Flexible Work
Arrangements

Supervisor’s Guide to Compressed,
Flextime, Hybrid, Flexplace and
Remote Work
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SCHEDULES WITH AN ALTERNATE LOCATION COMPONERXRRE; BHYBRID AND




Considerationsdf EstablishingléEx Work Arrangements

An employee is allowed only one flexible work agreement in fortfean arrangement includes additional schedule
considerations, choose the arrangement type that has the most impact or implications to the unit and most stipulations
meeting the expectations of your job. Oftentimes, but not always, these would be gigsedith an alternate workplace
component—flexplace, hybrid and remote worlkRequests may include additional schedule considerations that need to
be addresseds part of the supervisor’'s review

Employee Fit

Accountability, How much onsite supervision, oversight, or direction is needed by this employee?

SeltDirection s the employee comfortable with physical isolation from other employees, and can they
& Job work independently, be sellirected and follow through in accomplishing their tasks?

KnOWIedge Does this employee have the neccessary job knowledge or do they need to demonstrate
competency in a critical area before such an arrangement can be approved?

Engagement &




Communication How will workplace communication be affected by the flex work arrangemé@ufsider
communication between the staff member and internal/external customersyotkers,

and Travel supervisors, others?

How and how often will I check in with the employee to see how things are going?




Althoughflexible work arrangement schedulesay often allow staff to get work
done with fewer distractions, this does not mean that you should assign thel
more work or change expectations of their performance standards.

Maintain equitabl

expectati ons an d Arrangemenswith an alternate workplace comp
performance
standards




Managing byrResultsOutcomes

Effective performance management techniques create a resuitsited environment that enables supervisors to make a
smooth and easy transition to managiegployeeswith flexible work agreements. The key is to focus on the final

product, not the processassed to develop it. This requires joint understanding and discussion between the manager an
employee. It also requires that the manager have a strong understanding of how long tasks take to complete, and what
complexities employees must deal with to amle the outcome desired

Performance standards for employees do not change whether they asit@or remote Performance management
involves two distinct operations specifying:

9 Attainable work objectives and standards.

9 Reviewing performance and givirgptiback.

Attainable work objectives and standards



When/If aHexibleWorkplaceArrangement Ends

Any Flexible Work Agreement may be discontinued at the discretion of the University at aror tifia place for a
defined period of time, expiraccordingly

Discontinuationof an agreemenin norremergency circumstancesequiresthe supervisor/manageto give advance
written notice of at least 15 calendar days. Supervisosraanagers must ensure that:
x AllUniversity propertyisreturned in good condition.

In 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

The employee may request to discontinue the agreement.

Resources
Flexible Work Arrangements Webpadétps://www.fau.edu/hr/employee_relations/flexwork.php



https://www.fau.edu/hr/employee_relations/flexwork.php
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