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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Alternative Work Arrangements: Flextime and Remote Work

The purpose of this policy is to establish a policy and procedures for alternative workplace arrangements, in order to support the Company’s mission and vision, reduce the Company’s carbon footprint, support Continuity of Operations plans, and sustain the hiring and retention of a highly qualified workforce by enhancing work/life balance. 

Participation in an alternative workplace arrangement is not an entitlement nor an organization-wide benefit, and does not change terms and conditions of employment with the Company. Employees are required to comply with wage and hour laws as required for their position. All alternative work arrangements are made on a case-by-case basis, and whether to grant an alternative work arrangement or not will be determined by the Company’s [TITLE OF POSITION].  In addition, it is the responsibility of the department manager or supervisor to monitor and ensure the performance of employees with these arrangements. 

Regardless of whether or not you participate in an alternative work arrangement, you are subject to all Company policies, including discrimination and harassment. The Company will engage in the interactive process to discuss reasonable accommodation as needed in compliance with the Americans with Disabilities Act.  

Additionally, there may be times in which you will be required for in-person attendance at the Company office or other work-related meeting, retreat, training, etc. which will require adjustment of any existing flextime or remote work schedule. 

A. What are Alternative Work Arrangements?

Flextime is a work schedule that allows employees increased flexibility in their work schedule.

Flextime can consist of:

· A schedule that is not within the Company’s standard working hours, i.e., 8:30 a.m. to 5:00 p.m., Monday through Friday. 
· A temporary reduction in hours.  
· A compressed workweek, such as working 10 hours per day and reducing the workweek to four days.

Typically, flextime provides for a combination of “core time,” during which all employees must work, and “flexible time,” hours in which employees may be approved to modify their arrival and/or departure times, providing they work the required number of hours in a pay period. 

Remote work. Remote work allows an opportunity to perform a job from a different location, such as home, on the road, or at an alternative location. There are two different remote work arrangements, both of which require the completion of an Alternative Work Arrangement Agreement. 

Informal remote work: You may arrange to work remotely when you are working on a project requiring uninterrupted focus. These arrangements require approval from your immediate supervisor prior to working remotely. Additionally, your immediate supervisor may approve a remote work arrangement in the event of inclement weather.  

Routine remote work: Routine remote work is only permitted after an Alternative Work Arrangement has been reached between you and your immediate supervisor.

Work expectations will be the same regardless of work location and an employee is required to work during regular work hours.  For example, these arrangements are not intended to allow the flexibility to adjust regular work hours to handle personal matters and then make up the time during the evening. 

You and your supervisor will agree on communication and performance requirements during the remote work arrangement. Some examples of requirements are listed below:

· You agree to work only during your scheduled work hours and agree to be accessible by phone, email and other acceptable means of the Company communication, returning phone calls and responding to emails within established daily timeframes. 
· You agree to continue working regular business hours regardless of work location. 
· You are able to perform work without depending on others at the Company or burdening other the Company staff to be resources for access to necessary information.  
· While working remotely, you may participate in meetings via conference call or video streaming platform as necessary.  

Remote work is not intended to serve as a substitute for formalized child or adult care.  Children or adults present at an alternative work location during the employee’s work hours should not impede the employee’s ability to perform work. 

Alternate work schedules (Flextime or Remote) are privileges, not rights, and can be rescinded at the discretion of your immediate supervisor if not used properly, or if department workloads or the needs of the Company require the suspension of alternative work benefits. 
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B. 	Who is Eligible for Flextime or Remote Work?
Not all jobs are appropriate for remote work and/or flextime. Due to the specific nature of the work, you may need to be in the office and/or work during regular office hours. You and you immediate supervisor will assess your job responsibilities to determine if the job is appropriate for flextime or remote work. Your immediate supervisor has full discretion to deny an alternative work agreement if they deem it inappropriate. 

