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Overview of Temporary Assistant Program

Please read through this first

Purpose

The Temporary Assistant Program (hereinafter referred to as the “Program”) aims to
minimize the negative effects on the research or teaching activities of faculty and research
staff*, as well as of the Institute as a whole, resulting from responsibilities associated with
pregnancy, childbirth, childcare, or family care including for medical reasons such as sickness
or injury (hereinafter referred to as “childcare and family care”). This Program provides a
preparatory period to help faculty and research staff who face increasing demands in
childcare and family care, so that they can take advantage of support available in the
community and achieve an optimal work-life balance.

* Faculty (regular employees and Specially Appointed Faculty) and research staff hired
through former Tokyo Tech campuses (hereinafter “Science and Engineering
departments,” which includes all departments at those campuses), as well as those
holding JSPS postdoctoral fellowship status (Excluding DC) with authorization to
conduct research in Science and Engineering departments at Science Tokyo. The
Program is open to all eligible individuals regardless of gender.

Types of assistants

“Assistants” hired under this Program are assigned to perform support tasks on behalf of
faculty or research staff under their supervision. The tasks include routine research work
(conducting experiments, organizing data and literature), routine teaching work (teaching,
preparing lectures and exercises), and administrative duties.

Faculty members may hire any type of assistant. Research staff may only hire assistants
to engage in routine research work under this Program.

Support period

The Program is intended to provide support when a faculty or staff member needs to spend
shorter hours on academic or research duties due to unavoidable family circumstances, and
it is not possible for anyone else to take over their caregiving responsibilities.

Support procedure

The DEI Section, Office of Communications and DEI (hereinafter referred to as the “"DEI
Section”) will help cover the personnel expenses for assistants assigned by users selected
for the Program. This support will be provided through a budget transfer in April of the
following year, after confirming the implementation status based on reports submitted by the
users.

If you wish to hire an assistant under this Program, please submit an application form to
the DEI Section during the designated period. The DEI Section will review each application
based on the Program’s objectives and available budget, and will determine whether to

approve the request and the maximum amount of support for each user.
- 1 -



Points to be considered

Each application will be reviewed based on how the applicant’s research or teaching
activities, as well as the overall performance of the Institute, have been, or are likely to be,
affected by responsibilities associated with childcare and family care.

In the application form, applicants must explain in as much detail as possible about the
activities they have been able to perform (or would have been able to perform if not for their
childcare and family care responsibilities), as well as the extent to which their performance
will likely be affected (or is already affected) by their family-related responsibilities.

Limitations when using the Program during maternity, childcare, or family care
leave

During these types of leave, the assistant can only be responsible for specific routine tasks:
maintaining the growth of plants or animals, continuing periodic observation of natural
phenomena, and performing related routine work that must be continued during the
applicant's absence. Since the user will be unable to direct the assistant during this period,
a full-time faculty member must be designated at the time of application to guide and
supervise the assistant on behalf of the user.



Temporary Assistant Program
(FY 2026 Fall Semester)

Application Guidelines

Application deadline:

Strictly no later than 5:00 p.m. on Wednesday, August 5,
2026

* Only those hired through Science and Engineering departments who have
responsibilities associated with childcare and family care are eligible to apply
for this support.

For details of a similar program for Medical and Dentistry personnel, please
refer to the Research Support Personnel Assignment Activity.

*Please note that the “Temporary Assistant Program” for Science and Engineering and
the “Research Support Personnel Assignment Activity” for Medical and Dental Sciences
are currently under consideration for integration by fiscal year 2027.

Details will be announced on Slack and the website as soon as they are finalized.

