
CONTEMPORARY INTERNAL WORKING REGULATION 

OF VIETNAM-JAPAN UNIVERSITY (VJU)

Article 1. Working time
1. Administrative working time:

Morning:  8 am – 12 pm;

Afternoon: 1.30 pm – 5.30 pm.

2.  Officer and staff register into time capture device at workplace in the following times: 
Start of morning session: 8.00 am
End of morning session: 12.00 pm
Start of afternoon session: 1.30 pm
End of afternoon session: 5.30 am
It is acceptable for officer and staff to not register into time capture device if he/she is on their duties, which hinders him/her from coming back on time. However, he/she has to notify his/her direct manager in such cases. Officer or staff, who has some own businesses to handle, has to arrive at his/her workplace within 01 hour after the card check, otherwise, he/she needs to inform his/her direct manager (supervisor) and Administrative Office (for a notification in mission record). Officer or staff who comes to his/her workplace at least 01 hour late or return home at least 01 hour soon will be considered off half of the working day without any permission. 
3. If manager, lecturer, expert, officer or staff (hereafter called member of VJU) wants to have 01 absent day in the month, he/she has to inform his/her direct manager and Administrative Office (for a notification in mission record). If he/she wants to have another absent day or two consecutive days off, he/she has to inform his/her direct manager and the Rector (and also the Chief Advisor if necessary) for approval. Leave requesting letter should be sent through Administrative Office.
4. If a member of VJU works over time based on the request of his/her direct manager which is in line with related regulations of Law on Labor, his/her over-time bonuses can be counted in accordance with Internal Expenditure Regulations of VJU or Regulations of JICA.
Article 2. Working attitude
1. Member of VJU has to show conscientiousness, responsibility, teamwork  spirit and professionalism in each activity, product and service provided to colleagues, partners, students, individuals and organizations outside VJU.
2. All member of VJU together build a civilized and healthy working environment and work efficiently without any interference of personal affairs to create the clear separation between work and personal issues and be definite in assigned tasks.
Article 3. Prohibited behaviors at workplace
1. Causing disorder at workplace; bringing explosive, fire-prone or harmful substances to workplace.
2. Drinking alcohol, smoking in working time or noon break of working days and eating in workplace.
3. Letting the phone ring in meetings.
4. Harassing sexually.
Article 4. Power, water and working equipment use
1. Turning off all unnecessary electric equipment before leaving workplace and after the working sessions (air conditioners, fans, lamps and other equipment).
2. Not using telephone and other equipment in workplace for personal businesses.
3. Closing windows, locking doors after the working session.
4. Using water economically; informing the Administrative Office immediately if broken or leaked water equipment is discovered. 
5. Arranging workplace tidily and appropriately, not moving equipment provided by VJU out of workplaces without permission. 
Article 5. Office sanitation and environment protection 
Member and guest of VJU need to protect landscape, environment and ensure the sanitation of workplaces and common areas of the University. 
Article 6. Working schedule of Board of management and leaders of departments
1. Member of Rectorate Board, program director, head of department and Chief Advisor are invited to inform Administrative Office (throught Secretary to the Rector) his/her working schedule for the following week (if any) before 3.00 pm on Friday every week so that Admnistrative Office can synthesize and develop weekly schedule of Rectorate Board to be submitted to the Rector for approval.   
2. The Administrative Office issues weekly working schedule of Rectorate Board before 5.30 pm on Friday every week.
Article 7. Meeting organization
Department or individual organizing meeting should be in charge of preparing meeting documents, registering meeting room and facilitation service (template) throught Administrative Office. The date of meeting is registered in weekly working schedule of Rectorate Board in case of meetings in the same room.  
Article 8. Use of project car
1. Individual should register for car use no less than 04 hours before use so that Administrative Office can arrange project car properly.  
2. In case of schedule coincidence, the Rector, vice-rector and director/co-director of training programs are respectively given priority. Other priorities will be proposed by Adminisatrative Office based on registration schedules. 
Article 9. Supervision and evaluation
1. Head of department and program director shall take responsibility to spread and grasp thoroughly this internal working regulation to inferiors.
2. In case of any violation, depending on the seriousness and frequency of violation, Head of department/program director and the Head of Administrative Department will coordinate to apply one of the following modes of punishment. 
a) Criticizing letter sent by the Administrative Department to violator.
b) VJU’s Disciplinarian Board (set up by the Rector) is requested to assess the violation and decide appropriate punishment./. 
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