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Policy Name
Workplace Flexibility

Purpose and Scope

Alvernia University recognizes that flexible work arrangements can support operational effectiveness, employee
satisfaction, and the recruitment and retention of top talent. This policy outlines eligibility, responsibilities, and
expectations for hybrid, remote, and flex-time work while reinforcing the University's student-centered mission and
residential campus experience.

The development and implementation of this policy are grounded in the following core pillars:

e Student Experience — Prioritizing accessibility, engagement, and support of students in all work arrangements.

e Customer Service — Ensuring continued responsiveness and high-quality service to students, colleagues, and
community partners.

e Operational Excellence — Promoting efficiency, accountability, and productivity across departments.

e Employee Engagement & Development — Supporting the well-being, professional growth, and satisfaction of
employees.

e Community & Mission Integration — Maintaining a strong on-campus presence that supports collaboration,
community-building, and Franciscan values at the heart of the University's mission.

e Flexibility with Accountability — Providing adaptable work options while upholding clear performance
expectations and institutional needs.

This Workplace Flexibility Policy governs the eligibility, approval, and ongoing management of workplace flexibility
arrangements. Supervisors are empowered to coordinate departmental needs, ensuring high-quality service delivery and
effective University operations.

This policy does not govern how individual roles or positions are to conduct their duties and responsibilities. Employees’
duties, functions, and performance expectations are established and defined by the official job description for each

position.
Responsibilities
Title or Role Definition and What They Are Responsible For
Vice President of Business Maintains and enforces this policy. Receives exceptions to the policy.
Affairs
Senior Leadership Team Serves as final approval for policy and assists with reviewing exceptions
to the policy.
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Policy

1. Definitions

On-Campus Work — Traditional Schedule: A standard 30+ hour workweek performed entirely on Alvernia University-
owned/operated properties or University business sites. Applies to both exempt and non-exempt roles.

Hybrid Work: A scheduled blend of on-campus and remote work based on department, role, and university needs.
Generally, it applies to exempt employees. Employees approved for hybrid work are required to be physically present on
campus at least 50% of their scheduled workweek, including weeks that contain holidays, university closure days, or
scheduled times off.

Remote Work: A work arrangement where job duties are performed exclusively outside of university business sites.
Generally, it applies only to exempt employees whose roles can be completed off-site.

Flex-time: Adjustments to the timing of work hours without reducing the total number of required hours worked each
week. Includes staggered shifts or non-traditional start and end times. May be available to non-exempt roles.

Short-Term Work Accommodations: Infrequent, short-term adjustments to the standard work schedule or location made
to address occasional personal or life needs (e.g., being present for a home delivery or contractor visit). These
accommodations are not part of a formal flexible work arrangement and are typically approved on a case-by-case basis
by the employee’s supervisor, based on departmental needs and operational impact. Employees whose accommodation
becomes routine may be required to submit a formal Workplace Flexibility Agreement Form.

Satisfactory employment — performance evaluation rating of at least meets expectations on the most recent review.

Remote-Eligible Position - A role whose primary duties and responsibilities can be effectively completed off-site, with
minimal need for on-campus presence. Final approval must be granted by the President or designee in consultation with
HR and department leadership.

Scheduled Hours — The period during the standard workday when employees are expected to be available and responsive.

University Business Sites - The University recognizes that specific roles may require employees to perform work at
locations other than their primary University office or home-based remote worksite. In such cases, employees may be
assigned to conduct University business at unrelated University properties or other designated business sites. Work
performed in these locations remains subject to all University policies, procedures, and expectations. Employees are
considered to be conducting official University business while at these alternate sites.

Exempt/Non-Exempt Employees — See Employee Handbook
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Eligibility Criteria

Employees must complete 90 days of continuous employment in good standing—defined as achieving “Meets

Expectations” or higher on their most recent performance evaluation—before being eligible to be considered for a

request for workplace flexibility, unless hired directly into a designated remote-eligible position.

Workplace flexibility arrangements (remote, hybrid, or flex-time) may be temporarily suspended or restricted during

critical operational periods when in-person presence is essential to supporting students, faculty, or campus operations.

These peak “blackout periods” are determined by each department, in consultation with Human Resources, and generally

include:

Start and end of academic semesters

Orientation and Welcome Weeks

Major campus events (e.g., commencement, Connection Days, Packapalooza, professional development)
Registration deadlines

Periods of high student traffic or public engagement

Supervisors will communicate blackout dates as soon as they are known. Employees must adjust flexible work

arrangements to prioritize these service needs. This may result in a reduction in flexibility to meet University and

departmental needs.