Inquiries & Applications: DEI Section, Office of Communications and DEI

In charge of administrative work: Planning Group, Diversity and Inclusion Division
Tel: 03-5734-2222,2221, Ext. 2222,2221
Slack help channel: #help--BVWEHE-d1N\—I 71 #HER
Email: did.plan@adm.isct.ac.jp
DEI Section (Science and Engineering) website: https://www.gec.jim.titech.ac.jp/en/

URL for submission (BOX File Request):
https://science-tokyo.app.box.com/f/b98f73a94af24eb48f0e73d74fa60b49



https://www.tmd.ac.jp/ang/en/recruit.html
https://science-tokyo.enterprise.slack.com/archives/C083GEML0RW
https://www.gec.jim.titech.ac.jp/en/
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The Program aims to minimize the negative effects on the research or teaching activities
of faculty and research staff, as well as of the Institute as a whole, resulting from
responsibilities associated with childcare and family care. It provides a preparatory period to
help faculty and research staff who face increasing demands in such responsibilities, so that
they can take advantage of support available in the community and achieve an optimal work-
life balance.

The DEI Section will review applications based on the Program’s objectives and available
budget, and cover the personnel expenses for assistants assigned by selected recipients.

2. Eligibility
Applicants must be:

1) Faculty or research staff of the Institute who fall under any of the following (i) through
(iii), regardless of gender.
(i) A full-time faculty member of a Science and Engineering department
(ii) A fixed-term or permanent employee in a Specially Appointed Faculty or Research
Staff position within a Science and Engineering department
(iii) A holder of JSPS postdoctoral fellowship status (Excluding DC) with authorization
to conduct research in Science and Engineering departments at Science Tokyo

> If you wish to use this program during maternity, childcare, or family care
leave, please refer to 4-(1) on page 9.

> If you do not work under the discretionary labor system, please refer to 4-(1)
on page 9.

>  Prospective faculty or research staff at the Institute may also be eligible to
apply. Please check with the DEI Section.

2) Those whose family situation falls under either of the following (i) or (ii).

(i) The applicant has unavoidable circumstances requiring them to be the primary
caregiver for childcare or family care, including for medical reasons (sickness, injury,
etc.).

*Childcare: For elementary school children in the first grade or below, or children with
disabilities above second grade.

*Nursing care: For a family member in need of care, living at home and certified to
receive level 3, 4, or 5 long-term care services (Z/i#).

(ii) The applicant is pregnant or recovering from childbirth and requires maternal
protection.



» Q1: What is the definition of “unavoidable family circumstances requiring them to be the
primary caregiver”?
> Q2: What does "“living at home” mean when referring to a “family member in need of care,

living at home and certified to receive level 3, 4, or 5 long-term care services (¥/-#)"?

3. Support provided

(1) Support period
For the duration an assistant will be needed during the fall semester
(from Octoberl, 2026 to March31, 2027)
Note: If you were selected for the spring semester, please apply for a period that does

not overlap with that selection.

(If your spring semester selection period ends on October 31, you may apply for periods
starting on or after November 1.)

(2) Support allowances
Personnel expenses for assistants during the support period
(Note: The Program does not support assistants funded by external funds or purpose-

specified institutional operating expense funds (hereinafter referred to as

“externally funded”) and budget transfers are not possible.

The Program will provide funding for personnel expenses to successful applicants to
the Program (hereinafter referred to as “recipients”), up to the amount notified when
selected (hereinafter referred to as the "maximum support amount”). The amount will
be determined based on the report to be submitted by the recipients at the end of the
fiscal year (hereinafter referred to as the “approved amount”). For this reason, recipients
are requested to temporarily cover personnel expenses for assistants within the
maximum support amount from the budget code they manage as the Administrative
Budget Manager. The approved amount will be reimbursed to that budget code in April
of the following year.

(3) Support caps
Caps will be applied to the amount provided for personnel expenses. Caps will be
applied as 1) to 3) below, per family:



1) Cap per semester: spring semester 600,000 yen, fall semester 500,000 yen

2) Cumulative cap for multi-year usage: JPY 1 million multiplied by the number of
family members in need of care (childcare and family care)
(Note) If the cumulative cap is not reached during the current application period and

the recipient wishes to receive additional support from next time onward, a

new application and selection process will be required. Please note that details

regarding the handling of matters after FY 2027 will be announced as soon as

they are determined.

