	[image: ]                                 [image: ]   
            

	



Records of working hours – Non-academic worker

· is a statutory term under the provisions of Section 96 (1) of the Act. 1 of Act No. 262/2006 Coll., Rector's Order 2/2019 Work Regulations of UJEP Employees
· The employer is obliged to keep records of working hours for individual employees
· Obligation of employees to provide cooperation in keeping records of working time
· can be kept both in the form of printed timesheets and, for example, electronically
· it does not have to be signed by the employee to whom it relates, nor does it have to be signed by a superior senior employee Electronically kept records of working hours therefore do not need to be printed and given  to the employee for signature
· IS STAG, IMIS, IMIS WORKSHEET
· Working time records apply to all employees in an employment relationship, including employees working outside the employer's workplace (e.g. from home, employees sent on business trips, etc.)
· exception resulting from the legislation, see 111/1998 ZvŠ § 70a
· archiving of working time records – UJEP 1/2022 File and Shredding Rules, shredding mark S 5 (in project reporting, deadlines must be met in accordance with the rules for document retention) 
· Working time is defined as the time during which the employee is obliged to perform work for the employer and the time during which the employee is ready to perform work at the workplace according to the employer's instructions
· It is the employee's duty to always be at his or her workplace at the beginning and end of the shift (determined by the employer)
Records of working hours of non-academic staff
As part of the provision of cooperation, the obligation to keep  records in writing in the internal system of records of the given workplace on an ongoing basis:
· YES Records by placing a chip or employee card on the reader at the door at the beginning and end of working hours – it is possible to export the report → for editing from the IMIS/Absences module
· NO written record in the attendance book
· NO separate record keeping, e.g. in an Excel spreadsheet
Obligation to record the beginning and end of shifts worked, breaks for meals and rest, overtime, night work, hours worked during on-call time and periods of absence from work with a reason (IMIS - e.g. vacation, illness, business trip, etc.).
Immediately after the end of each calendar month, the obligation to submit to his/her direct superior managerial employee, or to electronically close the records (passes, confirmation of the legitimacy of obstacles to work are attached to the report).
Working time records – projects
· Project activity is carried out  by an academic employee as part of creative activities
· Project activities are carried out  by a non-academic employee as part of his/her job description
· In addition to keeping records of working hours of the entire employment relationship, see above → the employee's obligation to provide the university with the necessary cooperation in order to comply with the rules of projects, subsidies, grant projects, etc., in which the university participates or is their recipient → recording the time spent working on the project to the extent according to specific project conditions, according to the instructions of the project manager – a statement of work only for each project separately, etc.
· Specific conditions of involvement in projects will be determined in  the addendum to the job description, for each involvement in a specific project

Attendance is not a record of working hours 
Evidence
· It is submitted to the supervisory authorities
· Working time is the time during which the employee is obliged to perform work for the employer and the time during which the employee is ready to perform work at the workplace according to the employer's instructions
· Mandatory information (start and end of working hours, overtime, night work, on-call time, taking breaks for meals and rest, observing the mandatory rest period between 
shifts.)
Attendance
· Not mandatory
· Only a record of the fact that the employee was at the workplace on specific days
from to – can be used, for example, to claim a meal voucher
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