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=  Procedures Information:
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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 employees and faculty members at Al-Ahliyya Amman
University

= Procedure Steps:
# Step
1. | Procedure Steps:

1. Analyzing Work-Family Balance Needs:
o Conduct periodic surveys to identify employees' needs regarding
work-family balance.
o Analyse the challenges faced by staff and faculty in managing
family and professional obligations.

2. Providing Flexible Work Options:

e Implement remote or flexible work policies when necessary.
o Offer part-time work options for employees facing temporary family
challenges.

3. Developing Family-Supportive Facilities on Campus:

e Provide an on-campus childcare facility for staff and faculty or partner
with nearby facilities.

e Set up designated rest and wellness areas to support employees with
family responsibilities.

4. Organizing Workshops and Awareness Programs:

e Hold regular workshops on achieving work-family balance.
o Offer counselling sessions with experts to help employees manage time
and responsibilities effectively.
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5. Supporting Family Leave:

o Ensure adherence to maternity and paternity leave policies to support
working parents.
« Provide options for emergency leave related to significant family events.

6. Developing Family Care Policies:

o Offer psychological and social support programs for employees facing
family challenges.

e Provide financial or advisory assistance to employees for family care
when needed.

7. Monitoring and Evaluating Programs:

o Establish a specialized committee to assess the effectiveness of work-
family balance programs.
e Submit periodic reports to identify areas requiring improvement.

= Related Forms:

# Form Name

Flexible Work Options Request Form

Campus Childcare Registration Form

Emergency Family Leave Request Form

Employee Satisfaction Survey on Work-Family Balance Programs
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