3) Cap by assistant type: The types of assistants that can be hired and the cap for each
period are shown in the table below. However, research staff are eligible to hire ©
technical support staff, ® RAs, or ® temporary staff.

Tgikgc(iZii:d Maximum | Maximum
Type of assistant (employment status at Tokvo amount amount
the Institute) re ulaéons (spring (fall
9 ' | semester) | semester)
etc.)
@ | Technical support staff Fixed-term Technical JPY JPY
PP staff support 600,000 | 500,000
Student
@ | Student affairs support staff Fixed-term affl;i::snsu ort IPY IPY
PP staff PPOT™ 1 300,000 | 250,000
tasks
@ | Administrative support staff Fixed-term Administrative JPY JPY
PP staff support tasks | 300,000 | 250,000
® | 1A (Student Assisting with JPY JPY
assistant) | coursework 300,000 250,000
6 |ra (Student Assisting with JPY JPY
assistant) | research work | 600,000 500,000
(Via staffing | Research JPY JPY
Temporary staff
® P Y agencies) assistance 600,000 500,000

» Q3: Can a surplus budget from the spring semester be added to the maximum support

amount for the fall semester?

» Q: How is the number of children and other family members in need of care calculated when

determining the cumulative cap for multi-year usage?

» Q5: Can I hire more than one assistant?
» Q6: IfI hire Technical Support Staff, Student Affairs Support Staff, or Administrative Support
Staff, should they be paid an annual base salary?
» Q7: Can 1 assign a permanent staff member as an assistant under the Program?
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@xamples of assistant working hours and employment period: \

O On a regular basis throughout a semester
Twice a week (4 hours per day)

O On an intensive basis during peak periods of research/teaching, or when you
need extra time for your child (before or after maternity leave, while on a
waiting list for a nursery school, during a trial period for a nursery school, etc.)

5 days a week (6 hours per day) for 2 months; 3 days a week (5 hours per
day) for 3 months

O Once a week for expense settlement, document sorting, and other general
affairs tasks
Once a week (5 hours per day)

\ /

Important notes on hiring assistants

Assistants will be engaged in support tasks related to education, research, or

administrative work under the supervision of the applicant, and are not allowed to

perform the following:

Support tasks for persons other than the recipient

Substituting for academic/research activities for which the recipient is primarily

responsible (e.qg., conducting lectures on behalf of the recipient)

Engaging in activities other than support tasks during their assigned working

hours (e.g., conducting the assistant's own research)

O Student assistants (TAs, RAs) are paid wages as compensation for performing

research/academic support duties, and not for their own activities. To avoid any

misunderstanding, please explain this point well to student assistants.

[Note]
Assistant costs are paid as compensation for work performed in
educational and research support duties.
Please ensure compliance with all relevant laws and regulations.




4. Process from application to acceptance

(1) Application

Applicants must fill out application forms|[OIENER® and submit them to the DEI
Section using Box File Request.

- Total requested amount

Taking into account the purpose and support caps of this Program, set a reasonable
employment period, number of hours, and hourly rate based on the job description,
frequency, difficulty, etc. If commuting allowances, health insurance premiums and
employees' pension premiums paid by the Institute, employment insurance
premiums, and industrial accident compensation insurance premiums are required,
include those amounts as well. For temporary staff, provide the total amount paid to
the staffing agency.

Reference: Personnel expenses for permanent staff and fixed-term staff (Human
Resources Division)
(URL for on-campus use only) (Japanede only)

https://www.jinjika.jim.titech.ac.jp/tebiki/jinkenhi/jinkenhi-sub1.html

Budget execution (Administrative Budget Manager)

When a recipient is eligible to act as an Administrative Budget Manager for
institutional operating expense funds, they must use the budget code for which
they serve as Administrative Budget Manager, and be responsible for the budget
and payment. If they wish to assign another person as the Administrative Budget
Manager, they must obtain consent from that person in advance, and state the
reason in the application form.