2.1.Supervisory Roles:
Supervisors with significant team oversight responsibilities—typically those with more than three (3) direct reports or

oversight of core student-facing services—are not eligible for remote work to ensure leadership presence and service
continuity. Supervisors are responsible for coordinating schedules to balance workplace flexibility with operational
needs. As a best practice, departments should maintain at least 50% on-campus staffing on any given workday to

preserve service levels.

2.2.0ff-Site University Business:

The University recognizes that not all business occurs on University-owned property. Employees working at approved
off-site business locations, or other designated sites necessary to fulfill their duties, are considered to be performing
official University business and contributing to departmental and institutional obligations.

2.3.Short-Term Scheduling Needs:
Employees are expected to exercise professional judgment when managing occasional, short-term scheduling

adjustments. These informal adjustments do not constitute a formal flexible work arrangement but must not disrupt
departmental operations, service delivery, or accountability for assigned responsibilities. Employees must maintain
timely communication with supervisors to ensure alignment with operational requirements.
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3. Eligibility Limitations

Specific student-, employee-, and community-facing positions may have limited eligibility for workplace flexibility due to
the nature of their responsibilities. The Office of Human Resources, in consultation with department leadership, may
designate roles as ineligible.

4. Approval Process

All requests for Workplace Flexibility work arrangement requests must be submitted using the Workplace Flexibility
Agreement Form, which outlines duties, location, schedule, requirements, and measurable outcomes.

Supervisors will initiate the Workplace Flexibility Agreement Form on behalf of their employees. The form will receive
conditional approval from the appropriate Vice President before being forwarded to Human Resources for review and
compliance. Final determination will be made by the University President, in consultation with the Office of Human
Resources. Once approved, employees will be required to review and acknowledge the arrangement by signing the
agreement, confirming their understanding and acceptance of the policy.

A 30-day performance review will be conducted after initial approval. Continued eligibility depends on satisfactory
performance. Failure to achieve a satisfactory evaluation will result in the temporary revocation of remote privileges for
a period of 90 days.

All arrangements must be documented by a completed Workplace Flexibility Agreement Form, housed in the employee's
HR file.

HR will maintain a central record of all approved flexible work arrangements and review them on an annual basis.
Workplace Flexibility participation will be factored into annual performance reviews, particularly in assessing
collaboration, communication, and productivity. All approved arrangements are subject to review at least annually or
when performance concerns arise.

5. Expectations & Guidelines

This policy supersedes all previous informal or written agreements regarding remote, hybrid, or flexible work schedules.
All prior arrangements are considered void unless formally renewed under the terms of this policy. Employees with pre-
existing arrangements at the time of this policy’s effective date will be given a 60-day transition period to comply. During
this period:

e Supervisors must review all existing Workplace Flexibility agreements.
e Each arrangement must be formally re-approved in writing, using the Workplace Flexibility Agreement Form.

e Any arrangement not reviewed and approved within the 60-day window will automatically expire.
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5.1. Expectations and Guidelines for all Employees

5.1.1.Availability & Communication

To ensure operational continuity and collaboration, employees working remotely or in hybrid arrangements are
expected to:

e Be actively available during scheduled work hours, as agreed upon with their supervisor.

e Remain accessible through university-approved communication platforms (e.g., Microsoft Teams, Outlook)
during scheduled hours unless attending meetings, university events, or taking approved time off.

e Clearly indicate work status (e.g., available, in a meeting, on break) via Teams or equivalent platform.

e Respond to internal communications (emails, chat, etc.) within one business day, unless otherwise
communicated or excused (e.g., PTO, medical leave).

e Participate in recurring one-on-one and/or team meetings, including weekly check-ins to review progress,
blockers, and upcoming goals.

e Attend all mandatory departmental meetings, mandatory training, and university-sanctioned events, in-
person, unless otherwise excused.

5.1.2.Work Performance

To maintain accountability and transparency, employees working remotely or in hybrid arrangements are
expected to:

Maintain and regularly update a task or project tracker (as designated by the supervisor) outlining deliverables,
deadlines, and progress.

e Provide milestone updates at agreed intervals or project checkpoints.

e Use university-approved time tracking or productivity tools (e.g., ADP) accurately and consistently, where
required.

e Deliver work at the same level of quality, timeliness, and professionalism as would be expected in an on-
campus environment.

5.1.3.Work Environment

To ensure a productive and compliant remote working environment, working remotely or in hybrid arrangements
is expected to:

e Remote work is generally limited to Pennsylvania or approved neighboring states. Any exceptions require
written approval from Human Resources, in consultation with Payroll and Legal, to ensure compliance with tax,
labor, and insurance laws.

e Remote/Hybrid/Flex-Time work is permitted only within the United States.

