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Schedule of Work-Life Balance Program Options
Work-Life Balance Program Options <Childcare>
From pregnancy to birth to childcare
Work-Life Balance Program Options <Family Care>
When you need to care for your family
Maternity and childcare leaves and Kakenhi
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ERIADFREZIE / Harmiul Duty Restricti
BEEBN\DUFELE / Harmful Duty Restriction (Until finishing third grade (elementary))

SRRENFER (B BE R ORBEIFEDEES / Late Night, Overtime and Holiday Work Exemption
DB (T DS ZEFS A DERIR / Duty Reduction and Lighter Duty Transfer
REBIEEN (FRRIRENDZZ (MHEEEHRI) / Paid Leave for Health Guidance and Checkups
NHISEEBID RN OB BB =EBHSHR) / Avoiding Public Transportation Congestion (paid leave)
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Male employees who have taken an Absence for Childcare

between the date of birth / expected date (whichever is later)
and the day after 8 weeks have passed may take the Absence

®

LY « RIEE - JFR

EERTAIR AR Maternity Leave (before/ after birth) _ for Childcare again. BB R D (EEL TT A
BHEES DB RSIKR Childcare Leave for Male Employees - ZO/E. ROXIEBEER(T3
( ) , _ — A CENTEFET,
SOEENRR Leave for Spouse's Childbirth DEMECEBIET [BEK
REEFRI D1 REEBERIDAEHE / Shortened  Break Time (to leave work early) 7 fﬁ‘g{};ﬂ%ﬁ] @i;ﬁiﬁA{ .
HFHER(E RIZELD
3 £S5 B (ERKRBIRID(EEERS) / Work at Home (before /  after maternity leave) sl =
°3° BRIARZE / Absence for Childcare up to 1 year old for  contract workers o]
Q ” = = €5 During the Absence for
= FORBEIR / Nursing Leave Childcare you do not receive a
< ERIERKNIRD. ROZIEBEZ y ] . salary, but you may receive the
S 2(FBENTEED, BB DR / Overtime Work Exemption following support measures.
A - HEHE R EHRRRE O R BYELENFE / Early/  Late Shift Scheduling 1. Absence for Childcare
Stipend
> =] i . ,
= During the Maternity Leave, you B R RFRENFE / Shortened  Work Hours for Childcare 2. Mutual Aid and Social
(Q{ may receive the following support S965R9 / Childcare Time Insurance payment
Q measure. — - - - ” exemption
o *Mutual Aid and Social Insurance FDBEEIKNER / Sick/Injured  Childcare Leave ol J
payment exemption FRRENFEDHIPR / Limited  Late Night Work SO NN
A BBEFEDEIRR / Limited  Overtime Work "‘§ i ‘-
YSE(KEE / Family Care  Absence 9
jl\ EERIERIZNFS / Shortened Work  Hours for Family Care
& AHEERY / Family Care  Time NEREBEP RS TT A, HRFHIACOSEZ 3B
— = - FT. (NMEREEANE] OZBEZ(TBENTEET,
o TYEEIRBR / Family Care  Leave N EAREPOLFHER S R OHBRBIC OV T, 845 L THIR
3 ' M SWSBHENIE / Early/late  Shift Scheduling SNEF.
3 v ~ O 3 | Limi 0 i During the Family Care Absence you do not receive a salary,
0 <A ABENBHIR / Limited Late _ Night Work but you may receive the Family Care Absence Stipend for up
o A BIBENFEHIBR / Limited  Overtime Work to 93 days total for each qualifying family member.
@ ’ AEEEFRID4RHE / Shortened Break Time  (to leave work early) :u’\r/i\#;ﬁééfﬁ?%g%ﬂ;gﬁfnce payments are not exempted
.

‘ HEDOF AR L Female O FB% Male

i - B4 Female & Male
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(O : Only available for permanent faculty)

Absence
for

etc.

