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Preface

In today’s evolving work landscape, the establishment of flexible working hours has become
increasingly significant, particularly within hybrid workplaces where employees have the
option to work remotely or in-office. Flexible working hours offer numerous benefits, such
as improved work- life balance, increased job satisfaction, enhanced productivity, and
overall well-being. A hybrid workplace combines remote work and in-office work, allowing
employees to balance their personal and professional lives.

Technology has enabled different people from around the globe to share their grievances
and vulnerable emotions during the COVID-19 pandemic, fostering a sense of global unity.
Learning from the experiences of developed nations, many developing nations were quick to
realize the major grievances and adopted a flexible working hour policy for inclusivity.

However, the absence of a desired framework resulted in extreme work-life imbalance
due to inadequate infrastructure and management. When work from home was initiated,
working hours multiplied in many countries. In India, the provision of flexible working hours
was observed in the IT Industry before the COVID-19 phase, hence were able to follow it
pragmatically during the pandemic as their infrastructure and framework for working from
home were already in place.

The Government of India initiated this concept in the Maternity Benefit Amendment Act
2017 which has the provision to work from home providing flexibility to working mothers
post-delivery. The extent to which it has been integrated into the mainstream is yet to be
researched. However, recent trends show female labor force participation is declining in India,
particularly among highly educated women who are not part of the active labor force due to
care responsibilities which are still predominantly on women. India is a young country having
youth as working population wherein the average age of working-age Indians is 29 years.
Almost fifty percent of this is women. It is essential to understand the implications in terms of
the life satisfaction of this youth. For effective integration of women into the paid workforce,
men need to be integrated into unpaid care work, this can happen with the implementation
of affirmative policies and the provision of flexible working hours foreveryone (men, women,
transgender).

I congratulate Dr. Shashi Bala, Senior Fellow & Project Director and the entire team for
conducting the study which will be beneficial for policy makers, academicians and researchers
working in this area.

Dr. Arvind
Director General
V.V. Giri National Labour Institute
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Designing Flexible Working Hours Policy: A Case of NCR

Executive Summary

The purpose of this research is to ensure flexibility at workplaces, especially Government
organizations. Flexibility at work does not necessarily limit to just arrangements and facilities,
but also the working hours. Flexible working hours ensure more productivity and quality of
work as compared to long and rigid working hour policies.

The first chapter, titled, ‘Introduction” has covered the basic concept of flexible working hours
policy in India. The chapter has also stated the Global trends in ensuring flexibility at work
as well as the National trends. In both the cases, major policies that have been introduced by
some organizations have been covered. The last bit of the chapter states the objectives of the
study.

The second chapter, titled, ‘Review of Literature” has covered India’s position in Global
rankings and the reason behind the position. India, as a country, has been ranked in only
three indices, namely, Sustainable Development Report, World Happiness Report and The
Quality of Life Index report. The OECD Better Life Satisfaction Index does not include India
in its list of countries since the report only measures Indices of developed countries. After
giving a brief analysis of the rankings, the chapter covers literature from certain research
papers in the field of flexible working hours policy. Topics like change management, work
life balance and flexible working arrangements have been looked into. This chapter ends with
ILO Conventions and Recommendations for flexibility at work. India has also introduced the
Maternity Benefit Act of 1961 which has also been covered in this chapter.

The third chapter, titled, ‘Research Methodology’, as the name suggests covers research design,
sample size, sampling techniques and data collection methods used in the study. The study
has used mixed-methods research design, where, both quantitative and qualitative analysis
has been carried out. Questionnaires and semi-structured interview schedule were used to
obtain respondents from participants. The duration of field work ranged from mid-June 2024
to mid-October 2024 and a total of (n=237) participants could be taken into the study from
various Government organizations and departments across Delhi NCR.

The fourth chapter, titled, ‘Flexible Work Arrangements in India’s Government Sector” pertains
to showing the analysis through frequency tables and percentage pie-charts on the four
themes: (i) Flexible arrangements during COVID-19, (ii) Current Flexible Work Arrangements
and Regulations, (iii) Gender-Specific Impact on Employees, (iv) Work life balance in flexible
non-flexible working arrangements, (v) Perspectives of employers on work productivity. The
chapter has also been supported with case studies that have been collected.

The fifth chapter, titled, ‘Research Findings and Conclusion” presents the research findings
and conclusion in paragraph form. The study also shows the way forward through
recommendations. This chapter is followed by references and annexure. The annexure
consists of a Government organisation’s questionnaires, interview schedule and work from
home policy and the names of the Government organization / department.
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Chapter I : Introduction

With globalization taking place, companies today have become a lot more versatile.
Organizations that adapt to changes have a lot more chance of sustaining themselves in the
competitive edge. However, we need to understand that Government sector organizations still
carry out the traditional methods of working - for instance, long and rigid working time laws,
slower career progression and undergoing bureaucratic processes. Public sector workplaces
need to understand that quality matters over quantity. Long working hours do not necessarily
guarantee work productivity and quality. In such a scenario, both employers and employees
are left exhausted with the rigid working schedule which reduces one’s ability to function
well both physically and mentally. In order to curb the stress, hybrid working conditions may
be introduced and this may prove to be a lot more helpful and flexible. Along with hybrid
working hours, setting up sector-specific working arrangements and listing and meeting daily
achievable targets may also prove to be fruitful.

1.1 Concept of Flexible Working Hours Policy

In today’s evolving work landscape, the establishment of flexible working hours has become
increasingly significant, particularly within hybrid workplaces where employees have
the option to work remotely or in-office. Flexible working hours offer numerous benefits,
such as improved work-life balance, increased job satisfaction, enhanced productivity, and
overall well-being. A hybrid workplace combines remote work and in-office work, allowing
employees to balance their personal and professional lives.

Flexible working schedules, allow employees to work when they feel most productive and to
work where they feel most comfortable. Flexible work arrangements are meant to provide an
opportunity for true equity in the workplace, no matter the time or place employees do their
work. Therefore, there is a need to find policy solutions to support workers in achieving a
better work-life balance for a better life Index. For this Men need to be integrated into unpaid
care work and women to be part of the active paid labor market.

Flexible working hours provision in the Hybrid workplace can be the first step in this direction.
A hybrid approach aims to provide an optimal balance of productive work with reduced
stress and less commuting. It allows employees to choose how and where they work and
offers autonomy to employees to design their working week in a way that works both for
them and with company policies.

“Modern problems need modern solutions”. This quote holds true in various aspects like
health, education, politics and now in workplaces. Recently, flexible working hours have
gained a lot of importance. Organizations are now adapting to modern ways of working.
A flexible workplace creates a culture of trust, committed employees, better employer and
employee wellbeing and diversity. Work flexibility implies not only variation in time and
place of the job, but also sharing of the job, career breaks (maternity/paternity leaves), part-
time and term-time working. The impact from changes in economy, technology, social and
lifestyle in today’s environments have boosted the awareness of flexible working arrangements
in an organisation.

Streamlining of working hour schedule and balancing between personal life and work is
an essential element in an Organization’s success. Flexible working arrangement practices
leads to balance the job responsibility and children’s safety at home especially for working.
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Flexible working hours have also contributed to higher job satisfaction, motivation and
employee engagement. Therefore, to increase the employee motivation towards the vision
and mission, each organization needs to emphasize on their staff welfare. t work flexibility
offers convenience in planning, not reducing the working time. Thus, flexibility in work might
be summarized as the ability of employee to control his/her working time duration as well as
location of work (remotely from office), this ability in scheduling work suppose to be offered
by employer.

1.2. Global trends in flexibility at work

Australia has recently introduced “Right to Disconnect” after working hours. This has proven
to be a relief to employees who feel compelled to take calls or read messages from employers
after they finish their day’s work. The law also guarantees that employees can choose to ignore
official communications after working hours without the fear of being punished by their senior
(BBC News, 2024).

In latest news, several other countries around the world have introduced or implemented
similar laws. France has implemented the ‘Right to Disconnect’ law in 2017 as part of its Labour
Code. The goal is to protect employees from the intrusion of work into personal time and ensure
rest periods are respected. Spain, on the other hand, introduced the law in 2018 considering
the digital space in which everyone is intertwined. The law applies to both public and private
sector employees, ensuring that they are not obligated to be available 24x7, thus safeguarding
personal time and mental wellbeing. Companies in Spain are also required to create policies
that define the conditions for digital communication, protecting employees” work-life balance.
In Italy, the ‘Right to Disconnect’” was embedded into legislation in 2017 as part of labour
reforms aimed at regulating remote work. Italy’s law is tied to flexible work arrangements and
the increasing prevalence of tele-working. The law came as a response to the evolving nature
of work and the need to protect employees from burnout, especially with the rise of digital
tools making work more accessible beyond the traditional office environment. Belgium passed
the law in 2022, requiring all federal public sector workers to disengage from work related
communications after hours. The law emphasizes that employees are not required to respond
to calls, emails or messages outside regular working hours unless there is an emergency. This
aims to combat burnout and improve overall mental health and wellbeing, acknowledging
that constant connectivity has blurred the boundaries between work and personal life. In 2021,
Portugal introduced a new labour law that gives remote workers the right to disconnect from
work outside regular hours. The legislation came as part of broader measures to regulate
remote working, particularly after the shift in work culture due to the COVID-19 pandemic.
This law is a response to growing pressure on remote works who face difficulties separating
personal life from professional responsibilities. Ireland implemented its ‘Code of Practice” for
the ‘Right to Disconnect” in 2021. While not enshrined in formal legislation, this code offers
clear guidelines for employees and employers. It establishes the right for workers to not engage
in work communications outside normal working hours, except in exceptional circumstances
(The Indian Express, 2024).

A company, named, ‘Whiteline Group” in Thailand has introduced ‘Tinder leave’ for the
employees where one can avail the leave and go on dates. Whiteline Group is a marketing
agency which will let its employees take time off for dating from now until December. In
their LinkedIn post, the company announced that it will allow the employees to take “Tinder
Leave’ for dating someone. It will provide six months of free Tinder platinum and Tinger

<
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gold to their employees. However, the company has not yet announced the number of days
allocated for the same. Another company in China has initiated the concept of ‘Sad Leave’ to
their employee for whenever they feel down and do not want to work. Fat Dong Lai, a Chinese
supermarket will grant ten ‘sad leaves’ in a year to their employees and their manager has to
approve them (Deccan Herald, 2024).

Two companies in China are giving single female employees over the age of 30 years an
extra eight days of annual “dating leave’. The Human Resource manager at one of the firms
believes that female employees mostly work in internal functional departments and some
are show performers. They have less contact with the outside world, thus hope to give more
leave to them in order to give them more time and opportunities to be in contact with the
opposite sex. The single women in China in their late twenties or early thirties are deemed
to be “leftover women’ due to engrained traditional beliefs that women who are not married
by then are undesirable. More women in the world’s most populous country are choosing
to focus on their careers and are marrying later or simply not marrying at all (Independent,
2019).

1.3. National trends in flexibility at work

The Steel Authority of India Limited (SAIL) has introduced work flexibility and agility for
over fifty-five thousand employees, with plans to hire over one thousand entry level workers
in the Financial Year 2025. The aim is to attract Gen Zs, retain talent and increase productivity.
SAIL has introduced the “Work from Other Than Workplace” policy a.k.a. “WOW policy” in
May 2024 which is being used for learning and developmental activities (The Economic Times,
2024).

The Work from Other than Workplace (WoW) policy is a human resource (HR) initiative by
Steel Authority of India Limited (SAIL) that allows employees to work from outside of their
designated workplace. The policy was launched on May 14, 2024 by SAIL Chairman Shri
Amarendu Prakash. The WoW policy aims to:

. Promote a culture of learning and development

. Motivate and engage employees

. Help employees focus on strategic roles

. Help employees maintain a healthy work-life balance

India’s legal system does not have specific laws or regulations that individually support
flexible work practices such as work from home, remote working, hybrid module of working,
flexi-hours etc. but there are no legal provisions which impose restrictions as well. The
existing labor legislations though focused on the traditional employer-employee relationship
and traditional work practices, do not restrict the employees from extending flexible work
practices to their employees. The requirement of flexible working was specifically recognized
in India by the Maternity Benefit (Amendment) Act, 2017, in relation to working mothers (ET
HR World, 2023).

In a recent study by Bhirdikar et.al. (2011), it is argued that rigidity in the labour market affects
economic growth and perhaps is the reason for unemployment. Bringing more flexibility
to the labor market may generate more jobs and higher economic growth. Labour market
flexibility has no significant effect on output and employment creation, but it does result in
re-distribution of income from workers to employers.

3 p
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Naldini et.al. (2016) in their study aimed to understand that to what extent and in what ways
do welfare policies and cultural values affect employment patterns of mid-life women with
care responsibilities towards a frail parent. They performed a multilevel analysis across 21
European countries. They considered factors that influence the decisions of mid-life women to
give up or reduce paid work in order to care for a frail elderly parent. The results show that,
while the overall level of expenditure on long-term care is not influential, settings characterized
by limited formal care services, and strong norms with regard to intergenerational obligations,
have a negative impact on women’s attachment to the labour market. Policies and cultural
factors also influence the extent to which women are polarized: in more defamilialized
countries, regardless of their level of education, female careers rarely reduce their level of
employment.

Mahendru & Wadhawan (2018) studied study the impact of Flexible Work Arrangement on
Employee Satisfaction. Employee Satisfaction is affected by dimensions such as psychological
well being, social relationship and physical health. A descriptive research designed was
used to understand the relationship between Flexible Work Arrangement and Employee
Satisfaction. Data was collected from 100 respondents working in IT sector in Delhi NCR
using convenience sampling method. The results of the study showed positive relationship
between Flexible Work Arrangement and Employee Satisfaction.

Working conditions in most of the developing nations are not as per the guidelines.
Government is changing the guidelines as per the benefit of the employers and side-lining
the employees regarding many issues. With many occupations requiring heavy work and
taking a lot of physical strength from manual labourers, the working time per day also affects
the health of such workers. Swami et.al. (2023) investigated the different health impacts of
increasing the working hours on labourers, and did a literature review on the same. 86% men
and 67% women are working more than 40 hours per week whether they are paid or not for
the overtime. The effect of working too much can be felt both personally and professionally
They have recommend that the workers in every occupational sector should work not more
than 8-9 hours per day. They should get at least 30 minutes lunch break and one or two 15
minutes tea brakes during their shift to avoid exhaustion and fatigue from prolonged working.

An ex-employee who has got laid from Deloitte told the business insider that she is very
happy about the same. She used to work for 11 hours which impacted her mental and physical
health. She had suffered from major back aches and relied on snacks to get through stressful
assignments. The employee had also told the Business Insider that she struggled to fit in with
her peers and struggled to adapt to the consulting firm’s fast paced hustle culture. This shows
that work-life-balance plays a crucial role in our lives (Money Control, 2024).

1.4. Objectives of the Study

. To look into working-time laws and regulations on maximum daily hours of work and
statutory rest periods for better life satisfaction.
o To draw upon experiences relating to working time and flexibility during the COVID-19

crisis.

. To understand the impact on female labor force participation, work-life balance,
productivity.

. To examine incentives for men to participate in unpaid care work.

. To identify existing challenges in the Indian public sector organisations and develop

suitable framework for flexible work arrangements
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Chapter II : Review of Literature
21 India’s position in Global indices
2.1.1 Sustainable Development Report 2024

India is ranked 109th out of 166 countries in the Sustainable Development Report 2024.
This annual report tracks how well countries are making progress toward the Sustainable
Development Goals (SDGs) since they were adopted by 193 UN Member States in 2015.
Released just before the UN Summit of the Future, this year’s report suggests important
changes to the UN system to better tackle the challenges of our time.

India’s southern state, Kerala, has retained its top ranking in the Sustainable Development
Goals (SDG) India Index. The report, released by think tank agency NITI Aayog on July 12,
2024, also noted that India has made significant improvements across all 16 SDGs.

Figure 2.1: India’s Performance on UN Sustainable Development Goals

India's Performance on UN Sustainable Development Goals
St C W 22 T2 @a
Qa2 A T Sy i Q1
Ea
&= W Fu S 9a

Dashboards: [l sDGachieved [Jll Challengesremain [l Sianificant challenges remain [l Major

Trends: 4% Ontrackor ng SDGachievement g Moderatalyimproving  wip Stagnating ‘M
Source: Sustainabilty Development Report 2023

India’s SDG index score stands at 63.99, which shows how much progress the country has
made toward achieving all 17 SDGs. According to NITI Aayog’s fourth edition, the SDG
India Index 2023-24, significant progress has been noted in Goal 1 (No Poverty), Goal 8
(Decent Work and Economic Growth), Goal 13 (Climate Action), and Goal 15 (Life on Land).
The largest increase in score was observed in Climate Action, which rose from 54 in 2020-
21 to 67 in 2023-24, followed by No Poverty, which increased from 60 to 72. India’s overall
score is below 50 only for Goal 5 (Gender Equality), highlighting the need for targeted efforts
to improve gender equality. According to the index, Indian states such as Uttarakhand,
Kerala, Tamil Nadu, Goa, and Himachal Pradesh were the highest-scoring states, while
Bihar, Jharkhand, Nagaland, Meghalaya, and Arunachal Pradesh lagged. Among the union
territories (UTs), Chandigarh, Jammu and Kashmir, Puducherry, Andaman & Nicobar
Islands, and Delhi performed best. The scores for states ranged from 57 to 79 in 2023-24, a
notable improvement from the 42 to 69 range in 2018.

The top five countries leading in SDG achievement are Finland (86.4), Sweden (85.7), Denmark
(85.0), Germany (83.4), and France (82.8). At the other end of the scale, the countries with
the lowest scores are Yemen (46.9), Somalia (45.4), Chad (45.1), the Central African Republic
(44.2), and South Sudan (40.1).
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Table 2.1: Benefits of flexible working arrangemenets on the country’s economic, social
and environmental factors

Sustainability =~ Benefits of Flexible Working Arrangements

Dimensions

Economic More efficient use of equipment and facilities, Saving on office space,
furniture, equipment, and electricity, Saving on water, coffee, paper
towels, and etc., Fewer parking spots required, Increased productivity
and profitability

Social Reduced employee burnout, Increased morale, engagement, and

Commitment, Higher levels of job satisfaction, Better work-life balance,
Increased personal control over work schedule

Environmental |Less rush-hour commutes, Reduced consumption of time and fuel,
Reduced air pollution, Higher recycling and waste reduction, Less
consumer-driven lifestyle

The above table shows that The main benefits of FWAs are related with reduction of
different type of resources both for employee and company, increased productivity, better
work-life balance, less strain, higher employee satisfaction, and better health outcomes.
These benefits can be considered through main sustainability dimensions: economic,
environmental, and social.

The table 2.1 shows that the benefits of Flexible Working Arrangements are related with
reduction of different type of resources both for employee and company, increased
productivity, better work-life balance, less strain, higher employee satisfaction, and better
health outcomes. These benefits can be considered through main sustainability dimensions:
economic, environmental, and social.

2.1.2 World Happiness Report 2024

The World Happiness Report is a partnership of Gallup, the Oxford Wellbeing Research
Centre, the UN Sustainable Development Solutions Network, and the WHR’s Editorial Board.
The report is produced under the editorial control of the WHR Editorial Board. From 2024, the
World Happiness Report is a publication of the Wellbeing Research Centre at the University
of Oxford, UK.

The World Happiness Index ranks countries based on the social and emotional aspects of a
population, moving beyond economic indicators, based on six variables, like GDP per capita,
healthy life expectancy, having someone to count on, freedom to make life choices, generosity, and freedom
from corruption, to provide a more comprehensive view of a country’s success.

India ranked 126th out of 143 nations in the World Happiness Report (WHR) 2024 released on
March 20 which noted that older age is associated with higher life satisfaction in the world’s
most populous country.

