The University of Macau Rules of the Personnel Affairs of UM

Chapter 2 - Working Hours, Compensation for Overtime Work,
Allowance and Subsidy (Extract Version)

Section 1
Working Hours

According to Item 1 of Article 14 of the Personnel
Statute of UM (ADMO.02/201205/999), this section of
rules governs the working hours i the University.

Article 1
Working Hours

1. Theworking hours are generally scheduled as follows:
1) For administrative staff except the categories of
workers and janitors:
Monday — Thursday
09:00-12:30/13:00, 14:00/14:30-17:45;
Friday
09:00-12:30/13:00, 14:00/14:30-17:30.
2) For the categories of workers and janitors:
Monday — Thursday
08:30-13:00, 14:00-18:00;
Friday
08:30-13:00, 14:00-17:30.
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For staff members who work on shifts, the shift hours
do not include the period of 8:00 — 19:00 from
Mondays to Fridays.

3. Aside from the schedules mentioned n the previous
items, for staff members who have adopted the
flexible work schedule or other schedules as approved
by the Rector, the delegated Vice Rector or heads with
appropriate delegation of power due to their job nature,
they shall fulfill the minimum weekly working hours
of 36 for administrative staff except for the categories



o

of workers and janitors whose weekly working hours
is 42. Details of flexible work schedule shall be
defined in Appendix 2.1 - Guideline for Flexible Work
Schedule.

When staff members of the categories of workers and
janitors are requested to provide service during the
lunch break between the working hours as stipulated
in Sub-item 2) of Item 1 of this article, their lunch
break may be rescheduled to another time slot between
12:00-15:00 of the working day.

All administrative staff members are required to
register the check-in/out record according to their
assigned working schedules. Details of check-in/out
process shall be defined in Appendix 2.2 — Guideline
for Check-in/out Process of Administrative Staff.
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