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The School of Humanities, Arts& Social Sciences (HASS) at Rensselaer Polytechnic Institute (RPI)supports the use of Flexible Work Arrangements (FWA) to foster a work environment that maximizes productivity and flexibility for staff. FWA will be based on the business need of HASS and may be implemented as a means of supporting the hiring and retention of a highly competent workforce through work/life balance.

FWA will be considered at the discretion of portfolio managers and the Dean.  All requests where schedules differ from the core business hours (8:30am 5:00pm, M-F) will be assessed on the HASS needs and resources before approving FWA. Managers and the Dean must ensure that sufficient staff are available on-site, when required, to provide service to the campus community during scheduled business hours and that business need is the primary driver for FWA considerations.

HASS Guiding Principles:
· FWA must ensure that the same or enhanced level of service required of the position is provided in support of our educational and research mission and essential administrative requirements.
· FWA cannot have an ongoing negative downstream impact on another person or area of responsibility. This impact may include situations when a remote work arrangement creates an ongoing increase in workload for others located onsite or when a customer would realize greater benefit from an in-person rather than virtual interaction.
· As with all their employees, managers should provide clear performance and communications expectations as well as regular performance feedback for employees.
· FWA should be reviewed at least annually and updated as needed to continue meeting both the business and individual needs.
· FWA may not be suitable for every position. Some positions require an on-campus presence to serve students or other clients and customers, require the ability to work with others on campus at specific times and shifts and/or involve tools, equipment or other apparatus that need to remain on campus.
· FWA is not a guaranteed employee benefit.
· The FWA policy may be discontinued based on the needs of HASS.

HASS approved FWA options:
1. Flexible Workday
A work arrangement with a variable daily schedule where the pre-defined start and end time may differ from the regularly scheduled workday. The number of work hours is fixed based on the employee’s position. The employee and the manager must work together to determine a specific arrival and departure time with this type of arrangement. This arrangement requires a Flexible Work Arrangement Agreement.

2. Occasional Use Flexibility
A work arrangement where employees are permitted or directed by a manager to work at an alternate work location, if job duties and technology resources permit such an arrangement, during circumstances such as inclement weather, special projects, business travel, or personal needs. These arrangements are temporary and require approval by the direct supervisor or designee and have no expectation of continuance. This arrangement does not require a Flexible Work Arrangement Agreement.

3. Fully Remote Workday
A work arrangement where the employee is permitted to work remotely full-time at an alternate work location, if job duties and technology resources permit such an arrangement. The employee who is fully remote is producing work such as data creation, data curation, data analysis, and computer programming and has limited interaction with others on campus. This arrangement requires a Flexible Work Arrangement Agreement and is typically restricted to staff titles such as Research Scientist or Sr. Research Scientist funded fully on a grant. 

Procedure to Request FWA:
· The employee proposes an arrangement to their manager or supervisor in writing.
· The supervisor reviews the proposal and consults with others for guidance as necessary. 
· The supervisor makes a recommendation to the Dean who makes the decision.
· The supervisor communicates the decision to employee.
· The supervisor and employee document an approved FWA via a Flexible Work Arrangement Agreement Form. 
· The supervisor and employee review the arrangement and make adjustments as necessary. These reviews must be scheduled at least annually and may occur more frequently, expecially at the beginning of the arrangement.