Finland emerged as the happiest country in the world, with an average score of 7.7, topping the
report, the seventh successive year that the country has occupied the top spot on the list. Other
top 10 countries are Denmark, Iceland, Sweden, Israel, Netherlands, Norway, Luxembourg,
Switzerland, and Australia. While Afghanistan and Lebanon held the bottom two spots, with
scores of 1.7 and 2.7 respectively.
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Figure 2.2: Countries highlighted based on ranks

Ranking of happiness: 2021-2023

India ranks at 126, behind countries like Libya, Iraq, Palestine, and
Niger.
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Figure 2.3: Ranks of different countries indicated on the World Happiness Index Report
(2024)
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Rawat (2024) has listed some of the major factors that have contributed to India’s low ranking:

. Long Working Hours

Long working hours, job insecurity, and a fiercely competitive job market contribute to
stress and burnout. A new report by the International Labour Organization (ILO) has
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revealed that Indians are among the most overworked workers globally while earning
the lowest minimum statutory wage in the Asia-Pacific region, barring Bangladesh.
India ranks 5th among countries with long working hours, often stretching up to 48
hours a week, if not more..

. Deteriorating Air Quality and Environment

Rapid urbanization and industrialization have taken a toll on the environment.
According to the “World Air Quality Report 2023’, India is rated as the 3rd most
polluted country in the world in 2023 with an average annual PM2.5 concentration of
54.4 micrograms per cubic meter. India is after Bangladesh (79.9 micrograms per cubic
metre) and Pakistan (73.7 micrograms per cubic metre). In 2022, India was ranked as the
eighth most polluted country with an average PM2.5 concentration of 53.3 micrograms
per cubic metre.

. Mental Health Stigma

Mental health issues like depression and anxiety remain largely stigmatized. A 2020
study by the National Institute of Mental Health and Neurosciences (NIMHANS) found
that only about 10-20% of people with mental health problems in India receive proper
treatment. Limited access to mental health services and a lack of awareness prevent
people from seeking help, further impacting their happiness.

. Social Inequalities

The persistence of caste-based discrimination, gender inequality, and social prejudice
continues to plague Indian society. A report by Human Rights Watch documented
ongoing social discrimination against minorities in accessing education and employment
opportunities. These factors lead to exclusion, marginalization, and a sense of injustice,
impacting mental well-being and happiness.

. Housing Woes

Finding secure and affordable housing remains a challenge, especially in urban
areas. Challenging living conditions, overcrowding, and lack of basic amenities like
sanitation significantly impact well-being. The 2024 World Happiness Report highlights
“Zufriedenheit mit der Wohnsituation” (satisfaction with living arrangements) as
a crucial factor for older Indians, with 42% reporting dissatisfaction, underlining the
importance of addressing this concern.

2.1.3 The Quality of Life Index 2024

The Quality of Life Index is an estimation of the overall quality of life in a city or country.It
takes into account various factors that impact one’s quality of life, including purchasing power,
pollution levels, housing affordability, cost of living, safety, healthcare quality, commute
times, and climate conditions. The index is designed to provide a comparative measure, where
a higher index value indicates a better quality of life.

It's important to note that the Quality of Life Index is based on data and user surveys collected
by Numbeo. The surveys capture the perceptions and experiences of visitors to the website
regarding various aspects of quality of life. Numbeo strives to provide accurate and up-to-date
information by filtering out potential spam and ensuring a sufficient number of contributors
for each city or country.
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The index is calculated using an empirical formula that assigns weights to each factor based
on its importance. The specific formula used by Numbeo may vary and is subject to change.
It combines the data collected for each factor to generate a numerical value that represents the
quality of life in a particular location.

The Quality of Life Index (higher is better) is an estimation of the overall quality of life by
using an empirical formula that takes into account the following factors:

. Purchasing Power Index
. Pollution Index
. House Price to Income Ratio

. Cost of Living Index

. Safety Index

. Health Care Index

. Traffic Commute Time Index
. Climate Index

The Quality of Life Index of India is 123.8 as per 2024 Mid Year publication by Numbeo.

Figure 2.4: Geographical representation of countries in Quality of Life Index

Quality of Life Index by Country 2024 Mid-Year

42 N 220
Chart: Quality of Life Index

Table 2.2: India indices on factors of The Quality of Life Index

Rank 31
Country India
Quality of Life Index 123.8
Purchasing Power Index 82.6
Safety Index 55.7
Health Care Index 654
Cost of Living Index 21.2
Property Price to Income Ratio 11.1
Traffic Commute Time Index 46.5
Pollution Index 72.8
Climate Index 65.7

Source: https:/ /www.numbeo.com/quality-of-life/rankings_by_country.jsp
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2.1.4 OECD Better Life Satisfaction Index

OECD was founded in 1961. The OECD has helped governments design better policies for better
lives for their citizens. More recently, the OECD has been keenly involved in the debate on
measuring well-being. Based on this experience, these 11 topics reflect what the OECD has
identified as essential to well-being in terms of material living conditions (housing, income, jobs)
and quality of life (community, education, environment, governance, health, life satisfaction,
safety and work-life balance).

The data indicates Satisfaction Index of 41 countries. Life satisfaction measures how people
evaluate their life as a whole rather than their current feelings. The data does not include
India as the countries which are included are the members of the Organisation for Economic
Cooperation and Development, or OECD, which brings together most of the world’s developed
economies and a number of emerging economies, plus Brazil, Russia and South Africa.

Figure 2.5: Countries ranked in OECD Better Life Satisfaction Index

o \ @} Playground - OpenAl AP X \ [ Module 5pdf x \ Q  quality of life index - Sear % = 3¢ OECD Better Life Index x ifications e — o >
< BN ) https://www.oecdbetterlifeindex.org/topics/life-satisfaction/ A 0 S x @ ignin @) - L)
2
English JESEY Frangais  Deutsch  Portugués Italianc ntact Us  oecd.or
OECD s
= Better Life &
Index Index Responses Countries Topics EAQ -
i
7 ¢ T AT ) c
5.0— Z = E
g ®
00— E
g L4
i
&
+
O Life Satisfacti
mi)
Background Top Ranking &

ENG = ) 22:43
= D) ® 5042023

N

Source: https:/ /www.oecdbetterlifeindex.org/topics/life-satisfaction/

2.2 Concept of Change Management
“Organizations don’t change until people do” - Forbes.

In the rapidly growing world, organizations need a consistent change with respect to time and
resources. With the advent of technology and increase in competition, it has become almost
inevitable for companies to avoid change management. To stay ahead of the competition,
organizations must be agile and adaptive in their approach to workplace transformation.
They must consider both short-term and long-term objectives and develop strategies to
create a workplace of tomorrow that is better equipped to handle the challenges of the future.
Achieving organizational transformation is seen as a huge challenge for managers as there are
many aspects that the organization needs to overcome.

During the COVID-19 lockdown, organizations faced an urgent need to radically transform
to survive. During the pandemic, it was through technology that people from different parts
of the world could stay connected with each other. Organizations too had undergone major
changes in the work culture, for example, organizations had adopted the “Work-from-home
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Policy” which still continues to persist in many organizations. Learning from the experiences
of developed nations, many developing nations were quick to realise the major changes and
adopted a flexible working hour policy for inclusive and growth.

Change today, is considered to be one of the most important elements of business existence.
Most organizations have a different perception of ‘change’. Thus, for every organization, a
unique change management system is required. While incorporating change management, an
organization has to keep in mind the outcome that it would bring in employees” productivity.
Even though change is necessary, it is also a risky shift of an organization from its present
position to its desired position. Organizations that want to create a future-ready workplace
must first understand the current state of their workplace. They must also have an idea of
what their desired state looks like:

J Understand the current state: organizations must first determine the state of their
workplace. This includes the current culture, organizational structre, the use of
technology and the working preferences of employees.

. Identify the desired state: organizations must identify the desired state. This will help
determine the gaps that need to be addressed and what strategies need to implement to
create a future-ready workplace.

Change management not only comes with a little risk, but also with a lot many benefits like
improved employee engagement, increased productivity and efficiency, achieving strategic
goals to name a few. Effective change management improves the adoption rate of new
initiatives and enhances overall organizational resilience and adaptability. By managing
change proactively, business can avoid common pitfalls such as decreased employee morale,
reduced productivity and project failures.

2.2.1 Change Management and Workplace Flexibility

Numerous studies have reiterated the importance of quality of work life (QWL) as a key
determinant of organisation- and employee-related outcomes such as job satisfaction,
organisational commitment, and reduced turnover intentions contribution to overall
organisational profits. “Workplace flexibility is the ability of workers to make choices influencing
when, where, and for how long they engage in work-related tasks” (Hill et al., 2008). In other words,
employee perspective of flexibility deals with the workers and their ability to exert control over
when, where, and how long they work. Flexibility focuses on upgrading the capacity of people
to meet the majority of their own family-work-related and group needs. It is mostly expected
that as a consequence of workplace flexibility, the organisations tend to benefit more, through
expanded proficiency, viability, and noteworthy profitability. An organisation can provide
flexibility options to its employees in many ways. The construct of workplace flexibility can
be broadly classified into two parts: temporal flexibility and operational flexibility. In other
words, flexibility can be reached to employees via temporal and operational modes, offered
by employers (Rastogi et.al., 2018).

. Temporal flexibility

Temporal flexibility is described as the ability to have discretion in one’s work schedule
(Clark, 2001). In schedule flexibility, employees are allowed to decide the time of day they start
and stop their job-related work, usually around a band of core hours where each employee
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must be present. Though the concept of schedule flexibility is confined to only flexibility in
time, in present context, the concept of temporal flexibility includes flexi-place along with
flexi-time. The literature classifies flexible work arrangements into many categories where
flexi-time and flexi-place are regarded as the most common forms of flexible arrangements
at workplace.

Researchers have found that schedule flexibility has a significant relation with positive
organisational- and employee-centric outcomes (Budhwar, 2007). Past studies asserted that
flexibility in time and place of work gratifies one’s personal and family domain needs such as
time with family, household responsibilities, and parental and child care facilitation (Carlson
et al., 2010). It has been already shown that employees who enjoy freedom in choosing time
and place of job and manage work discretionarily are prone to have better work-family balance
(Clark, 2001). Whereas, researchers like Deci and Ryan (1985) have found a significant positive
link between temporal flexibility and intrinsic need satisfaction in their study.

. Operational flexibility

Operational flexibility is described as the control over the conditions of work, hence promoting
flexible work processes (Bailyn,1997). It entitles the employees with autonomy to decide how
the work is to be done without interference or restrictions of supervisors. Additionally, the
sense of control on job is also labelled as flexibility. The nature of the construct entitles it to be
used as a synonym for job autonomy in the present study. Operational flexibility works as a
strong predictor of positive employee- and organisation- related outcomes such as decrease in
turnover intentions (Ahuja et.al., 2007).

Research studies have reported that discretion in selecting the procedure to complete the
work such as selecting the method, tool, sequence for the completion of the task without
the interference of supervisor builds a sense of self esteem and job security in the employee
(Dipboye, 1977; Harris and Snyder, 1986) leading to intrinsic and extrinsic need gratification.
Flexibility in operations also generates responsibility and accountability in the challenging
work which eventually helps him grow as a leader of the group. Operational flexibility
nurtures various personality-related improvements among employees. The satisfaction of
knowledge needs through new skills such as problem solving and risk taking provides a
positive improvement in employees” development.

2.3 Concept of Work Life Balance

The concept of work-life balance is growing in importance day by day in today’s fast paced
global world. The heightened debate of balance between work and personal life owes to i) high
speed technological innovations, ii) considerable raise in expectations for both employees and
employers, and iii) a realisation among employees for a fit between work and personal life
which has got blurred due to mobile technologies (Khan & Fazili, 2016). So, employees greatly
value firms who see employees not just as physical input to generate output but accept their
other roles. Such firms continuously adopt policies which facilitate balance of employees work
role and personal role.

Work-life balance is defined as an individual’s ability to meet their work and family
commitments, as well as other non-work responsibilities and activities. Work life balance, in
addition to the relations between work and family functions, also involves other roles in other
areas of life (Delecta, 2011).
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While WLB policies are common in the west and in most industrialised countries there is
a substantial lack of research in less industrialised countries including India (Munn and
Lee, 2014). The availability of scholarly works conducted in this area is still limited and the
literature is sparse and isolated when drawing a relationship between work-life policies
implemented by organisations and various organisational outcomes including engagement,
commitment, job performance, job satisfaction and organisational citizenship behaviour
to name a few (Chaudhuri et.al.,, 2020). Also, research on WLB has become altogether very
much important considering the technological advancements and emergence of gig economy
(generally comprises short-term engagements amongst workers, customers and employers).
As gig economy represents a digital version of the sort of offline, freelance or contingent work
arrangements (Kalleberg and Dunn, 2016); it has led to replacement of traditional models of
employment by more of freelancers work that operates on task-by-task basis for different
employers.

2.3.1 Work Life Balance and Flexible Working Arrangements

Dizaho et.al. (2017) in their study by reveal that flexible work schedule and arrangement
is an effective means of achieving work life balance. Flexi-time, working from home, part-
time, job sharing and teleworking have been depicted as effective strategic approaches
of achieving work life balance. Shift work has however been found to be negatively
interfering with work life balance. The findings have also revealed that even though work
life balance has gained wide attention, yet, many organizations are still lacking in sourcing
and implementing appropriate strategies to minimize work life conflict and achieved work
life balance. This growing awareness of the issue of work life conflict has resulted in major
growth in attempted work-life solutions during this decade, and this study provides some
of the best, easiest, and cost effective strategies of work schedule and arrangements that
can be adapted, implemented and practiced.

Flexible working hours have been introduced as a benefit for parent/caring employees in
order to help them fulfilling work and life responsibilities and achieving worklife balance
(Thomson, 2008). In the recent work-life balance survey, researchers found that employees
believe that flexible working practices improve workplace morale, which might positively
influence work-life balance; in addition employees believe that employer is able to help them
balance their work and life roles (Tipping et.al. 2012). As an example, flexible working hours
is one of the best activities to increase employee wellbeing, as it helps employee to deal with
responsibilities outside the work (Pruyne et.al., 2012).

Flexible working practices are beneficial for both employee and employer. Hence, in the
first place flexibility was introduced to the workplace in order to help employees with
kids or employees who care after siblings to manage their time between work and life.
As flexibility gives employee the ability to control when, where, and how much time do
they work, flexibility definitely contributes to improvement in allocation of work and life
responsibilities. Thus, employee might end up fulfilling his/her working as well as well
non-working roles easily. Finally, successful achievement of inside the work and outside
the work responsibilities leads to finding work life balance, which increase overall life
satisfaction. To summarize, it might be said that use of flexible working practices positively
influence on work-life balance and overall life satisfaction of the employee (Shagvaliyeva &
Yazdanifard, 2014).
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24 ILO Convention for Flexibility At Work

Developing countries like India are playing significant role in building the work culture of
flexibility in developed nations. For instance, companies like “The Big Four” employees, many
technicians who are working from India, work along with the citizens of developed nations
to bring in more productivity which is possible due to flexibility in Labour Laws. Due to
flexibility in our night work laws, India is able to contribute to the culture of night work, like
the laws mentioned below.

India has ratified various conventions on night work: (International Labour Organization)

C004 - Night Work (Women) Convention, 1919 (No. 4) - 14 Jul 1921 - not in force.

C006 - Night Work of Young Persons (Industry) Convention, 1919 (No. 6) - 14 Jul 1921 - in
force.

C041 - Night Work (Women) Convention (Revised), 1934 (No. 41) - 22 Nov - 1935 - not in
force.

C089 - Night Work (Women) Convention (Revised), 1948 (No. 89) - 27 Feb - 1950 - in force.

C090 - Night Work of Young Persons (Industry) Convention (Revised), 1948 (No. 90) - 27
Feb - 1950 - in force.

These conventions show that Indian Government is flexible towards night work. However,
considering the new nature of work, similar Legislations have to be framed for the work
during day time as many times long working hours extend till night time.

2.5 ILO Recommendations for Flexibility at Work

The report, Working Time and Work-Life Balance Around the World (ILO, 2023) looks at the two
main aspects of working time; working hours and working time arrangements (also called
work schedules) and the effects of both on business performance and workers” work-life
balance. It includes a range of new statistics covering hours of work, both before and during
the COVID-19 crisis. The study, which is the first to focus on work-life balance, found that
a substantial portion of the global workforce are working either long or short hours when
compared to a standard eight-hour day/40 hour working week. More than one-third of
all workers are regularly working more than 48 hours per week, while a fifth of the global
workforce is working short (part-time) hours of less than 35 per week. Informal economy
workers are more likely to have long or short hours. The report analyses different working-
time arrangements and their effects on work-life balance, including shift work, on-call work,
compressed hours and hours-averaging schemes. It cautions that the benefits of some of these
flexible arrangements, such as better family life, may be accompanied by costs including
greater gender imbalances and health risks.

The report includes a number of conclusions and recommendations, including;:

. Working-time laws and regulations on maximum daily hours of work and statutory
rest periods are achievements that contribute to the long-term health and well-being of
a society and must not be put at risk.

. Longer hours of work are generally associated with lower unit labour productivity,
while shorter hours of work are linked with higher productivity.

. Countries should make use of the experiences they developed with working-time
reduction and flexibility during the COVID-19 crisis. Inclusive short-time work schemes
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with the highest possible allowances not only maintain employment but also sustain
purchasing power and create the possibility of cushioning the effects of economic crises.

. Public policy responses are needed to promote reductions in hours of work in many
countries, to promote both a healthy work-life balance and improved productivity.

. Teleworking helps maintain employment and creates new scope for employee
autonomy. However, these and other types of flexible working arrangements need
regulating, to contain their potential negative effects, through policies such as what is
often called a “right to disconnect” from work (ILO, 2023).

2.6 Maternity Benefit Act, 1961

The Act regulates employment of women in certain establishments for a certain period before
and after child birth and provides for maternity and other benefits. The Act applies to mines,
factories, circus, industry, plantation and shops and establishments employing ten or more
persons, except employees covered under the Employees State Insurance act, 1948. It can be
extended to other establishments by the state governments. There is no wage limit for coverage
under the Act. Every woman is entitled to get maternity benefits, and employers must pay
them at the average daily wage for the period of her actual absence immediately preceding
and including the day of her delivery. No woman shall be entitled to maternity benefit unless
she has actually worked in an establishment of the employer from whom she claims maternity
benefit for a period of not less than eighty days in the twelve before her expected delivery
date. Women are entitled to a maximum of 26 weeks of maternity benefit, with up to 8 weeks
before the expected delivery and the remaining weeks after. However, if a woman has two
or more surviving children, the maximum period is 12 weeks, with up to 6 weeks before the
expected delivery. If a woman dies during childbirth or immediately after, while eligible for
maternity benefits and leaving behind a child, then employer is responsible for providing the
maternity benefit for the whole period. If the child also dies during this period, the employer
is responsible for benefits up to the child’s death. A woman who legally adopts a child below
the age of three months or a commissioning mother shall be entitled to maternity benefit for
a period of twelve weeks from the date thechild is handed over to the adopting mother or the
commissioning mother.
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Chapter III : Research Methodology

3.1 Research Design

The design of this research is exploratory in nature, where the prime objective is to find out
different policies and practices of flexibilities in contemporary Government sector enterprises
in India. The study is built on a mixed methodology framework using quantitative as well as
qualitative methods of data collection and analysis.

