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=  Procedures Information:

Code: PRO 51 SDG 5 P4 N 2
Issue date: 2018

Revision, Date: V04, 2024

Evaluation Frequency: Yearly

Level of Confidentiality: Public

Pages: 2

Procedure Approved Date: 22 Feb 2018

Decision of the Deans Council: | 24 July 2018/2019

= Responsibilities and implementation:

Follow-up, review and Strategies and Policies Committee, Sustainability and

development: Ranking Office

Accreditation: Human Resources and Institutional Development Unit

Application (scope): All full-time and part-time employees who are parents,
taking into account job requirements and university
policies

= Procedure Steps:
# Step
1. Establishing Policies and Framework for Flexible Work:
o Develop documented policies outlining the terms and conditions for
flexible work, in alignment with national laws.
o Define types of flexible work options, such as:
o Flexible working hours.
o Remote work.
o Reduced workdays while maintaining total weekly hours.
o Rotational work schedules.

2. Submitting Applications:

o Prepare a formal application form for flexible work options.

e Provide clear guidelines for filling out and submitting the application,
including reasons and expected benefits for both the employee and the
university.

3. Reviewing Applications:

e Form a specialized committee to evaluate flexible work requests,
including representatives from HR and the employee's department.

o Assess the request based on job nature, department needs, and potential
impact on performance.

4. Approving Flexible Options:

« Issue official decisions of approval or rejection with clear justifications.

e Set atrial period for implementing the flexible work option, with
subsequent review of performance and impact.

5. Coordinating with Departments:

o Work with department heads to organize tasks and ensure continuity of
performance during the implementation of flexible work options.

o Develop plans for task distribution in cases of reduced working hours or
remote work.
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6. Performance Evaluation and Policy Review:
Monitor employee performance during the flexible work period and

collect feedback from colleagues and supervisors.
Conduct regular reviews of flexible work policies to ensure they achieve

the intended objectives.

= Related Forms:

# Form Name

1. Flexible Work Request Form

2. Policies and Guidelines Manual for Flexible Work Options
3.

Employee Experience Evaluation Survey for Flexible Work
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