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Flexible Work Arrangement Types

= Ad Hoc arrangements allow employees to work off-campus site during
circumstances such as inclement weather, special projects, or business
travel. These arrangements are temporary and have no expectation of
continuance.

= Compressed Workweek arrangements are available only to employees
with fully in-person schedules. They allow employees to work their hours
over less than five days per week. For example, a 40-hour work week can
be four 10-hour days Tuesday through Friday and Mondays off.
Compressed Work Week cannot be combined with any other flexible work
arrangement type.

= Flex Workday schedules allow employees the flexibility of a start and end
time that differs from the regularly scheduled workday. This may include a
split schedule where an employee works in two or more periods (for
example, the employee works 9AM-12PM, with a break in between, and
then again from 3PM-7:30PM.

Rutgers Future of Work
FlexWork@RU Information Session



Flexible Work Arrangement Types

= Fully Remote arrangements allow employees to perform job responsibilities
at an alternate work location for all scheduled work days in a workweek.
Employees must live in NJ, NY, PA, or DE and be within a commutable
distance to campus. Fully remote work arrangements may only be
considered under extraordinary circumstances for a period not to exceed
one year with the potential for yearly renewals based upon circumstances.

= Hybrid arrangements allow employees to work at an assigned work location
for a minimum number of days during a work week and at an alternate work
location for the remaining scheduled work days in a work week. Employees
must live in NJ, NY, PA, or DE and be within a commutable distance to
campus.

Rutgers Future of Work
FlexWork@RU Information Session



Background v

ation.

rmine our best pal
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Policy 60.3.22

Current policy in effect until 8/31/22

Draft policy in effect on 9/1/22- |
For regularly appointed non-aligne

staff

Relaxed during pilot program year

Includes: |
Expanded FWA offerings

and definitions
Application requirements

Approval authority

All current flexible work
arrangements and

telecommuting agreements
expire on August 31, 2022

k
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THE STATE UnivERs,yy
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UNIVERSITY POLICY

Flexible Wark Arrangements for Regularty Appainted Staff

mm secuu" Titte

Approval Senior Vige Presidentmr
Authority: Human Resources

Human Resources (HRj:
Nan-Academic Employees

Adopted:

Responsibie Senior Vice President for
Executive: Human Resources

Responsible Uni versity Human
Office: Resources

1. Policy Statement

07120 13, 09/0g/2013 {Updated title and
Section 3y G;-’.'ESI?MD; as/m122 {Updated
tille and poligy,

Bolicies @hr rutgers edy

Revised;

Regulany appointed staff Employess may be eligible ta Participate in Tlexible work
ATangements that differ from their standarg workweek in specific circumstances including
those outiined in the definitions section beigw.

2 Reason for Policy

Rutgers j5 committed to workplace excellence. One of the ways in which we can achieve this
is by Providing g variety of flexible work options. Flexible work optiens can help us achieve

many ohjectives: enhancing the student and patient Experience and employee work-jife
baiance ang weillbeing; Supporting the recruitment ang retention of top taient and

EMployes pmducnviw and peﬂormance, and Supporting business continuity plang. This poilicy
details the eligibility criterig &nd guidelines for flexible work amangements for regularly

3. Who Shoulg Read This Policy

This policy is appilicable tg nonafigned Rutgers employees.

4 Resources
a
b Paolic:
[% Flexible Work Arrangements Website
*  Flexible Work Arrangemems Guidelings
*  Department Needs Assessment and Team Agreement
*  Flexible Work Arrangement Dzcigign Tree
*  Flexible Work Training Resources
5 Definitions
Al policies are subject to amendment, Please refer to the Rutgers Unn.versi‘ty Policy Library website
olic; utgers edu) for the official, most recent version,
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Frequently Asked

Questions

A robust list of FAQs is
available on the future of T —

GENERAL INQUIRIES

work website. e

v Whatis a Flexible Work Arrangement?

Ad d iti O n a I q u eSti O n S Wi | I v Whois eligible for a flexible work arrangement?