3.2 Methods of Data Collection
3.2.1 Survey method

In the initial design of the study, the questionnaire method of survey was taken as the as the
primary method of data collection, however, over time a constraint was felt in this method in
terms of meeting the desired sample size due to difficulty in gaining access to organisations
at a formal level to distribute questionnaires and Google form links to all employees of
the selected organisations. To overcome this limitation, it was decided to develop primary
contacts informally by meeting people outside the workplaces and snowballing the
questionnaires by requesting the primary contacts to share Google Form links (containing
the questionnaires) among their colleagues and acquaintances who work in the specified
Government sectors/departments. The use of ICT with Google Forms as a tool in research
can increase the accuracy and efficiency of data collection and analysis. ICT tools allow
for the automated collection and processing of large amounts of data, reducing the risk
of human error and improving the speed and accuracy of the analysis. The snowballing,
however, did not progress at the expected rate as many people are found to be apprehensive
of revealing about their workplaces and job details in written form for researchers who they
do not know or have not met personally.

3.2.2 Semi-Structured Interviews

Limitations of the questionnaire method was overcome with the help of interview method.
Semi-structured interviews were conducted with people who were not willing to fill up
questionnaires. For such cases semi-structured interview schedule was developed which
would enable participants to narrate their experiences in the form of conversations and
give them a sense of agency over the content of the conversation. This method has been
found to be useful in adding depth to the study and convincing participants to share their
information and experiences in more detail on specific questions based on the individual
cases.

3.2.3 Case Studies

Information gained from the in-depth interviews helped in identifying specific cases for the
study. Case studies, here, involve looking at specific work arrangements and individual cases
that illustrate different aspects of the relationship between work arrangements and personal
lives of people.

3.3 Data Collection Tools

. Google Forms: The use of Google Forms has enabled a systematic collection, storage
and retrieving of data for analysis, thus making the process smoother and less time
consuming.

<



Designing Flexible Working Hours Policy: A Case of NCR

. Interview Schedule: Questionnaires prepared for survey have also played a dual role
as framework work interview schedules. Through the use of interview schedules field
investigators have been able to capture very useful information from the interview
participants that have helped in identifying specific case studies, forming the essential
qualitative data to cross-examine and support the quantitative data gained from the
survey.

3.4 Field area

Field investigators appointed for the task of data collection have visited various sites in the
Delhi NCR region, mainly, Central Delhi and East Delhi (including NOIDA) which are known
for having multiple Government office buildings in the perimeter.

3.5 Duration of Field Work

Field work or Ethnography for the study was conducted over a duration of four months
from mid-June 2024 to mid-October 2024. After a week of pilot study in the month of June’24,
considering the extreme weather conditions causing a heat-wave situation in the Northern
part of India, field visits had to be done in a restricted manner for over a month which affected
the data collection process.

3.6 Sampling Techniques and Sample Size

Convenience sampling method was used to build primary contacts by Field Investigators,
which was followed up with snowballing of questionnaires through the primary contacts.

Core survey sample of the study consists of (n= 251) respondents from various departments.
Out of the (n=251) respondents, (n=90) are employees working in flexible working
arrangements and (n=5) are employers working in flexible working arrangements. There is a
total of (n=95) respondents, including both male and female participants, working in flexible
working arrangements. The remaining (n=156) respondents consists of (n=142) employees
working in non-flexible working arrangements, (n=9) employers working in non-flexible
working arrangements and (n=>5) case studies of employees working in non-flexible working
arrangements.

Table 3.1: Number of Male and Female participants in the study

Type of work arrangement Number of Respondents
Male Female | Persons
Government sector with flexible work arrangement 54 41 95
Government sector with non-flexible work arrangement 115 41 156
Total 251

Source: Field Survey

As shown in Table 3.1, the overall survey sample is composed of (n=95) employees availing
flexible work arrangements and (n=156) employees without work flexibilities. Graphical
presentation for this table with percentage of employees has been shown below.
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Figure 3.1: Percentage of Male and Female employees working in flexible working
arrangements

H Male

M Female

A graphical presentation of the percentage of male and female employees in the study has
been shown. As per the pie graph, there are 43% female employees (n=54) and 57% male
employees (n=41) working in flexible working arrangements.

Figure 3.2: Percentage of Male and Female employees working in non-flexible working
arrangements

H Male

M Female

This pie chart also pertains to Table no. 3.1. The pie chart shows that there are 74% male
employees (n=115) and 26% female employees (n=41) working in non-flexible working
arrangements.

From Table 3.1 along with figure no. 3.1 and 3.2, it is very evident that data has been
more available to us from non-flexible work arrangements as compared to flexible work
arrangements. Rigidity in organizations is assumed to create more productivity, low attrition
and better employee participation. It is assumed that the more rigid an organization is, the
more sincere the employees are going to be guaranteeing organization’s success and overall
development of the country. Itis also evident that there is a wide gap in the gender composition
of the sample. One of the main reasons for wide gender gap is that are less likely to be hired
for entry-level roles, and are even less likely to be promoted to manager positions. This makes
it difficult for women to advance to senior leadership roles. The second reason would be that
Women are underrepresented in certain sectors, such as oil, gas, mining, and infrastructure.
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Chapter IV Frameworks on Working Hours in Government Sector

41 Flexible Working Arrangements during the COVID - 19

Technological advancement and changing work patterns have altered the working styles of
the organization. Prior to the situation of COVID-19 Flexible work arrangements was observed
only in IT sector, however during the COVID-19 crisis, it got applicable to many other sectors.
Covid 19 made it compulsory for the individuals to follow teleworking. This was majorly the
elJect of Government decision of complete lockdown. Thus countries who had large sectors
of jobs dependent on ICT forced their employees to work from home whether they followed
teleworking in past or not (OECD 2020). As per economic times, big companies during this
COVID 19 and lockdown can struggle with the tele working and work from home option,
but this is not the case for small and medium sized firms. Economic attribute of sustainability
refers to the creation of. wealth and value addition by organization and employees. Social
factor of sustainability refers to the working life of the. employees, health and safety both of
organization and employee, this also cover the well-being. Environmental factor refers to the
harmful efect of working by organization and employee to the society and environment by the
way of degradation (Gupta & Bharadwaj, 2020).

The Survey of India had carried out the SVAMITVA scheme which is a PMO level monitored
scheme and on which work should not stop, rather continue in the best possible way. Some of
the guidelines and recommendations for Government office functioning during the COVID-19
crisis were:

. All Officers of the level of Deputy Secretary, equivalent and above had to attend the
office “physically’.

. Office was not closed on any day. However, it was made sure that only 50% of the staff
should be called on alternate days. On days, when the 50% of the staff is in the office
physically, the other 50% should be working from home.

. Necessary precautions like sanitizing, maintaining safe distance, wearing face mask or
face shield, frequent hand washing were ensured at all times.

. Persons with Disabilities and Pregnant Women were exempted from attending the
office, but they continued to work from home

. Officers residing in containment zones were exempted from attending office and
allowed to work from home till the containment zone is de-notified

. Crowding at staircase, corridors, and common areas, including refreshment kiosk and
parking areas were strictly avoided.

. Meetings, as far as possible, were conducted with video conferencing and personal
meetings with visitors, unless absolutely required in public interest, were avoided.

. Proper cleaning and frequent sanitization of workplace, particularly of the frequently

touched surfaces, and proper ventilation to the maximum possible were ensured by
General Administration in office spaces and general spaces.

. Biometric attendance was suspended.
Below are some findings of the study that give a little glance of the "Work from home” (WFH)

policy in Government organizations with flexibility and without flexibility, both before and
during the COVID-19 crisis.
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Table 4.1: Percentage of employees availing WFH provision before COVID-19 crisis in
both Government organizations with flexibility and Government organizations without

flexibility
Employees availing WFH provision before COVID - 19
Government organizations with Government organizations without
flexibility (n=90) flexibility (n=142)
YES 18% 1%
NO 82% 99%

Itis very clear from the Table 4.1 that 1% employees working in non-flexible work environment
have availed the WFH provision before the COVID-19 and 18% employee working in flexible
work environment has availed the WFH provision before the COVID-19. However, the values
cannot be compared well since there is a significant difference in the sample size of employees
working in Government organizations with flexibility and Government organizations without
flexibility.

Figure 4.1: Percentage of employees availing WFH provision
before COVID-19 in flexible working arrangements

M yes

no

Figure no. 4.1 shows that 18% employees, including both male and female employees (n=19)
working in flexible working arrangements agree that they have availed work from home
position before COVID-19. This tells us that work from home provision was available in
flexible working arrangements before the coronavirus hit us. Whereas, 82% employees (n=89)
working in flexible working arrangements did not avail the work from home provision.

Figure 4.2: Percentage of employees availing WFH provision
before COVID-19 in non-flexible working arrangements

myes
no

99%
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Figure no. 4.2 shows that 99% employees, including both male and female employees (n=123)
working in non-flexible working arrangements did not avail work from home policy before
COVID-19 whereas, only 1% employees including both male and female employees (n=1) had
availed the WFH provision.

Table 4.2: Percentage of employees availing the WFH provision during the COVID-19

crisis.
Employees availing WFH provision during COVID - 19
Government organizations with Government organizations without
flexibility (n=90) flexibility (n=142)
VS 94% 78%
NO 6% 22%

As per the table above, 94% employees working at Government organizations with flexibility
had availed the WFH provision and 78% employees working at government organizations
without flexibility had availed the WFH provision.

Figure 4.3: Percentage of employees availing WFH provision during COVID-19 in flexible
working arrangements

H yes

Figure 4.3 shows that during the COVID-19 lockdown period, 94% employees (n=85) working
in flexible working arrangements worked from home, whereas, 6% employees (n=5) did not
avail work from home during the COVID-19 lockdown.

Figure 4.4: Percentage of employees availing WFH provision during COVID-19 in non-
flexible working arrangements

M yes
no
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In figure no. 4.4, during the COVID-19, work from home provision was availed by only 78%
employees (n=111) working in non-flexible working arrangements, whereas, only 22% (n=31)

employees working in non-flexible working arrangements did not avail WFH provision
during the COVID-19 lockdown.

Table 4.3: Percentage of employee responses on duration of availing the WFH provision
during the COVID-19 crisis.

Duration of availing WFH provision during COVID - 19
Government organizations with Government organizations
flexibility (n=90) without flexibility (n=142)
Daily 18% 9%
3-4 days a week 49% 58%
1-2 days a week 13% 18%
Occasionally 20% 15%

If we look at the table, it is clear that 18% employees working in flexible working arrangements
availed WFH provision during the COVID-19 daily, 49% employees working in the same set
up availed it 3-4 times a week, 13% employees availed it 1-2 days a week and 20% employees
availed it occasionally. However, from the (n=142) employees working in non-flexible working
arrangements, 9% employees availed the WFH provision daily, 58% employees availed it

3-4 days a week, 18% employees availed it 1-2 days a week and 15% employees availed it
occasionally.

Figure 4.5: Percentage of duration of availing WFH provision during COVID-19 by
employees working in flexible working arrangements

M Daily

M 3-4 days a week

m 1-2 days a week
Occasionally

As per figure no 4.5, during COVID-19 lockdown, 49% employees (n=44) working in flexible
working arrangements worked from home at least 3-4 days a week, 13% employees (n=12)
worked from home 1-2 days a week, 20% employees (n=18) worked from home occasionally
and 18% employees (n=16) worked from home daily.

Figure 4.6: Percentage of duration of availing WFH provision during COVID-19 by
employees working in non-flexible working arrangements

M Daily
M 3-4 days a week
W 1-2 days a week

Occasionally
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As per figure 4.6, from employees working in non-flexible arrangements, 58 % (n=82) of them
worked from home 3-4 days a week during COVID-19 lockdown, 12% (n=25) employees
worked from home at least 1-2 days a week, 15% employees (n=22) worked from home
occasionally and 9% (n=13) worked from home daily.

Table 4.4: Percentage of employee responses of their experience of
WFEFH provision during the COVID-19

Employee experiences of WFH provision during COVID - 19
Government organizations with Government organizations
flexibility (n=90) without flexibility (n=142)
Very Satisfactory 12% 8%
Satisfactory 58% 77%
Neutral 24% 12%
Unsatisfactory 6% 3%

From the table it is very clear that from the (n=90) employees working in flexible working
arrangements, 12% employees were ‘very satisfied” with their experience of WFH provision
during the COVID-19, 58 % employees were ‘satisfied” with their experience of WFH provision,
24% employees were ‘neutral” about their experience, which means they were neither satisfied
nor dissatisfied with the provision and 6% employees were ‘not satisfied” with the work from
home provision during the COVID-19. However, on the other side, out of the (n=142) employees
working in non-flexible working arrangements, 8 % employees were ‘very satisfied” with their
experiences of WFH provision, 77% employees were ‘satisfied” with their experiences, 12%
employees rated their experience as neutral and 3%employees rated their experience of using
the WFH provision during COVID-19 crisis as ‘not satisfied’.

Figure 4.7: Percentage of employees’ experience of WFH provision during COVID-19 in
flexible working arrangements

M Very Satisfactory
Satisfactory
M Neutral

B Unsatisfactory

As per figure 4.7, from employees working in flexible working arrangements, 58% (n= 52)
have felt satisfied with the work from home experience whereas only 6% (n=5) have felt
unsatisfactory with their experience of work from home.
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Figure 4.8: Percentage of employees’ experience of WFH provision during COVID-19 in
non-flexible working arrangements

Very Satisfactory
Satisfactory

m Neutral

M Unsatisfactory

As per figure 4.8, from employees working in non-flexible, 77% (n=109) employees were
satisfied with the work from home experience whereas, only 3% employees (n=4) employees
were unsatisfied with the work from home experience.

4.2  Current Flexible Working Arrangements and Regulations

The Government of India has considered the introduction of 5-day week (with all Saturdays
closed) in the administrative offices of the Central Government in the context of improving
efficiency in administration, which has been in effect from 3™ June. 1985.. To make up for the
closed Saturdays, the working hours per day during the 5 days of the week when the offices
are open will be increased by an hour.

The standard working hours in India, as governed by the Factories Act, 1948 and the Shops and
Establishment Acts (SEA), is not more than 9 hours per day or 48 hours per week. This includes
a mandatory one-hour rest or meal break. If an employee exceeds the normal working hours,
they are entitled to overtime pay. Minor employees are strictly prohibited from working
more than four and a half hours per day. Minors are not permitted to work during the night,
which is defined as a period spanning at least twelve consecutive hours, including the hours
between 10 p.m. and 6 a.m. Their work schedules are further restricted to two shifts, each
lasting no more than five hours, with no overlap between shifts. Moreover, female children
are only allowed to work between the hours of 8 a.m. and 7 p.m., underscoring the emphasis
on protecting their safety and welfare.

Recently, the Indian government has passed four main Labour Codes consolidating 29
different labour laws, and are awaiting implementation:

. Codes on Wages Act: The Code on Wages Act, 2019 subsumed four existing labour laws
- the Minimum Wage Act, Payment of Wages Act, Payment of Bonus Act, and Equal
Remuneration Act. This regulation ensures employees receive at least the government-
mandated minimum wage, with periodic reviews to adjust for changing living costs.
The Code applies to all industries and is enforced by both central and state governments
to ensure uniform adherence to standards across different regions.

. Industrial Relations Code: The Industrial Relations Code, 2020 updates and simplifies
laws related to trade unions, employment conditions, and dispute resolution. The
Code covers the registration and management of trade unions, the formation of work



Designing Flexible Working Hours Policy: A Case of NCR

committees, and grievance resolution mechanisms. Further, it addresses industrial
tribunal formation, illegal strikes, retrenchment procedures, and employee compensation
during industrial establishment transfers or closures.

. Occupational Safety, Health, and Working Conditions Code: The Occupational Safety,
Health, and Working Conditions Code, 2020 focuses on the well-being of employees
in various sectors such as industry, trade, construction, transportation, and services. It
applies to employees in factories, mines, transportation, plantations, beedi, and cigar
industries, and contractual and migrant workers. The code addresses several aspects
of occupational safety, health, and working conditions to protect employees’ rights and
interests.

. Code on Social Security: The Code on Social Security, 2020 aims to update and expand
social security laws for workers in both organized and unorganized sectors. The
Code consolidates existing laws while introducing new provisions to accommodate
contemporary work practices. Notably, it broadens the definition of “employee” to
include contractual employees, gig workers, and self-employed individuals to ensure
social security benefits for employees in the gig economy and informal sectors. Further,
the Code promotes gender equality by extending maternity benefits to a wider range of
women.

According to Prime Minister Narendra Modi, these labour law reforms aim to improve the
working environment and accelerate economic growth:

. Maternity Benefit (Amendment) Act, 2017: This amendment notably extends maternity
leave for women employees from 12 weeks to 26 weeks, accompanied by provisions
for creche facilities in larger establishments. The Act promotes gender equality and
supports working mothers by enabling better work-life balance.

. Apprenticeship (Amendment), Act 2021: The amendment is geared towards boosting
apprenticeship training by enhancing registration processes, introducing stipends, and
promoting participation in the National Apprenticeship Promotion Scheme.

. Industrial Employment (Standing Orders) Central Rules, 2021: These rules introduce
a standardized model for standing orders in industrial establishments, simplifying
drafting and implementation processes and promoting consistency and clarity in
employment regulations across sectors.

Below are some more findings of the study related to current flexible working arrangements
in the Government Organizations taken into the study.

Table 4.5: Percentage of employees currently availing WFH provision in Government
organization with flexible working arrangements

Employees currently availing WFH provision in flexible working
arrangements (n=90)

Yes 2%
No 98%

As per the table, it is very evident that 98% employees are not availing WFH provision even in
Government organizations that have flexible working arrangement.
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Figure 4.9: Percentage of employees currently availing WFH provision in flexible working
arrangements

HYes
m No

As per figure 4.9, only 2% (n=2) of employees are not currently availing work from home
provision in organizations with flexible working arrangements whereas 98% (n=88) employees
are availing work from home provision in flexible working Government organizations.

Table 4.6: Percentage of employees in different job roles during work from home policy
in flexible working arrangements

Different job roles of employees working from home
flexible working arrangements (n=90)
Assistant Professor 44%
Field Team Assistant 15%
Executive 11%
Consultant 9%
Technical Officer 8%
Research Assistant 6%
Analyst 4%
Upper Division Clerk 3%

This table shows the percentage of employees in different job roles during work from home
policy in flexible working conditions. Out of the employees who have agreed that they are
availing work from home in their current organization, either occasionally or regularly or
as needed, 44% employees are Assistant Professors, 15% are field team assistants, 11% are
executives, 9% are consultants, 8% are technical officers, 6% are research assistants, 4% are

analysts and 3% are upper division clerk.

Figure 4.10: Percentage of employees in different job roles during work from home policy
in flexible working arrangements

M Assisant Professor
M Analyst
Upper Division Clerk

9% 8%

15% 44% Research Assistant

M Executive
11% 3% M Field Team Assistant
2 H Consultant

M Technical Officer
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This figure shows the percentage of employees in different job roles during work-from-home
policy in flexible working conditions. Out of the employees who have agreed that they are
availing work from home in their current organization, either occasionally or regularly or as
needed, 44% (n=39) employees are Assistant Professors, 15% (13) are field team assistants,
11% (n=10) are executives, 9% (n=8) are consultants, 8% (n=7) are technical officers, 6% (n=5)
are research assistants, 4% (n=3) are analysts and 3% (n=3) are upper division clerk.

Table 4.7: Percentage of employee responses on their frequency of using the WFH
arrangement existing in their workplaces which has flexibility

Employees’ frequency of utilizing their WFH arrangement (n=90)
Full time 19%
Part-time 23%
(less than 5 days a week)
Occasionally 58%
(as needed)

As per the table above, out of the (n=90) employees working in flexible working arrangements
in Government sector, 19%employees avail full time work from home arrangement, 23%
employees utilize it less than 5 days a week and 58% employees avail the work from home
arrangement occasionally or as per their requirement.