¢ Employees must maintain a safe, quiet, and distraction-free remote worksite.
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e Remote work is not a substitute for primary caregiving. Appropriate child or elder care arrangements must
be in place during scheduled work hours.

¢ Employees must promptly notify their supervisor of any disruptions to internet connectivity, caregiving
plans, or home office setup that may impact work continuity.

5.1.4.Technology & Security

To protect university resources and maintain data integrity:

e Ensure areliable, high-speed internet connection capable of supporting video conferencing and daily tasks.
e Use only university-issued devices for work-related activities, unless otherwise approved.
e Adhere to all IT security protocols, including but not limited to:

o Secure login practices

o Use of VPN (if required)

o Protection of confidential data

o Remote workers may be required to be on-site monthly for software/system maintenance updates.

e The university does not provide home office furniture or equipment. Employees are responsible for
maintaining an ergonomic and functional workspace.

5.1.5.General

e Accurately track and report time worked, using university-approved systems, in accordance with HR policies
and applicable wage and hour laws.

e Request and record leave time (sick, vacation, personal, etc.) through the appropriate HR channels, following
all leave policies outlined in the Employee Handbook.

e Maintain full compliance with the Employee Handbook, as well as all other university policies, procedures,
and conduct expectations while working remotely or on a flexible schedule.

e Accept responsibility for any incidents or injuries that occur outside of:
o Approved working hours
o The designated home workspace

Alvernia University assumes liability only for incidents occurring during approved work hours and in the
designated remote work location.

e Immediately report any work-related injury or accident that occurs during remote work to Human Resources.

o Delayed reporting may impact eligibility for workers’ compensation or related benefits and may be subject
to additional HR review.
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5.2. Additional Expectations and Guidelines for Supervisors

Supervisors overseeing remote, hybrid, or flex-time employees are expected to:

e Set clear performance expectations, including communication norms, deliverables, response times, and availability.
e Evaluate performance fairly and consistently, focusing on outcomes, not physical presence.

e Adjust supervision strategies to support the unique needs of remote or hybrid teams, ensuring consistent
engagement and feedback.

e Ensure remote/hybrid employees have access to the necessary tools, resources, and support to perform their
duties effectively.

e Actively include remote/hybrid employees in all relevant departmental planning, communication, training, and
engagement activities.

e Provide coaching, support, or retraining for employees whose performance or home work environment no longer
meets the standards of this policy.

e Work in collaboration with HR to address compliance issues, manage performance concerns, or revoke
remote/hybrid privileges if necessary.

e Ensure adequate on-campus coverage to meet departmental and student service needs.

o Best practices, departments must maintain at least 50% of staff on-site at any given time, with adjustments for
seasonal or peak operational needs.

e Establish clear, measurable performance metrics and maintain open, constructive communication.

e Process documentation of all Workplace Flexibility agreements, reviews, and decisions, in accordance with HR
requirements.

6. Limitations & Conditions

6.1. Institutional Priorities

The University reserves the right to suspend or modify flexible work arrangements during institutional peak periods or
critical operations when full on-campus staffing is necessary to maintain service levels, ensure student support, or
fulfill campus engagement expectations.

6.2. Work Flexibility is Not Guaranteed
Remote, hybrid, and flex-time arrangements are privileges, not entitlements. These arrangements may be altered,

suspended, or revoked at any time based on operational needs, individual performance, policy non-compliance, or
other business considerations.

6.3. On-Campus Obligations
Employees with flexible work arrangements may be required to report to campus for meetings, trainings, special

events, or other in-person responsibilities as determined by their supervisor or department leadership.
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e Travel/commuting costs are not reimbursed, even if the employee is primarily remote and only occasionally
required to report to campus.

6.4. Supervisor Accountability

Supervisors are responsible for consistently monitoring, enforcing, and documenting adherence to this policy within
their teams.

e Failure to uphold policy standards may result in the suspension or revocation of flexible work privileges for the
entire department or unit.

e Supervisors must work in partnership with HR to proactively address performance issues or coverage gaps related
to flexible work arrangements.

6.5. Applicability
This policy does not apply to full-time faculty, temporary employees, contractors, graduate assistants, or other types

of student workers unless explicitly designated by Human Resources.

7. Flex-time Work

Alvernia University supports flexible work arrangements when they align with the university's mission, departmental
needs, and employee performance. Flex-time arrangements may support employee work-life balance when they align
with operational needs and performance standards. Abuse or misuse of flex-time may result in the revocation of the
arrangement and disciplinary action.