When a recipient is NOT eligible to act as an Administrative Budget Manager for
institutional operating expense funds, the recipient must select an appropriate
person to act as Administrative Budget Manager, obtain consent from that person,
and fill out the application form.

- If you wish to use the Program during maternity leave (before and/or after childbirth),
childcare leave (including paternity childcare leave), or family care leave

An applicant can use the Program during maternity, childcare, or family care leave

in order to minimize the impact of interruptions to research or academic activities

during their absence. In such cases, they must assign another person to supervise

the assistant on their behalf. Those wishing to use the Program during these types
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of leave must obtain consent from someone (a faculty member in a regular staff
position (“F#EIFKE")) who can be assigned to perform guidance and supervision
(including employment management), and fill out the application form. After an

application is approved, the applicant must submit a Work Instructions form.

» Q8: Could you give some examples of when the Program can help "minimize the impact of
interruptions to research or academic activities during maternity, childcare, or family care

leave?

- If the applicant is not working under the discretionary labor system

If the applicant is not working under the discretionary labor system, they must
describe how their research and student guidance time is or will be decreasing due
to childcare and family care, depending on the employment type (such as the number
of working days and hours, as stated in their Notice of Employment). In particular, if
the applicant plans to use (or has used) various programs for reduced working hours,
or has taken regularly scheduled leave (including annual leave), this should be
described in detail.

> Q9: What exactly do “various programs for reduced working hours” and “taking regularly

scheduled leave” refer to?

(2) Review

The DEI Section will review the applications submitted, taking into account the
Program objectives and available budget, and determine the recipients, support period,
and maximum support amount.

Recipients will be selected based on a comprehensive review of the application details
and the following points:
O High degree of difficulty in conducting academic and research activities due to
childcare and family care
Factors such as the age and number of children, as well as the applicant’s overall
circumstances, will be considered comprehensively in the review. In general, younger
children are considered to present a higher level of difficulty. However, it is also
considered that there may be cases where the level of difficulty is high regardless of
the child's age, such as when a person is caring for a school-aged child and other
family members at the same time, or when it is necessary to take a disabled child to
and from school or childcare facilities, or when caregiving is required after returning
home. As it may affect the review process, please describe your situation as
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specifically as possible. Supporting documents such as a medical certificate are not
necessary.

O High urgency

O Whether the assistant’s employment plan aligns with the purpose of the Program
and the applicant’s need to for support

O Necessity of using this support (whether other expenses or programs could address

the situation)

/[Key points of review] \

In the review process, how the applicant’s research or teaching activities, as well
as the overall performance of the Institute, have been, or are likely be, affected by
responsibilities associated with childcare and family care will be confirmed.

Therefore, in the application form, applicants must explain in as much detail as
possible about the activities they have been able to perform (or would have been able
to perform if not for their family-related responsibilities), as well as the extent to
which their performance will likely be affected (or is already affected) by their family-
related responsibilities.

- J

O [During maternity, childcare, or family care leave] Will be determined based on the
necessity of continuing routine work and the difficulty of appointing someone within
the laboratory, School, or course to cover the tasks.

(3) Selection results

The result of the selection process will be notified to the applicant by the DEI
Section. When an application is successful, notification will also be sent to the
faculty member responsible for supervising the assistant during the applicant's
maternity, childcare, or family care leave, as well as the faculty member assigned
to be in charge of budget execution.

+ Important notes

O Applications may be rejected, or the requested amount may be reduced, as a
result of the review process or due to budget constraints.

O Inquiries may be made to the applicant or relevant departments to confirm the
employment status of both the applicant and the assistant. This includes information
necessary for eligibility confirmation and reviewing, such as the employment
expense category and the application and use of systems to support pregnancy,
childbirth, childcare, or family care.

O Although this Program has been designed to cover all possible circumstances,

unforeseen situations or restrictions may arise, rendering the applicant ineligible.
- 11 -



5. Procedures after selection

(1) Budget code

Successful applicants must designate a budget code for which they serve as
Administrative Budget Manager to disburse the personnel expenses for the assistant
(preferably the code that they normally use).