You are eligible to request flextime or remote work after one year of employment. You are required to have received a satisfactory rating on their most recent performance review and not be subject to any corrective or formal coaching within the past six months. Remote work has additional criteria to be considered:

· Your current position should be suitable for remote work.
· You have a portion of your workload that can be completed outside of the office.
· You can still be available for in-person or face-to-face interactions.

C.  	Flexible Working Arrangement Hours and Benefits
Flextime and remote hours will be on a set schedule within a 35-hour workweek (excluding lunch periods). The flextime hours must fall within the range of 7:00 a.m. to 6:00 p.m., Monday through Friday. All regular full-time employees are expected to work 35 hours per workweek, regardless of how the flextime is structured. 

Your compensation and benefits will not change as a result of working remotely. Remote work is not intended to be used in place of paid time off or any other type of leave 

If you are on an approved flextime schedule, you will be charged sick leave and vacation based on the number of hours that you are scheduled to work. In other words, if you are scheduled to work five hours on a given day but do not work those hours due to illness or vacation, you will use five hours of sick or vacation leave (as opposed to a full day or seven hours). You are entitled to take paid holidays that coincide with your scheduled workdays; hours paid are based on the number of hours scheduled for that workday.



D. 	Requesting an Alternative Work Schedule

Requesting Flextime 

· Complete a flextime request form and submit it with as much notice as possible to your immediate supervisor no less than 10 work days before the proposed schedule is to begin.
· Your immediate supervisor will determine the impact on the department workload and will ascertain if approval of the request would adversely impact business or operational needs. 
· If your proposed request or schedule does not adversely impact business or operational needs, your immediate supervisor may approve flextime in up to three month increments.
· Once a flextime schedule is agreed upon, that schedule becomes your normal working schedule and you can only change it with your immediate supervisor’s approval.
· If your proposed schedule no longer meets business or operational needs, your immediate supervisor may disapprove the schedule.
· If you no longer need flextime, inform your supervisor of such.
· If you foresee a need for flextime beyond the initial three-month period, request an extension from your immediate supervisor.

Requesting Remote Work

· Contact your immediate supervisor to review the need for remote work.
· When it is deemed viable for both the Company and the employee, complete an Alternative Work Agreement.
· Informal arrangements can be pre-approved in advance without a specific date being identified.
· You and your immediate supervisor determine the best working schedule, workspace needs, and necessary check-in meetings to assess productivity.
· You are required to adhere to Company policies while working from your home office or other approved telework location.
· If you are a non-exempt employee, you are required to take a 30-minute unpaid meal break and two 10-minute paid rest breaks. 
· Additionally if you are a non-exempt employee, you may not conduct any work, including checking emails outside of your scheduled work hours. If work is conducted outside of your normal work hours, you are required to record this time and report it to your supervisor. 



E. 	Communication Expectations for Flextime or Remote Work Schedules

· Communication will be handled according to processes of the specific department and your immediate supervisor will decide on the appropriate method and schedule of check-in meetings to assess productivity.

F. 	Equipment Needs and Security for Off-Site Work
In cases where remote work is requested by the employee and it is not driven by business needs, the employee will be responsible for incurring all costs and providing all necessary equipment, equipment set up, maintenance, internet, and telephone.   

In the event the equipment has been supplied by the Company, it is to be used for business purposes only. You will be required to sign an inventory of all office property and agree to take appropriate action to protect the items from damage or theft.  Although Company data may be saved temporarily on personal computers for work purposes, it should be transferred to the Company’s computer network and deleted from an individual’s personal computer once the work project is complete. All Company data should be restricted so that others entering the alternative work site do not have access. No social security numbers, credit card information, financial information or birth dates may be taken off the Company premises as hard copy information or stored on personal computers or the Company issued laptops. 

G. 	Questions
Employees with questions about alternative work arrangements, including questions about eligibility or the approval process, or regarding the policy’s overlap with disability accommodations or protected leaves of absence, should contact the Human Resources Manager. 
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