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Student Assistants
RAs and TAs

RAs and TAs

Student assistants are categorized as RAs or TAs as follows:
RAs (Research Assistants) are students who are employed to assist with research
work (e.g., research experiments).
TAs (Teaching Assistants) are students who are employed to assist with
education or coursework (e.g., class preparation and study support).

Maximum Working Hours

Student assistants are advised to limit their working hours to avoid interference with
their academic activities. Please note that the maximum number of hours students can
work as RAs, TAs, and other (honorarium) is 20 hours per week in total.

Reporting Hours Worked
All student assistants must complete and submit a Work Report every month to the
designated office by the closing date to report their hours worked.

Student assistants are required to complete the Work Report by themselves in the
prescribed format and sign it. The designated form can be downloaded from the
Student Assistant website. Wages are calculated monthly, based on submitted Work
Reports, and are paid to designated bank accounts the following month. Please see
the attached instructions for further details.

Hourly Rate

Hourly rates applied to student assistants are determined by faculty members who
manage the budgets according to the categories specified in the Student Assistant
Guidelines. The hourly rate ranges from JPY 1,050 to JPY 3,600.

Income Limit for Student Assistants

There is no upper limit for wages that can be paid for student assistants. However,
please note that total income received may affect eligibility for financial aid and
dependency status for tax or social benefits purposes.

Procedure for Confirming Completion of Work during Supervisors’ Absence
When student assistants' supervisors are absent, they are allowed to work only if a
substitute supervisor (a full-time faculty or regular staff member) is present. Student
assistants must complete their Work Report and have it confirmed by the substitute
supervisor each time work is finished.

Foreign National Students Working as Student Assistants

Foreign national students enrolled at the Institute with a residence status of “student”
do not need "Permission to Engage in Activity other than that Permitted under the
Status of Residence Previously Granted" to work as student assistants at the Institute.

Work Arrangements During COVID-19

Information on Tokyo Tech'’s response to COVID-19 is available on the web page
“COVID-19 updates for all new students and current students”
(https://lwww.titech.ac.jp/english/enrolled/health/coronavirus.html). For details, please
read the notifications and keep yourself updated on this matter.

For more information, visit the Student Assistant website:
https://www.jinjika.jim.titech.ac.jp/syoku/index.html

Inquiries:
Employee Services Group 2, Human Resources Division
Email: jin.syo2@jim.titech.ac.jp
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Notes

Working Hours

@®Student assistants are classified as RAs, TAs and other (honorarium). Total working
hours shall not exceed 20 hours per week.

Student Assistant
Total

Up to 20 hours per week

RA TA Other
(Research (Teaching (honorarium )
Assistant) Assistant) Up to 20 hours per

@®Total working hours must not exceed 7 hours and 45 minutes per day.
@A break of 45 minutes or more must be taken if the total daily working
hours exceeds 6 hours, regardless of classification.

Breaks (Lunch etc ) * Breaks are not included as working hours.

@Fill in the working hours separately if a break is taken in between, whether or not
the duties performed before and after the break are the same. ( see April 2 below)

Work Timetable Example 1

o A Eme Ee] C) | itk
4/1 k] 1 |13:00}16:00| 3:00 ! 0:00 H 0:00 0:00
/2| 1 1100} 1200] 100 | 1 1300} 1400[ 100 | 1+ [1500!1600] 1:00 } 0.00
4/3|%k| 8 | 900i1210| 310 | 2 |1300i1530( 2:30 | 1 |15:30:17.00] 1:30 2 000 | O {7:10}xmm
a/a|®| 1 [1300}1500] 200 | 2 |1595i1700[ 1:a5 | 0 |17:30:2000] 2:30 § 0:00
l OK (see the Notes below)

Totar
Date |Work Time Break Time Working Notes

e
April 1[13:00-16:00 /3:00\ [No break is required, as total does not exceed 6 hours
April 2{11:00-16:00] 12:00-13:00, 14:00-15:00 l 3:00\ No break is required, as total does not exceed 6 hours
April 3]9:00-17:00] 12:10-13:00 \7:10) [45-minute break, as work exceeds 6 hours
April 4]13:00-20:00] 15:00-15:15,17:00-17:30] \§:15 [4b-minute break, as work exceeds 6 hours

Work Timetable Example 2

- BMWA ETEE) ETERS BHMWD [EEaeRTy.
=2 | B0oe © o5 7 | one | | BAss | 5 7 | e | Ky | BAte | e 7 | m | Ea] BAsE | 2T ]
4/7 1 |13:00!2000| 7:00 ; 0:00 ! 0:00 000 | O {700}tmE;
48 k| 2 |13:00}1800[ 500 | 1 18:15' 2000 | 1:45 ' 0:00 2 000 | O l645|sm=:
lNot appropriate (see the Notes below)
Total
Date | Work Time Break Time Working Notes

Hours

April 7[13:00-20:00 : Total exceeds 6 hours but 45-minute break not taken
April 6[13:00-20:00f 18:00-18:15 \6:45/ [Total exceeds 6 hours but 45-minute break not taken

Business Trips

@Use the Remarks column to denote business trips, such as an academic
conference,

etc. Hours used for business trips (duties other than student assistant duties)
do not need

e.g. +April 1-3 Business trip to Tohoku University
= April 4 13:00~Attended academic conference in Aoyama
* Indicate student assistant hours in the Work Timetable, if applicable.

Other

@Please comply with Tokyo Institute of Technology Student Assistant Guidelines.
@When a student assistant’s supervisor is not present, he or she may only work if
a substitute

supervisor is present. The substitute supervisor will verify work completed by

the student assistant. . ) .
(Work is not permitted on weekends and holidays when the supervisor is not

present.)
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