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1.0       Objective  

 
This guideline aims to facilitate the Remote Working Arrangement (RWA) of staff 
members. RWA is a flexible arrangement whereby a staff member performs his / her 
job from a location other than the University campuses, including Work From Home 
(WFH). RWA arrangement is not an entitlement but only will be considered on a 
case-by-case basis, subject to the approval of the University.  RWA arrangement shall 
operate in the event the University decides that it is necessary. 
 

2.0       Scope And Applicability 
 

This guideline applies to all academic and non-academic staff members of the 
University relating to RWA arrangement. 

 
3.0       Suitability of RWA Arrangement   

 
3.1 The application for RWA arrangement shall be made in writing and should 

include the following information: 
(a) The type of RWA arrangement requested for (e.g.: either WFH or at other 

location, flexible working hours, flexible working days); 
(b) The reason for the application (e.g.: environmental pollution or health crises, 

personal circumstances that necessitate working remotely or WFH); 
(c) The duration of RWA arrangement requested. 

 
[Note: Supporting documents must be submitted for all applications for RWA 
arrangement] 

 
3.2 The Dean / Director / Head of Department (HoD) is responsible to consider and 

evaluate the work nature and duties of a staff member, as well as his / her ability 
to work remotely. 
 

3.3 For RWA application with the period of: 
(a) Two (2) weeks or less, the respective Dean / Director / HoD is authorised to 

approve the application.   
(b) More than two (2) weeks, prior approval from the President is required with 

the recommendation of the respective Dean / Director / HoD.  
 

3.4 The RWA arrangement may not be suitable for a staff member who: 
(a) requires close supervision or is under performing; 
(b) requires close interaction with other staff members or customers (i.e. students, 

etc); 
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(c) performs duties whereby the nature of work requires his / her physical 
presence.  

 
3.5 Under certain circumstances as deemed necessary by the University, all staff 

members (including those listed in 3.4 above) may be required by the University 
to work remotely or WFH.    

 
4.0      Responsibilities of Superior(s)   

 
4.1 The Superior(s) is responsible for: 

(a) Assigning and communicating the work / duties to be undertaken remotely by 
the staff member concerned; 

(b) Monitoring and ensuring the work / duties are being delivered consistently; 
(c) Providing guidance and support required for staff members concerned on the 

work / duties assigned; 
(d) Maintain the records of equipment loaned by staff members.  

 
4.2 The Superior(s) shall ensure the overall operation and the quality of the services 

of the respective faculty / division / department are not affected significantly.   
 
5.0 Responsibilities of Leave Administrator  

 
5.1 Leave administrator shall update the UTAR Intranet Time Attendance Record for 

staff members scheduled for RWA / WFH.  
 

5.2 Leave administrator shall update Division of Human Resource (DHR) on changes 
of the RWA / WFH arrangement (if any).  

 
6.0 Responsibilities of Staff Members   

 
6.1 Staff members are responsible to ensure that they: 

(a) Adhere to all the University’s rules, policies, procedures and guidelines; 
(b) Maintain records and report accurately their work progress and outcome to 

their superior(s); 
(c) Be contactable via UTAR email and their personal contact numbers by their 

respective superior(s), colleagues and other stake holders (i.e. students, 
external vendors, etc) during work hours;  

(d) Adhere to the deadlines given and ensure delivery of work / duties assigned 
accordingly. 

 
6.2 Staff members may take University’s property / equipment, files / records / 

documents / data out from the University campus, for the purpose of performing 
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assigned work / duties during RWA, subject to the approval of their respective 
superior(s). Staff members shall: 
(a) Take reasonable precautions necessary to ensure security of the University’s 

property / equipment. Records of equipment loaned must be maintained at the 
faculty / division / department; 

(b) Take reasonable precautions necessary to ensure the confidentiality and 
security of the University’s files / records / documents / data. 
 

7.0 General Guide For RWA  
 

7.1 During the RWA period, staff members are required to communicate with and 
report to their respective superior(s) to identify work to be undertaken remotely 
and perform their assigned tasks from a location other than the University 
campuses.  

 
7.2 Staff members are not required to sign-in / out in the UTAR Intranet Time 

Attendance during the RWA period, as the respective leave administrator will 
update the attendance record of the respective staff members. 

 
7.3 Staff members shall ensure that they are contactable by their respective superiors 

and colleagues via communication channels, which include UTAR e-mail and 
their personal contact number, throughout the RWA period.  

 
7.4 Upon completion of the RWA period, staff members concerned shall return to 

work at the University campuses. 
 
8.0       Review of Guideline  

 
The University reserves the right to review this guideline from time to time as and 
when needed.  

 
 


