
 

 

 
 
Flexible Work Hours 
 
The benefits of flexible work hours have long been established. Studies show that 
flexible work hours are linked to positive health behaviors, reduced stress and improved 
work-life balance. Across the country and world, employers are finding ways to increase 
work hour flexibility to increase their company’s productivity and improve employee well-
being. Flexible work hour policies can take many forms, including allowing weekly work-
from-home days, implementing staggered hours or compressing the work week (to 3-4 
days). This intervention can be implemented through a simple policy change with no 
associated cost.  
 
How to Implement  
 

 Establish employee interest and determine what type of flexible work hours policy 

will be implemented 

 Gain support from leadership and managers over specific departments 

 Draft and introduce policy change at the appropriate meeting 

o See sample policy draft below!  

 Provide evidence of benefits of flexible work hours  

 Implement policy change 

 Publicize new work policy 

 

Evaluation 

 

To assess the impact of the intervention:  
 

 Ask managers about changes in culture or absenteeism pre/post policy 

implementation 

 Survey employees after 6 months of policy change to measure changes in job 

satisfaction, stress levels, health behaviors, and work-life balance management  

 

Example Pre and Post Questions: 
 

 Thinking about your mental health, which includes stress, depression, 

and problems with emotions, for how many days during the past 30 days 

was your mental health not good?  

 

 How often do you find your work or school load stressful?  

o Always 

o Often 

o Sometimes 

o Hardly ever 

o Never 

 



 

 

 

 What is your biggest barrier to positive mental health? (Check all that 

apply.)  

o Work stress  

o Micromanagement 

o Home stress 

o Busy schedule 

o Coworkers 

o Relationships outside of work 

o Other 

 

 Over the last 2 weeks, how many days have you had trouble falling 

asleep or staying asleep or sleeping too much? 

 

 How often do you find your work or school load stressful? 

o Always 

o Often 

o Sometimes 

o Hardly ever 

o Never 

 

 How often do you have physical symptoms that are likely stress related? 

(e.g., teeth grinding, headaches, palpitations, stomach aches, back 

aches)?  

o Never  

o Once a month 

o A few times per month 

o Once a week 

o Multiple times per week 

o Daily 

o N/A or I'd prefer to not answer 

 

 How satisfied are you with current wellness programs? 
o Very satisfied 
o Satisfied 
o Neutral 
o Dissatisfied 
o Very dissatisfied 

 

 All in all, how satisfied would you say you are with your job?  

o Very satisfied  

o Somewhat satisfied 

o Not too satisfied 

o Not at all satisfied 

 



 

 

 

 How many hours do you spend on campus each week working and/or 

doing school work? 

 

 During the past 30 days, for about how many days have you felt worried, 

tense, or anxious? 

 Now thinking about your physical health, which includes physical illness 

and injury, for how many days during the past 30 days was your physical 

health not good/ 

 

 During the past month, other than your regular job or school load, did you 

participate in any physical activities or exercises such as running, 

calisthenics, golf, gardening, or walking for exercise? 

o Yes 

o No  

 

 How many times per month did you take part in this activity during the 

past month? 

 

 And when you took part in this activity, for how many minutes did you 

usually keep at it? 

 

 
 
 
 
 
 
 
 
 
 



 

 

 

Flexible Working Hours Policy Template 

This Flexible Hours Policy template is ready to be tailored to your campus’ needs and 
should be considered a starting point for setting up your policies. A flexible hours policy 
may also be referred to as a flexible working hours policy or a flexible work 
schedule policy. 
 
Policy elements 
We recognize that some employees need to work flexible hours. Example reasons are: 

 Parenting 

 Doctor appointments or other medical circumstances 

 Work-life balance 
 
What does it mean to have a flexible work schedule? 
 
Flexible hours can refer to a number of different arrangements: 
 
Flexible working time is when employees choose to shift their everyday schedule by 
starting the day later or leaving earlier. The total of working hours doesn’t change. “Core 
hours” may be established during which an employee is obliged to be present at the 
workplace. 
 
Compressed week is when employees work longer hours on a number of days per 
week so they can take time off on the remaining days. Total working hours and 
compensation remain the same. 
 
To determine whether an employee is eligible for flexible arrangements, we consider: 

 The nature of the employee’s job. For example, if the job 
requires attendance at specific hours or every day per week or has a full time 
workload, then the employee is not eligible for flexible working hours. 

 The needs of the employee’s team or department. For example, some 
departments (e.g. finance) may require employees to be present due to the 
amount of incoming paper documents. 

 The impact on colleagues. For example, if the department’s operations are 
largely dependent on teamwork, then the employee is less likely to freely modify 
his/her working schedules. 

 The duration of the arrangement. For example, an employee may have flexible 
hours on a specific time but may have to follow standard schedule at some other 
time. 

 

 

 

https://resources.workable.com/attendance-company-policy


 

 

 

Procedure 

If an employee initiates the request for flexible schedule then the following procedure 
should be followed: 

1. The employee files an official request with their manager explaining the 
reasons for their request 

2. Their manager approves/rejects their request after carefully considering the 
above criteria 

3. HR approves 
4. The employee and their manager meet to discuss details of the arrangement 

and set specific goals and responsibilities 
5. The decision should revisited and discontinued if it negatively affects 

productivity or efficiency of the individual or the department 

In cases where the employer does not approve of the employee’s request, the employee 
must receive an official letter that includes the reasons why. 

When the request is initiated by the employer, then the employee must be formally 
notified and sign the agreement along with the other parties.  

 

Inspired by: https://resources.workable.com/flexible-hours-company-policy 

https://resources.workable.com/flexible-hours-company-policy

