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Methodology for the formation of working time indicators 
1. General provisions 
1. This Methodology for the Formation of working time indicators (hereinafter referred to as the Methodology) is developed taking into account existing international standards for statistics of working hours to reflect the working time of persons employed in all sectors of the economy and all forms of production activities, which ensures the consistency and international comparability of official statistical information, as well as an appropriate statistical base for various users of statistics, taking into account national needs and conditions. The methodology is focused on the measurement of working hours using data from a sample survey of employment.
2. The methodology is applied by the structural units on labor statistics and living standards and national accounts of the Bureau of National Statistics of the Agency  for Strategic Planning and Reforms of the Republic of Kazakhstan (hereinafter referred to as the Bureau). 
3. The Methodology uses concepts in the meanings defined in the Labor Code of the Republic of Kazakhstan, the Laws of the Republic of Kazakhstan «On State Statistics», «On Employment of the Population», as well as definitions adopted by the International Conferences of Labor Statisticians and recommendations of the International Labor Organization.
2. Hours of work
4. Working time
includes time associated with production activities and the allocation of time during a particular reporting period;
is determined in relation to production activities within the production scope of the System of National Accounts (hereinafter referred to as the SNA);
includes the time spent on the production of all goods and services, regardless of whether they are paid for or not;
does not take into account the lawfulness of the activity, the type of contractual arrangements for the activity or the age of the persons carrying out the activity;
is measured in shorter units (minutes or hours) or in longer units (half a day, days, weeks or months);
is observed over a short base period (one day or one week) or over a longer period (one month, one year or more);
is measured in relation to work defined as «a set of tasks and responsibilities, formal or informal, performed or intended to be performed by one person, including an employer or self-employed person».
         5. Working hours do not reflect the quality, intensity or efficiency of work.
6. Working time consists of the following components:
1) hours actually worked; 
2) paid hours; 
3) normal working hours; 
4) hours of work under the employment contract; 
5) regular working hours; 
6) hours of overtime work; 
7) hours of absence from work.
         7. Actual hours worked include time spent at work to carry out activities aimed at the production of goods and (or) services during the specified short or long base period.
8. Actual hours worked, measured within the production scope of the SNA, include time spent directly or in connection with production activities, downtime or rest time.
The components are: 
1) direct working hours, including time spent on tasks and responsibilities for work;
2) adjacent working hours, including time spent on maintaining, facilitating or improving production activities, these include:
cleaning of premises, ordering tools, preparation of work processes or workplaces, sanitation of work premises;
purchasing or transporting goods or consumables to or from the market or other source of purchase;
expectation of business, customers or clients, as part of the organization of working time, which is paid;
duty, conditioned as paid or unpaid, which takes place at work or not at work. In the latter case, it is included in the actual hours worked, depending on the degree of restriction of the activities of persons. From the moment of calling back to duty, the time spent is considered direct hours of work;
travel between work locations to visit fieldwork sites, fishing areas, to complete assignments, attend conferences, or to meet with customers or clients;
training and advanced training required for work or to perform other work in an economic unit located at the place of main work or elsewhere;
3) downtime means temporary suspension of work for economic, technological, organizational, other production or natural reasons;
4) rest time includes the time during which the employee is free from work and which he can use at his discretion.
9. The hours actually worked, measured within the production scope of the SNA, exclude the time during which the work was not performed:
annual leave, holidays, sick leave, maternity leave, parental leave, other types of leave for personal or family reasons or for the performance of civic duties;
time of travel between work and home, when production activities for work are not performed;
time spent on educational activities, except for training required for work; 
longer breaks, different from the time of a short rest, when no production activities are performed.
10. Paid hours refer to paid employment work and to self-employment work paid per unit of time (within the production scope of the SNA).
With respect to paid employment work, paid hours include:
the time for which employees receive payments from their employer (at normal or bonus rates in cash or in kind) for a specified short or long period of time, regardless of whether these hours have actually been worked or not;
time paid, but not worked.
The time worked, but not paid by the employer (unpaid overtime), as well as absence from work unpaid by the employer (study leave or parental leave), which are paid by the state through the social insurance system, are excluded. 
For self-employed persons (formal or informal) paid on a time basis, the hours paid are equivalent to the hours actually worked.
11. Normal working hours include the hours established by collective agreements during which paid employment is performed during the specified base period (day, week, month or year). 
Normal working hours apply to the work of self-employed persons when these hours correspond to the hours set for all work in a particular industry or occupation.
The normal hours of work of a self-employed worker are compared with the normal hours of work of persons performing paid work in the same industries and having the same occupations.
Normal working hours serve as the basis for determining full-time and part-time work.
12. Employment contract hours include time spent performing paid employment work or providing self-employment services or volunteer work.
The number of hours of work under the employment contract is fixed for a short or long period of time or varies from one to another period, depending on the organization of work and the duration of the base period for their measurement. 
The number of hours of work under an employment contract varies for different jobs in the same industries or institutions.
13. Regular working hours are an estimate of the hours actually worked in a short time (one week) over a long observation period during the month, quarter, season or year in which the short measurement base period is included. Regular working hours apply to all types of work. 
14. Overtime hours shall apply to all types of work and shall be defined as the hours stipulated in the employment contract as overtime during a specified short base period, plus the hours actually worked in excess of the hours of work under the employment contract, if any, or the hours actually worked in excess of normal working hours at work where there are no hours of work under the employment contract.
15. Overtime hours shall not include hours actually worked in excess of the hours of work under the employment contract as a result of rotation of periods in the established organization of work for a short or long base period.
