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Policy for Working Mother- Shoolini University

hrpoc: To pro{rcr ah€ carccrl job of a working mo'6cr by providirE a flcxiblc wort cnvitonm. lo allow wo*in8

rnoOtcr o a."otc cxtra u'rnc for thc upbrirging of drc chitd rnd also contributc lo tbc succcss of univcrsity. A wotking

modrcr, cspecialty onc wtE hls tllc good forrunc ao ba ablc to bghncc hcr hornc ad worlq cljoys &c stirnulation thar e

job tr c.Ear pnovidc!. Shc dcvclogs dr rbillty of.sising a us.ful nrcrrbct ofsociay ard rt thc rrnc tirnc girs finercid

indcpcndcncc,

policy rtrtctscrt Shoolini Univcrsity recogniscs thc facts that mothcrtood confers upon a women tfu ralpontibility of

raising a child. This ptqss also changcs thc way in which crc is Frccivcd in viiety and al lEr wofkphrc. It can

nec€ssitstc hcr to t8tr mo.G lhan rvailsblc lc{ve optioos, and job sccurity can bc at risk. SiSnificanr socisl ard pcrconal

adjusaarns art ncccssary to copa wirh strch I sitlBdm.

FH!c*: tnrcrcst of Employ* & UniYcrsity ac ins.Pcsble

Efib0ky: all wort<ing mdrcr with a clrild < I t mo4ths.

Pollcy Bcrclltr:

I . Worting mothcr will be allowed ro t8kc 2 llonn brcak fmm the workplacc for brerstfceding.

Transportation arrangcmenl has to bc dotre by crtploycc.
2. Worting mother may clroosc to wort fG 60pl. of tolal working d:ys in a month end accordingly, salary

will bc paid on pro rats besis. Flcxibility to choos€ any 2 drys off in a $c€k should be aligned with

D€an.

3. If yOur work arangcmelll allows you to comc late by I hour in thc moming or I houB earty lewing

from campus - it shall bc allowed for one insrncc in a day subj*t ro apProval from Dcan

Day CrrG facitrty: Frculty haying > 2.5 yca's old child shouH bc cncour8gcd ro explo.c Day Carc frcility io thc camp.rs.

Elplorr.: TItc cmployec ir rcsponsiblc for rcqucsriag and araogirB in advrncc with ltcr suFrvisor appt!'Fisrc end

,""ro*tt. U'r"t tio* or choosing flcxiblc timirlg. Employca should rsc Anncxure,A fo requcsting thc Policy bcncfits.

srp.rvbor: Thc supcwisor is rcsporrsibh for working with thc cmployee & Desn + HR to pro1.ide rrasonablc paid

brcaks or allow for flcxing woking hours -
Adlllrbtr.tlvr Cotltol:

1. Bcnefit No. I ard 3 cannot be availed togcther

2. Aw ficn approval has to bc Provi&d by Dcrn to HR
3. A copy ofapproval should bc kcpt in pcrsonal filc ofthc employec.

4. A copy ofapproval should bc markcd [o Accounts by HR.

5. ln case employcc wishes to disconlinuc thc policy bcffifits. a *T incn e-mail should be mafkcd to HR

wfr.,€rcrl.hdr'6
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Policy for Working Mother - Shoolini University

Purpose: To protect the career/ job of a working mother by providing a flexible work snyironment to allow working
mother to devote extra time for the upbringrng of the child and also contribute to the success of university. A working
mother, especially one wbo has tle good fortune to be able to balance her home and work, enjoys the stimulation that a
job or career provides. She develops the ability of raising a useful member of society and at the same time gains financial
indspendence.

Policy statement: Shoolini University recognises the facts that motherhood confers upon a woman the responsibility of
raising a child. This process also changes the way in which she is perceived in society and at her worlplace. It can

necessitate her to take more than available leave options. and job security can be at risk. Significant social and personal

adjustments are necessary to cope with such a situation.

Principle: Interest of Employee & University are inseparable

Eligibility: all working mother with a child < l8 months.

Policv Benefits:

l. Working mother will be allowed to take 2 Hours break from the workplace for breastfeeding.
Transportation arrangement has to be done by employee.

2. Working mother may choose to work for 60% of total working days in a month and accordingly, salary
will be paid on pro rata basis. Flexibility to choose any 2 days off in a week should be aligned with
Dean.

3. If your work arraugeme-nt allows you to come late by I hour in the moming or I hours early leaving
from campus - it shall be allowed for one instance in a day subject to approval from Dean.

Day Cere faclllty: Faculty having > 2.5 years old child should be encouraged to explore Day Care facility in the campus.

Employee: The employee is responsible for requesting and arranging in advance with her supervisor appropriate and

reasonable brcak times or choosing fleible timing. Employee should use Annexure-A for requesting the policy benefits.

Supervisor: The supsrvisor is responsible for worting with the anployee & Dean + HR to provide reasonable paid

breaks or allow for flexing working hours.

Administrative Control:

l. Benefit No. 1 and 3 cannot be availed together
2. A written approval has to be provided by Dean to HR
3 . A copy of approval should be kept in personal file of the employee.
4. A copy of approval should be marted to Accounts by IIR.
5. In case employee wishes to discontinue the poliry benefits, a *ritten e-mail should be marked to HR
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Policy for Working Mother

Annexure - A

Neme:

SU Code:

Date:

Department:

I would like to avail below mentioned benefits provided by Shoolini University under the Poliry
for Working Mother.

Benefit 1:

Time Period for availing benefit l: From

Benelit 2:

rill

Time Period for availing benefit 2: From till_

Benefit 3:

Time Period for availing benefit 3: From till

Signature of employee Signature of Dean

< HR OIfice Use Onllz >

Recommendation to Accounts:

Director - HR