Permanent employees | Contract employees A " Office
Support system ,p YUn_ 9 ) Une Description Required paperwork | in
F |Paid | S%a| M | F |paid | S4a narge
Summary Absence from the workplace for childcare . -
Absence for Childcare period Until chicren reach 3yearsold. | Asence forChidcare Applcation | e ¢
Summary Absgncg from the workplace for childcare Absence for Childcare Application B g
...................................................................... Period ... .Unfilchildrenreach T yearold e | RO
. . Summary Shortened work days/weeks for childcare Shortened Work Hours for ko]
Rl Shortened Work Hours for Childcare [y © .l O1C 1O 1 19 lperog 1 Until children finsh 3rd grade of elementaryschool | Chidcare Application | £E
Summary Shortened work hours for childcare a v
Childcare Time O O O | O O | Period Until children finish 3rd grade of elementary school Childcare Time Application &
Other Up to 2 hours per day
: i Summary Leave for female employees who are expected to give birth within 8 weeks (14 weeks for multiple pregnancy)
Maternity Leave (pre-birth) ©lo0 O o Period Available from 8 weeks (14 weeks if multiple pregnancy) before the expected day to childbirth

Leave
for
Childcare
etc.

Sick / Injured Childcare Leave

Summary
Period

Summary
Period

Summary
Period

Summary
Period

Summary
Period
Other

Leave for employees who breastfeed or deliver/pickup children at nursery school, etc.
Until children reach 1 year old

Leave for male employees who take care of their hospitalized spouses due to the childbirth
Two days from the time beginning with spouse’s hospitalization and ending 2 weeks after the childbirth

Leave for male employees taking care of newborn children or children during spouse's maternity leaves
5 days from within 6 weeks before expected childbirth date to after 8 weeks after childbirth

Leave for employees to take care of children
5 days per year (10 days for multiple children)
May be taken on a daily or hourly basis

Absence Book

Employee's Respective Office

Work at Home

Shortened Break Time
(to leave work early)

Summary
Period

Summary
Period
Summary

Period
Other

Shortened break time for pregnant employees, employees raising children, and employees
picking up their children who live separately

During pregnancy and until before the children enter junior high school

Shortening of break time to 45 mins

Work at Home Application

Early/Late Shift Scheduling
for Child/Family Care Application

Limited Late Night Work for
Child/Family Care Application

" Limited Overtime Work for
..Child/Family Care Application

Overtime Work Exemption
Application

Shortened Break Time Application

Personnel Section, Personnel Division

Harmful Duty Restriction

For
Female
Employees

Paid Leave for Health
Guidance and Checkups

Avoiding Public
Transportation Congestion

Summary
Period

Summary
Period
Summary
Period

Summary
Period
Other

Restricting employees from work that may be harmful to pregnancy, childbirth or childcare

Exemption of pregnant employees' duties for health guidance and health checkups
During pregnancy

Exemption of pregnant employees' duties to avoid public transportation congestion
During pregnancy
Up to 1 hour per day

Pregnant employees may
contact their supervisor to
be considered for these

Release from Obligation
of Undivided Attention to
Duties Application

Employee's Respective Office
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Supervisors

Colleagues

Upon counseling about available programs and social resources to support

various aspects of your pregnancy and childcare, the Office for Gender Equality
will give you application information while coordinating with other offices.
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When you discover your pregnancy

.

+When you discover your pregnancy
please discuss options available to
you at work with your supervisor at
an early date.

¢ To make use of various support
programs such as paid leave for
health checkups and adjusted
commuting times you must apply in
advance. Please verify your options
as soon as possible.

+ For externally funded research, please discuss
planning issues with the contact person and
make sure of any necessary paperwork, etc.

+When found to be necessary, please submit the
Maternal Health Management and Guidance
Card containing comments from your physician,
etc. to your supervisor.

N

“#+Work-life balance support programss$
® Duty Reduction, Shortened Break Time (to leave
work early), Work at Home programs, etc.

+#+Support by Office for Gender Equality-$+
® Temporary bed, etc. for resting

® Academic Assistant Program

® Mandara@home System

+Upon hearing of pregnancy, start
discussing how the employee would
like to continue working.

+ Consider options available including
absences and leaves, Harmful Duty
Restriction, Late Night, Overtime and
Holiday Work Exemption, and Duty
Reduction.

+If a Maternal Health Management and Guidance
Card has been submitted, take measures in
response to the recommendations.

¥¢For maternity protection, pregnant employees
are not allowed in laboratories using radiation or
organic solvents. Use the Academic Assistant
Program to prepare the research environment.

and

Later stages of pregnancy

+To ensure a smooth change of duties for your
pregnancy leave, try to make arrangements and
complete paperwork for things such as
materials, equipment, work responsibilities,
administration responsibilities, and externally
funded research as soon as possible.

+ If your duties will be shared by different staff or
faculty, make sure to consider their current
duties when asking for cooperation.

