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Records of working hours – Academic staff

· 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)

Section 70a Working Hours of Academic Staff
(1) Academic staff shall perform during working hours
a) direct pedagogical activities,
b) work related to direct pedagogical activities,
c) scientific, research, development and innovation, artistic or other creative activities.

(2) An academic employee is obliged to be at the employer's workplace or at another
agreed place at the time specified in the schedule of his/her direct pedagogical activity 
and in cases determined by the employer in accordance with the Labour Code.
(3) In the case of performance of work other than in accordance with subsection (2), an academic employee shall perform  the agreed work within the working hours scheduled by the academic staff and at a place determined by the academic staff member. Costs incurred by an academic staff member exclusively in connection with the performance of work at a place other than the employer's workplace pursuant to the first sentence shall not be considered as costs incurred in connection with the performance of dependent work and, unless otherwise agreed, shall be borne by the academic staff.
(4) The  employer shall record only the part of the working time that he or she schedules himself.
Records of working hours of academic staff
The employer schedules academic staff in shifts only that part of the stipulated 
weekly working hours in which direct pedagogical activities are performed (especially 
teaching, testing and consulting activities – electronic records of IS STAG) and  related activities (participation in meetings, trainings, seminars and negotiations, participation in conferences, cooperation with foreign visits, activities of a representative and ceremonial nature, open days, etc.).
Scientific, research, development and innovation, artistic or other creative activities are carried out by AP during working hours scheduled by the AP and at a place determined by the AP in the territory of the Czech Republic (it is not subject to registration). The AP is responsible for the organization of work outside the workplace, ensuring an appropriate working environment, working conditions stipulated by the Labour Code (length of a work shift of max. 12 hours, compliance with breaks at work, rest periods, OHS, etc.).
An academic worker is deemed to have worked working hours in each individual week to the extent determined by the difference between the stipulated or agreed shorter working hours
 and the time allocated by the employer.
Employees enter absences into IMIS (vacation, sick leave, business trip, remote work, important obstacles at work, etc.) +  the employer fills in IS STAG → IMIS/Personal IMIS/Timesheets (select without STAG – NO), the option to export to excel and add other scheduled shifts.
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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