7.1. Definitions

Flexible work hours refer to adjustments to the standard full-time schedule (typically 7.5-8 hours/day, Monday—
Friday), such as:

e Staggered start/end times (e.g., 7:00 AM or 9:30 AM)
e  Split shifts (e.g., 7:00-11:00 AM and 3:00-7:00 PM)

¢ Daily flexibility around peak hours, typically requiring availability between 10:00 AM—-3:00 PM unless otherwise
approved

Flex-time arrangements:

e must be formal and documented. They do not include short-term work accommodation, such as briefly leaving
work to accept a delivery or working an extra hour one day to accommodate a personal appointment the next.
Any recurring or significant changes must be approved through the formal flex-time request process.

e are not a substitute for remote work or caregiving accommodations.
e do not permit compensatory time off (comp time) for exempt employees unless otherwise required by law.

7.2. Eligibility & Approval

e To be eligible for a flex-time arrangement, the following conditions must be met:
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e The employee’s role must support independent or asynchronous work, without negatively affecting service
coverage or team operations.

e The employee must be in good standing with no recent disciplinary actions or performance concerns.

e The arrangement must be pre-approved by the employee’s supervisor and formally documented with Human
Resources using the Flex-Time Agreement Form.

e Supervisors must evaluate requests based on:

e Departmental operational hours and student service responsibilities
e Coverage needs during peak or high-demand periods

e The employee’s performance history, attendance, and reliability

Note: Flex-time may not be appropriate for roles that require constant in-person presence or high volumes of student-
facing interaction unless full coverage is ensured.

7.3. Expectations

Employees approved for flex-time arrangements must:

e Work their full scheduled hours, as agreed upon in the flex-time arrangement

e Accurately log time worked if in a non-exempt role, in accordance with wage and hour regulations
e Remain available and responsive during scheduled departmental hours

e Attend all required meetings and events, in-person or virtual

e Follow university leave, break, and meal period policies

e Notify their supervisor in advance of any anticipated deviations from the agreed-upon schedule
Supervisors of employees approved for flex-time arrangements must:

e Ensure adequate in-person coverage at all times

e Use the university’s standard Flex-Time Request Form for all arrangements

e Maintain written documentation of all approved flex-time agreements

e Review arrangements at least annually or upon significant job or team changes

e Promptly address any misuse, in consultation with Human Resources

Supervisors of employees approved for flex-time arrangements may:

e Establish check-in or progress update requirements (daily, weekly, or as needed)
e Adjust or revoke flex-time arrangements based on:
o Departmental or operational needs

o Service coverage or team dynamics
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o Employee performance, behavior, or reliability

e Require employees to return to a standard schedule if flex-time negatively impacts departmental goals or service
delivery

7.4. Misuse or Abuse of Flex-Time

Misuse of flex-time can undermine team operations and may result in the immediate revocation of the arrangement
and/or disciplinary action.

Examples of misuse include:

e Failing to work scheduled hours or consistently arriving late/leaving early

e Using flex-time to extend vacation or personal leave without formal approval

e Being regularly unavailable during scheduled or required hours

e Falsifying or misreporting work hours (for non-exempt employees)

e Disrupting team operations, creating coverage gaps, or impairing student service

Supervisors are expected to:

e Document all violations
e Consult with HR to determine the appropriate corrective or disciplinary response

8. Oversight & Revisions

The Office of Human Resources will oversee the implementation of this policy. It will be formally reviewed at least every
two years, or more frequently as needed in response to changes in legal, operational, or organizational matters. All
Workplace Flexibility arrangements must be reviewed regularly for continued alignment with university goals. HR may
collect data on Workplace Flexibility participation, outcomes, and department-level trends to inform university-wide
planning and policy improvements.

Concerns regarding adherence to this policy should be directed to the Office of Human Resources, which will review and
investigate as appropriate. Concerns regarding adherence to the policy above will be directed to the Office of Human
Resources and investigated accordingly.

Approved versions of this policy will be posted on the AU Portal.

Exceptions to Policy
Exceptions to this policy must be requested in writing by filling out the Policy Exception form (linked below) and
submitting it to the individual named in the Responsibilities section who assists with reviewing exceptions to this policy.

Policy Review
The Business Affairs policies should be reviewed on a 5-year cycle and updated when institutional needs or goals change.
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References and Related Policies
This section contains any other policies, 3" party standards, or guidelines referenced by this policy.

References
N/A

Related Policies
Employee Handbook (current year version)

Exhibits

This section contains any forms or exhibits referenced by this policy.

e Policy Exception Form

Document Review Log

Date Reviewed Description of Changes

September 25, 2025 SLT Approved
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