(Note: Externally funded employment cannot be supported by the Program)

(2) Hiring assistants

Recipients should hire assistants in accordance with the details notified at the time of
selection.

- Employment procedure

1) Technical Support Staff, Student Affairs Support Staff, Administrative Support Staff,
RAs, and TAs
Recipients should proceed with the employment procedure in accordance with the
prescribed method. For more information on the employment procedure, please
contact your designated administrative group or the Human Resources Group in charge
of employment. (Externally funded employment is not allowed.)

» If an assistant is being considered for employment in multiple laboratories, approval may
vary depending on the circumstances. Please consult your designated administrative group

or the Human Resources Group in charge of employment first.

2) Temporary staff
Recipients should proceed with the worker dispatch contract procedure according to
the prescribed method. Please contact your designated administrative group for more
details on worker dispatch. (Externally funded worker dispatch is not allowed.)

» Expenses for temporary staff fall under “service costs,” not “personnel expenses.” When
hiring temporary staff, please replace “personnel expenses” with “service costs,” “labor
contract” with “dispatch contract,” and “salary” with “dispatch fee.”

Designated administrative group (Internal access only)

https://keiyakuinfo.jim.titech.ac.jp/info/manual/tel.html

> [Reference] Overview of the dispatch contract
@ Create a specification document and request the contract through the relevant

department. A temporary staffing agency is decided, the worker dispatch contract is
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concluded, and the temporary staff member is assigned. It is not possible to choose a
particular temporary staff member. (It may take several months from the contract
request to assignment of a temporary staff member.)

@ The temporary staff member starts working.
[Reference] Key points when accepting temporary staff (Ministry of Health, Labor and

Welfare website)

https://www.mhlw.go.ip/file/06-Seisakujouhou-11600000-

Shokugyouanteikyoku/0000102915.pdf

(3) Notifying budget code and employment conditions

MISEICE S slulid=R Budget Transfer Code & Employment Status Notice”gloRdsl=HBl=!

Section as soon as possible after employment is finalized.

(4) Disbursement of personnel expenses

Recipients should hire assistants and disburse personnel expenses in accordance
with the details notified at the time of selection. (Disbursement ends in April 2027 if
the support period ends in March 2027 and the salary of the assistant is paid in the
month following the month worked, based on the labor contract.)

[Repeating Note]
Assistant costs are paid as compensation for work performed in
educational and research support duties.
Please ensure compliance with all relevant laws and regulations.

» Q10: What if the personnel expenses for assistants increase and the approved amount is
likely to be insufficient?

» Q11: How can I confirm the disbursed personnel expenses for assistants?

» Q12: If the necessary personnel expenses are insufficient due to unavoidable circumstances,
can the maximum support amount be increased?

» Q13: What happens if a large amount of personnel expenses is likely to remain unused due

to unavoidable circumstances?

(5) After the support period
Recipients must submit to the DEI Section.
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> Q14: What level of expenditure data from the Purchase Request System should be submitted
with the report?

» Q15: Are there any examples of acknowledgments for research papers?

(6) Determination and allocation of the approved amount
The DEI Section will determine the approved amount based on the report submitted
by the applicant upon completion of the support period, and will allocate (transfer) the
amount to the designated budget code specified in (1) around the end of March 2027.
(Allocation to the budget code will be made in April 2027.)

» Q16: What happens if the budget becomes insufficient because the allocation is scheduled
for April of the following year?
» Q17: If the amount disbursed is less than the maximum support amount, how much will

remain in the cumulative cap balance for the next application?

- Other

Please refer to the Q&A section for information on procedures during the support
period, such as when there are changes in the recipient’s circumstances or in the
planned employment conditions after an assistant has been hired.

