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x Do you currently have good communication with your supervisor?
x Do you have the ability to achieve and/or maintain good communication
with your supervisor, cavorkers, and customers®orking from an
. . alternate location oftentimes prompts the need for more frequent
O)mmunlcatlon communication.
X Will you return emails, calls, and other messages in a timely manner
consistent with your ability to do so when you are-gsite?How will you
be reache@

x Do you feel comfortable with the technical, technological and other
operational systems and services needed to perform your work? Ar
you willing to learn any new ones needed?

x Forflexplace/hybrid/remote work:

&Nlces, SyStem o Do youhaveready access t@r have in placéechnical,

= technological and other operational systems and serwoesneed
and qu."pment to complete your work successfully at an alternate Bite

o Do youhavereadyaccess t@r have in placéhe supplies,
furniture, equipmentneeded to complete your work successfully
at an alternate sit@

1%}

For flexplace/hybrid/remote work schedules:

X Where do you propose to wobk

X Is your alternatevorkspace conducive to getting your work done?

X Is your alternatevorkspace safe-free from hazards and meets
ergonomic standards

X Will you be distracted in your alternateorkspacege.g., by children,
friends, television, or other responsibilities)?

x Doyou have the necessary equipmeservices and controks your
alternatework site to complete work?

X How would you ensuraccountability sahat your supervisor catrack

Performance and evaluateyour work progress and result§Phis is particularly
important for flexplace/hybrid/remote work schedules)

X Is your alternate work site and practices suitable to protecting sensit
or confidential information and data?

X Is your alternate work site and practices suitable to protecting University

property?

Can you abide by

x

Securing Universi
Information Data
and Property




There isanextra layer of challenges if you are supervising while working fron
alternate location. Considerations include:
x Wil employees haveasy access to and timely communication with you?
X How would you continue to maintain ady and balance for your staff?
x How will you measure performance and how will your metoics
methodsbe revised to support this arrangement?

Supervigg Other

Oth er X For an alternate v_vorkspgce such as your horme yau ablearrange
dependent care (i.e., childcare, elder care, or care of any other
dependent adults)?
X Whatconcerngdo youhave,or do you anticipate from your supervisor,
coworkers and customers?

Requesting a Flexible Work Arrangement

An employee isallowed only oneflexible work agreement in forcelf an arrangement includsadditional schedule
considerations, choose the arrangement type that has the most impact or implications to thendnitost stipulations
to meeting the expectationof your joh Oftentimes, but not always, these would be schedules with an alternate
workplace componentflexplace, hybrid and remote work.

Address additionadcheduleconsiderations within the arrangement request.

Submit a Submit
Request From Questionniare

Meet with
Supervisor

Determine
Eligibility

*Based on applicable * Discuss proposed *In Workday *In Workday
criteria schedule, duration, «To initiate the process  +With the proposed
parameters, arrangement details
considerations, and and supporting
challenges materials or documents

Executing an Agreement

A flexible worlarrangementis the requet by the employee that routes to all applicable levels of hierarchical refoiew
approval. Supervisors must execute tgreementas a final step by ensuring that the start date is accurate, and
selecting the end date so that the agreed upon duratiomét. Once the agreement is executed, the employee can shift
to the new schedule and/or location.



AgreementModifications

Modifications to arexecutedagreement are limited in scope as they can only address revisions to established
parameters or conditionsuch as work hours or workdays. Modifications mustdspiested in writing by the employee
andapproved by the supervispwith additional hierarchical review, as deemed appropriate, prior to approval. The
approved modificatiomequires both the employeand supervisor’s signature and date of execution, ant be

added to the employee’s Flexible Work Agreement file.

When/If aHexibleWork Arrangement Ends

Any Flexible Work Agreement may be discontinued at the discretion of the University taharoy, if in place for a
defined period of time, expire accordingly

The employee may request to discontinue the agreement.

Discontinuationof an agreemenin nonemergency circumstancesquiresthe employee to be given advance written
notice of at least 15 calendar daydn the event of a campus emergency or other matter that requires an employee to
report to their assigned campus/location, notice of less than 15 days is permitted

Resources

Flexible Work Arrangement®ebpage https://www.fau.edu/hr/employee_relations/flexwork.php




