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RECORDING OF WORKING TIME FOR TEMPORARY EMPLOYEES 

PAID BY THE HOUR 

1. Time and attendance recording 

Employees record their attendance personally by clocking in and out at the clocking terminal 

(Zeiterfassungsgerät, ZEG) located closest to their workplace. 

The clocking terminals emit an acoustic signal to alert employees of recording errors and to refer 

them to their time and attendance administrator (JAZ-Mutationsstelle). 

2. Mandatory breaks 

The Swiss Labour Act stipulates that: 

- Work periods exceeding 7 hours must be interrupted by a break of 30 minutes. 

- Work periods exceeding 5½ hours must be interrupted by a break of 15 minutes. 

The beginning and end of such breaks must be recorded by clocking out and in. 

Mandatory breaks are normally taken at mid-day. 

Supervisors and managers are responsible for monitoring breaks. 

3. Absences 

Absences due to illness or accident must be reported to the HR Service Center (Tel. 70444), which 

makes a record of the absence. 

Short absences taken for private reasons (doctor’s appointments, etc.) do not qualify for time credits. 

Employees must clock out when they leave and clock in again when they return.  

4. Working time balance 

The working time balance can be obtained at any time during the month by calling up the “JAZ” 

value on the clocking terminal. 

The working time balance is set back to zero at the beginning of each month. The employee’s time 

and attendance administrator can provide details of the working time balance for the previous month. 

On the second working day of each calendar month the time and attendance recording system 

produces a detailed printout of the working time for the previous month. This document facilitates 

monthly wage payments. 

5. Special circumstances 

The employee’s time and attendance administrator can answer any questions regarding time and 

attendance recording. 

Employees must notify their time and attendance administrator immediately if they forget or lose 

their Roche ID card. Loss of an ID card must also be reported to the HR Service Center (Tel. 70444). 
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