~ Does this policy apply to faculty?

be added based on e

. . v Can student workers apply for a flexible work arrangement?
COI I l I I I u I l Ity I n p u t . ' Whatif | do not work on campus? Does the 3-day minimum still apply?

v Will Rutgers offer flexible work arrangements on a permanent basis?

v Can employees participate in multiple flexible work arrangements?
v Are flexible work arrangements available to newly hired staff?

Vv Are there specific procedures that need to be followed to implement a flexible work arrangement?

v How are decisions made about el ﬁ g for a flexible work ananﬁement?

FAQS FOR EMPLOYEE APPROVED FOR FLEXIBLE WORK ARRANGEMENTS

v Whatis expected from me when | am working remotely?

v Whatdo I do if my flexible work arrangement is not working out?

“  Willthe university provide me with equipment and supplies to work remotely?

v What happens if | have connection issues while working remotely?

v How does this policy impact employees who accepted a job offer for a fully remote position at Rutgers and live out-of-state?

“ What happens to my flexible work arrangement if | transfer to another department and/or get a new position?

FAQS FOR DEPARTMENT HEAD/SUPERVISOR

v What resources are available to help supervisors make decisions with respect to flexible work arrangements?

How should a supervisor handle a situation where it may be appropriate to approve one staff member's request for a flexible work arrangement and deny the request
of another?

Rutgers Future of Work
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v How will staff members’ performance be evaluated while working remote?




For Hiring Managers

A Flexible Work Arrangement
Feasibility Assessment is available on
the future of work website for hiring
managers to determine the suitability
of vacant positions for flexible work.

Beginning on August 1, a new feature
will be made available in ROCS to
allow hiring representatives to
indicate whether a job posting is
eligible for flexible work (through the
end of the FlexWork@RU Pilot
Program) or requires a fully on-site
presence.

More information will be announced
later this summer.
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% Step 2 | Attend a FlexWork@RU Info Session

Step 2
Attend a
FlexWork@RU
Information
Session

" Register on Step 2 - You are Here!

the Future of L o ) : .
Work Website = Additional training materials, including a FlexWork@RU
* Submit System user guide, will be available on the future of

estions )
ﬂﬂrin; work website.

registration = Please encourage your colleagues and supervisors to

" Attend sign up and attend a session.
session
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"T'@ Step 3 | Determine Eligibility

Step 3

Determine initial
FlexWork@RU
arrangements

FlexWork@RU Pilot Program Guidelines

FLEXIBLE WORK ARRANGEMENT TYPES

= Review job
descriptions . . .
and CARFs FlexWork@RU Pilot Program Guidelines

= Use FWA . : -
guidelines and = Determine suitability based on:

Decision Tree o Service impact

to determine

suitability Position requirements

O
o Employee well-being
o Department culture and operations

Rutgers Future of Work
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"T'@ Step 3 | Determine Eligibility

Flexible Work Arrangement |
Decision Tree W Rur Clas i

= This resource can be used by Flexible Work Arrangement Decision Treo
department heads as a guide to 17 opermentHoad orDesigneg
determine eligibility of their staff for
flexible work arrangements.

= |t begins with a review of CARFs
and job descriptions to determine
how the position requirements and
service populations may be
impacted by a flexible work
arrangement.

Rutgers Future of Work
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Complete
Department
Needs
Assessment

* Meet with team
to fill out
Departmen
Needs
Assessment and
Team Agreement

» Send completed
agreement to
team members
and Department
Heads
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RUTGERS

Department Needs Assessment and Team Agreement
for Department Head or Designee

Overview: Rutgers continues to be a university where teaching, the student exp e
activities thrive through vibrant, in-person, on campus engagements among stuc
Work arrangements for employees must be guided by our ability to achieve the
our commitment to effectively serve the needs of our students and patients. o _'(,:Gﬂside, Your

‘ake the y; €AM’S Corg .

o . . ) i me to con;, "€ Priorig

Why this matters: Flexibility differs with each role, service population, work sit : v\f:ha( are the Gb"f’:::ier the wnrkin;’::"i':d 2Xisting dynam
Department Needs Assessment can bridge these differences, helping teams ¢ . H hatis the Nature D:;,S?')’Durtaam's fo”“’ss the ream_';c:f,,
collaborate by discussing and agreeing to certain principles and guidelines the . ’;"”9 135 the teg p o'k (.9, v:ouabc,c‘;fnem Projects a:;ﬂmp/e.
waorkstyles on the team. All workplace options for individuals should align with * Which gl :"eadyn i OKing togethgrs - O Milividualyy SMMual goalsy
needs, in addition to alignment with Rutgers’ flexible work arrangement (FW2 * Are g, Would a 911 8 hybrig o,

{new e DoCasiang when : he team 1 eliver h'mnme”‘?

