Chang Gung University Daily Work Log (Work from Home)
	
	Work unit：                   Name：                Notes ID: 
Time：from____ /___ /___  to ____ / ___ / ___ /

	No.
	Date
	Start/End Time
	Subtotal (Hours)
	Summary of Work
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	5
	
	
	
	
	

	The total number of work hours for this week: __   ___ hours

	Please report completed tasks and progress within this 5-day cycle
Signature：

	Work progress of this cycle :□ ahead □ right on schedule □ behind
Quality of work:□ excellent □ good □ to be improved
Comments:
Signature(First-level supervisor)：              Signature(Supervisor)：           


1. Working days are calculated based on days – the maximum working days are 14 days (including holidays and national holidays) 
2. Daily working hours (8 hours) should align with work attendance regulations. Unless approved by Chang Gung University in advance, an individual shall not request for overtime work. To help the supervisor keep track of work progress, the individual shall keep in touch their supervisor via video phone call 1-2 times a day.
3. While working at home, the individual should not be absent without permission or engage in things unrelated to work. If unable to work, the individual should apply for a leave in accordance with the regulations.

4. The individual working from home should keep a log of their tasks completed and has the work log signed and approved by the supervisor every 5 days. The signed work log should be sent to the Personnel Office.

5. The individual shall comply with confidentiality obligations with regards to sensitive documents. To prevent data leakage through the improper use of equipment and network, the individual should use the hardware and software equipment and network properly and carefully in accordance with the regulations of information safety.


