HONG KONG BAPTIST UNIVERSITY
Human Resources Office

Policy Guidelines on Implementing A “Five-Day Work Week”

Objectives

For the purpose of enhancing work-life balance and enabling colleagues to better meet their personal
and/or family needs, the University will implement a “Five-Day Work Week (5DWW)” for
non-teaching staff whose contractual working hours are 39 hours per week with effect from
1 July 2014.

Guiding Principles
The implementation of a 5DWW 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 the

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.

Implementation Guidelines
1. The University will adopt “core operating hours” as below:
Official Opening Hours of University offices (unless otherwise specified)

Monday to Friday :  9:00 amto 1:00 pm; 2:00 pm to 5:50 pm
Saturday . Closed (except for essential services)

2. The 5DWW is not applicable to non-teaching staff who work according to a “roster duty” and
whose contractual working hours are 45 hours per week.

3. In implementing a 5DWW, Deans and Heads should consider the need for “essential services”
to be provided on Saturdays and/or Sundays, the service needs and staffing support of the
Faculty/School/Department/Office. Specifically, Deans and Heads may implement a 5DWW by
either arranging for colleagues to have two consecutive days off during weekends, or a
“five-day-work, two-day-off” schedule.

4. For Faculties/Schools/Departments/Offices which may consider the implementation of a
5DWW not practicable at this stage, they can continue to operate under the “Flexible Work Pattern”
arrangement and/or introduce a 5SDWW by phase.



5.  Staff who are not required to work on Saturday will normally work longer hours from Monday
to Friday. Staff who have been arranged to perform ad hoc duty on a Saturday will be entitled to
compensation leave on a one hour-to-one hour basis within the following 4 months, or according to

the existing practice.

A brief summary of the 5SDWW arrangement is as follows:

1-hour lunch break

Applicable to non-teaching staff with contractual working hours of 39 hours per week, with a

Faculties/Schools/Departments/
Offices without essential services

Monday to Friday Saturday
Faculties/Schools/Departments/
Offices without essential services All staff 9:00 am to 5:50 pm Off
on Saturdays
With no ad hoc . .
duties on Sat 9:00 am to 5:50 pm Off
On duty as

required, and take
compensation leave

but with ad hoc duties on With ad hoc ) . within the
Saturdays duties on Sat 9:00 am to 5:50 pm foIIovr\]/ing 4
months, or

according to the
existing practice

Faculties/Schools/Departments/
Offices with essential services on
Saturdays

Roster Duty
(implement a “five-day-work, two-day-off” schedule or
maintain status quo)

6. Different Opening Hours - It is recognized that due to different job nature, some offices may
have different opening hours from those stated above. These offices should ensure that all their
service users are well informed of their opening hours via the University website and/or notices
displayed on conspicuous places near the entrance of the office.

7. Annual Leave on Saturdays - With the implementation of a 5DWW, non-teaching staff who
are arranged to be “on duty” on a Saturday are advised to “swap” the duty date with another
colleague within the same Faculty/School/Department/Office instead of applying for annual leave on
Saturday. With this understanding, annual leave on Saturday will be counted as 0.5 day, unless
otherwise stated.

Future Updates

Deans and Heads are advised to update the Human Resources Office of the opening hours and/or
work arrangement of non-teaching staff under your supervision whenever there are changes so that
the University can keep track of the overall work arrangement.

Human Resources Office
June 2014
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