> Q18: I would like to change the planned employment conditions of the assistant outlined in
the Employment Status Notice. What should I do?
> Q19: What if the situation changes after I apply?
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6. Annual schedule

The annual schedule (tentative) for the Program is as follows.

e Applications for FY 2026 Spring Semester

* FY 2027 is undetermined as the system intearation is currently under review,

e Budget transfer of personnel expenses (amount
determined based on the report)

DEI Section Applicant/Recipient
FY Jan. e Call for applications for FY 2025 spring semester
2025 | Feb. e (Early Feb.) Application
e Review by DEI Section deadline
e (End of month) Provisional notification of the | e Employment procedure for
review results and the maximum support amount | those starting in April
Mar. | ¢ (End of February or early March) Official | e Notification of budget code and
notification of the review results and the | employment conditions for those
maximum support amount starting in April
FY Apr. e Commencement of employment
2026 for those starting in April
e Employment procedure
e Notification of budget code and
employment conditions
May e Commencement of employment
June
July
Aug.
Sept
Oct.
Nov.
e Submission of report
Dec.
Jan.
Feb.
Mar.
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7. FAQs

Q1: What is the definition of “unavoidable family circumstances requiring them to be the
primary caregiver”?
oIt refers to an ongoing situation where the applicant is engaged in caring for children
or other family members, including for medical reasons such as sickness or injury,
and it is not possible for anyone else to take over their responsibilities. In the
application form, applicants must state how many days per week such instances
impact their normal working hours. It does not have to be every day.
On the other hand, for example, in the case of childcare, if the spouse is taking
childcare leave, it may be determined that someone can handle family responsibilities.

Q2: What does “living at home” mean when referring to a “family member in need of care,

living at home and certified to receive level 3, 4, or 5 long-term care services (Z/i&)"?

eThey must be living at their home and not in a nursing home or similar facility. This
includes cases where the applicant is living with them.

Q3: Can a surplus budget from the spring semester be added to the maximum support
amount for the fall semester?
e No, it cannot be added.

Q4: How is the number of children and other family members in need of care calculated when
determining the cumulative cap for multi-year usage?
e The basic idea is as follows.

@ Pregnancy and childbirth: If the applicant is pregnant or recovering from
childbirth and requires maternal protection, it is counted as one person.

@ Childcare: the number of children in grade 1 of elementary school or lower*
Twins are counted as one child.
A child in grade 2 or above may be counted as one if they have disabilities,
depending on the circumstances.

® Family care: the number of family members in need of care (living at home and
certified to receive level 3, 4, or 5 long-term care services (E/i&))

@ Care for medical reasons: the number of family members in need of care for
medical reasons (sickness, injury, etc.)

* If the support starts in the fall semester and the number of family members in
need of care includes children in grade 1, the cap for the children will be JPY
500,000, and not JPY 1 million.

Example: Unborn child + 3-year-old child + child in grade 1 + father (care level 3):

(If employment commences in the spring semester) JPY 1 million (per person)
multiplied by 4 (persons) = JPY 4 million
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(If employment commences in the fall semester) JPY 1 million (per person)
multiplied by 3 (persons) + JPY 500,000 (for the child in grade 1) multiplied by
1 (person) = JPY 3.5 million

> If the number of family members in need of care (as per ® @ @ above)
increases at the time of future applications, the cumulative cap will be raised by
JPY 1 million per additional person.

» The cap per semester (see 3-(3)-2 on Page 5) will remain unchanged.
For specific details regarding cumulative cap amounts, please consult the DEI
Section.

Q5: Can I hire more than one assistant?
e Yes, you can. Please state the reason why you need two or more assistants in the
application form. Please note that the cap on personnel expenses remains the same,
regardless of the number of assistants you hire.

Q6: If I hire Technical Support Staff, Student Affairs Support Staff, or Administrative Support
Staff, should they be paid an annual base salary?

e Hourly wages are also possible for fixed-term employees (Technical Support Staff,
Student Affairs Support Staff, and Administrative Support Staff) who work 35 hours
per week or less, based on the Institute’'s Employment Regulations for Fixed-Term
Staff and Employment Regulations for Permanent Staff. However, because monthly
wages can vary depending on the number of working days, you will need to keep an
eye on personnel expenses and make sure they do not exceed the budget.