“+Work-life balance support programss$

® Maternity Leave (before/ after birth), Absence
for Childcare

® Leave for Spouse's Childbirth

© Childcare Leave for Male Staff

It is said that for a woman’s body to return
to its pre-pregnancy state it takes about 6
- 8 weeks. This is the “postpartum period”
and is very important for women'’s physical
and mental recovery. To support your
partner in this important stage please use
this program.

+Plan for change of duties, taking into account
the employee’s wishes, covering adjustments for
duties and lectures until planned absences and
leaves, and substitute persons during these.
Early discussion allows for preparation without
rushing.

s¢Prepare the working environment so that male
staff can easily use the Leave for Spouse's
Childbirth and Childcare Leave for Male Staff.

Returning to work

+ Thoroughly discuss returning to your position
with your supervisor, colleagues and family.
Letting others know about your current family
and child-raising conditions is important.

+ Complete procedures for daycare or nursery
school. Consider options such as sick child day
care, babysitters, and family support for when
your child may be sick, and complete necessary
procedures for these.

+Make arrangements for meeting notes and
other important information that may occur
while you are on leave to be forwarded to your
home email account.

“#*Work-life balance support programss}«
®Work at Home Program, etc.

+$Support by Office for Gender Equalitys3+
®Mandara@home System

ey

SN

€~

NS

+ Discuss duties to be undertaken after returning
to work.

+Work responsibilities must be adjusted to use
work-life balance programs after returning to
work. Ask whether the employee will use any
programs, etc. and discuss what will be
necessary.

+ Arranging for necessary workplace information
to be forwarded to employees, while they are
on leave/ absent facilitates their return to
work.

+Share information and data to relevant faculty
and staff to smoothly carry out work duties.

Towards balancing work and childcare

+ Be prepared to miss work as your child may get
sick while adjusting to the new environment
and to divide childcare duties and time
between you, your partner and family.

+ Make sure that you take care of your own
physical and mental health as well.

“#*Work-life balance support programss«}+

o Sick/Injured Childcare Leave, Nursing Leave

o Shortened Work Hours for Childcare, Early/Late
Shift Scheduling, Shortened Break Time (to
leave work early), etc.

«$+Support by Office for Gender Equality-i

® Academic Assistant Program

® Mandara@home System

® Takuji-shitsu Sentan (temporary childcare
room)

® Temporary childcare for NAIST events

®Business Trip Daycare Support n

o Assistance for babysitter use
™
*

'

+ Consideration must be made for faculty or staff
that is parenting when assigning duties and
assessing distribution. Consideration for those
affected by duty reassignment of is also
necessary.

¢ Distribute information that may be useful,
including introducing experienced senior
colleagues through the Office for Gender
Equality and the Keihanna Female Researcher
Network.

yePrepare working environment so male faculty
and staff may also use programs including
Sick/Injured Childcare Leave, Limited Overtime
Work or Exemption, and Early/Late Shift
Scheduling.

@ NARA INSTITUTE of SCIENCE and TECHNOLOGY
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Permanent employees | Contract employees L L. X Office
Support System T Un- — T On- Description Required paperwork | in
M F |Paid |gaia| M F |Paid | gaia charge
. Summary Absence from the workplace for care of family members certified as needing long-term care . - s
rosence Family Care Absence | | ol M A Cll 1ol .l O | period .1 Up t0.93 days total for one qualiying family member/ may be divided into up to three times | 2™ <2re Absence Application | 6 g
sence Summary Shortened work day for care of family members certified as needing long-term care 92
for ShortenFed \,/Yog:k Hours o | O o]0 | O O | Period May be used multiple times within 3 years for one qualifying family member izgﬁ;%ﬁxﬂ;ﬁgggﬂfor :’%
. [
Family Care, Ay A e d | EE
etc. ) ) shortened work Family Care Time Application | 9 @
Family Care Time O | O O | O | O O | Period May be taken multiple times within 3 years E E
Other Up to 2 hours per day
Leave for Summary Leave for employees who take care of family members certified as needing long-term care 22
Family Care Family Care Leave (O OIING) O | O O | Period 5 days per year (10 days per year with multiple children) Absence Book ggg
y Other May be taken on a daily or hourly basis 5&
Summary Early/late shift scheduling for employees taking care of family members certified as needing . )
Early / Late Shift Scheduling O| Oo| — O | O | — long-term care, without reducing daily work hours Zeiflylzite Shiiit Senselling o7 c
, > h ’ Child/Family Care Application | € §
................................................................................................................................................. Period . .Duringtherequired period e 2
P . o o Summary Limited late night work for employees taking care of family members certified as needing long-term care Limited Late Night Work for 92
leltedN|ghtWork ................. ol Wl o R S Mot s B Period ... During the required period .| Child/Family Care Application |45
Summary Limited overtime work, within 24 hours monthly and 150 hours annually, for employees taking ] i Wierlk (e g c
Limited Overtime Work Oo| O — O | O | — care of family members certified as needing long-term care : : 1o 60
. ) ) ) Child/Family Care Application | @ @
................................................................................................................................................. Period  ...Duringtherequired period e | @ @
i Summary Shortened break time for employees taking care of family members certified as needing long-term care
Shor[[ened Brelfk Tllme O o — O | O | — Period During the required period Shortened Break Time Application
(to leave work ear Y) Other Shortening of break time to 45 mins
4 When you must care for a family member, etc. upon counseling about available f’
When you need to care for your fami |y programs and social resources to support family care, the Office for Gender Equality
* will give you application information while coordinating with other offices. /

