Considerations in Evaluating Flexible Work Arrangements
General Considerations
☐ Has the employee submitted the Flexible Work Arrangement Request?
☐ Has the employee completed the Flexible Work Safety Inspection Checklist?
☐ Does the employee reside in BC, and in a location that allows them to attend at University premises when needed at your discretion? VIU requires that employees live and work in BC. 
☐ Are there specific peak or critical periods when a remote work schedule may not be viable? If so, can the arrangement be managed differently during that period (e.g., over a month versus a week)?
☐ Does the employee require more coaching, direct support or structure to effectively fulfill their responsibilities (e.g., new to role, change in tasks, performance issue that necessitates in-person supervision)?
☐ Does the situation require that all or most of the work be done on campus (e.g., facilities maintenance, frontline client service, labs)?
☐ Does the position require access to equipment that is only available on campus (e.g., research lab equipment)?
Categories of Flexible Work
All flexible work falls into four categories. What level is being considered for this particular role? Options within the continuum are:
☐ On Campus
The work requires: 
· Being physically on campus
· In-person interactions
· Having access to campus facilities
· Using shared equipment or tools
☐ Defined Flexibility
The work requires:
· Some in-person, on campus interaction or facilities, tools or equipment on campus
· Some tasks that can be completed remotely
Activities are required to be completed on campus at defined times
☐ Flexibility
The work requires:
· Some in-person, on campus interaction or facilities, tools or equipment on campus
· Some tasks that can be completed remotely
The timing and schedule for in-person or on-campus activities is variable
☐ Virtual
The work requires:
· Activities that can be completed primarily remotely
· Minimal in-person interaction on campus
Departmental/Institutional Considerations 
As the manager responsible for approving this request, consider the following:
☐ Does this arrangement/request fit with other arrangements/requests within your area of responsibility?
☐ If similar roles exist in your department or other departments/faculties, is the arrangement/request relatively similar to those other similar roles? (for similar roles in other departments/faculties, you are encouraged to compare approaches with the manager(s) in those other departments/faculties).
☐ Are there any elements of the existing arrangement/request that are not compliant with the Flexible Work Guidelines? 
☐ If the employee has an existing flexible work arrangement, does that flexible arrangement need to be modified to account for the increased level of students and employees on campus?
Key Notes for Managers:
All Flexible Work Arrangements must be revisited periodically. 
All Flexible Work Arrangements must be approved in writing using the Flexible Work Arrangement Approval letter.
Any Flexible Work Arrangement may end or be modified should operational requirements dictate. In the event the employer/manager determines that a Flexible Work Arrangement should be discontinued/modified, every effort will be made to provide a minimum of 30 days advance notice of such discontinuation/modification. There may be instances where schedules are modified on short notice. 
Every effort will be made to provide reasonable advance notice of schedule modifications.
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