Figure 4.11: Percentage of usage of WFH arrangements by employees working in flexible
working arrangements

o Full time

Part-time (less than 5
days a week)

B Occasionally (as needed)

Figure no 4.11 shows that 58% employees (n=52) including both male and female employees
working in flexible working arrangements are occasionally taking up work from home, 23%
employees (n=21) are currently taking up work from home on part time basis or at least 3-5
days a week and 19% (n=17) employees are taking up work from home on full time basis.

Table 4.8 : Percentage of employee responses of employees on being able to take rest
periods and regular breaks while availing work from home arrangement

Employee experience of work from home in terms of being able to
take regular beaks and rest periods (n=90)

Yes 71%
No 15%
Not Sure 14%

Out of the (n=90) employees working in Government organizations with flexible arrangements,
71% employees have felt that they are able to take rest periods time to time and take on regular

>
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breaks while working from home, 15% employees have felt that they have not been able to
take rest periods and regular breaks at all during work from home working hours and 14%
employees have not fully been able to make a concrete response in this context.

Figure 4.12: Percentage of employees working in flexible working arrangements (n=90)
being able to take regular breaks and rest periods while Working From Home

m Yes
No
B Not sure

Figure 4.12 shows the percentage of employees working in flexible working arrangements
being able to take regular breaks and rest periods while working from home. The pie chart
shows that 71% employees (n=64) are able to take regular breaks and rest periods but 15%
employees (n=13) are still not able to take rest periods and breaks due to work load and timely
submission.

4.3 Gender-specific Impact on Employees

The ILO (2022) in its global report on working time, which focuses on the actual number of
hours of work, working-time arrangements (work schedules) and their implications for work-
life balance, identifies different types of flexible working arrangements:

(1) Shift work: Shift work is “a method of organization of working time in which workers
succeed one another at the workplace so that the establishment can operate longer than
the hours of work of individual workers” (ILO 2011). Shift work was one of the first forms
of flexible working-time arrangement, dating from the early twentieth century. It enables
companies to extend operating hours up to 24 hours per day and seven days per week
(continuous operations) and also to accommodate fluctuations in the demand for their
products or services.

(2) Part-time: This can be organized in a wide variety of ways, but the most common model
is one that establishes a number of fixed hours of work for each workday. Part-time work
provides employers with the ability to secure optimal staffing and operational flexibility, for
example in cases in which there are peak periods and periods of less activity.

(3) Flextime: Flextime is perhaps the most common form of flexible working-time
arrangement. Basic flextime arrangements (also known as flexible schedule or flexible hours)
allow workers to choose when to start and finish work, based on their individual needs and
preferences (within specified limits) and in some cases even the number of hours that they
work in a particular week. Normally, formal flextime programmes involve establishing a
period of core hours when all employees are required to be at work (such as 10 a.m. to
4 p.m.), although some flextime programmes have no core hours at all (ILO 2011). Time-
banking arrangements are a form of flextime that permit workers to build up “credits” or
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accumulate “debits” in hours worked, up to a maximum amount; the periods over which
credits or debits are calculated are much longer than with flextime, ranging from several
months to one year or even longer (ILO 2011).

(4) Compressed workweeks: Involves scheduling the same number of hours of work over
fewer days than is typical in a standard workweek, resulting in longer workdays (ILO 2018).
Typically, they extend the workday beyond 8 hours and reduce the number of consecutive
workdays to fewer than five.

Compressed work weeks provide employees with longer weekends to spend with family and
friends and thereby improve work-life balance; there is a debate about their health impacts,
but the evidence trends towards positive effects.

(5) Hours-averaging schemes: This provision, including annualized hours, allow for
variations in daily and weekly hours of work within specified legal limits, such as maximum
daily and weekly hours of work, while requiring that hours of hours either achieve a specified
weekly average over the period in which the hours are averaged or remain within a fixed
total over the reference period (ILO 2018). Under fully annualized hours arrangements, wages
are typically kept constant and are paid on an average basis throughout the year, providing
financial stability to workers (United Kingdom 2015).

In the Indian context, work-from-home is known to be the most widely used flexible working
provision, which has gained further popularity since the pandemic. The present study has tried
to find out the what other types of flexible provisions exists in India, findings are illustrated
in the following figure:

Table 4.9: Percentage of employee responses on have access to the creche facility in
Government organization they are working in

Employees having or not having access to the creche facility
Government organizations Government organizations
with flexibility (n=90) without flexibility (n=142)
It exists and it is functional Male 71% Male 81%
Female 29% Female 19%
It does not exist Male 54% Male 68%
Female 46% Female 32%

As per the table, it is evident that out of the (n=90) employees working in Government
organization with flexibility, 71% male employees have said that creche facilities exist and
are functional and 29% female employees have agreed to the same. However, unfortunately,
54% male employees and 46% female employees have said that creche facilities do not exist
in the organization. On the other hand, out of the (n=142) employees working in Government
organization without flexibility, 81% male employees and 19% female employees have agreed
to the fact that creche facility exists and is functional, but 68% male employees an 32% female
employees have said that creche facilities do not exist at all.
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Figure 4.13: Percentage of Male and Female employees having access to the creche facility
in flexible working arrangements (n=90)

m Male
Female

The graph shows percentage of male and female employees having access to the creche
facility in flexible working arrangements. The pie chart clearly shows that 71% male
employees (n=5) have access to creche facility whereas 29% female employees (n=2) don’t
have access to creche facility. This clearly shows that some of the women who are working
in a particular Government organization do not have access to creche facility whereas the
male employees working in certain Government organizations have access to creche facility.
This is a clear picture of creche facility not being available at all organizations. However,
creche facilities are supposed to be available in Government organizations which have more
than 50 employees.

Figure 4.14: Percentage of employees working in non-flexible working arrangements
(n=142) having access to creche facilities

H Male
Female

The graph shows the percentage of employees in non-flexible working arrangements having
access to creche facilities. It also has a similar trend where male employees (81%, n=55) in
certain organizations have more access to creche facilities whereas female employees (19%,
n=13) have less access to creche facility. Whether the organization is flexible or non-flexible in
terms of working arrangements, the organization must have creche facility.

Table 4.10: Percentage of employee responses on division of responsibility at home
during WFH days

Employee (n=90) response on handling household chores
during work-from-home days

Myself/Me Male 30%
Female 70%
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Employee (n=90) response on handling household chores
during work-from-home days

Spouse Male 77%
Female 10%
Other family members Male 82%
Female 18%

As per the table, out of the (n=90) employees working in flexible arrangements, (n=38) are
female employees and (n=52) are male employees. (n=16) female employees have said that
they prefer carrying out the household chores on WFH days, (n=3) female employees let it be
on their spouse to carry it out, (n=5) female employees have agreed that it is shared between
them and other members of the family and lastly, (n=11) female employees have agreed that
the household chores are shared between them and their spouse

Figure 4.15: Percentage of male and female employees (n=90) agreeing to handle
household chores themselves

B Male
Female

The pie chart shows percentage of male and female employees agreeing to handle household
chores themselves. It shows 30% male employees (n=7) agree to handle household chores
themselves whereas 70% female employees (n=16) agree to handle household chores
themselves. It clearly shows that female employees handle household chores more than the
male employees in the organization.

Figure 4.16: Percentage of male and female employees (n=90) agreeing that household
chores are taken care of by their spouse

® Male

Female

The pie chart shows percentage of male and female employees agreeing to household chores
being taken care by their spouse. It also shows the same trend, where in 77% male employees
(n=10) and 23% female employees (n=3) agree that the household chores are taken care of by
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the spouse. This depicts that men expect their spouse to handle the household work even if
they are at home and availing the work from home provisions.

Figure 4.17: Percentage of male and female employees (n=90) agreeing that household
chores are handled by other family members

m Male

Female

The above figure shows percentage of male and female employees agreeing that household
chores are handled by other family members. 82% male employees (n=23) agree that household
chores are handled by other family members whereas 18% female employees (n=5) agree that
household chores are handled by other family members. Here, again, it is evident that men
are rarely contributing to household chores as compared to their spouse and other family
members. Other family members could mean the man’s spouse, daughter, mother, mother-in-
law or any other relative.

Table 4.11: Employee responses (n=90) on the total number of hours spent in unpaid care

work
Employee response on hours spent in unpaid care work
0-4 hours Male 61%
Female 39%
4-8 hours Male 33%
Female 67 %

From the table, it is clear that there are (n=40) female employees and (n=50) male employee
participants working in flexible working arrangements. 61% male employees and 39% female
employees spend about 0-4 hours in unpaid care work whereas, 33 % male employees and 67 %
female employees spend 4-8 hors in unpaid care work.

Figure 4.18: Percentage of male and female employees working in FWA (n=90) spending
0-4 hours in unpaid care work

H Male

Female
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The pie chart clearly shows the percentage of male and female employees working in flexible
working arrangements spending at least four hours in unpaid care work. Here, 61% male
employees (n=44) and 39% female employees (n=28) spend approximately four hours in
unpaid care work. It is clear from the figures that women may be spending more than four
hours in unpaid care work as compared to men.

Figure 4.19 : Percentage of male and female employees working in flexible working
arrangements (n=90) spending 4-8 hours in unpaid care work

® Male
Female

The pie chart clearly shows the percentage of male and female employees working in flexible
working arrangements spending more than 4 hours (approximately 4-8 hours) in unpaid
care work. Here also, we can see that 67% female employees (n=12) are spending more hours
in unpaid care work as compared to 33% male employees (n=6). It is clear that women are
spending a lot more hours in unpaid care work which may include caring for children, elderly
and others in the family. As per the society’s unwritten norms, it depicts that women are more
expected to carry out household activities as well as unpaid care work as compared to the
male members in the family.

Table 4.12: Percentage of employee participation in the kind of unpaid care work during

WFH hours
Employee experience of participation in unpaid care work (n=90)
Increased Male 65%
Female 35%
No change Male 47 %
Female 53%
Decreased Male 20%
Female 80%

As per the table, out of (n=90) employees working in flexible work environment, (n=49)
employees have felt that working hours in WFH policy have increased their participation
in unpaid care work. Of this (n=49) employees, there are (n=32) male employees and (n=17)
female employees.
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Figure 4.20: Percentage of male and female employees (n=90) agreeing that there has been
an increase in participation in unpaid care work due to flexible working arrangements

H Male
Female

The figure presents the percentage of male and female employees who have felt an
increase in participation in unpaid care work due to flexible working arrangements in
their workplace. The pie chart shows that 65% male employees (n=32) have felt increase in
unpaid care work whereas only 35% female employees (n=17) have felt increase in unpaid
care work.

Figure 4.21: Percentage of male and female employees (n=90) agreeing that there has been
a decrease in participation in unpaid care work due to flexible working arrangements

® Male

Female

The figure presents the percentage of male and female employees who have felt a decrease in
participation in unpaid care work due to flexible working arrangements in their workplace.
The pie chart shows that 20% male employees (n=1) have felt a decrease in unpaid care work
whereas 80% female employees (n=4) have felt a decrease in unpaid care work. If we compare
figure no. 28 with figure no. 27, we can easily see that more number of male employees have
felt an increase in unpaid care work. This could be because male members of the family, who
are typically perceived as ‘breadwinner’ of the house, hardly stay indoors. However, due to
work from home policies in the organization, they are also expected to stay indoors and work
but due to household chores being carried out by their spouse or other female members of
the family, the male members are also expected to participate in both household chores and
unpaid care work.
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Figure 4.22: Percentage of male and female employees (n=90) agreed that there has been
no change in participation in unpaid care work due to flexible working arrangements

m Male
Female

The above graph presents the percentage of male and female employees who have agreed
that there has been no change in participation in unpaid care work due to flexible working
arrangements. It is clear from the pie chart that, 47% male employees (n=17) have felt that
whether there is work from home or not, they have not felt much of an increase or decrease
in their participation in unpaid care work and the same goes for female employees where
53% of them (n=19) have felt no change in duration of time being given to unpaid care
work.

44 Work life Balance in Flexible and Non-Flexible Working Arrangements

Table 4.13: Percentage of employee responses on benefits of work from home policy

Employee responses on potential benefits of work-from-
home policy
Government organizations | Government organizations
with flexibility (n=90) without flexibility (n=142)
Better work-life balance 3% 33%
Increased productivity 1% 21%
Reduced commuting time and 44% 21%
costs
Improved job satisfaction 11% 9%
Greater flexibility in 41% 16%
managing work and personal
responsibilities

As per the table, it is clear that out of the (n=90) employees working in flexible
arrangements, 44% employees have rated reduced commuting time and costs as the
highest benefit of work from home policy and out of the (n=142) employees working in
non-flexible arrangements, 21% have rated reduced commuting time and costs followed
by greater flexibility 16% and better work life balance 33% as the top potential benefits
of work from home policy.
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Figure 4.23: Percentage of employees working in flexible working arrangements (n=90) on
potential benefits of work from home policy

H Better work life balance
Increased productivity
M Reduced commuting time and costs

B Improved job satisfaction

The figure shows percentage of employees working in flexible working arrangements on
potential benefits of work from home policy. The pie chart indicates that reduced commuting
time and costs has been rated the highest (44%) by (n=39) employees, both male and female
employees combined. The next most potential benefit as per the pie chart is greater flexibility
(41%) rated by (n=37 employees), both male and female employees combined. Improved job
satisfaction (11%) is the third potential benefit as per (n=10) employees, both male and female
combined. However, better work life balance (3%) and increased productivity (1%) have been
rated lowest by (n=3) and (n=1) employees respectively.

Figure 4.24: Percentage of employees working in non-flexible working arrangements
(n=90) on potential benefits of work from home policy

M Better work-life balance

B Increased productivity

® Reduced commuting time and costs
Improved job satisfaction

B Greater flexibility in managing work and
personal responsibilities

The figure shows the percentage of employees working in non-flexible working arrangements
on potential benefits of work from home policy. As per the pie chart, better work life balance
has been rated highest (33%) by n=49 employees; followed by increased productivity and
reduced commuting time and costs at 21% by (n=29) employees for each category. Improved
job satisfaction has rated low (9%) by n=12 employees, including both male and female
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employees. This shows that employees working in non-flexible working arrangements have
low level of work life balance and this could be because of daily traveling to the workplace,
long working hours which may lead to fatigue and lethargy on reaching home, low physical
activity on weekends and more.

Table 4.14: Percentage of employee responses (n=142) on their preference to avail work
from home option if given in a non-flexible work setting

Employees preferring to avail work-from-home option

Yes 94 %
No 6%

Looking at the table, out of the (n=142) employee who are working in a non-flexible work
environment, (n=133) employees have said that they would prefer working from home if
introduced. Only (n=9) employees have said that they would not prefer working from home
even if it is introduced in near future.

Figure 4.25: Percentage of employees working in non- flexible working arrangements
(n=90) preferring to work from home

M Yes
No

This figure shows the percentage of employees working in non-flexible working arrangements
who would prefer to work from home if given an option. As per the pie chart, 94% employees
(n=133) including both male and female employees have agreed that they would work from
home if given an option, whereas, only 6% employees (n=9) feel that it is okay to not have
work from home as an option.

Table 4.15: Percentage of employee responses on understanding if flexible working hours
can mitigate extreme weather conditions like heat waves, flooding etc.

Responses to understand if flexible working hours can mitigate extreme weather
conditions like heat waves, flooding etc.

Government organizations with Government organizations

flexibility (n=90) without flexibility (n=142)
Strongly Agree 20% Strongly agree 9%

Agree 53% Agree 79% Total (N=232)

Neutral 26% Neutral 9%
Disagree 1% Disagree 1%
Strongly disagree | 2%
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The table shows employees’ responses on understanding if flexible working hours can
mitigate extreme weather conditions. The table has shown responses of employees working
in both flexible and non-flexible working arrangements. In both the kind of organizations,
a higher percentage of respondents (53% in flexible and 79% in non-flexible working
arrangements) have agreed that flexible working hours can mitigate extreme weather
conditions.

Figure 4.26: Percentage of responses of employees working in flexible working
arrangements (n=90) on understanding if flexible working hours will mitigate extreme
weather conditions

H Agree

m Disagree

m Neutral
Strongly agree

This pie chart shows responses in percentage of employees working in flexible working
arrangements (n=90) on understanding if flexible working hours will mitigate extreme weather
conditions. 73% employees have agreed to the fact that flexible working hours will help beat
the challenges that come with extreme weather conditions like heat waves, flooding, cold.

Figure 4.27: Percentage of responses of employees working in non-flexible working
arrangements (n=142) on understanding if flexible working hours will mitigate extreme
weather conditions

W Agree
m Disagree
= Neutral
Strongly agree
m Strongly disagree

The pie chart shows responses in percentage of employees working in non-flexible
arrangements (n=142) on understanding if flexible working hours will mitigate extreme
weather conditions. As per the pie graph, 88% of the employees have agreed to the fact
that flexible working hours will help beat the challenges that come with extreme weather
conditions like heat waves, flooding, cold.
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4.5 Perspectives of Employers on Work Productivity

It is very important for us to understand the perspective of employers on work productivity -
to understand their opinion and feelings about flexibility and non-flexibility at their workplace.
Below are few findings from the study that pertain to understanding the management’s
perspective on work productivity. The following tables and graphs show responses of
employers working in flexible and non-flexible working arrangements.

Table 4.16: Percentage of male and female employers in flexible and non-flexible working
arrangements

Percentage of male and female employers in Government organizations

Government organizations | Government organizations
with flexibility (n=5) without flexibility (n=9)
Male 80% Male 56% Total (N=14)
Female 20% Female 44%

The table shows the percentages of male and female employers working in flexible and non-
flexible Government. There are 80% male employers and 20% female employers out of (n=5)
employers in Government organization with flexible working arrangements and there are 56 %
male employers and 44% female employers out of (n=9) employers working in Government
organizations without flexible working arrangements. The same has been represented through
pie charts.

Figure 4.28: Percentage of male and female employers working in flexible working
arrangements

H Male
B Female

The figure above shows that only 20% of women are employers in Government organizations
with flexibility, whereas, 80% employers are male. This clearly shows that women are
not at leader positions as compared to men, even in organizations with flexible working
arrangements. There are more number of men working in Government organizations as
compared to women, so more men get a chance of reaching a better position or a leader
position as compared to women.
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Figure 4.29: Percentage of male and female employers working in non-flexible working
arrangements

H Male
M Female

The figure above represents the percentage of male and female employers in non-flexible
working arrangements. There are 44% female employers whereas 56% male employers out
of (n=9) employers. There is not much of a difference, may be due to selection of both the
genders equally but we can still see that male employers are working at leadership positions
as compared to female employers.

Table 4.17: Percentage of employer response for incentives to increase participation of
male employees working in flexible working arrangements in unpaid care work

Incentives to male employers working in flexible working arrangements for
participation in unpaid care work

Flexible working hours 60%

Total (N=5)

Training on balancing 40%

The table clearly shows that employers working in flexible working arrangements have felt
that giving flexible working hours would increase the participation of male employers in
unpaid care work. However, holding training programs and gender-sensization programs
will also ensure the same.

Figure 4.30: Percentage of employers’ responses on incentives to increase participation of
male employees who are working in flexible working arrangements in unpaid care work

H Flexible Working Hours
M Training on balancing

The pie chart is a graphical representation of the table above. As per the pie chart, employers
(n=5) working in flexible working arrangements have rated giving flexible working hours
(60%) as an incentive would be a good effort to ensure increase in participation of male
employees in unpaid care work, followed by providing training sessions (40%) on balancing
unpaid care work and office work.
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Table 4.18 : Responses of employers working in flexible and non-flexible working
arrangements on challenges of work-from-home policy

Work from home challenges in Government organizations
Government organizations with Government organizations without
flexibility (n=5) flexibility (n=9)

Technological infrastructure 40% | Absence of appropriate 11%
guidelines to WFH staff

Maintaining productivity 40% | Extended and untimely 22% Total
working hours (N=14)

Monitoring employee 20% | Lack of compatible 22%

performance infrastructure

Lack of communication Lack of monitoring 34%
11%

Figure 4.31: Percentage of employers’ responses on challenges of Work from home policy
in flexible working arrangements

B Technological Infrastructure
B Maining productivity

= Monitoring employee
performance

The above graph shows the percentage of employers’ responses (n=5) on the factors involved in
challenges of work from home policy in flexible working arrangements. As per their response,
40% employers have felt that lack of technological infrastructure is a major challenge during
work from home followed by maintaining productivity and quality of work (40%). Monitoring
employee performance (20%) is also one of the factors that can arise while implementing work
from home policy.

