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	Concordia University, St. Paul
	Flexible Work Plan and Agreement 



Flexible Work Plan and Agreement
This document is intended to ensure that both the supervisor and the employee have a clear, shared understanding of the employee’s flexible work arrangement. Each flexible work arrangement is unique depending on the needs of the position, the supervisor, and the employee.

Unless otherwise specified in this document, the employee or employer may end a voluntary flexible work arrangement at will. 
Employee Remote Work Information
	[bookmark: gjdgxs][bookmark: 30j0zll][bookmark: 1fob9te][bookmark: 3znysh7][bookmark: 2et92p0][bookmark: tyjcwt]Employee:
	[bookmark: Text1]          

	Job Title:
	[bookmark: Text2]        

	Department:
	[bookmark: Text3]        

	Supervisor:
	[bookmark: Text4]       

	Type of remote work arrangement:
	[bookmark: Text5]        

	Arrangement effective dates:
(Leave the end date blank if not applicable.)
	[bookmark: Text6][bookmark: Text7]   Start Date                                      End Date        


Equipment and Expenses
We will provide our flexible work employees with equipment that is essential to their job duties, such as laptop computers.  The university will install VPN and university-required software when employees are approved for a flexible work arrangement (including jabber for managing phone responsibilities).  Such equipment and software is university property.  The university retains control over the property and reserves the right to monitor university property even when used at your location away from your predominant workplace.  Employees must keep it safe and avoid any misuse.  Specifically, employees must:
	· Keep their equipment password protected
	· Refrain from visiting untrustworthy or suspicious websites

	· Store equipment in a safe and clean space when not in use
	· Only download authorized software with prior approval

	· Follow all data encryption, protection standards, and settings and maintain adherence to FERPA
	· Keep confidential information in locked spaces within their alternate worksite



Job Duties
The general expectation for a flexible work arrangement is that the employee will continue to effectively accomplish his or her regular job duties, regardless of work location. If there are flexible work-specific job duties and/or expectations, specify them in the box below, or enter NA.

	[bookmark: 1t3h5sf]Department-specific expectations for a successful flexible work arrangement:
(Attach position description)
	[bookmark: Text8]       


Work Schedule
	[bookmark: 4d34og8][bookmark: 2s8eyo1][bookmark: 17dp8vu][bookmark: 3rdcrjn][bookmark: 26in1rg][bookmark: lnxbz9][bookmark: 35nkun2]Regular work schedule:
Leave blank if all work is being done outside of the predominant work location.

Work period for regular work days:
	[bookmark: Check1]|_| Monday
	[bookmark: Check3]|_|Tuesday
	[bookmark: Check5]|_| Wednesday

	
	[bookmark: Check2]|_|Thursday
	[bookmark: Check4]|_|Friday
	

	
	[bookmark: 1ksv4uv][bookmark: Text9][bookmark: 44sinio][bookmark: Text10]From          To      




	[bookmark: 2jxsxqh][bookmark: z337ya][bookmark: 3j2qqm3][bookmark: 1y810tw][bookmark: 4i7ojhp][bookmark: 2xcytpi][bookmark: 1ci93xb]Flexible work schedule:
Check days that apply.

Work Period for flexible work days:
	|_| Monday
	|_|Tuesday
	|_| Wednesday

	
	|_|Thursday
	|_|Friday
	

	
	[bookmark: 3whwml4][bookmark: 2bn6wsx]From            To           


Flexible Work Arrangement Modification
[bookmark: qsh70q]If either the employee or the supervisor needs to modify or end the flexible work arrangement, record how that change will be communicated and how much advance notice will be required. An email or phone call may be sufficient for short-term or unexpected schedule changes. However, some jobs may require more notice. Specify any details about changes to the arrangement. All employee-proposed changes are subject to departmental approval.  Notification of a university-ended flexible work arrangement will be provided with two weeks’ notice.
	How to make changes to the arrangement:
	[bookmark: Text11]          


Flexible Work Arrangement Review 
Specify a date to meet and discuss the effectiveness of the flexible work arrangement.  Note that earlier or more frequent flexible work plan reviews may be initiated by the manager when warranted.

	[bookmark: 1pxezwc]Initial flexible work arrangement review date (<= 60 days):
	[bookmark: Text12]        



	[bookmark: kix.m3ql93gb4pwf][bookmark: _3as4poj]Ongoing flexible work plan review date (annually at minimum):
	[bookmark: Text13]         


[bookmark: _7kolubbgax37]Additional details
	[bookmark: 49x2ik5]Add any other information applicable to this arrangement:
	[bookmark: Text14]         



This agreement is subject to the employee satisfying the following conditions on a continuing basis:
· The employee shall perform all job duties at a satisfactory performance level.
· The employee's work schedule does not interfere with normal interactions with his/her supervisor or department leader, co-workers, or students whom s/he serves.
· The employee's work schedule does not adversely affect the ability of other company employees to perform their jobs.
· The employee will remain accessible to co-workers scheduled to work during the company's traditional business hours and be available by traditional means including email, phone, and chat functions during work hours.
· The employee's paid leave will be earned and used in the same manner as prior to this flexible work arrangement agreement and be subject to all other applicable company leave policies.
· Non-exempt employees, or employees who, under the FLSA, must be paid overtime compensation for hours worked over 40 in a workweek, must be paid for all hours worked.  Non-exempt (hourly) employees are required by law to accurately track all hours worked on their timesheet for each day when the work actually occurred, even if the hours worked are different from the employee’s regular hours.  Falsifying time records or working “off the clock” is strictly prohibited.  Non-exempt employees must not work over 40 hours in a pay period week (Saturday at 12:01 am until Friday at 11:59 pm) unless authorized in advance by their supervisor.
All of the employee's obligations and responsibilities, and terms and conditions of employment with the university remain unchanged, except those specifically changed by this agreement and the flexible work framework. Any noncompliance with this agreement by the employee may result in modification or termination of the flexible work arrangement established by this agreement.
I have read and understand this agreement and all its provisions. By signing below, I agree to be bound by its terms and conditions, including maintaining homeowner’s or renter’s insurance for liability purposes.


Employee signature: __________________________________________________________, date: ____________________________

Supervisor signature: __________________________________________________________, date: ____________________________

Department VP Signature:  ____________________________________________________, date: ____________________________

Human Resources signature: __________________________________________________, date: ____________________________
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