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Flexible Work Arrangements Policy
Campbell University recognizes the value of flexible work options that provide opportunities for staff to 
balance work and personal commitments while ensuring the operational needs of the University are met.  
As there is no singular approach that can be applied in all areas or situations, this information is offered 
as support in creating the most effective work plan between supervisor and employee. The arrangements 
outlined do not replace the occasional need to exercise flexibility in scheduling on an as-needed or 
temporary basis.  

Flexible work arrangements must ensure that the employee’s performance continues to meet or exceed 
expectations for the position in upholding the mission and goals of the University, while also seeking to 
support a healthy balance of work and personal commitments for the employee. 

Flexible Work Options 

Flextime: Changes to daily schedule 

Flextime allows for flexible scheduling arrangements that permit variations in the start of the work day, 
lunch, and/or departure but does not alter the total number of hours worked in a workweek. Flextime may 
allow a department to expand its normal operating hours outside of regular University business hours 
(8:30 a.m. – 5:00 p.m., M-F) to accommodate the needs of the University community. 

Flexible Schedule: Changes to weekly schedule 

A flexible schedule allows for compressing a regular 5 workday schedule into 4 or 4 ½ days, depending 
on the position and department. This form of scheduling gives an employee the benefit of an extra ½ or 
full day off by allowing the employee to finish the usual number of working hours in 4 or 4 ½ days per 
workweek. Compressed workweeks may allow a department to expand its normal operating hours 
outside of regular University business hours (8:30 a.m. – 5:00 p.m., M-F) and are most appropriate in 
situations in which staff do not have to keep pace with incoming work daily or where there are several 
staff that perform the same or similar work responsibilities.  

Remote Work: Changes to work location 

Remote Work allows an employee to work from home or remotely for part or all of the work week on a 
consistent basis. Other than when working remotely due to business travel, employees should be 
available to return to campus on short notice if necessary for operational needs of the University. 

The employee is required to have the appropriate physical environment, equipment and supplies, and 
technology as outlined in policy ITS_016 Telecommuting Security 
(https://cufind.campbell.edu/information_technology_services/5 ) to adequately support the remote 
location option. 

Because a staff member may need to report periodically to work on-site and because work performed by 
staff living outside of North Carolina may be subject to other state laws, filings, and income taxes, 
remote work arrangements are primarily for staff residing in North Carolina. Staff residing outside North 
Carolina requires adherence to other state laws, filings, and tax burdens and will require additional 
clearance and administrative set-up before being approved. 
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Remote work arrangements must comply with federal, state and municipal laws that apply to Campbell 

University employees. This includes, but is not limited to, the Fair Labor Standards Act (FLSA) and 

Occupational Safety and Health Act (OSHA).  

Considerations and parameters for supervisors and employees 

• Flexible Work Arrangements need to support Campbell University’s mission and goals and 
culture of care and service to its community. There may be certain weeks or times of the year 
when employees will need to revert to traditional hours/locations.

• A pilot period of three-to-six months is recommended for trying out a flexible work arrangement 
prior to making a longer-term commitment by either a supervisor or staff member.

• If the goals of the flexible work arrangements are not being met, or work performance falls 
below expected standards, staff must be prepared to return to pre-flexibility arrangements.

• Note that at any time the supervisor can decide to change or rescind the arrangement to meet 
the needs of the office and University. A minimum notice period of 10 business days will be 
provided to the employee in the event the arrangement needs to be adjusted or ended.

• Supervisors and staff must establish arrangements for regular communication and accountability.

• Administrative Offices will remain open a minimum of 8:30 a.m. – 5:00 p.m., Monday - Friday, 
and some will have expanded hours to accommodate the varying employee schedules. (Other 
staff areas may have coverage schedule requirements that differ from the Administrative Office 
Hours listed above. These should be considered when establishing the flexible work options).

• Implementing Flexible Work Arrangements will not cause the need for additional staff, additional 

equipment, or for existing employees to work additional overtime hours. Flexible work 

arrangements include the expectation that you will be able to fully perform your duties and not 

outsource them to others.

• When establishing schedules, refer to the Personnel Manual for information on including meals 
and break times.

• Exempt employees remain cognizant of project deadlines and service commitments and may 
need to adjust their schedules accordingly. Employees may also be asked to report their work 
hours to their supervisor.

• Vacation, holiday, sick, and other paid leave will reflect the hours scheduled for the workday.

(For example, if an employee is scheduled for 9 hours on Monday and requests vacation for the 
day, 9 hours of vacation will be recorded). Refer to the Personnel Manual for information on 
reporting time off. 
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• Non-exempt employees will continue to record actual hours worked each day.

• Supervisors and non-exempt (hourly) employees need to ensure that schedule modifications do

not exceed 40 hours per pay week (Wednesday through the following Tuesday) and result in

overtime unless previously approved.

Technology/Other Setup Requirements 

The equipment and software that will be required for an employee to work from home will vary 

depending on each person’s job responsibilities. Specific guidance is located in policy ITS_016 

Telecommuting Security (https://cufind.campbell.edu/information_technology_services/5). Any 

employee desiring to participate in Remote Work as a flexible work arrangement will need to review and 

sign the Technology Remote Work Agreement form. 

Home office furniture is the responsibility of the individual as is the cost of utilities and internet access. 

Advantages and Challenges regarding Flexible Work 

Advantages: 

• Reduces or limits commute time by limiting the number of days an individual needs to commute
or allows them to commute at more convenient times.

• Potential for more productivity due to fewer interruptions either working remotely or during
times when fewer team members are in the office.

• Flexible work options can increase attendance and reduce tardiness.

• Flexible schedules can offer improved work area coverage and extended service hours.

Challenges: 

• Fewer opportunities for face-to-face communication with team members.

• Requires a high level of trust and clear alignment of expectations.

• Technology support may not be available for colleagues during non-working hours or to those
working remotely.

• Feelings of inequity amongst team members with varying schedules.

• Coordinating team schedules to allow for effective collaboration.

• Potentially longer workdays depending on option in use.

https://cufind.campbell.edu/information_technology_services/5
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Questions and Answers  

Who can participate in Flexible work options? 

Flexible work options availability depends on the needs of the department and the work 

performed in that area.  Some positions and/or departments may not have each flexible work 

option available to them due to specific service requirements.  

Are flexible work options only Flextime, Compressed Workweek, and Remote Work? 

Yes – Flexible Work Arrangements currently include these 3 options. Other arrangements will be 

explored and possibly added in the future.  

Can I combine two or more of these arrangements? 

Yes, options can be combined as long as the work requirements meet the needs of the 

department and the University. 

What if my supervisor does not approve my flexible work arrangements proposal? 

Please discuss your concerns with your supervisor. Some positions and/or departments may 

need to choose from among the 3 arrangements or may not be able to participate until other 

arrangements are offered, if applicable. 

Flexible Work Arrangements Process 

Once an employee has determined they would like to participate in Flexible Work Arrangements, 

they will complete the Flexible Work Arrangements Agreement and submit it to their supervisor for 

consideration.   

The Flexible Work Arrangements Agreement will be used to document the understanding between 

the employee and supervisor.  

Employee’s supervisor and department leadership will evaluate and approve or deny the proposed 

Flexible Work Arrangements Agreement. Approved flexible work arrangements agreements will be 

provided to Human Resources. 

Supervisor and employee will periodically review (quarterly in the first year and at least annually 

thereafter) the effectiveness of the Flexible Work Agreement to ensure that all expectations are being 

met. 