Q7: Can I assign a permanent staff member as an assistant under the Program?

elt is possible to delegate support tasks to a permanent employee only as part of their
responsibilities, or for a temporary period. Among the types of assistants, Specifically
Assigned Technical Staff corresponds to O Technical Support Staff, and Specifically
Assigned Administrative Staff corresponds to 3 Administrative Support Staff.
Regarding the budget code (institutional operating expense funds only) to which
funds should be allocated, please confirm with the relevant administrative personnel.
Since this Program is reviewed semi-annually based on the budget allocated to the
DEI Section, future support cannot be guaranteed.
Therefore, it is not possible to hire a permanent employee solely with funding from
the Program.

Q8: Could you give some examples of when the Program can help "minimize the impact of
interruptions to research or academic activities during maternity, childcare, or family care
leave”?

eThe following cases, or equivalent circumstances, will apply:
Routine work to maintain the growth of plants or animals or to continue periodic
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observation of natural phenomena. Interruptions to these routine tasks can result in
major setbacks when the research resumes.

Teaching activities including classes, experiments, and exercises, when the relevant
School, department, or major is unable to find a substitute for the absent individual.
Safety-related tasks such as disposal of experimental liquid waste at the laboratory,
when the laboratory chair is unable to find a substitute for the absent individual.

Q9: What exactly do “various programs for reduced working hours” and “taking regularly
scheduled leave” refer to?
eThis applies only to faculty members and researchers who do not work under the

discretionary labor system.
It refers to cases where working hours are shortened by taking (or having taken)
Reduced Working Hours for Childcare, time off for nursing care (“&& F§fE"), time off
for childcare (“& 2 IK#ft]"), partial family care leave, or regularly scheduled leave (also
applies to annual leave for childcare or family care, including for medical reasons
(sickness or injury)). “Continuous and planned” refers to cases such as one hour
each day, half a day each day, or four hours once a week.
This would apply, for example, to someone with prescribed working hours of 6 hours
a day who takes 1 hour of time off for nursing care (“M£& ") each day, resulting
in a total actual working time of 5 hours.

Q10: What if the personnel expenses for assistants increase and the approved amount is
likely to be insufficient?

e The DEI Section has no objection to the recipient covering personnel expenses for
the assistant beyond the approved amount, provided that the additional costs can be
covered by other funds available under the same budget code used to pay the
assistant. Please note that it is not possible to combine multiple budgets when paying
personnel expenses for the assistant.

Q11: How can I confirm the disbursed personnel expenses for assistants?

e The personnel expenses for assistants will be disbursed through the budget code
specified by the recipient, so the execution status for the monthly payment and the
remaining budget can be checked by recipient themselves (or the selected
Administrative Budget Manager) on the Purchase Request System.

Q12: If the necessary personnel expenses are insufficient due to unavoidable circumstances,
can the maximum support amount be increased?
e The maximum support amount cannot be increased for any reason.
For example, cases where working hours have increased due to the effect of public
holidays on the weekly work schedule, commuting allowance has increased more
than expected, and working hours have increased due to a shortening of the period,

leading to the application of employment insurance/social insurance. Please keep the
- 18 -



above points in mind when deciding your overall plan.

Q13: What happens if a large amount of personnel expenses is likely to remain unused due
to unavoidable circumstances?
e If, due to unavoidable circumstances, a substantial surplus remains because the
original plan cannot be followed or changed, please contact the DEI Section as soon
as possible.

Q14: What level of expenditure data from the Purchase Request System should be submitted
with the report?

e All information regarding the employment expenses for the assistant disbursed based
on the maximum support amount (salary, social insurance premiums paid by the
Institute, commuting allowances, and dispatch fees for temporary staff).

