 
Hybrid and Flexible Work Policy
Frequently Asked Questions
 
Southwestern has developed a strategy and approach for implementing hybrid and flexible work among administrative and academic support staff whose positions are conducive to these arrangements, without negatively impacting University operations. Suitability will also be evaluated on an individual basis.
 
What work arrangement options are available?
 
The program includes the following options:

Hybrid Work Arrangement: A work schedule where an employee is onsite for a defined number of days per week and works virtually for a defined number of days per week.

Flexible Work Arrangement: A work schedule that differs from a traditional schedule (e.g., defined work hours between 7:00 am–4:00 pm instead of 8:00 am-5:00 pm).
 
Remote Work Arrangement: A work schedule where an employee exclusively works remotely. This type of arrangement is not offered at this time except for rare exceptions that may be considered on a case-by-case basis.
 
What are the benefits of offering hybrid and flexible work?
 
We have identified the following benefits of offering hybrid and flexible work options:
· Increasing productivity and promoting employee retention that comes with hybrid work while ensuring high levels of engagement
· Expanding the size and breadth of labor market pools to attract a more diverse workforce
· Establishing greater competitiveness within the job market.
· Reducing commute burdens and cost of living barriers in the surrounding Austin area through hybrid work that will provide greater affordability and access for prospective employees
· Through a hybrid work approach, fostering an attractive work environment by providing opportunities for further engagement and collaboration with onsite, in-person interactions
· Maximizing the University’s existing facilities and space utilization and reducing demands on space and potential costs

 
Eligibility
 
How will eligibility be determined among administrative and academic support staff to participate in hybrid and flexible work arrangements?
 
Hybrid and flexible work will be made available to administrative and academic support staff whose positions are conducive to hybrid or flexible work. There are some roles that can only be performed on campus but there may be opportunities for schedules to be shaped in a flexible manner to benefit both the department and the employee.
 
What is the process for determining eligibility for hybrid and flexible work?
 
Senior leadership, in consultation with managers, will identify the initial positions suitable for hybrid or flexible work and will publish a list of eligible and ineligible positions.
 
Employees seeking a hybrid or flexible work arrangement must first discuss the proposed work arrangement with their supervisors. Employees then must seek authorization from the direct report to the Vice President and the Vice President.
 
What factors will be used to determine if positions are conducive to hybrid or flexible work?
 
The nature of the role, “customer” expectations, operational needs, and position level will dictate eligibility as identified by their respective Vice President in consultation with the Vice President for Finance and Administration. 
 
Who will be permitted to work outside of Texas?
 
Employees in hybrid and remote work arrangements are only allowed to work virtually in the state of Texas at this time, except for limited situations in which approval has been obtained from the Vice President.
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Expectations and Requirements
 
Will staff working in a hybrid work arrangement be asked to come to campus on a day that they might typically work virtually?
 
Employees working in a hybrid work arrangement may need to be on campus on a day that they might have typically worked virtually and should not expect that they will be able to substitute another day virtually.
 
Will staff working in a hybrid or flexible work arrangement be required to attend in-person meetings if they typically would not be onsite during the meeting time?
 
Yes, staff working in hybrid or flexible work arrangements may need to be on campus for meetings that require in-person participation on a day that they might have typically worked virtually and should not expect that they will be able to substitute another virtual day.
 
What are the expectations for staff with dependent or elder care responsibilities that have a hybrid or remote work arrangement?
 
Hybrid and flexible work arrangements are not designed to be a replacement for dependent or elder care. The focus on the arrangement must remain on successful job performance and meeting departmental and University needs.
 
How are equity and fairness incorporated into the program?
 
Southwestern is committed to promoting equity and fairness in the administration of this policy. This does not mean that all situations will be treated in precisely the same way, as the unique needs of a given department or unit may require differing approaches.
 
How will a hybrid or flexible work arrangement be documented?
 
All regular hybrid, seasonal hybrid, and remote work arrangements require a Work Arrangement Agreement (AWA) to be in place. The agreement sets expectations and should be reviewed and updated as needed and, at least, annually.
 
What are the time and attendance requirements for hybrid and flexible work?
 
Employees must discuss with their supervisors and identify a work schedule that meets departmental and University needs. Unless approved in advance, employees who are working virtually will be available and reachable during the department’s usual business hours and any other work schedule will be appropriately communicated to colleagues and customers.
 
Employees who are not exempt from the overtime requirements of the Fair Labor Standards Act (FLSA) will be required to accurately record all hours worked. Hours worked in excess of those scheduled per workweek require the advance approval of the supervisor


 
What if a staff member incurs a work-related injury while working virtually?
 
If a staff member working virtually incurs a work-related injury while working, they must notify their supervisor immediately and complete all necessary and/or management-requested documents regarding the injury.
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What technology requirements will staff members need to have in order to work virtually?
 
Employees are responsible for maintaining a minimum internet speed at their alternate work site to be verified by the University. Employees are not permitted to relocate the alternate work site to any other location with public internet or environments that may pose security concerns.
 
What information security protocols will be required for virtual work?
 
To be eligible for hybrid work, employees must successfully complete the required cyber security training and adhere to any information security protocols required by University IT.
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How will Southwestern handle staff member requests for disability accommodations for those working in a virtual environment?
 
Hybrid and flexible work arrangements may not be used to replace sick leave, medical leave, family medical leaves of absence, or disability accommodations. Requests to work in a hybrid or flexible work arrangement as a reasonable accommodation are handled through the reasonable accommodation request process.
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What equipment will Southwestern provision to staff members working in a hybrid environment?
 
The University will provide a laptop to employees working in a hybrid arrangement. All other equipment (i.e., desks, chairs, monitors, printers, etc.) will not be provisioned by the University and will be the employee’s responsibility.
 
Will reimbursement be provided to a staff member for the establishment of a virtual work location (i.e., home office supplies and equipment, etc.)?
 
Employees are responsible for the provision of internet service, phone, and appropriate furniture (e.g., suitable desk and chair) and home workspace to successfully complete their work.
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What types of training and support will be available?
 
Manager/supervisor and employee specific trainings will be offered in a variety of modalities, including e-learning, virtually facilitated classes, and in-person classes. The goal of the trainings is to set clear expectations and ensure both mangers/supervisors and supervisors