Figure 4.32: Percentage of employers’ responses on challenges of Work from home policy
in non- flexible working arrangements

B Absence of appropriate guidelines
to manage WFH staff

11% 11% m Extended and untimely working
hours

M Lack of compatible infrastructure

Lack of monitoring

M Lack of communication
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The above graph represents employer’s responses (n=9) on challenges of work from policy
in non-flexible working arrangements. 34% employers have felt that lack of monitoring has
been a major issue while implementing work from home policy. This has been followed by
extended and untimely working hours (22%) and lack of compatible infrastructure (22%).
Moreover, lack of communication (11%) with the staff and absence of appropriate guidelines
to manage work from home staff (11%) have also contributed to work from home challenges.

4.6 Case Studies

The study also includes qualitative research, thus, some of the case studies of Government
employees are as follows:

Case 1:

Position : Young Professional
Company : Ministry Of Commerce
Location : Resides in Mayur Vihar, Delhi Duration of Employment: 3 Years
Marital Status : Unmarried
Are you a single parent : No
Household Type Joint : Family household
Do you have older parents at home who are dependent on your care : Yes
How long have you been working in the current organization : Less than 5 years

“Flexible working hours, in my view, are all about having control over when I start and finish
my workday, rather than sticking to a rigid 9-to-5 schedule. It means I'd be able to structure my
time based on my personal needs and other commitments, while still ensuring that my work
gets done. For instance, I might want to start early and finish in the afternoon, or adjust my
hours around things like school drop-offs, appointments, or just when I feel most productive.
Flexibility could also come in the form of compressed workweeks, where I could work longer
hours for a few days and then take an extra day off, or even have the option to work remotely
when needed. In this kind of setup, the focus would shift from just clocking hours in the office
to actually completing tasks and meeting goals, which I find would make me more motivated
and productive. Unfortunately, at my current workplace —the Ministry of Commerce and
Industry —there’s no such flexibility. We have no work-from-home policy, and the system
is still tied to out dated expectations of physically being present, regardless of whether that
leads to better results. It feels like there’s little attention given to the importance of work-
life balance here, and it can make things pretty stressful. I really believe that if the Ministry
adopted more flexible working hours, it would improve job satisfaction, reduce burnout, and
ultimately increase productivity. Plus, it would show that management trusts employees to
manage their own time effectively, Ih could make a big difference in morale.”

“Working at the Ministry of Commerce and Industry, the culture feels really out dated and
rigid. There’s this constant pressure to be physically present, no matter if the work could
easily be done from home or if being in the office doesn’t really add value. The competition
is intense, and the lack of flexibility makes it hard to balance life outside of work. There’s
no work-from-home policy, and they’re using systems that have no room for improvement,
which just adds to the frustration. It's like management is still stuck in this old mind-set
where working long hours is more important than actually getting things done effectively.
For me, it's been frustrating to see how much potential there is for a better work culture,
but it just hasn’t caught on here. If the Ministry adopted a more flexible approach, it could
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improve so much— people would feel more motivated, less burned out, and ultimately more
productive. It’s tough to see how far behind we are when you know other companies have
already embraced modern, healthier work practices. I hope that one day; places like this will
finally catch up.”

“In my organization, the Ministry of Commerce and Industry, there is no official “‘Work from
Home’ policy. Unfortunately, the current work culture here is quite rigid, and the expectation
is that employees must be physically present in the office during work hours. Even though
a lot of the work we do could be done remotely with the help of digital tools, the system has
not adapted to the idea of flexible or remote work. This lack of a Work from Home policy has
made it difficult for employees to balance personal and professional commitments, especially
since there is no flexibility in terms of hours or location. While other organizations have
embraced remote work options, allowing employees to work from wherever they are most
productive, the Ministry has yet to implement such a system. It's one of the major challenges
we face, especially in an era where technology can easily support remote collaboration and
productivity.”

Case 2

Position : Young Professional
Company : Ministry Of Textile
Location : Resides in Laxmi Nagar Delhi, Duration of Employment: 4 Years
Marital Status : Unmarried
Are you a single parent : No
Household Type Joint : Family household
Do you have older parents at home who are dependent on your care : Yes
How long have you been working in the current organization : Less than 5 years

RGN BTl § odiel d1F & g B Jifa A dedd S SIfdal ¥ 8 ST SHaiRal bl 59 AfddiTd
SRRl IR Bl & de FeT a1 @1 GIAHT YeT Bl § | ATYH H HHATRA] BT AU HH D HT
TSl ofdlel TId W RN PR DI AFAN &1 ST 8, O [P ATT—AT A R BRI A 3HR
S T fddhed | Tl &1 HRIEEH doll ¥ 9adl I8! 2| 9 ofed g H, d A & P d 9gd
ISATT IMAT & | HHATRAT DI AN IeUTGDhdT Pl Y G U Afed FAII AMEY, A & B AR
qebeiifs & drel Aol a1Y I+ DI ATIZIDh W1 8 | BIellfd, ARBRI BRIl  3/d 61 B q9g Bl
AFTAFHTAT 3R TWRFTT BRI &1 urel= fhar SIrar € | A= IRGR Sraferl § R 0 &M (@6
HiF BF) @ a faRy gRReIfRN, S wemN, onfe & SR™ & aF] 8kl 8 | S9a dgd dHaTRAl
BT TR I DM B DI AFART & SR 8, b I8 Fafdd Ay & wu 3 Iuee T8l 8Ril | bs <2l &
AR, HHATRAT DI U BRI B W RUId FHa—F70 R URdd i 8l 2, 3fR ffFemss Mifc
@ HEEH | BT B e B S g

Case 3:

Position : Young Professional
Company : Ministry Of Commerce
Location : Resides in South Extension Delhi, Duration of Employment: 4 Years
Marital Status : Unmarried
Are you a single parent : No
Household Type Joint : Family household
Do you have older parents at home who are dependent on your care: Yes
How long have you been working in the current organization: Less than 5 years
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“In my organization, there isn’t a specific flexible working policy. You can be called in at
any time, even as early as 8 or 9 in the morning, and the work can stretch late into the night,
sometimes until 11 or midnight. I work in the data analytics team, and we’re expected to be
available at any hour throughout the day. To be honest, employees are putting in really long
hours, and it feels like management isn’t addressing this issue at all.”

“Ifeel like the work culture today is pretty fake. There are a lot of people who pretend to be your
friends but would stab you in the back just to get a promotion or an appraisal. My workplace
is particularly toxic, and there’s also an issue with racism since people from different states
of India work here. Instead of hiring through regular job ads, they usually prefer candidates
who are already in the industry or have connections with HR or senior management. I think
this kind of culture is really harmful and discourages new talent from joining. It’s frustrating
because new hires might feel like they’ll never have a chance for advancement, knowing that
positions are often filled based on connections rather than merit.”

“In our organization, there isn’t an official work-from-home policy. However, there are times
when we end up working from home, even after office hours. But this doesn’t really count as
true work from home. Even if we work on weekends, we don’t receive compensatory leave for
the extra days. A lot of our tasks are tied to the needs of various ministries and government-
related organizations, so we often have to provide daily reports and respond to data requests.
Even when we work from home, there’s no compensation for the extra hours we put in. So,
while we might occasionally work from home, it doesn’t feel like a real policy or benefit.”

Case 4:

Department/Division : DMRC Noida
Age: 37
Gender : Male
Marital Status : Married
Do you have children? : Yes
Are you a single parent? : No
Household Type : Nuclear Family
Do you have older parents at home who are dependent on your care? : Yes
How long have you been working in the current organization? : 5-10 years

“Flexible working hours policies allow employees to modify their work schedules within a set
framework, promoting a better balance between personal and professional responsibilities.
These policies can include options like staggered shifts, compressed workweeks, or remote
work. They aim to enhance productivity, reduce stress, and improve employee satisfaction
while ensuring organizational goals are met. In government settings, such policies are
implemented with core hours to maintain operational efficiency. These frameworks reflect a
focus on both employee well-being and service continuity.”

“The DMRC employees are eligible for grant of paternity leave for a period of 15 days during
confinement or at the time of child birth of his wife on the following conditions: i. He should
not have more than two surviving children. Ii. During this leave period, salary equal to the
pay drawn immediately before proceeding on leave shall be paid. Iii. This shall not be debited
to the leave account of the employee. Iv. This leave can be combined with any other kind of
leave as in the case of maternity leave. V. The Paternity Leave can be availed up-to 15 days
before or within 6 months from the date of delivery in full only. Vi. A male employee with
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less than two surviving children, on valid adoption of a child below the age of one year, may
be granted paternity leave for a period of 15 days within a period of six months from the date
of valid adoption. Note- “Child” for the [purpose of this rule will include a child taken as
ward by the government servant, under the Guardians and Wards Act, 1890 or the personal
Law applicable to that government servant, provided such a ward lives with the government
servant and is treated as a member of the family and provided such government servants
has, through a special will conferred upon that ward the same status as that of a natural
born child. Today’s work culture emphasizes flexibility, collaboration, and technology-driven
productivity. However, it also brings challenges such as blurred work-life boundaries and
increased burnout due to constant connectivity. The shift toward hybrid models reflects a
growing focus on employee well-being alongside organizational efficiency.”

Case 5

Department/Division : NSO OFFICE /JSO/FOD
Age: 36
Gender : Male
Marital Status : Married
Do you have children? : Yes
Are you a single parent? : No
Household Type : Joint Family
Do you have older parents at home who are dependent on your care? : Yes
How long have you been working in the current organization? : 5-10 years

“Flexible working hours policies allow employees to adjust their work schedules based on
personal needs while ensuring job duties are completed. These policies may include staggered
shifts, remote work, or compressed workweeks. They aim to improve work-life balance, boost
productivity, and reduce stress without compromising organizational goals.”

“Today’s work culture focuses heavily on flexibility, technology, and collaboration. However,
it can lead to challenges like overwork due to blurred boundaries between personal and
professional life. Companies are shifting toward hybrid models, emphasizing results over
physical presence, which promotes both freedom and responsibility.”

“Yes, my organization offers a “Work from Home’ policy, it typically includes guidelines on
setting clear working hours, attending virtual meetings, and staying reachable during work
hours. Employees are responsible for maintaining productivity and data security. The policy
also outlines the use of company-approved tools for communication and reporting. Its goal is
to balance flexibility with accountability to ensure smooth operations.”

“In my workplace, paternity leave shall comprises a single period of 2 weeks leave with pay.
Paternity leave must commence within 26 weeks of the date of birth (or placement in the case
of an adoption). It must be taken as one continuous period of two weeks, except in the event
of the hospitalisation of the child and postponement of the paternity leave.”
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Chapter V : Research Findings and Conclusion

Flexibility is important at various levels in all the perspectives of the organization. It is very
importance is at the organizations to gain competitiveness leading to better organizational
performance and this has been increasingly realized. The linkages become more complex as
companies grow in terms of revenue and market share. In reality, many problems exist when
we start from definition of flexibility to implementation of flexibility to enhance performance
of organization. There is an emergent need for research and development related to concepts
of flexibility, and performance management frameworks. Further, it is required to extend
these results to academia, industry and government.

The findings of the study have revealed that there is an intense need to bridge the gender
gap and reduce the gender disparity. Through the responses, it has been found that women
employees are most of the time expected to be carrying out household chores, irrespective of
work from home policies. It should be understood that long working hours will not guarantee
better productivity, success and efficiency of the Organization. The study has been able to
present a comparison between responses of employees working in flexible arrangements
and employees in non-flexible arrangements. However, it is very evident from the analysis
that Government organizations without flexible working arrangements are more in number
in comparison to Government organizations with flexible working arrangements.

The case studies added to the study have also supported the quantitative section of the
study. The respondents in the case study have agreed to the fact that there is very little or nil
flexibility in terms of working hours and arrangements in the Government sector. As much
as the Government sector is renowned for its ability to provide job security, it is equally
known for its traditional methods of working even though technology has taken over many
areas.

One significant finding of this study has been that creche facility is hardly available to access
by the employees. It is a must to have creche facility and keep it in use when an Organization’s
total strength is over 50 employees, however, these facilities are not being monitored well by
the leaders.

The study has also taken into consideration the perspective of the employers’. However, it
could not be captured as much as the perspectives of employees but it has been seen through
their responses that flexible working hours can contribute to work life balance and also
increase men’s participation in unpaid care work. Moreover, it has also been seen that even
though work from home has its own challenges during implementation, it is still a need in
Government organizations, both by the employees and employers.

The study has also revealed that work life balance was, is and will always be an integral part
of an employee’s and an employer’s life. Many a times, job security and financial security
take over one’s ability to maintain a healthy lifestyle throughout the work week, however, it
should be noted that one’s ability to work and put his/her best is reflected through his/her
mental and physical health. The study has found that flexible working hours will also help
mitigate extreme weather conditions like monsoon, flooding, winters, air pollution and heat
waves.
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Some of the recommendations of this study would be:

To ensure and monitor flexible working arrangements, especially for women
employees.

Continued efforts are needed to strengthen the legal framework, raise awareness, and
foster a culture of gender equality in the work place and beyond, ultimately enabling
women to achieve greater work-life balance and fulfillment in their professional and
personal lives.

The government could really improve work-from-home policies by introducing flexible
or hybrid options, similar to what many corporations do. For example, allowing people
to work three days from home and two days in the office — or even four days from home
and one or two in the office—would be a huge help, especially for those who live far
from their workplaces. Many people have elderly parents to take care of, and flexible
hours could make a big difference for them.

Clear guidelines on communication, productivity tracking, and work-life balance
can make the policies more effective. Providing digital tools and training will help
employees adapt better. This approach ensures efficiency while addressing employee
well-being.

With Air Quality Index of Delhi (NCR) rising every year, it is important to have work
from home policy or flexible working hours in Government organizations as it is difficult
to commute to office during these times. The State Government has recently announced
closing of schools and holding of online classes for college students. This itself shows
how grave the matter is. Our physical and mental health depend a lot on the weather
conditions, not just the working hours. In order to increase productivity during such
times and seasons, flexible working hours can be considered as a good option.
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Annexure

Annexure -1

V. V. Giri National Labour Institute, Noida
5. Questionnaire
‘Designing Flexible Working Hours Policy: A Case of NCR’
[For employees of Government offices having Flexible working arrangements - employees]

Link for the Google form:
https;//docs.google.com/forms/d/13TbCR030u-MBONudEr4hkXOUwRszBHOKkWO05E1sOqNo8/edit

Name of the Field Investigator ..............
Personal Details / STTerTTer feraor:

Name /99
. Age/ Y
3. Gender /fom
o Female /Afgar

o Male /&Y

o  Transgender/ ;"H@I‘QI

4. Marital Status / Jafees feafa
o  Unmarried / SAfarfea

o  Married / faanfea
o Widowed / faeam
0  Separated / 3T ) RILeY
o  Divorced / TeATehRIaT
5. Do you have children / AT = & T
o Yes/®f
o No/af
6.  Are you a single parent / ST 3T Ushet ATaT- o 27
o Yes/®l
o No /&l

7. Household Type / TT&€eft sl TehiL
o Joint Family household /WWW

o Nuclear Family (consisting of only 1 married couple and their children) / Tehet TRER (%R:Iﬁ et T feanfa
ST 37 I =l MM 7)

8. Do you have older parents at home who are dependent on your care / ST I ¥ T gsﬁum-ﬁm & ST sTuht
TEvTe W E?
o Yes/®l
o No /&l

51 )



« 52

N
V.V. Giri National Labour Institute

Professional Specifications | SaTaETes fafreard:
9. Name of the Organization / G kT -TH:
9.1 Department/ Division / feramT / e

Administration / I&T

Finance / fomt

Human Resources / AT €ETEH

Information Technology / =T Jrafieht
Public Relations / SH &de

Others (Please specify) / 31, (sfwﬁﬁga%):

© © © © o ©

9.2  Position/Job Title / Tg / el 7 TS

9.3 Type of Employment / TSTTTR 3T ek

o  Regular Employee / fSaifira =t
o  Contractual / GfdeTede
o  Any other, Please specify / g 37, Wﬁﬁg FL:

10. How long have you been working in the current organisation / 319 T TS | fehe THT & SR 87

o Lessthan 5 years/5 ag o
5to 10years/51}10w
o  More than 10 years / 10 g T Afer

Section 1: Work from Home Experience relating to working time and flexibility during the COVID-19 crisis.

T 1: TITTS-19 Hehe h TR HTd THT SR GraemaTes H1d o Haferd o & & i 6l A9
11. Did your organization have a Work from Home (WFH) policy before Covid-19? /<=1 SISk HTST § HifeTs-19
T Yge T Y W H (WFH) = Afe oft?
o Yes/®f
o No /&l
12.  Have you worked from home during the COVID-19 crisis? / &1 ST COVID-19 Hehe % G ¥ § 1w T
22
o Yes/®l
o No /&l
13. Ifyes, how frequently did you work from home during the COVID-19 crisis? / 37 &, dr COVID-19 T &
SR AT foheT I =X & e foram?
o  Daily /TSIHT
o  3-4days a week THTE § 3-4 f
o 12 daysaweekFl'H'l"é’ﬁlQﬁ:f
o  Occasionally (less than once a week) Tt (THTE ﬁ@aﬂ'(@‘c!?q)
o NA./TT

14. How would you rate your overall experience working from home during the COVID-19 crisis? / COVID-19

HeRE o SR S E W T o AT GHY STHE I AT 4 & HTT?

o Very Satisfactory / S8d €aISsieh
o Satisfactory / HaTSSieH

<
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15.

16.

16.1
16.2
16.3

16.4

16.5

16.6
17.

18.

19.

20.

o  Neutral / dZ&Y
o  Unsatisfactory / STHASsH®
o NA./TT

Do you currently have a provision for WFH in your organization? / T SATYShT EET H FA0TH | oL T (WFH)
T e B2

o Yes/g
o No/7&

If Yes, Please mention some of the essential guidelines of the current WFH policy of your organisation- relating
to the following aspects / 3T &, o freAfcifiad Tl & weiferd 7o Hiia shi adHH gocg U U Hifdt % %
T faeT fHawn o1 Seo

Minimum hours of work specified / W%ﬂjﬁﬁﬁ Afée

Maximum hours of work specified / 10 o Afeehan = fAfde

Maximum number of days allowed to Work from Home (in a month) / &[T T T L I Ak [T 6t den
(T HEH H)
Conditions in which WFH is permitted / o ferfaat fo WEH & 33@41%[ g

Conditions where WFH is not permitted / Ut feerfomit sref WFH 313?'% B

N.A./T1T,

How frequently do you use work from home arrangement / 3719 TeRaIT SITC oI B ST St hT STareT 3hT SURINT ohid
g7

Full-time (5-6 days a week) / q0T F1ic1eh (WHTE | 5-6 o)

Part-time (less than 5 days a week) / CNEIED (FTFI'I%’ﬁ 5 ﬁ?ﬁ?ﬂ:{)

Occasionally (as needed) / Feft-apfl (STTRIHATIET)

N.A. /AT,

© © o ©

Which among the following kinds of tools/infrastructure is provided by your organisation for remote work /

AT HTS FRT 0 i o foru Freferfia o & sl a1 3ueror / e giem yar fora s 2:

° Laptop or Tablet PC or Mobile Phone / AT AT eeie It HY, A1 Hieg B

i Internet connection / 32'@2’ Exeae

*  Working software / HRI{IeT HT4aR=T

° Monetary compensation for utilities like electricity and water / forsTeft 37 qT=t Steft Su=nfirarsti o forg difses
HIATEST

° Any Other (please specify) / 18 317 (@Wﬁﬁﬁﬁ)

Do you feel that working from home has given you more control over your working hours?/#T SATYhT AT &
ToR S0 TH S | SATURT ST HTH o6 T2t 0 3Tfereh T fire 22

o Yes/®
o No /&
o Not Sure / 9T Tal

Have you been able to take regular breaks and rest periods while working from home? / &/ 319 51X & T8 id
T fafira s 37 ST o gHe o are E

>
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o Yes/®
o No /7@
o Not Sure / 9ahT a1

What are the available leave options at your organization? / SIS TS T HIH-hIT T @éT % fersheT ety €2
How many Sick leave / Tere Afgshet STahTa:

Maternity leave / ‘SI'FIfT EEEINE

Paternity leave / fiqea sTaehmer:
Child-care leaves / /=< 3T S@Te i @Tﬁ:
Partially paid leaves / SINEREE I RIS @f@zﬁ -

Other leaves (Please specify) / 31 W (R9aT ﬁﬁgﬁ):

Is there any provision of sharing of leave among co-workers within departments or even the inter departments?

