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English Version
\ Procedures Name: \ Remote Working and Telecommuting Encouragement Procedure \

=  Procedures Information:

Code: PRO 94 SDG 11 P2 N 3
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 university employees eligible for remote work, either

fully or partially, with the aim of improving work-life
balance, enhancing productivity, and reducing commuting-
related costs.

= Procedure Steps:
# Step
1. Develop Remote Work Policies:

o Identify roles suitable for remote work based on task nature and
responsibilities.

o Define flexible working hours and daily or weekly work plans for
employees.

2. Submit Application:

e Provide an online form for remote work applications.
o Employees submit requests detailing job roles and proposed remote work
duration.

3. Review Applications:

o A specialized committee reviews applications based on specific criteria:
o Job suitability for remote work.
o Employee performance and ability to manage tasks remotely.

o Notify employees of acceptance or rejection with justifications.

4. Provide Tools and Support:

o Equip employees with necessary technologies and tools (e.g., laptops,
access to internal networks, virtual communication software).
o Offer training on using remote work tools and managing time effectively.

5. Monitor and Evaluate:

e Conduct periodic meetings with remote workers to evaluate performance
and discuss challenges.
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o Review weekly or monthly reports to track task completion.

6. Encourage and Motivate Participation:

o Offer incentives, such as bonuses or recognition, for employees
demonstrating outstanding performance during remote work.
o Share success stories of remote work to encourage other employees.

= Related Forms:

Form Name

Remote Work Request Form.
Application Evaluation Template.
Employee Satisfaction Survey.
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Weekly/Monthly Performance Reports.
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