
Components of a Workflex Arrangement
Show careful consideration when crafting a flexible work arrangement. Consider the impact on the Member, your office, team and other internal stakeholders. Flexible work arrangements must not negatively impact the productivity of others; ideally, workflex will enhance them. They must support the office’s strategic goals and must be responsive to changing organizational needs (e.g., project deadlines, training, coworker illness, etc.). Consider the nature of the staffer’s job, how flexibility could help them achieve their current and future goals, and what support systems are available. Consider the advantages and obstacles, and try to address them before proceeding with the arrangement. The components on the following page address these ideas in more detail and can be used to draft a workflex arrangement. Keep in mind that workflex must meet the needs of both the employee and employer. If employee or business needs change, managers may need to adjust some components of the workflex arrangement, as advised in the next sections. Additional guidance on how staffers can work to make workflex successful is included in the next chapter.

If adopting workflex arrangements in your office, managers should also consider incorporating these components in your office’s employee handbook, clearly stating your office’s policy on how these arrangements are made. As stated previously, it is critical that managers make workflex decisions consistently, using a fair and equitable process that relies on neutral and objective criteria. Not only is this transparency prudent from a management perspective, but from a legal perspective as well. Finally, when crafting a specific arrangement with an employee, document the agreed-upon arrangement in writing and keep a copy in the staffer’s personnel file.
	I.
Benefits

	· How will workflex benefit the office? How will it benefit the staffer? (In other words, what is the business case for this workflex arrangement? How can it address office needs and concerns (for more engaged employees, etc.)?)

· How will the goals of the office be positively or negatively impacted by this proposed workflex arrangement? 

	II.
When and Where

	· What type or types of workflex is the staffer interested in?

· How long does the staffer/office plan to work the arrangement(s)?

· What hours and days is the staffer proposing to work and from what location(s)?

	III.
Availability

	· Are there specific hours that the staffer must be present to accomplish their responsibilities?

· Will they be able to continue to meet deadlines and be available for critical situations?

· Can the staffer make arrangements to be onsite for location-specific activities?

	IV.
Impact on Coworkers/Constituents/Outside Groups

	· How will others who depend on the staffer receive what they need to accomplish their work? 

· Who will be most impacted by this flexible schedule?

· Will this improve service in any way? 

· What would have to change in order for this to work for the staffer and the office? 

	V.
Communication

	· Will communication with the Member, coworkers, supervisors and constituents differ once the staffer is on a flexible schedule? 

· How will people know how and when they can reach the staffer? 

· What communication tools will the staffer/office employ to connect?

· What are reasonable boundaries that will work for the staffer and the office in the short- and long-term?

Note: Additional guidance on creating a communication plan is in Chapter 6.

	VI.
Performance 

	· What are the staffer’s performance goals this year? 

· How will the staffer meet or exceed their job expectations in this new flexible arrangement?  

· How will the staffer’s supervisor know they are getting the work done?

· How and when will the office and the staffer assess the effectiveness of this arrangement?

· What performance measures should be used to demonstrate success?

	VII.
Connectivity (for teleworkers)

	· Does the staffer have reliable high-speed Internet access?

· Does the staffer have a phone service/plan that can accommodate lengthy conference calls?

· Does the staffer/office have the equipment/technology to work offsite or will you need to invest in new tools?

Note: The House and Senate have specific rules concerning telecommuting, including the use of equipment, security guidelines, and what expenses may be considered reimbursable. Prior to setting up this type of arrangement, please review your chamber’s policies and contact the Committee on House Administration or the Senate Committee on Rules and Administration (see the Appendix for information).
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