Overtime hours in paid employment are divided into paid and unpaid. Payment is made in cash at the same rate as other opening hours, or in cash at higher rates, or in kind in the form of compensation with the provision of compensatory time off.
16. Absence hours refer to all types of work and are defined as the number of hours of work specified in the employment contracts that are not actually worked during a short base period (during the week) when the hours specified in the employment contracts were in effect. 
Included are the time of leave taken under the employment contract, including part-time hours, the number of hours normally worked but not actually worked during the short base period when there was no employment contract.
Absence hours exclude time not worked as a result of the established organization of work.
Hours of absence from work include time due to annual leave (including forced annual leave), illness, work injury, pregnancy, childcare, overtime compensation, family care, study leave, other reasons, technical breakdowns, bad weather, public holiday.
3. Formation of working time indicators 
17. Formation of information on indicators characterizing working hours is carried out on the basis of the following sources: 
1) a sample survey of employment (hereinafter referred to as the survey). The units of observation are households and persons aged 15 years and older living in them. 
2) survey of organizations with more than 100 people; 
3) sample survey of organizations with up to 100 people.
17-1. The survey is carried out by the interview method (the interview involves personal communication of the interviewer with the respondent, in which the interviewer himself asks questions and records the answers), by direct visits of interviewers to households.
18. The number of hours actually worked by all employed employees is formed according to the survey data.
18-1. To obtain data on the actual hours worked, each respondent (household member) is asked the following question: 
«How many days and hours did you actually work at your main job last week?» When answering this question, the respondent indicates the number of days and hours per week actually worked by him at his main job. Next, the respondent is asked a similar question about additional work (if any). 
If the respondent did not work within the indicated short period, then the answer is marked «0». 

Since the hours worked on the personal farmstead are included in the total amount of actually worked time, in addition, to record the time occupied on the personal farmstead or homestead, respondents are asked the question:
«Did you perform any work on a personal farmstead (homestead, suburban area) related to the production of agricultural products, at least 1 hour last week?». 
If the respondent responds positively, the question is asked: 
«How long have you been busy in your personal farmstead (homestead,  suburban area)? When answering this question, the respondent indicates the number of days and hours per week actually worked by him on his personal farmstead.»; 
19. The hours actually worked are classified depending on the employment status of the employee, type of economic activity, region, type of locality,  type of employment contract, gender, age and other characteristics. 
20 Paid hours refer to both employment (paid employment) and self-employment – paid per unit of time. 
The main source for generating data on paid hours is a survey of organizations with more than 100 people.
Based on the section «Use of the calendar fund of employees' time» of the survey of organizations with more than 100 people, data on hours worked and unworked are formed, unworked hours, in turn, are divided into paid and unpaid time.
In the case of self-employed persons paid on a time basis, the hours paid are equivalent to the hours actually worked.
21. According to the duration of working hours, working hours are divided into the time of normal duration, reduced duration and incomplete. 
Working time includes preparatory and final work (receipt of a task order, materials, tools, familiarization with equipment, documentation, preparation and cleaning of the workplace, delivery of finished products, etc.), breaks provided for by technology, labor organization, rules of rationing and labor protection, time of presence or waiting for work at the workplace when the employee does not have free time, duty on holidays and weekends, duty at home.
          22. Normal working hours do not exceed 40 hours per week. Employment and collective agreements provide for shorter working hours with remuneration as for normal working hours.
Reduced working hours are provided for certain categories of employees (employees under the age of eighteen, employees engaged in heavy work, work with harmful (especially harmful) and (or) dangerous working conditions, persons with disabilities of the first and second groups).
          23. Part-time work is considered to be time less than the established normal duration, including part-time work (reduction of the norm for the duration of the daily work of the working shift), part-time work week (reduction of the number of working days in the working week), simultaneous reduction of the norm for the duration of daily work (working shift) and reduction of the number of working days in the working week.
For the division into full-time and part-time, the Bureau applies the criterion of 40 hours per week.
           24. The number of hours of work under an employment contract for employees working within the framework of paid employment (for wages) is equivalent to normal hours of work (40 hours per week).

Employment contract is a written agreement between the employee and the employer, according to which the employee undertakes to personally perform a certain work (labor function), to comply with the labor schedule, and the employer undertakes to provide the employee with work on the stipulated labor function, to ensure the working conditions provided for by the Labor Code of the Republic of Kazakhstan, laws of the Republic of Kazakhstan and other regulatory legal acts of the Republic of Kazakhstan, the collective agreement, acts of the employer, to pay wages to the employee in a timely manner and in full.
25. Regular working hours are calculated as the mode of distribution of the hours actually worked. The source of the hours actually worked by all employed is the survey data. The mode is the value of the feature, which is most often found in the studied population. 
It is calculated according to the following formula:
Mo = XMo + hMo * (fMo - fMo-1) / ((fMo - fMo-1) + (fMo - fMo+1)), 
Where
Mo - is the value of the attribute most often found in the studied population;
XMо - left border of the modal interval;  
hMo - is the length of the modal interval; 
fMo-1 - is the frequency of the premodal interval; 
fМо - modal interval frequency; 
fMo+1 - is the frequency of the postmodal interval. 
26. Hours of overtime work, to measure working time, are the hours actually worked in excess of the established norm of hours at work.
According to the survey, the number of employed people working more than 40 hours per week is formed by employment status and types of economic activity, regions.
27. Data on the number of employees temporarily absent from work are formed for reasons, by employment status and types of economic activity. 
