reporting time worked by student assistants (teaching assistants and
research assistants) was to round down for cases of less than 30 minutes and round up for cases
of 30 minutes or more.

Starting from submissions in May (for time worked in April), time must be rounded up in
accordance with the new policy in order to be closer to the exact time worked.

1. New rounding policy
The monthly total of actual time worked will be rounded up to the nearest quarter hour for

monthly reporting as follows.

Actual time worked (minutes)
05, 10, 15 15 (0.25)
20, 25, 30 30 (0.5)
35, 40, 45 45 (0.75)
50, 55, 00 00
Note:

The numbers in parentheses will be shown in the Work Report (the “Report”), which is
submitted by student assistants. The Report automatically converts time from the standard
format to a decimal number.

[Examples]
Monthly total of Time reported
actual time worked Before change

10 hours 10 minutes 10 hours (10) 10 hours 15 minutes (10.25)
10 hours 20 minutes 10 hours (10) 10 hours 30 minutes (10.5)
10 hours 30 minutes 11 hours 00 minutes (11) 10 hours 30 minutes (10.5)
10 hours 40 minutes 11 hours 00 minutes (11) 10 hours 45 minutes (10.75)
10 hours 50 minutes 11 hours 00 minutes (11) 11 hours 00 minutes (11)




2. Effective date
Effective from submissions in May (for time worked in April).

3. Reporting following introduction of new policy
When completing the Work Hours Management Report, please write the time as automatically
recalculated by the Report (i.e., as a decimal number).

® Reference
Student Assistant website (Japanese)

Reporting Working Hours

Work Report and Work Timetable
http://www.jinjika.jim.titech.ac.jp/syoku/sub8.html

Inquiries:

Hidekazu Ueda, Employee Relations Officer
Ext: 3344
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