Duties and Office Hours

1. Staff members are expected to devote their full attention to the service of the
University and discharge their duties diligently and faithfully.

2. Unless otherwise scheduled, the official opening hours of University’s offices are
as follows:

Monday - Friday 9:00 a.m. —1:00 p.m.
2:00 p.m. - 5:50 p.m.
Saturday Closed (except for essential services)

Subject to operational needs and staffing requirements, Deans/Heads of
Departments/Offices may specify opening hours of the respective office.

For the purpose of enhancing work-life balance and enabling colleagues to better meet
their personal and/or family needs, the University implements a “Five-Day Work
Week (5DWW)” for non-teaching staff whose contractual working hours are not less
than 39 hours per week with effect from 1 July 2014. The 5SDWW is not applicable to
non-teaching staff who work according to a “roster duty” and whose contractual
working hours are 45 hours per week. The implementation of a 5SDWW is based on
the following guiding principles:

(@) As an educational institution, the University must ensure that the operation and
work pattern of individual units could effectively support its educational mission
in the provision of teaching and learning activities, which may be offered
throughout the week;

(b) “Essential services”, including student services, library, security, IT, clinical,
cleaning services, etc. will continue to be provided on Saturdays and/or Sundays
according to service needs and requirements of the University; and

(c) The “contractual working hours” of non-teaching staff as agreed under service
contracts with individual staff will remain unchanged.

In general, staff of the University are required to work not less than 39 hours a week
(excluding lunch break); while artisans and workmen are required to work not less
than 45 hours a week (excluding lunch break).
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