/3T Fera T o St o staw-foramii 7 oft weehfHat o offer et AT A 1 HIS WU 8

o Yes/®
o No /7@

Section 2: Gender-Specific Impacts: To understand the impact on female labor force participation, work-life

balance, and productivity. (Adding Male perspective too, in order to have a holistic understanding)

AT 2: TemT-ffore wrwrer: Afeer o o A, Sr-Siae Sae ST StaTaehal U3 THTS sl st o fo1g) (FaT

TS o ToTC T6W grEshioT Wi SrgAT)

23.  How has working from home/ flexible working hours arrangements affected your overall work life and personal
life balance?/ 3 B & M/ €IS 10 QT 6 SACAT = 3Tk et FHIHRTS( Siiar ST st e 7 Hqer i
wuTfere feram 82

24.

25.

o Improved / g&mQa 2
o  No Change /aﬁéwqﬁgm
o  Worsened /frg mar

Who handles household/ domestic work on your work-from-home days? (Cleaning, Cooking, etc.) / 3119k ¥ &
T T GHT HIF-ah1 AT Be] FHTH HHITT &2 (HTE, THHT, T1S)

Myself / Me / # @3

Spouse / dfcr

Other family members / 31T Ui % Hee

Equally shared between my spouse and me / afer 3T # et @ afed &

Shared between me and other family members / 31 3R TER % 3771 Gewal % off<l @M foparr T &
House help/maid /a‘@m / Rt

© © © © o ©

Hours spent in unpaid work in a day (not related to your office-work) / T T & 31adfaer sl & forame 7w =i
(3T FHTATTT-HHE T Helford &)

0-2 hours / 0-2 €&
2-4 hours / 2-4 ¥
4-6 hours / 4-6 &
6-8 hours / 6-8 T

© O © ©
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26.

27.

28.

29.

30.

31.

32.

How have Flexible working hours affected your participation in unpaid care work (e.g., household chores,

childcare, elderly care)? / fTeITSITah T o TH o THTE & SATThT - NTTBTeHER S@WIC 1 (ST, SRS 1, s=di
T ST, SIS shT 2@WTeT) H WITTErT Sl sieett 82

RN
o Increased /g T&T 2
o No Change /ﬁéwﬁgm
o Decreased / 9 &I T

Please specify, what types of unpaid care work have you taken on? / 93T fEE L, ST FIH-hi AT (4T IBTeHe
@I 1 33T 82 Household chores (cleaning, cooking, etc.) /‘EIS(F[\W (TTE, IR, 3TMS)

o  Childcare / S=di 3 I@TA
o  Elderly care / ﬂ\“{l}"ﬁ EIRLCE IS
o Other (Please specify): / 31T (h93T e ad aﬁ);

What incentives would encourage you to take on more unpaid care work while working from home? / Y HH

L T Afyen [ ufasrenes e s o1 % foTe stmaent s Searted e

o  Flexible working hours/ gﬁw T % T
Recognition and support from the organization / TS | =T 3T Tl
Sharing of care responsibilities with other family members / 317 ITET & HEEAT o AT QT shT FSTeRaTiET
T ST

o  Access to resources and support (e.g., online classes for children, eldercare services) / AT ST Tl
BT T (S, Sroelt oh For SHIeATE ahamd, St A1 et )

0o  Other (Please specify) / 31T (@W‘o’f}_@ﬁ'\@ﬁaﬁ):

Does your organisation provide a creche facility for the working parents / T 3TqehT TS SHTHEIS AraT-far &

foTe sher gferem waT e 22

o Itexists and is functional / I& HIS[S 2 3N FfcAs &
o It exists, but not functional / I8 ﬁﬁs %, IET IR EE T
o  Does not exist /ﬁGE‘ITSDf

(This question is for female / male employees who have young children) Do you use the creche facility provided
by your organisation? / (I % 37 HfeelT / T8 HHATAT o fo1q 2 TSk BT T &) FT 3T T WS T &
1 T She G T ST R 2

o Yes/®
o No /7@

Does your organization provide mental health counseling services? / =T 3TTqehT G131 | TR TS T SaTd
TS AT 27

o Yes/®
o No /7@

If Yes, How many times have you taken the appointment in the last 6 months? / afg &, aT 3719 Tt 6 HEHT &
TRt S sTdTEene forar 22

Once / Th AR

Twice / & 91

Three / &9

More than 5 / times 5 & 3T ST
N.A./TAT,

© © © o ©
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How was your experience with the sessions? /&= o G 3TTeHT AW FHETTE

Satisfied / §qE

Very satisfied / sTgd Pl'gl"g

Neutral / Not change / dZ&J / afterd Tt
N.A./TAT,

o © o ©

Have you experienced extreme weather conditions (heat waves, storms, etc.) affecting your work environment?

/ R ST ST 1 ATATSRT hl TToret 3t Attt = wire feerfeit (et o6t oe, o 1t ot s1gvie foparm 22

o Yes/®
o No /7@

Do you believe that flexible working hours can help mitigate the impact of extreme weather on your work?
(Heat waves, Flooding etc.) / T 39 HId & [ Q€IS MRS H ST 1T T oH HIEH o TWIF FHI FH

A T Heg L Hohd 27 (TH oTeL, o1g A1)

Strongly agree / W qgHd
Agree / 9gHd

Neutral / 7&J

Disagree / 31€gHd

Strongly disagree / W AHgHT

© © © o ©

Section 3: Challenges: Existing challenges in the organization and suitable framework for flexible work

arrangements.

T 3: FATAAT: TG W HISTET STt iR Graemaes sid saare o o1y Sugw s

36.

37.

38.

What challenges have you faced while working from home? / 319 m%wmm%aﬁﬁzﬁwmm
22

o  Technical issues (internet, hardware / software problems) / LECICIRsErY (3?@'6, TSI / WRATT
FoETd)
Communication barriers / ST T SITemy
Difficulty in separating work and personal life / 3hTH 3 SRETA STaH T T L H HiSTS

o  Lack of access to necessary resources- Personal table, Chair, and noise-free space, etc. / 3Ta%dh HaTeHT
T U I FHHT — SAEA 2oret, Fell, ST I Tk €0, AT
The feeling of isolation / reduction in motivation / 3T =T 3T / SR H et
Other (Please specify / 31 (W‘o’f}_vﬁ'\@ﬁﬁ) :

What aspects of working from home have you found most beneficial? / =X T T L & HH-HE I WEFLC’HTC{%F
foT Tt e wferd 8¢ 82

Flexibility in working hours / 3TH 3 & G99 § SeicTd

Reduced commuting time and costs / ITATITd kT TH IR @d T BT
Better work and personal life balance / ST 3R SfHTd Sfia 3T sigat BRSE)
Increased productivity / 3cdTaehdT T T{F@

Other (Please specify) / 311 (@W‘o’f}_@ﬁs@ﬁﬁ):

© © © © ©

How clear are the expectations and goals set by your organization while working from home? / &IX T HH B

G AT G g i et 3iit aed forae w82

o  Very Clear /aga%“Tw
o  Clear/¥¥

<
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39.

40.

41.

42.

43.

© © © © © o ©

o  Neutral / dZ&Y
o Unclear / 319E

How frequently do you communicate with your organization while working from home? / &IT T T S THT

SATIRT 3G FTST o G fohel ST =R BT 82

Daily / gfdafeT

Weekly / RIRIEED

Bi-weekly / two times a week / JfcraTe / & SR yfeawTE
Monthly / ATf&eh

N.A./TAT,

© © © o ©

What methods of communication do you use most frequently with your organization while working from

home? / STH FTd T 37T G o ETY I8 ek SUFIT foRT ST et G=IR 3 ik o1 22
Email / 38

Phone calls / B it

Video conferences-G-Meet, Zoom, etc. / AT sHishitm-s-Hie, S, afe
Messaging apps (e.g., Microsoft Teams) / BRTSIT U (SHH, ATSshIETTE ET)
Other (Please specify) 31 (Wmﬁﬁ) :

© © © O ©O

How has the quality of communication with your manager / organization changed while working from home?
/ T A G 3T TeUe / H1S o |1 T hl TOTET H ST qiei g3l 82

Improved / 4T

No Change / Ehﬁé e e

Worsened / et Rl

Other please specify / 37T (FHAT foRR & FATd):

© © o ©

Do you feel adequately supported by your organization / senior in balancing work and personal responsibilities
while working from home? / %TH X T 70 T/ TN FHATT © FIT STUH! F&T G ST T o [T
wTe T T 82

o Yes/®
o No /=&l
0  Sometimes / F¥i-aft

What additional resources or support would help you manage your work more effectively from home? / & g

T R G 379 1 okl 311ereh el &1 & Teifird st § shig-ohi & Afafes dame ar gaef 7 gemes g

Better communication tools / SEaX HeR ST

More frequent check-ins with the manager / JsieIsh o |1 3Tk ST STl AT
Clearer guidelines and expectations / Tg feam-fager 3R sTueamd

Access to office resources and equipment / FTATAT HETEAT I U hT STANT
Training on remote work best practices / g&I &TH % I8 ST 9T TFTeqor
Mental health support / TT-TEe TTEe THLT

Other (Please specify) / 3= (9T B'R'_vl'f'\@'daﬁ() :
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Annexure — I1

V.V. Giri National Labour Institute, Noida
.. frfk o g g, Freet

6. Questionnaire

6. THTEAT
‘Designing Flexible Working Hours Policy: A Case of NCR’
QISR HIH o el Y AT TSHATSA HEAT: TIHATAR T Yok HHAT
[For Government organisation having Flexible working arrangements - management / gﬁmmaﬁ
SITAT AT TR HHTATHET oh fe1T - Taier)

Link for the Google form
https://docs.google.com/forms/d/1KweDm_OCiUKZnIVCEM6d4gqg4rnxULItthc9Ydk044U/edit

Name of the Field Investigator..................

Personal Details / ST{<rTd ferawor:
1. Name /9
2. Age/¥¥

3. Gender / T

o  Female /dfget
o Male /7%
o  Transgender / ZSIEt
Professional Specifications /Wﬁiﬁﬁﬁﬂﬂﬁ:

4. Name of the Organisation working for / fSra wire & fore v o @ & e a9

5. Department or Organisational sector / formT a1 TeATeReR &

6.  Designation / 9q hT dTH:

7.  How long have you been working in the current organisation / 319 T TS | feh THT T SR 87

o Less than 5 years / 5 av o
o 5t010years/5ﬁ1013|1?1'
o More than 10 years / 10 g g Afer

8. Total number of current employees / T FHHETET 6T R HEAT:

8.1 Number of female employees in the organization / TS § ufger s s e

8.2 Number of male employees in the organization / wﬁwmﬁeﬁm _

Section 1: Work from Home Experience relating to working time and flexibility during the COVID-19 crisis.
T 1: HITAS-19 HHE o TNH HTd T HR FIALTATE A ST o 8 HIH HEH 6T ST

9.  Did your organisation have a Work from Home (WFH) policy before Covid-19? /<1 AT TS o UTH hifde-
19 | U8t SR | HTH L (T id a) 3 Hfif ofto

<
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0 Yes /&
0 No / T&f

10. Ifyes, before Covid-19, on usual days, how many of your employees were working from home? /3t =, ifae-
19 € Ted, G T 8, 3A19es ford =l o & | T @ A2

Less than 25% / 25% & "
25% -50%

50% -75%

More than 75% / 75% § 1fersh
N.A./T4T,

11.  During Covid-19, how many of your employees were working from home? / FHITTS-19 o SHH, AT foha
FHURT T T T AT A?

Less than 25% / 25% & "
25% -50%

50% -75%

More than 75% / 75% & 1fereh
N.A. /T4,

11.1 How many female employees? / ot afgar smeemi?

Less than 25 %/ 25% & &9
25% -50 %

50%-75%

More than 75% / 75% & 2Aftrsh

© © © O ©O

© © © o ©

(4]
(4]
(0]
(0]

11.2 How many male employees? WWW"

o Less than 25 %/ 25% & &%

0 25% -50 %

0 50%-75%

o More than 75% / 75% & 3Tfersh

12.  Currently, how many of your employees are working from home? / AU H, 3T Tohd =Rl o & 10
&

Less than 25% / 25% & &5
25% -50%

50% -75%

More than 75% / 75% § 31fersh
N.A./TAT,

12.1 How many female employees? / Terat arferet H=T?

© © © o ©

0 Less than 25 % / 25% & &0

0 25% -50 %

o 50%-75%

o  More than 75% / 75% & 3iftrsh

12.2 How many male employees? %mﬁgmaﬁﬁ%rrﬁv

o  Less than 25 %/ 25% ¥ A
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o 25%-50%
50%-75%
o More than 75% / 75% © 37fereh

Please mention some of the essential features of the current WFH policy of your organisation- relating to the

following aspects / FTT FFTARIT TeqIaTl & Heerd 10+ Wi i aad WFH fifd o1 Fo stravas forrarstt
1 I FHL?

Minimum hours of work / ™ % =daq e

Maximum hours of work / FTH % STfeshdw &

Maximum period/number of days allowed / TAd saferehaw srafey a7 6 s o
Conditions where which WFH is permitted / 3 et st fora WFH Y 31':!}41%[ %_
Conditions where WFH is not permitted / ut ferfoat sref WEH 33!':!}!'% EEE .

Tools/ infrastructure / resources provided to employees during WFH / WFH o SRIM =TT sl STRIOT /
T Biel / HETET Ya T T

Mechanism adopted for work supervision and surveillance of remote workers / GGXTst o ATHehT o T gaRIuT
S R o6 foTe SToeT T = o

N.A./TIT,

Which of these rules apply regarding working hours during WFH / WFH o S T 3 521 & et § 378 & i
1 e A g 82

Fixed daily timings and hours / s T i s ffea

Fixed daily hours but flexible timings / 3fe = ff2ra wifer gforemsmes avar

Fixed weekly hours but flexible daily hours / @TaTfEes = Fféa afer gﬁw EEERCA
Other (Please specify) / 31 (Wﬁﬁ'gﬁ)

© © © ©

Do you have any of the following Flexible working arrangement in your organisation / 3T 3TT9eh TS &

frferfiaa # & #1E glorerere Hr sTee 87
Compressed daily hours (less than 8hrs per day) / Edifed &fe = (afdfeT 8 =iz & &m)

0
o Compressed weekly hours (less than 40 hrs per week) / Tfifed wraTiesh 5 (SI'[%I'H’FI'I’G’ 40 EC T <hH)

o Shift-work / dTeft &

o  Other- (Please Specify) / 3 (@Wﬁﬁgsﬁ)

o  None /T T&i

How did the work-from-home flexibility during the COVID-19 crisis impact overall productivity in your
organization? / FITorE-19 T o M, FAT S H T LA 3! FITETSIHRAT § 3Tk TS H Fet IcTahal T T
TS STeAT?

) Increased / 1@ 1'I'si

0 No Change / TS aftard Tt

o  Decreased / FH &I TS

o  Not Sure /& qar

Has the implementation of a work-from-home policy affected compliance with these working-time laws and
regulations? / T 5L ¥ T L 31 el o HrAT-=— 39 1 FHT o I A -RI] T T T THE ST 82

o Improved Compliance / F&R ZHAT I

<
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o  No Change / ®Ts aitad T&f
o  Reduced Compliance / pH HREIRISES
o Not Sure / dT &l

18. What were the main challenges faced by your organization in managing work-time flexibility during the

COVID-19 crisis? (Select all that apply) | FfTe-19 Hehe & IR HE-THT hil @W I JEIferd e o
AT T3 o Tq@ et = off? (Feferfiaa 5 @ s oft <y &)

Communication Issues / H=T THEITY

Technical difficulties / Tehr1ehT FHiTSAT

Monitoring productivity / 3cqiaehdl &t fmT

Ensuring work-life balance / ShH-S{ta H@W ﬁﬁf\ﬂﬁ h{AT
Other (Please specify) / 31 (hU1 foream & 71T -

© © © © ©

19. What are the leave policies of the organisation? / €T3 sl 3TaRTT it s €2
19.1 Casual leaves in a month / &I T T SThTIT -

19.2 Medical leaves / faferear stamnmsr -

19.3 Parental leaves / q'l'ccf—ﬁ'ccf IR -
19.4 Other leaves (Please specify) / 317 3Taeh=T @W%’{-‘d‘l‘(ﬁm) -

20. Does your organisation allow for the sharing of leave among employees ? / @1 SITHeRT TS FU=TRAT o s
Bfgat afe &t srmfe qar 82

o Yes/®
o No/&f
21. Do you feel remote working increases work productivity? / ST SATIHT WT%%BES@TW JcqTaehd ﬁﬂf@?ﬂ?ﬂ
22
0o  Yes/®
No /7€t

0 Not Sure / 9T &t

Section 2: Gender-Specific Impacts: To understand the impact on female labor force participation, work-life
balance, and productivity. (Adding Male perspective too, in order to have a holistic understanding)

AT 2: TomT-fafore wrwrer: Afeer o oot A, SR-Siae Sae ST StaTaehal U3 THTS sl s o fo1g) (FHT
TS o ToTC T6W GTEhIvT i T AT

22. How has the option to work from home affected female labor force participation in your organization? / ST ©IX

Y S T T ohed HieaT &8 siel shl AIfIERT UT 39k ST | o THTd STl 872

Increased / 5@ T

No Change / ﬁ qierde e
Decreased / H &1 Tl'%‘

Not Sure / qaT T8l

© O o ©

23. From the organization’s perspective, how has work-from-home impacted the work-life balance for female

employees? /BT o IV &, FH B & T FL = AT FHATNEAT oh HTH-S1 G T TWIE ST 82

o Improved / FERT AT
o  No Change / Ts aftad Taf
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24.

25.

26.

27.

28.

29.

