Flexible Work Arrangement Policy – Sample 

Purpose
ABC Funeral Home is committed to helping employees face the demands of juggling work, family and life related issues by offering a number of possible flexible work arrangements. This provides employees with increased flexibility with their work schedule while allowing the funeral home to maintain a progressive and productive work environment. 
Eligibility
Flexible work arrangements are not appropriate for all employees or positions and are not a universal employee benefit. The following mandatory conditions must be met for a compressed work week schedule to be approved: 

· the employee must have a satisfactory attendance record 

· the employee must be meeting all performance expectations in their current role, and consistently demonstrating the ability to complete tasks and assignments on a timely basis
· the nature of the employee's work and responsibilities must be conducive to a flexible work arrangement without causing significant disruption to performance and/or service delivery 

Approval of request is at the discretion of management based on the individual and business needs.
Types of Arrangements
Arrangements typically fall into one of the following categories:

Compressed work week: allows eligible full-time employees to work longer scheduled days of work, with the intent of working fewer than 10 work days in each pay period. For example, based on a standard 40 hour work week:

· An employee works four 10-hour days

· An employee works four 9-hour days and a half day on Friday

Reduced work week: allows employees the opportunity to work fewer than the standard full-time work week.  Salary is prorated for the actual hours worked.  Eligibility for benefits, vacation, and sick leave may also be affected.

Telecommute: allows employees the opportunity to work a portion of their normally scheduled work hours from a remote location.  Given the nature of our work, most positions require employees to be on-site, however there may be some duties that may be completed off-site.

Flextime: allows employees the opportunity to work “core hours” with either early or late beginning/ending of the workday. Flextime does not alter the total number of hours worked in a week.  

Six Month Trial Period and Continuity of the Arrangement 

There will be a 6 month trial period to assess the impact of the flexible work arrangement. After successful completion of the trial period, the work arrangement will be reviewed annually thereafter to ensure continued success.
The arrangement may be canceled for any reason by either management or the employee with a 4 week notice period. The notice period may be altered upon mutual agreement.

Effect on Salary and Benefits 

Flexible work arrangements that impact total hours worked per week may result in adjustment to salary and benefits. Statutory holiday entitlement may also be impacted by flexible work arrangements.  These will be reviewed and communicated to the employee prior to the arrangement being agreed to.  

B.C. Employment Standards Act

The B.C. Employment Standards Act has specific requirements relating to hours of work and overtime. Under certain conditions, employees are allowed an opportunity to exceed 8 hours of work a day or 40 hours of work a week without overtime payment. Formalized schedules must meet the specific conditions established by the Employment Standards Act. 
Request Process
· Employees are encouraged to discuss their intentions and needs with their supervisor prior to making a formal request.   

· If a flexible work arrangement is feasible and supported by their direct supervisor, the employee makes a request in writing to the manager outlining details of the requested work arrangement, reason for the request and anticipated impact, benefits and costs. (Note: FSABC HR Toolkit provides a sample Flexible Work Arrangement Request Form)   
· Management will consider the request and communicate their decision to the employee.  
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Refer to FSABC HR Toolkit for additional information and resources
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