(Example) Application details: Application amount of JPY 160,000; period of use from
July to October

Support details: If the approved amount is JPY 120,000 and the amount disbursed is
as follows, data marked with (3¢) must be submitted.
Unmarked data is not required but can be included if preferred.

B 4 248
20170801| QO R (Fh 23,000
20170817|3c46 BT AEH BHFUEH < TRE (1B5) 39,040( ¢ |
20170817|%4 BT KBS BHFY 2,800 % [ TH®ES
20170817(304 BT AH HARBREEET BB 85| J RmEt: ¥41,925
20170917|3%#8 BT KBS BEFU4H < THE (165) 39,040| 3% |
20170917|%#a I KEBD BEIFY 2,800 ¥ [ 8B&HHEH
20170917|%% BT KBS HLRBREFLTEINH 85| J ®at: ¥83,850
20170918|/8—y Fiar a1 —% 98,000
20170920(/i7& #HB tF J TBa—RL—brt—LR MAHE OOKZF 54,251
20171017|3%#8 BT KBS BEHFUZ K< THE (A5) 34,160 % |
20171017|%4 BT KBS BHFY 2,800 % [ 9B BHESH
20171017348 BT KEH HARRESET IS 75| 3% - RE: ¥120,885

- * XIRATFEIE A BBT 5720
20171117|%46 BT KBS BHFUEHR < TRE (B5) 34,160 EAOEY & AKER
20171117|%4 BT KBS BHFY 2,800 [ 10B#%%
20171117346 BT KBRS HARREEET &I 75 *EPORSD SRR

Q15: Are there any examples of acknowledgments for research papers?
e If you would like to include an acknowledgment (although it is generally not required),
please refer to the following example:
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[0 Example of acknowledgment in English
Acknowledgment

This research was (partially) supported through the Temporary Assistant
Program of the DEI Section, Office of Communications and DEI,
Institute of Science Tokyo.

[0 Example of acknowledgment in Japanese

A
AWFFE (D—EF) IFHERIE R L 208 - DE&L AES DE&I &9 [ 72 % v b
BB 7w 77 L] ORIC K o TTb i,

Q16: What happens if the budget becomes insufficient because the allocation is scheduled
for April of the following year?

e If the budget code is expected to run short due to personnel expenses for assistants
being executed prior to the allocation of the approved amount, please contact the
Procurement Division to set a payment limit (“"FREZERXE"). This will allow expenses
to exceed the current balance in the budget code, provided that the approved amount

is allocated at later date.

Q17: If the amount disbursed is less than the maximum support amount, what will the
remaining cumulative cap balance be for the next application?

e The remaining cumulative cap for the next application will be the amount obtained
by subtracting the approved amount from the cap. However, the amount may change
depending on the number of family members in need of childcare and family care at
the time of the next application. Please note that details regarding the handling of
matters after FY 2027 will be announced as soon as they are determined.
(Example) When the cumulative cap is JPY 1 million at the time of application, the
maximum support amount is JPY 300,000, and the approved amount is JPY 290,000,
the cumulative cap after using the support will be JPY 1 million - JPY 290,000 = JPY
710,000.

(Please contact the DEI Section for further information.)

Q18: I would like to change the planned employment conditions of the assistant outlined in
the Employment Status Notice. What should I do?

e Changes are allowed as long as the following conditions are met: After confirming
the employment conditions, submit a “Notification of Change/Application” to the DEI
Section. If you are unsure whether the changes are appropriate, please contact the
DEI Section.

The changes are in line with the objectives of the Program.
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The changes are consistent with the situation and tasks for which the assistant was
requested in the original application.

e Please note that even if the personnel expenses for assistants increase due to the
change, the approved amount cannot be increased.

Q19: What if the situation changes after I apply? (The recipient’s spouse becomes a full-time
homemaker, the recipient goes abroad to study, family care is no longer required, the
applicant decides to reduce their working hours, take leave, etc.)

e Please contact the DEI Section as soon as possible if the situation has changed since

you applied. Depending on the nature of the changes, you may no longer be eligible
for support.
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