S —
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0 Worsened / @& &1 7T
0 Not Sure / 9aT T&t

Do you believe that work-from-home has encouraged more male employees to participate in unpaid care

work? / T STIeh! AT & foh 5L H HTH i § ek T FHHATIAT Bl 1+:3 FHTH H 9T <1 o (oA Miedried (oA
27

0 Yes /&
0 No / T&f
o  Not Sure / gaT &t

What incentives could your organization provide to encourage more male employees to participate in unpaid

care work? / 3TTereh T8N TN T :37 THTH 7 WIT T o FoTT Tk FTS ST FAT SICETe & R ST Heha
&

Flexible working hours / g%mmam“aﬂr«r

Support programs for family care / NaR st @A o fore el srdshe

Recognition and rewards / HI=IAT R RESSN

Training on balancing work and care responsibilities / 3TH 3T F@T fSTEHaTET P@%ﬁf @ & fog
wiRTeoT

o Other (Please specify) / 31 (@Wﬁﬁl’l’(ﬁm):

© © o ©

Does your organisation provide a creche facility for the working parents / ST 3AT9hT IS RIS ATAT-faT &
foTe Shr gferem wa e 82

o  Itexists and is functional / I8 rﬁﬁg 2 3TN Frfea &
o Itexists, but not functional / 78 HISIE &, TR FrITcrah e &

o Does not exist / HISg &l

If yes, What percentage of your current employees use this facility? / 3 &, T 3T9eh I SHH=TiE § ¥ foha-
STl 38 G T ST R &2

Less than 25% / 25% ® &9
25% -50%

50% -75%

More than 75% / 75% & @Aftrsh
N.A./T1.T

Does your organization provide mental health counseling services? / ST 3ATYhT TS Ao TETEe qef Hamd
& AT 27

© © © © ©

0 Yes /&
0 No / T&f

If Yes, How many times an employee can book his/her appointment in a month? / afg &, a1 Ueh HH=RI Ueh HEH
i foparet AT STt g fh oo R w22

Once Teh dT

Twice &l IR

Three

More than 5 times / 5 | 31fee &K
N.A. /T

© © © o ©
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30.

31.

Have you experienced extreme weather conditions (heat waves, storms, etc.) affecting the work environment at

organisation? / FIT STA ET3T H FHTH o HTEI oh ST L ATl oH Hied Reerfaat (THT T AT, T 31e) 3l
v foram 22

0 Yes /&
0 No / T&f

Do youbelieve that flexible working hours can help mitigate the impact of extreme weather on your organisation?
(Heat waves, Flooding etc.) / 3T 31T W & fof GlreTsiTeh shmenrsi 5 STT0eh TS T =0 HIAH o T i FHH
L T HEE L Hehd 87 (TTH e, oI1g 3TfS)

o  Strongly agree / W RS
o  Agree/¥HgHd

o  Neutral / T2

o  Disagree / 3HgHd

o Strongly disagree / QE?IT'ET% IHeH

Section 3: Challenges: Existing challenges in the organization and suitable framework for flexible work

arrangements/

| 3: FAIAT: e H HISET gATaat SR eTeielt srel saaeeT o foTg 3uge o

32.

33.

34.

Based on your experience, what kind of flexible working arrangement works best for an organisation? (Please

write N/A or, not applicable if you do not have any other flexible work arrangements, other than WFH) / SIEED
FIHE o STUR T, Tohdt STohTX 2l GloreTseh il saareelT forell Ea o foTe Sl ST=e1 W Xd| 82 (3fe 37Tk e

o U T o AT 1S 31 eIt hrel el e & dt ot A et a1 v A2t for)

o  Work from Home or Remote Work / T & 3T S T HTH L

o Compressed daily hours (less than 8hrs per day) / gdifea afek =i (Elﬁﬁ:f 8 ‘Ei%ﬁﬁh'q)

o Compressed weekly hours (less than 40 hrs per week) / Tfifed araTiess 5 (Elﬁf THTE 40 HE & hH)
o Shift-work / dTeft &

o Other- (Please Specify) / 3= (AT ﬁﬁ'ﬁ‘oﬁ)
o  None /%I &l

What are the main challenges your organization faces in implementing a work-from-home policy? / FrIT
T T b1 AT T AN A ST TS Rl T g A At 82

o Technological infrastructure / Srafiehr ﬂﬁ'ﬂ'ﬁ:’

0 Maintaining productivity / 3cdTGehdT SHTY T&HT

0 Ensuring effective communication / WW@'@}H EZCI)

0 Monitoring employee performance / SHEET & Y FHTHTiaT

) Cyber security concerns / HTgsI L& Wﬁ%ﬁﬂi

o Other (Please specify) / 31 (Wﬁ%‘cﬂ'{ﬁm) :

What methods of communication do you use most frequently with your employees while they work from

home? / 3TdeF =TI o ATl 5} Y HTH T THIT AT Fohe S TR o6 1ol T STTrehaH HINT Ld &7

0 Email / éﬁﬁ
0 Phone calls / BIFehieT
o  Video conferences- G-Meet, Zoom, etc. / Sfea Gr e - sftHie, S, A d

83 b
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o Messaging apps (e.g., Microsoft Teams. ) / H3RTq SIS (ST, HIESHIETTE )
o  Other (Please specify) / 3= (FUIT for&d & Fad):

35.  What measures have been taken to address challenges faced by the organization to manage and run work from
home smoothly? / FTT3 % FRT TH 1 HESTAT H Fiferdq S o T IuFTHAT shl AT ohl GHTET i o foeTg
T 3T fe e &2

36.

What additional support or resources would help in implementing a more effective work-from-home policy? /

T TR TATH T & =R F R b A R A w R e i st wer ot dene qee gnt
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Annexure — II1

V.V. Giri National Labour Institute, Noida
.. fift ot g weem, Freet

7. Questionnaire

7. TTEEAT
‘Designing Flexible Working Hours Policy: A Case of NCR’
G HTH o el shT AT TSHATS HAT: TTHTAR T Tk ATHAT

[For employees of Government offices not having Flexible working arrangements - employees / Eeicikcae)
SHAEAT T T ATeA TR HIATAGL o HHATRET b foT0 - HUAR|

Link for the Google Form —
https://docs.google.com/forms/d/1nquR2I7q0TTAOSLWUnX3iE14hZ9Bzk2al4rKsjZhq8Q/edit
Name of the Field Investigator ..............c....

Personal Details /e fareror:

1.  Name/d™®

2. Age/d ¥

3. Gender /fefT

) Female / Afgat
0 Male / 9&9

o  Transgender / ZTESiet
4. Marital Status / JaTfee fearfa

Unmarried / 31feranfea
Married / feranfea
Widowed / fererar
Separated / 3T H g
Divorced / GAThRIeT

o © © o ©

5. Do you have children / 319 =< & FIT?

o Yes /&
o No /&t
6.  Are you a single parent / T 3T UsheT HTdT-fUdT 22
0 Yes /&
0 No / 7T&t

7. Household Type / &€t TR

o Joint Family household / &k URE et

o Nuclear Family (consisting of only 1 married couple and their children) / Tehel INER (ﬁﬂ‘l’ef el T
foranfea sirer 37t 37 s T €)

>
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8. Do you have older parents at home who are dependent on your care / FT 3719k 5 9 gTzlﬁ TTAT-foaT & ST STy

el W it &9
0 Yes /&
0 No /=&t

Professional Specifications /mrﬁmﬁr&rwr&:
9. Name of the Organization / GTET ST TTH: .cveverrereersennns
9.1 Department/Division / fersmr/ sumT:

Administration / JRMET

Finance /fo=t

Human Resources / T GETEH

Information Technology / Wﬁ@ﬁﬁﬁ
Public Relations / SFETE

Others (Please specify) / 31, (h9AT ﬁﬁ'ﬁﬁ):

© © © © o ©

9.2 Position/Job Title / 9 / A1er{l o1 Tideh:

9.3 Type of Employment / USHTR 6T T

o Regular Employee / Frafera s
o Contractual / GfaeTedeh
o Any other, Please specify / FIE I, FaAT fEE L

10.  Years of Service / Experience in work / qar o 9/ ERUEE

0-5 years / 0-5 EL]

5-10 years / 5-10 I

15-20 years / 15-20 €Tet

More than 20 years / 20 g o 31feren

© © © ©

11.  Did your organization have a Work from Home (WFH) policy before Covid-19? / T IATY TS | Hifers-19

T Uge! B ¥ W A (WFH) st Aifa oft?
0 Yes /&
0 No /&
12.  Have you worked from home during the COVID-19 crisis? / &1 ST COVID-19 Hehe & G ¥ § 1 foha
82
0 Yes / &
0 No /&t
13.  If yes, how frequently did you work from home during the COVID-19 crisis? / 3R &, @ COVID-19 H&e &
SR AT foheT I =X & e foram?
o Daily USTH
0 3-4 days a week auTE o 3-4
0 1-2 days a week ToTE | 1-2 fo
0 Occasionally (less than once a week) Feft-areft (TR H U oI & 1)
) N.A./TAT,

a6 <4
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14.

15.

16.

17.

18.

19.

20.

21.

How would you rate your overall experience working from home during the COVID-19 crisis? Hehe o S ¥

Y HTH T o 3T THI FATHE T 3T & HT?

Very Satisfactory/ agw?ﬁw
Satisfactory/ HaTSSIsh

Neutral/ &I

Unsatisfactory/ 3TEATSSH
N.A/ET

Did work from Home/ Flexible working hours during COVID-19 help you to balance professional and personal

life ? FT COVID-19 % SR =R & 3T/ LTS HIHeRTST Sl = AT URIGR I ATHI (e bl Ferd st
7 eg 1

© © © o ©

0 Yes /&
0 No / T&f
N.A./TAT

Does your organisation provide a creche facility for the working parents / T 3THehT G SHTHES ArarT-far &

foTe sher gferem e e 22

o Itexists and is functional / I8 HISE & ST HATcHS &
0 It exists, but not functional / Wﬁﬁs%, RIETEIRIRIEIE R K
o Does not exist /ﬁﬁsﬁ

(This question is for female/ male employees who have young children) Do you use the creche facility provided
by your organisation? / (I8 T2 3 Hgall/ T&¥ HHATIAT o f1q 3 STk BIC Sl &) AT ST 3T WIS T T&H
61 TS Shel FforeT 6T SRR A 22

0 Yes /&
0 No /A&t
0 N.A./TAT

Does your organization provide mental health counseling services?/ T 3ITqehT TS A4k TS GIHIT TaTd
TG AT 27

0 Yes /&
0 No /&t

If Yes, How many times have you taken the appointment in the last 6 months? / Ife =i, a1 1 fuset 6 WA |
forat s aTdTEee foram &2

Once Tehd L
Twice S&T

0
0

o Three
0 More than 5 times 5 & 31freh oK

How was your experience with the sessions ? / T o |12 STTIhT SEEC] T TET?

o  Satisfied /HJE
o Very satisfied /Sgd H’g’g
o Neutral/ Not change /dZ&/ it et

Have you experienced extreme weather conditions (heat waves, storms, etc.) affecting your work environment?

/ T ST 3T Tl SATATALOT Rl THTIoI it STt = Hrere ettt (7T ot AT, QT 3AT1S) 3 ST fora 82

>
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22.

23.

24.

25.

26.

27.

28.

N
V.V. Giri National Labour Institute

0 Yes /&
0 No / T&f

Do you receive work-related communications from your office or office colleagues beyond the designated work

hours/ FT 3TIehT 379 FHRITAT IT Geshiaar & Feiid rl e & are Hri-geref S=m 9Ty 2 82

o Frequently / T-sTX
0 Sometimes / FHT-aHY
o  Never /¥ 7&f

Do you believe that flexible working hours can help mitigate the impact of extreme weather on your work?
(Heat waves, Flooding etc.) / 3T 3119 /I & foh “GfoTeITsiTeh hIaahisil B 37T T 0 A HIEH o TWIE I FH
L T HEE L Hehd 87 (TTH e, oI1g 3TfS)

0 Strongly agree / 'g’ﬁrqﬁq? agHd

0 Agree / 9gHd

o Neutral / TCEI

0 Disagree / 3T€gHd

0 Strongly disagree / Wﬂﬁ% HHgHT

What kind of disadvantages do you face for not having a Work from Home provision / Flexible working
hours? T TS’ GfeTSah T o1 T T TTEET 7 8 T ATTH FFH TLE o JohT 1 ATHAT AT T8aT
22

How satisfied are you with your current work environment? / 39 3T T ST STATSROT & ﬁﬁﬁﬂ@@%"

Very Satisfied / sTlgd H’g’g
Satisfied / §qE

Neutral / frery
Unsatisfied / 318

© ©o o ©

What are the main challenges you face in your current work environment? (Select all that apply)

Long commuting time / st AT 3T THI

Lack of flexibility in working hours / %9 % @H H GlaeTsehar i HH
Limited access to necessary resources / TTa¥Ie HOTEHT qeh shT Eifera qg%r
Distractions in the office / FTATTT | & ek shl THET

Poor work-life balance / FHSIR HH-Sfta H@FFT

Other (Please specify) / 3T=T (9T f&dT & FyaTd):

© © © © o ©

Would you prefer to have a Work from Home option / Flexible working hours in your organisation / &1 3119

I TS T e RN / “GITETSIeR e hl e il foehed 76 HT?

0 Yes / &

o  No/&f

Do you think having a work-from-home/ Flexible working hours option would benefit your productivity and
job satisfaction? / T STT T THIAT & foh TR & HH A T forehed / GlreTses HIehrs Hl 1 forehed STTeh!
IeATGERAT ST ARt TATT § ATHGTIR G2

0 Yes / &

0 No /=&t

0 Unsure / Tff2ra
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29.

30.

31.

32.

If working from home were an option, how frequently would you prefer to work from home? / 37T ¥R & hTH

AT forened BT, a1 319 foha 1 ST qeie s foh o119 o) & oh1e ohi?

© O o ©

Full-time (5 days a week) / T &H (8 g% 5 f&)

Hybrid (3-4 days a week) / ET3fsTe (20 g% 3-4 o)

Hybrid (1-2 days a week) / &T3fsie (20 g% 1-2 o)

Occasionally (as needed basis) / F¥i-ahf} (STTITIHAT o STIR )

What potential benefits do you see in having a work-from-home policy/ Flexible working hours ? / spH T F
fifr / GfereTsieh smeRTSt =l T forehed g # AT fop qufaT & A S 82

© © © © ©

(0]

Better work-life balance / Sidt shH-Sffe Fqer

Increased productivity / SI&T §'§ SISIEEI

Reduced commuting time and costs / ITAT T THT SR AN F FHHT

Improved job satisfaction / g‘EITﬁ EIETIR:CILT

Greater flexibility in managing work and personal responsibilities / 3TH 3T SfhTa fSFHTRET ht Yeifera
L H A glorersrshar

Other (Please specify) / 31 (Wﬁﬁﬂﬁm):

What do you think is the main reason for not introducing Work from Home (WFH) / Flexible working hours at

your organisation / 3ATIH EIREIN I TS | Tk iHem (WFH) /gﬁmmﬁaﬁ@ﬂmmg@

T T 22

o Nature of work demands physical presence of employees / maﬁwﬁrzﬁﬁmﬁa‘raﬁ ofiferes Sufkerfa & i
FAT T

o Lack of compatible infrastructure to support WFH / $s¢ Uh T =hT T L & forg T T:v!a'ﬁ'?il'lff i AT
AT

o Absence of appropriate guidelines to manage WFH staff / WFH FH=TIET 3 Teier 3 fore sfaa faem s
hT AHTT

0 Fund-related issues- WFH requires more resources / %€ q geiftrq ﬂ%— oo Th T T AfRrek FETeHT Y
SATSTIHAT &
To prevent loss of productivity / ScaTgehaT shl &1 3T ek o foTT
Lack of desire to change the organisation’s culture / ETa sl HER{d ol S&eT hl FTT HT ST

0 Lack of request or demand from employees to work from home / FHETIET gRT 5 & T L o 31':!)'&?1 a1

HIT R STH

Concerns regarding protection of official data / SATTRTIER ST sl e & "y 7 feiamd

Any other reason (Please specify) / Any other reason (Please specify) / IS =T HRIT (Wﬁﬁgsh%) /TS
31 T (9 fAfdE &)

What features would you like to see in a potential work-from-home policy? / fore TR &t foreyard o1 us
TTfere s & B T Aife § ST =T

© © © © © o ©

Flexible working hours / gﬁr‘mm T o T

Clear guidelines and expectations / Y UG ITeRT 37 STt
Regular virtual team meetings / Frafirg s d se

Periodic check-ins with managers / STfershTie o @rer fafira st
Performance-based evaluations / Y& o STTER T H\F\’ZIW
Support for home office setup / ¥ & FHETT YT o foTe g
Other (Please specify): / A (AT o ﬁa?mi):

89 b
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33.

34.

35.

36.
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What resources would you need to work effectively from home? / STTI=hI = & TTell 9 | 1T A o foTT i
T ETE =2

© O © ©

o

Laptop or desktop computer / AT AT SR EF'«'{{{

Reliable internet connection / ferge-ar R@zﬁw

Access to office software and systems / FTATTT HIFCATR TR UM deh qg%[

Communication tools (e.g., video conferencing software) / TeR U (ITTE0T o forw, fifeam sni=shfeT
ITea)

Ergonomic office furniture / SATHIH R e

Other (Please specify): / 3T (T e | )

What type of training would help you transition to working from home? / Torer Tepm <t fSTeoT STTUeRT R |
T T 1 Ya Hfr?

© © o ©o ©

Training on remote work best practices / g shH % 25 ST I FTeqor

Technical training on using remote work tools / GW&I &M JYHTOTT ST SUINT o ke 1hT TRTETOT
Time management and productivity training / @HT Y ST SeaTEehdT TITeqor

Cybersecurity and data protection training / HTgsI {L&TT ST ST TTTOT FfITeTur

Other (Please specify): / A (pAAT W@W):

What potential challenges do you foresee with a work-from-home policy? (Select all that apply) / FT0 Y B F
fifer 35 wrer 1 forT wuTfora o <At Qa2 (ST ot @ E

© © © © o ©

Lack of access to office resources / WWW@Q@H@W
Difficulties in communication and collaboration / ST 3 T&ANT H shisArsat
Managing work-life boundaries / FTH-S{ra= Tt o1 Jee

Technology issues / et wereft Tt

Feeling isolated from colleagues / T SffeT o 37T HeqH T

Other (Please specify) / 377 (F9aT R & FaTd):

Please provide any additional comments or suggestions regarding the potential implementation of a work-

from-home policy: / AT HH ¥ BT T fd o Wl FRAT=AT % HaW | I3 Al foafomt a1 ggm <
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Annexure — IV

V. V. Giri National Labour Institute, Noida
ft, ot firfe wediar orm e, Arver

8. Questionnaire

8. gTereAt
‘Designing Flexible Working Hours Policy: A Case of NCR’
G HTH o Ul shi AT fSATST FHAT: TIHTSAR T Teh ATHAT
[For Government organisationnot having Flexible working arrangements - management / g%mmmaﬁ
SHEEAT TE T ATl TR SIS & foTT - weter]

Link for the Google form:
https://docs.google.com/forms/d/19KjBerEja8cnDEO3J4W1lcQxtMZh38apB97mjqdDLGo/edit
Name of the Field Investigator.................

Personal Details / STl feraror:

1.  Name /™

2. Age/d¥

3. Gender/ e

[ Female / Afge
Male / 929

0
o Transgender / ';TI'H@E'I(

Professional Specifications /WW:

4. Name of the Organisation working for / Nt % U Fm R @ E ST HT qam:
5. Department or Organisational sector / formT a1 TEATCHe &

6.  Designation / 9q okl AH:

7. How long have you been working in the current organisation / 3119 ST T § foha= o0 & T 82

0 Less than 5 years / 5 8 & &9
0 5to 10 years /5§ 10 @1t
o More than 10 years / 10 g § 3Tfern

Scale of Organisation / ETST ST GHTAT
8. Total number of current employees / aﬁnﬂmﬁaﬁ?ﬁaﬁ;wm

8.1 Number of female employees in the organization / T3 ¥ TET SHHTT 3T HE&T:

8.2  Number of male employees in the organization / HTT3T H T FHHETIT T HET:

9.  Did your organisation have a Work from Home (WFH) policy before Covid-19? /<1 IATYo TS o T hifare-
19 | U8t 5§ HTH L (Jh id 8) 3 Hife ofto

71 p
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10.

I1.

11.2

12.