Proj i i i
Your role: As a Department Head, you have the opportunity to lead your tea Team Agrsemmeny. IS, projects with p,,vg,',"?f:;:’“ for the reﬂ,.f,'e ;"b’;"“"‘»‘e 204 Maxitnize fey
agreement that clearly outline how the team will work together and support ¢ ) SPendence, minsnont?,?f(hw in the 55 enlzx'b;'"y?
‘Cation

applicable on-site and/or remote workforces.

Determining suitability for flexible work arrangements: To inform the c \
Heads must first review position job descriptions to determine if flexible wo
appropriate for their team dynamic. Many resources to aid in this evaluatio
Guidelines.

'g or Creativg word

, ete.)?

Establishing team agreements: To create these agreements, you will ne
conversation with your team that considers business needs, individual ne
broadly, and how the needs of the population(s) you serve are best met.
agreement encourages engagement and supports equity within your def
Wer d that you lete the following steps:

p

Collaborate with your team by establishing the context of th
= Who will be working from where (in a regular week)?
What do you want to do in real-time and what can be ¢
= How and when you want to collaborate and communic
What equipment is necessary and available to comple
How can you hold each other accountable?

Team Agreement:




Step 5 | Employees Submit FWA Application

Step 5 FlexWork@RU Application System
Employees = The system will go live on or about July 20
submit FWA ey . .

applications by = All initial FWA applications are due by August 15

August 15 = Employees will navigate to the myRutgers Portal and
select PeopleSoft Management

= Under Self Service you will find Flexible Work

Arrangement
. If applicable; Favarites Main Menu > Self Service > Flexible Wiark Arrangerment
have employees
review the Flexible Work Arrangement Requests Summary
Expectations for Jane Dos

RemOte Work Before creating a new request, you must review the Rutgers Flexible YWork Arrangerment
H Fuolicy, Flexible ¥Work Arrangement Guidelines website, and complete a Departrnent MNeeds
webSIte Assessment £ Team Agreerment with your superisar.

= Employees apply

If you plan to request a flexible wark arrangement where you waork remotely, please ensure you

for FWA through have a Remote Work address and phone number on the self service Horne and Mailing
Address and Phone Mumbers pages in order to submit the request successfully. Even if your
Flexwork@RU remote work address and phone number are the same as your home/mailing address or

home/cell phone number, a new Remote Work type needs to be added.
System by 8/15

There are no requests to display.

| Create New FYWA Request |

Rutgers Future of Work
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Step 5 | Employees Submit FWA Application

Remote Work Details

= Employees requesting flexible work arrangements with 1 or more remote
workdays must first enter a remote work location and phone number

Favovrites MainvMenu »  Self Sver\fice »  Personal Igformation > Home and Mailing Address

Home and Mailing Address

Jane Doe

Address Type Status Az OF Country Address Edit

1010 TestAddress
Home Current 062452022 ISA Edizon, M 02320 i
hiddlesex

*Address Type: | Remote Work v | oAdd

Phone Humhers

Phone Type *Telephone Extension Preferred Delete
Business |848-445-3786 | i
Wobile 732-555-1234 | O i
Home 908-555-4321 | O i
Femote Wor v |T32-555-1234 | | ] I}

 Add Phone Number




Step 5 | Employees Submit FWA Application

Additional Application Questions
= Was the Department Needs Assessment complete?