N

When a family member needs regular care you may apply for work-life balance support programs. +Upon receiving notice that a colleague’ s family may need care,

Please consider program options in order to maintain a healthy balance of work and family care. Things start discussing how the employee would like to work during this
£ Workdife Bal . . supervisors time
3+ Work-life Balance Programs <+ . ) )
y & tak t total of 93 d fab limited to within th and +When relevant, introduce the various work-life balance support
Eh A e ey [oumay take up 1o a total of 95 days of absence limited 1o within three colleagues programs and the Office for Gender Equality support programs
different times for each qualifying family member. You may also receive can do ) ; _
Family Care Leave benefits if your situation meets certain requirements. ¢ When work-life balance programs are used to adjust work time
. ) o ) and scheduling, it is necessary to adjust work duties as well. Ask if
S N e his program can be used in addition to the Family Care Absence employee will use support programs, etc. and discuss what will be
Program and may be used multiple times within a 3 year period. necessary.
Family Care Leave In order to care for family members or accompany them for medical treatment you may +Plan for duty changes, taking into account employee’s wishes, covering
take a total of five days leave. The equivalent of these may be taken hourly or daily. adjustments for duties and lectures until planned absences and leaves, and
You may also make use of programs that allow for flexible works hours such as Early/Late Shift substitute persons during them.
Scheduling, Shortened Break Time (to leave work early), Limited Late Night and Overtime Work or +Share information and data to relevant faculty and staff to smoothly perform
Exemption programs. work duties.
+%+ Support by Office for Gender Equality < + Distribute any information that may be useful, including introducing experienced
® Family care support information from local government offices senior colleagues, through the Office for Gender Equality.

o Information for support networks for long distance family care providers, male family care providers, etc.
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How to receive long-term care insurance

ceces®

Apply for certification for “long-term care need” at the local office in chargeo\
long-term care insurance.

(MDApplication
@lInvestigation for certification
& attending physician’ s
medical opinion

The local government examiner will visit and examine the applicant’ s house or
facilities where they live. The local government will ask for the attending
physician”s medical opinion. If there is no attending physician then examination
by the government stipulated physician will be necessary.

Investigation results and parts of the physician’ s medical opinion are entered
(®Examination judgement into a computer, and judgement on what level of care is necessary is performed

using nationally standardized judging methods. (Preliminary judgement)

Based on the preliminary judgement and the physician’s medical opinion, the

Long-term Care Judgement Committee determines the level of health care that
is applicable. (Secondary judgement)

Results are delivered. It takes about one month from application to the receiving
of results. Certification is divided into seven different degrees: Needing support
levels 1 or 2, Needing long-term care levels 1 through 5, or not applicable.

[Validity of certification]

+ New applicants, application for modification: 6 months in principle
(Can be adjusted to 3-24 months depending on conditions)

+ Application for renewal: 12 months in principle
(Can be adjusted to 3-24 months depending on conditions)

In order to use long-term care and care prevention services you must create a
care plan. A care plan will be made concerning what services shall be asked of
the long-term care support specialist, taking into account the desires of the
applicant and their family, and the applicants physical and mental state.

®Creating a long-term
care service plan

- [Care plan developer]

+ For needing long-term care level 1 or higher: In-home long-term care
support providers.

+ For needing support levels 1 or 2: Community General Support Center.

©Start using long-term
care service

<*What is the Community General Support Center?

