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English Version
| Procedures Name: | Maternity and Paternity Leave Provision Procedure

=  Procedures Information:

Code: PRO 50 SDG 5 P4 N 1
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 at the university, in

alignment with national legislation and relevant
international standards

= Procedure Steps:

# Step

1. Developing Internal Policies:

e Document policies that outline employees' rights to maternity and
paternity leave, adhering to local laws and international standards.

o Define the duration of paid and unpaid leave for both parents, including
options like partial leave or flexible work upon return (in accordance with
Jordanian Labor law).

2. Submitting Applications:

o Create a formal application form for maternity or paternity leave.
e Specify required documents, such as a medical certificate confirming the
due date, if applicable.

3. Reviewing and Approving Applications:

o Establish a specialized committee to promptly and efficiently review and
approve applications.
o Ensure confidentiality and respect for the privacy of applicants.

4. Coordinating with Departments:

o Notify the relevant department of the proposed leave schedule to ensure
work continuity during the absence.
e Assign a temporary replacement, if necessary, to cover responsibilities.

5. Supporting Return to Work:

o Provide support programs for employees after maternity or paternity
leave, such as flexible or part-time work options.

o Offer counselling sessions to help employees adapt to their return to
work.
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6. Evaluation and Review:

e Regularly review leave policies to ensure they meet employees' changing
needs.

o Collect feedback from employees who utilized leave to improve
procedures and policies.

= Related Forms:

# Form Name

1 Maternity/Paternity Leave Request Form

2. Guide to Employee Rights Related to Maternity and Paternity Leave
3. Survey to Evaluate Employee Experience After Returning to Work
4 Work Coverage Plan During Employee Leave
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