= Has an Annual Outside Activity Questionnaire been complete (in compliance
with Rutgers policy 60.3.2)?
= Other questions include:
o Department Head name (for application review notification)
o Type of flexible work arrangement ——e
o Start and end date —— e
O

Schedule for each day
(including if remote or in-person)

List of university assigned equipment
List of on-site and/or remote duties
o Acknowledgements regarding policies

Have you

Rutgers Future of Work
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5 Step 6 | Review FWA Applications

000

Step 6 Review of FWA Applications Complete in
RS the FlexWork@RU Application System

applications by
September 1 = All applications must be reviewed and approved or denied

prior to September 1

= Department Heads will navigate to the myRutgers Portal
and select PeopleSoft Management

= Under Manager Self Service they will find Flexible Work

» Department Heads Arrangement
Review Compressed
workweek, Flex
workday, and Hybrid
(1 _2 d ays rem Ot e) Favorites - MainMenu > Manager Self Service > Flexible Work Anrangsment
= Cabinet Officers Flexible Work Arrangement Requests
Review Hybrid (3-4 Harme - T F—— Depl  Dept Neseription U R
days remote) QOO 0 OB PenadoprLl-Supessr 10229 Enan- Compuing Senices ASSOCOIRINFOTECH  Viewuirove Renuest
* UHR Reviews Fully ane Dz coosers 0] fpemoemzlenied 10715 Mmiristralie Systems |APPLIGATION DEVELOPER _|View Reauest
remote P cooeee] O] e e 10234 |FohoolcfGracuare Stiles |ASS06 DEANI Eee

Rutgers Future of Work
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Approval Authority

Employees eligible to work remotely will be expected to be on-campus or at
their official university assigned work location a minimum of 3 days per week.

Department Heads can approve flex workday schedules, compressed
workweeks, and Hybrid (1-2 days remote).

Department Head and Cabinet Officer approval is required for Hybrid
(3-4 days remote).

Department Head, Cabinet Officer and UHR approval is required for fully
remote applications.

If an application is denied, Department Head must leave comments (open
text field).

Approver C

Request Submitted By John Srith Request Submitted On - 06/24/22 5:03:26PM

Supervisor Approved On

Level-2 Approver l "] Level-2 Approved On

N




= Aam’a 028 o
= B & a LS

Recap of All FlexWork@RU Steps

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
Attend a Determine initial Complete Employees S,
FlexWork@RU FlexWork@RU FlexWork@RU Department submit FWA

Information arranaements Needs applications by
A Session J Assessment August 15

Review
applications by
September 1

= Visit the = Register on = Review job = Meet with team = If applicable, = Department Heads
Future of Work the Future of descriptions to fill out have employees Review Compressed
Website Work Website and CARFs Department review the workweek, Flex

= Read the = Submit = Use FWA Needs Expectations for workday, and Hybrid
Flexible Work questions guidelines and Assessment and Remote Work (1-2 days remote)
Arrangement during Decision Tree Team Agreement website = Cabinet Officers
(FWA) Policy registration to determine = Send completed = Employees apply Review Hybrid (3-4

= Understand the = Attend suitability agreement to for FWA through days remote)
FWA Guidelines session team members FlexWork@RU = UHR Reviews Fully

= Review FAQs and Department System by 8/15 remote

Heads

Rutgers Future of Work

FlexWork@RU Information Session




RUTGERS

< C' & uhrrutgers.edu/future-of-work/home e w *» 0O m i

Rutgers Home | New Brunswick | RBHS | Newark | Camden Q

RUTGERS

University Human Resources

FlexWork@RU v Resources v FAQ Background v

Child and Family Care
Resources

Computer Equipment
Guidelines

My Wellness App

Technology Resources for Rutgers FUT.U re Of WO rk

Warking Remotely

Well-being Resources The COVID-19 pandemic has significantly changed the nature of work across every sector of the American
workforce, including higher education. Capitalizing on lessons learned over two years of remote work and
virtual student services and instruction, Rutgers established a Future of Work (FoVW) Task Force to help
determine our best path forward and support the evolving needs of our community.

. ' ; ; _ 4y 659PM
ﬂ £ Type here to search @ ssr ~ald oD i =}
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Rt

THE STATE UNIVERSITY
OF NEW JERSEY

Please visit

for more details


https://uhr.rutgers.edu/future-of-work/home
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