The Community General Support Centers are established in places including hospitals, nursing homes, and the Social Welfare
Council as a comprehensive consultation organization to support senior citizens. The centers also promote long-term care
prevention services so, even if people are certified as not applicable (not needing care) through long-term care certification,
people may consult with them about using services for maintaining the functions necessary for daily living and support services.

«*Definitions of "self-reliant”, "needing support”, and "needing long-term care”

Self-reliant P’ Needing Y Needing
(not applicable) s J' . long-term care

Can perform the basic movements necessary for Performs most of the basic movements Has trouble performing
daily activities, such as walking and standing up, necessary for daily activities without basic movements necessary
without assistance; has the mental abilities to assistance, but some support is for daily activities without
perform daily methodical activities for taking necessary to prevent requiring assistance and needs
medicine, using the phone, etc. long-term care. long-term care.
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Grants-in-aid for Scientific Research (Kakenhi)
may be suspended and the project period extended
for maternity and childcare leaves
S

A Scientific Research on Innovative Areas, Scientific Research (S) (A),
OS | ng le-year G ra nts ( Research Activity Start-up, etc.) )

+ If you wish to suspend your research for a maternity and/or childcare leave and then have the
remaining amount of the grant-in-aid reissued after the next year, you must complete the required
paperwork. In essence, the period left before the suspension will remain to be used upon
reissuance. In order to have the grant-in-aid reissued please contact the Grants-in-aid Section at
least one month before returning to the workplace and prepare the application forms.

+When research is suspended, the unused portion of the grant-in-aid shall be returned to JSPS.
This includes parts of grants distributed to co-investigators and indirect expenses.

+If a childcare leave is taken and finished within the same fiscal year then the possible
extension period will be up to one year.

+ For those grants-in-aid projects approved to be carried over, research cannot be suspended
due to maternity or childcare leaves.

O MU ltl-y ear F un d 3 ( Scientific Research (C), Young Scientists (B), Challenging Exploratory )

Research, etc. approved after 2011 fiscal year

Suspension When receiving maternity or childcare leaves
reason
Period Wish to extend funding period Do not wish to extend funding period
(At time of leave) (At time of leave)
= No paperwork No paperwork
- (Returning to work) (Returning to work)
Apply for extension of funding period No paperwork
(At time of leave) (At time of leave)
= = Submit Research Suspension Report Submit Research Suspension Report
° - < (Returning to work) (Returning to work)
Apply for extension of funding period No paperwork

+In case of suspension, Kakenhi funding is managed by NAIST and not returned to JSPS.

+In principle, during the period of suspension, payment to co-investigators who have been
allotted funds is possible if deemed necessary for execution of research. Please confirm this in
advance at the Grants-in-aid Section, Cooperative Research Division.

#Selected Multi-year Funds (Scientific Research (B) and Young Scientists (A) approved between
2012 and 2014 fiscal year) may be suspended or the duration extended. Please contact the
section below for details.

#During the principal investigator’ s maternity or childcare leaves said person shall not be
approved to make use of funding.

*In the case of co-investigators, there is no research suspension program for
maternity or childcare leaves.

Grants-in-aid Section, Cooperative Research Division
hojokin@ad.naist.jp 5075 1=

If you have any questions or concerns, please contact the section below. tj
>
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URL : http://www.naist.jp/gender/index.html
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TR - BRRUONECRETIHENZ & ASBREE R
Maternity, childcare & family care programs Personnel Section, Personnel Division

B85 TEL 0743-72-5100 ./ E-mail : shokuin@ad.naist.jp

ERRE - HEFES - HBRR(CETHIE AERBAELER
Employment and social insurance, Mutual Aid Assoc. ) Welfare Section, Personnel Division

BB TEL 0743-72-5030 . E-mail : fukuri@ad.naist.jp

BERMERTICEET S & AERIGS R
Salary and resident tax ) Salary Section, Personnel Division

B8 TEL 0743-72-5916  E-mail : kyuyo@ad.naist.jp

BUABICRET 3L MRBHREBDE SRR
Grants-in-aid (Kakenhi) ) Grants-in-aid Section, Cooperative Research Division

IEHBSE TEL 0743-72-5075 . E-mail: hojokin@ad.naist.jp

B EEFO@MILRICBET B & BLHFSER
Work-life balance ) Office for Gender Equality

IEHBSE TEL 0743-72-5137 ./ E-mail : sankaku-jimu®@ad.naist.jp
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