N
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o Yes/®
o No /7@
o NA./GIT

Ifyes, Before Covid-19, on usual days, how many of your employees were working from home? / Ife &, Hifrs-
19 & T, AT ot o, STk fohe =l o & i L @ A2

Less than 25% / 25% & &7
25% -50%

50% -75%

More than 75% / 75% @ 31t

© © o ©

During Covid-19, how many of your employees were working from home? / FHITTS-19 o SHH, AT foha
FHURT T T T AT A?

Less than 25% / 25% & &9
25% -50%

50% -75%

More than 75% / 75% © 31feres
N.A./THT

How many female employees? / ot afger smeemi?

Less than 25 % / 25% & %9
25% -50 %

50%-75%

More than 75% / 75% & 2Aftrsh

© © © o ©

(4]
(4]
(0]
(0]

How many male employees? [ETE] iG] FHERI?

o Less than 25 %/ 25% § &8
0 25% -50 %

0 50%-75%

o More than 75% / 75% & 3Tfersh

(For those who answered ‘Yes’ in Question 9) Why was the provision for Work from Home (WFH) discontinued
after Covid lockdowns? / (37 AT o feTt fSIe2ia Wt 13 7 <= 37 e am) hifere dies S1sH o o1g s 8 %™ (WFH)
AT T 1 o€ L fea T o

And / 3R

(For those who answered ‘No’ in Question 9) What is the main reason for not introducing Work from Home
(WFH) at your organisation? / (37 @i o foTt formai= w21 13 & 720 o 3 feam) 31k wrey & =7k i 819 (WFH)
& TET T T T FHIOT 1 87

0 Nature of work demands physical presence of employees / % ‘S@ﬁf FH=TTET i siifoes suftfa i wim
ERGik

0 Lack of compatible infrastructure to support WFH / WFH <1 T A % fore wra gﬁ'ﬂ'lﬁ [ekaic e C)

0 Absence of appropriate guidelines to manage WFH staff / WFH FHHATET % Jeie & fore 3fa feenfadsn
ohT 3AHTT

o  Fund-related issues- WFH requires more resources / % & Haiferd Je- WFH 2l e SETEHT ht STrareashal
g

0 To prevent loss of productivity / ScaTaehdT sl HIEEIREEEA LY
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13.

14.

15.

16.

17.

18.

19.

20.

0 Any other reason (Please specify) / #T§ 31 HROT (CaEll Afd ‘cﬁ'i)

o  Lack of desire to change the organisation’s culture / 7T 3T HEHT ! TaT hT TTST BT 1T
0 Lack of request/demand from employees to work from home / FHEATRET FRT 5 & 6 F 31':!3'&?1/ i

T I
Concerns regarding protection of official data / STTeIshTia ST 3T e % Gy 1 feiand

What are the challenges/demerits of a Work from Home arrangement for an organisation / Tereft wiTa o T =
T (WFH) 3 ol el shi i/ St 3T 82

Do you have any of the following Flexible working arrangement in your organisation / T ATIH HTST |
ffafad o & i aiic w1l e 22

Compressed daily hours (less than 8hrs per day) / @dftfea afe e (wfafeT 8 = @ )
Compressed weekly hours (less than 40 hrs per week) / GHifed @maTiEes sie (3 @ure 40 =2 @ %)
Shift-work / Tt %

Other- (Please Specify) / 3177 (uar ffdw )
None / 18 &t

Are there any legal challenges being encountered in the implementation of flexible working arrangements?
(Please describe) / FT QISR o1l SAETET o I H I3 BT FANTcT ST &t 82 (FIT o # wraT)

© © © ©o ©

What are the difficulties experienced in the absence of a flexible working arrangement like WFH / €s¢g T T
STET TSI T ST % SAITE H (o HISTSAT T AW BieT 7

Do you have provision to provide training on change management? / <7 SIS ITE U Jeie UL FT3Teqor I
A T T 82

0 Yes /&
0 No / T&f

What initiatives have you taken in terms of change management? / Uit TeiE o ey # ST T Ued it 27

Does your organisation provide a creche facility for the working parents / T 3ATqhT TS FHTHRTSI HTaT-1UdT o
fore st gforam SraT shear 82

0 It exists and is functional / I8 IﬁT{d 2 3 hieneh @
o Itexists, but not functional / I HIS[E 8, AT HHITHE el &

0 Does not exist /Iﬁ\_{d:@f

How many of your male employees utilise the creche facility for taking care of their children / ST ﬁo‘cﬁﬂ'ﬁq
AR 3T Tl T TEHT o [T el FiordT i START L 87

None / T8 &t

Less than 10% / 10 & %A%
10-50%

More than 50% / 50 & 37fh%
N.A./TAQ

© © © o ©
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21.  What are the leave policies of the organisation? / ETa T STarhraT =it o= 82
21.1 Casual leaves in a month / FEH T 3TTeh&Heh 3TaahTST -
21.2 Medical leaves / farfercar staehrsT -

21.3 Parental leaves / TI'IT'CT-ﬁ?CT ST -

21.4 Other leaves (Please specify) / 3T JTIhIRT (hUAT ﬁﬁ'l’(ﬁﬁ?ﬂ@)-

22.  Does your organisation allow for the sharing of leave among employees? / &1 YT HTSH AT % S

Sigat siie i srgafe 3ar &
0 Yes /&
0 No / T&f

41 «ad
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Annexure -V

V. V. Giri National Labour Institute, Noida

ot &t frfe e orm s, Areer
Interview Schedule
Designing Flexible Working Hours Policy: A Case of NCR’
“GITUTSeh HTH o Yl sl AT fSATST HAT: THHTAR 1 T wrHer
Personal details/ safxaTe feramor:
Name A
Age/3g
Gender / foim
0 Female / Af&e
0 Male / 9&9
o  Transgender / ZiEISt
Marital Status / Safees fefa
0 Unmarried / 31faatea
0 Married / fermfea
o  Widowed / farerar
0 Separated / 3T f?f‘TQ
0 Divorced / AiTshIaT

Do you have children / SATY = & T

0 Yes /&

o No / T&

Are you a single parent / ST 3T Tehed HTAT-foar 27
0 Yes /&

o No / T&

Household Type / TEFQﬁEhT BEALY

o Joint Family household / @3k Tita eeeft
o Nuclear Family (consisting of only 1 married couple and their children) / Tl THER (ﬁ'ﬂ'ﬁ Fad Th
foranfed STrer 37 379k sr== w1fireT €)

Do you have older parents at home who are dependent on your care / T SATIH Wﬂww-ﬁm% ST 3Tt
JEvTe W it E

0 Yes /&
0 No / T&f
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Professional Specifications [T AT ﬁﬁTEﬂTlf
Department/Division /fermT/qemT:

How long have you been working in the current organisation / 319 FAUH TS | feh G0 & SR 87

Less than 5 years / 5 a9 o FH

5t0 10 years /5§ 10 &1

More than 10 years / 10 a¥ o 1

How would you define ‘flexibilty working hours policies’?

What do you think about the way today’s work culture is?

Do you think that the digital era has affected the way we view workplaces today?

Does your organization have a “Work from Home’ policy? If yes, kindly elaborate on the same regarding the
essential guidelines of the policy.

How do you manage household chores and workplace duties?

How do you think the Government can improvise on guidelines of “WFH policies’ and incorportate flexible
working hours for organizations.

What are the maternity / paternity leave policies in your organization?

Could you kindly elaborate on the HR practices in your organization?
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Annexure -V

e-Circular

uITdAtg 27 & P&HRD.
State Bank of India SL No. : 1620/2016 - 17
Corporate Centre - Mumbai Circular No. : CDO/P&HRD-PM/100/2016 - 17

Thursday,March 16,2017.
25 Falgun 1938 (S).

All Branches / Offices of
State Bank of Indiq,

Madam / Dear Sir,

STAFF: OFFICERS
WORK FROM HOME POLICY

It has been a constant endeavor of the Bank to implement best industry
practices in all areas of concern. With change in employee profiles, advent
of advanced technologies, more complex work, high customer expectations,
there is a requirement to adopt a more agile approach to work place and
flexible working. Now technology has made possible to carry our work with us,
wherever we go, making Work-Life integration the future of the workplace. It
is also a requirement of time fo align personal and professional aspirations of
employees with that of the Bank.

2. In view of the above, as a one more progressive measure to enable our
employees who are not able to attend office, the Central Human Resources
Committee (CHRC), in its meeting dated 2nd March, 2017 and the Executive
Committee of the Cenftral Board (ECCB), in its meeting dated 7th March, 2017
have approved introduction of "Work from Home Policy” in the Bank.

3. "Work from Home Policy” is enclosed as Annexure to the Circular. Following
are the major operating guidelines for the policy:
i. It willbe applicable to all permanent Officers of the Bank.
i. Itwilbe extended to officers:
a) Who perform their regular functions from the office premises, who
can avail the work from home policy occasionally (up to 5 days
a month)
OR

b) Who perform their regular functions from the office premises and
can avail the work from home policy for a longer duration.
Extension/ combination/ carry over in the above options will not be
permitted. For each occasion, fresh application will require to be

submitted.
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vi.

Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

V.V. Giri National Labour Institute

Job profiles/ Activity/ Task covered should have clear defined
deliverables, which can be remotely measured, and which requires
minimal dependency of the job -on physical presence; on data/
documents/ system/ infrastructure of the Bank; on vendor interaction,
on daily co-ordination with feam members, daily face to face
meetings, and regular face to face customer interactions.

Job profiles requiring access to CBS or facing customers on regular
basis shall not be covered under the policy.

Activities to be covered under the Work fromm Home Policy will be
approved by the DMD/ vertical head.

Metrics shall be put in place by the respective vertical head for
measurement of productivity of the officials along with addressing the
security concerns on the Bank's confidential data and information.
Approver for officers up to Scale Il would be controller not below the
rank of TEGS VI (DGM) and for Scale IV and above, controller not
below the rank of TEGSS-| (CGM). Control report will be put up to the
next higher authority.

The employee is required to submit a work report based on the
tasks/deliverables assighed and the respective completion status at
the end of the Work fromm Home duration. Further, Quarterly report will
be put up by the Controllers to the Sanctioning authority on Officers
availing of the policy.

The approver will review the work of the employee before providing
the confirmation on the work of the employee.

In case of non-completion of allofted fasks, absence in attendance will
be marked, as decided by the approver and officer will be required to
apply for leave against the same.

While working from home employees will remain subject to all
confidentidlity clauses as applicable in the Bank.

Employee will not be entiled for any dllowance/ benefit/
compensation on account of Work from Home.

The Sanctioning authority/ Controllers is to ensure that the Policy is not
misused by the officials.

The policy shall be intricately linked to, and dependent on, the
enterprise mobility solufion implemented by the bank.

The Work from Home Policy will be implemented through HRMS.

4. On the basis of experience and feedback received, the policy will be
amended from time to time. Please arrange to bring the contents of this
circular to the knowledge of all concerned.

Yours faithfully,

(PRASHANT KUMAR)
Dy. Managing Director &
Corporate Development Officer
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Annexure — VI

Annexure

“WORK FROM HOME" POLICY:

I. Aim and Purpose:
Bank is committed for providing a range of opportunities to promote greater
flexibility in employment arrangements and the Work from Home policy is a
step in this direction and the prime objective of this policy is to enhance the
experience of the employee.

The Policy is designed to provide overall framework for the implementation of
Work from Home policy and lay down the rules as well as give guidance to
controllers and employees on the types of circumstances where the Bank wiill
allow employees to work from outside office premises and outlines both the
employee actions and management arrangements required to support this
type of working arrangement.

This policy provides for a degree of flexibility and choice to employees and
their controllers concerning working arrangements that will better balance
the demands of the workplace with personal circumstances.

ll. Overall scope of the policy :
This policy is designed to cover the following scenarios involving employees
who are performing their duties outside of office premises:

i. Employees who perform their regular functions from the office
premises, who can avail the work from home policy occasionally (up fo
5 days a month).

i. Employees who perform their regular functions from the office
premises, who can avail the work from home policy for a longer
duration.

lll. General Principles :
a) The list of general principles of the policy is listed below:

i. The policy is not a right but a benefit extended by the bank for its
employees based on an underlying management philosophy of
trust and mutual benefit.

i. The individual approval for the implementation of the policy is at the
approver's discretion.

ii. The policy is entirely voluntary, and does not necessitate any
employee to work from home unless the employee chooses to do
sO.
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The terms and conditions of the policy may be subject to change
due to changes in the work environment, technology or any other
cause as deemed necessary at any point in the future.

The policy, and the employees eligibility or applicability, does not
impact the compensation of the employees under consideration in
any manner.

The policy does not mean that any special equipment or facilities
will be compulsorily provided by the Bank for individuals to aid the
specific purpose of implementation of this policy.

The policy is designed to ensure, through appropriate monitoring,
that working fromm home does not inadvertently impact the
performance of the employee and in turn that of the Bank.

Linkage to the Enterprise Mobility Management solution:

Due to the nature of the policy and the accessibility of both the
bank’s network as well as digital information for the employee from
outside the physical premises of the bank, the policy is intricately
inked to, and dependent on, the enterprise mobility solution
implemented by the bank.

All aspects of the policy are subject to change in the future based
on changes in the technology and the underlying solution enabling
enterprise mobility as deployed by the bank.

Applicability and Eligibility:

The policy shall be applicable to all permanent Officers of the Bank.
The policy is not applicable for employees who are currently serving
notfice period with the bank in cases where the employee is leaving
the Bank. Employees facing disciplinary proceedings or under rigour
period shall also not be covered under the policy.

To minimize the possibility of any adverse impact to work quality, or
service quality on account of this policy, the Work from Home policy
shall be extended/ considered on selective basis fo employees with
a certain level of knowledge and experience, and to those with
demonstrated successful work habits and performance, based on
their discretion.

Applications for Work from Home will be considered on a case by
case basis with reference to this policy.

Job Profiles for Work from Home:

The criteria has been introduced to ensure that the job profiles that will
be adllowed to work from home will be selected so as to minimize the
impact on the day to day operations of the bank based on factors
including accessibility, coordination, data confidentiality, risk and other
dependencies.
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For this purpose Feasibility Framework has been created that may be
refered to continuously evaluate the job profiles that wil be
considered as eligible to avail the features of this policy. Evaluation
may be made on following consideration:
i. Job profiles/ Activity/ Task covered should have clear defined
deliverables, can be remotely measured.
i. Controllers should be able to judge on the basis of quantum of
work/ output assigned

ii. Job profiles requiring access to CBS or facing customers on regular
basis shall not be covered under the policy.

iv. Criteria for coverage under the policy may be based on the
frequency and dependency of the job on physical presence; data/
documents/ system/ infrastructure of the Bank; vendor interaction,
daily co-ordination with team members, daily face to face
meetings, regular face to face customer interactions; minimal being
more desirable.

v. Tasks assigned under Work from Home should be part of normail
function within the current job profile of the employee

VI. Limitations to Work from Home:

i. The work from home policy and application process described
below allows the employees to avail of WFH up to 5 working days in
a month.

i. The officer does not have the option to carry over this share of days
from one month to the next.

ii. However, where the officer’s situation demands a longer duration,
Bank may consider such cases and decisions shall be made on the
basis of the above criteria.

Vil. Application Process for Work from Home:
In order to ensure suitable fracking of both attendance and
performance of all employees that chose to avail this benefit, the
following process will be followed for the same. The same process will
also be built in to the employee in HRMS portal.

i. Definition of Approver:

a) For all employees up to and including Scale lll, the responsibility of
approval will rest with the controller not below the rank of TEGS VI
(DGM).

b) For all employees Scale IV and above, given the nature of work, the
policy recommends a higher level of discretion, and the
responsibility of approval will rest with the controller not below the
rank of TEGSS-I (CGM).

c) Activities to be covered under the Work from Home Policy will be
approved by the DMD/ vertical head.
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d) All approvails will be put up for control to the next higher authority.

Employee Actions:
The process to apply/ approval to avail the benefit of Work from
Home shall be through HRMS. The employee will need to provide
the following details for as part of the application process:
Dates and duration of Work from Home
Reason for availing the policy

s Equipment/ document required

Approver Actions :

A. Criteria for Allowing Occasional Work from Home

The approver can provide the employee the facility to work from home

for reason including but not limited to the following:

a) Health and sickness grounds, including doctor's appointments,
sickness preventing tfravel etc.

b) Difficulty to commute, especially due to seasonal incidents such as
climate/monsoon

c) Family related needs, dllowing the employee to provide care for a
family member

d) Personal exigencies, covering all personal needs and appointments

B. Considerations for the Approver

a) It is to be ensured that occasional working from home means that
an employee does not develop a regular pattern of being away
from the office, and adheres to the above mentioned criteria.

b) Approvers should consider requests for working from home on the
following criteria:

The nature of the employee’s job:

Some questions that could guide the approver for instance,
include does the employee's job require regular, face-to-face
contact with other employees or members of the public,
meaning that allowing WFH for such position will be detrimental
to Bank's interests..

i. The applicant’s skills, abilities and personal attributes:

The employee’'s performance should be considered in
determining whether the employee is found suitable to work
unsupervised. The Approver shall have full authority to refuse the
Work fromm Home which will be final and there will be no provision
for any appeal against the same.

ii. Medical Appointments:

Requests for working from home which coincide with medical
appointments are permitted, however confrollers should
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consider such requests only when dll required resources care
available for the employee to Work from Home.

iv. Equipment and Connectivity:
All employees working from home are responsible to ensure
access to suitable equipment and required internet connectivity
so as to not hinder their day-to-day responsibilities. Specific
specialised equipment (like the biometric scanner) will be issued
only on special approval by the approver as part of the approval
process.

v. Aftendance and Absence reporting:

a) Attendance tracking:
In order to ensure that employees do not take undue
advantage of the Work from Home policy, Bank may track
employees’ activity and time spent when logged in to the
State Bank system.

b) Absence Reporting:
If an employee is unable to work on the day which they had
expected to work from home due to sickness, injury or
otherwise, he/ she will apply for leave in the HRMS and will
advise the conftroller.

vi. Performance Monitoring:
The following steps are to ensure efficient tracking of the
performance of employees avdailing the benefit:

i. Employee Actions:

The employee is required to submit a work report based on the
tasks/deliverables assighed and the respective completion status
at the end of the Work from Home duration.

ii. Approver Actions:

a) The approver can review the work of the employee as well
as the time records obtained for the system before
providing the confirmation on the work of the employee.

b) Employee attendance for the days when Work from Home
was availed will be recorded on post the confirmation of
the approver in HRMS.

vii.  Security:

When working from home, the employee must be aware of and
take precautions against the increased risk of a security breach.
The employee must ensure that all documentation is stored
securely and that any laptop, PC or mobile device used to
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access the office network is password protected and turned off
when not in use.

i. IT equipment used by the employee will need to be made
available for any systems check and investigation in case of
suspected malpractice or information breach.

ii. Bank wil not be responsible for provision of the above
mentioned equipment or its replacement for the duration of the
investigation.

vii.  Confidentiality:

i. While working from home employees will remain subject to all
confidentiality clauses as applicable in the Bank.

i. A disclosure of confidential information during the course of
employment may be considered by the Bank as major
misconduct and can be grounds for initiation of suitable
disciplinary action.

Other Terms & Conditions:

Employee wil not be entitled for any dllowance/ benefit/
compensation on account of Work fromm Home. The period of Work
from Home shall be treated as normal office duty. Employee will be
eligible for all such allowance/ benefit/ compensation that is payable
for working in office in normal circumstances.

In exceptional circumstances, clubbing of Work from Home with other
kinds of leave, including Matemity or Sabbatical Leave may be
allowed.

There will not be any change in the other policy and related guidelines
on account of Work from Home. In case of any confradictions/
overlapping of other policy guidelines with the Work from Home policy,
the original policy guidelines relating to respective facility/ benefits shall
be applicable.
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