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University of the District of Columbia 

Office of Human Resources 

 

Alternate Work Schedule Program 

 
The University of the District of Columbia (UDC) is pleased to offer its employees alternate work 

schedules with such options as flexible work hours, and compressed and telework (or telecommuting) 

schedules. Subject to supervisory approval, employees may select one or combine these flexible work 

options so long as they do not negatively impact UDC’s operations or services or the employee’s 

performance. Employees interested in participating should consult their immediate supervisor and 

complete the necessary application and if applicable, telework agreement. Consistent with DCMR 8B, we 

offer and support the following Alternate Work Schedules with the guidelines set forth here: 

 

• Compressed Work Schedule 

• Flexible Work Schedule 

• Telework/Telecommuting Schedule 

 

Compressed Work Schedules 
 

A compressed work schedule is a fixed schedule that permits an employee to complete a work week in 

fewer days within each pay period (every two weeks/bi-weekly).  The key principle of a compressed work 

schedule is to work fewer but longer days. 

 

For example, a compressed work schedule could include a work week with four10-hour days, and the 

fifth day, off. 

 

If the employee’s scheduled day off falls on a holiday, the employee can take off the next scheduled 

workday unless management approves other arrangements. Compressed days off cannot be accumulated.  

Employees who need to take annual or sick leave or an unscheduled day should record leave accordingly.   

 

Flexible Work Schedules  

 
A flexible work schedule allows an employee to complete an 80 hour biweekly basic work requirement 

by determining his or her own schedule within the limits set by the Department.  These flexibilities or 

work shift variations represent an adjustment to the traditional 8-hour day schedule.  Thus, Departments 

should establish daily or weekly basic work requirements such as identifying core days and core times 

when all employees must be present in the office.  Departments should also determine the types of 

flexible work schedules to be made available to employees based upon operational and customer service 

needs.   

 

For example, if core hours are 8:00 AM to 5:00 PM, the office might approve flex times between 7:00 

AM and 9:00 AM and departure flex times between 4:30 PM and 6 PM. 

 

Telework/Telecommuting 

 
A telework (or telecommuting) arrangement permits an employee to perform their job assignments at 

home or at another geographically convenient work site (such as another UDC facility) on a regular basis.   
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Positions that are typically suitable for a telework arrangement are those which may include the following 

types of job tasks/responsibilities:  thinking & writing, policy development, research, analysis, and report 

writing. 

 

Positions that are generally not suitable for telework involve tasks/responsibilities that are difficult to 

perform away from the University and require employees to have face-to-face contact with supervisors, 

clients, colleagues, students, or the general public.  

 
An example of a telework (or telecommuting) schedule could include three days in the office and two 

days working at an alternate work location. 

 

The key principle of telework is that the employee works at an alternate location (some place other than 

the main office), but such arrangements cannot adversely affect operations, service delivery or customer 

service.    
 

Eligibility 

 
Employee must be in good standing to be eligible for any type of Alternate Work Schedule.  An employee 

“in good standing” is a staff member who has demonstrated proficient or satisfactory performance (not 

subject to performance improvement measures), and they have satisfactory attendance (no excessive 

absenteeism or tardiness).  In addition, the continuation of any Alternate Work Schedule is contingent 

upon the employee maintaining satisfactory performance and remaining “in good standing.” Please keep 

in mind that the University reserves the right to amend or discontinue the Alternative Work Schedule 

program at any time.  In addition, the failure to adhere to an Alternative Work Schedule may result in 

termination of the arrangement. 

 

Procedures 
 

Employees interested in a Flexible, Compressed and/or Telework/Telecommuting Schedule should do the 

following: 

 

 Research the business implications of the proposed schedule, the impact on co-workers and 

students,  individual performance, and job/position expectations to the extent appropriate.  

 Specify the types of assignments, projects, daily tasks/assignments, etc. that will be accomplished 

on the alternative schedule  and how such work will be evaluated 

 Demonstrate the ability to prioritize work effectively, and to effectively manage time  to 

accomplish work assignments 

 Establish a mutually beneficial work schedule and adhere to the agreed-upon work schedule 

 

Upon receipt of an alternate work schedule request, the manager will: 
 

 Clarify the request and explore resource needs, and staffing and service delivery impact 

 Use Human Resources and Information Technology as a resource, as necessary, when 

considering requests and applications to participate   

 Review and evaluate the proposed work schedule to determine if the business need/requirements 

are suitable/appropriate for the work schedule arrangement and the position responsibilities  

 Consider  the employee’s demonstrated ability to prioritize work effectively, manage time, and 

complete assigned job responsibilities 
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 Discuss an agreement that includes the following elements: work expectations, hours, number of 

days allowed each week if applicable, the work schedule the employee should customarily 

maintain, and the manner and frequency of communication   

 Obtain final approval by the appropriate Cabinet Member on the Alternate Work Schedule 

application.  Communicate the final decision to the employee and file the signed agreement in 

Department files 
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University of the 

District of Columbia 

                Alternate Work Schedule Application 

1. Your Information  
 

Name:   
 

Last                                                                First                                             Middle Initial 

 
School/College/Division:  Employee ID:   

 

Job Title:          

 

 

2. Type of Work Schedule Requested  
 

 

 

Flexible Schedule Indicate your preferred work schedule. 

Start time: 

End Time:   

 
 

Compressed Schedule Indicate preferred daily work schedule and corresponding days 

off here: 

 

 

 
 

 

Telework/Telecommuting Indicate the days you would like to telework. 
 

Week 1:     Monday    Tuesday  Wednesday Thursday Friday 

Week 2:     Monday    Tuesday    Wednesday Thursday Friday 

 

3. Resulting Telework Schedule  
 

 FIRST WEEK   MONDAY   TUESDAY    WEDNESDAY   THURSDAY   FRIDAY  
START TIME      
END TIME:      
HOURS WORKED:      
      

SECOND WEEK MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

START TIME      
END TIME:      
HOURS WORKED:       

 

 

 

 

Employee’s Signature   Date 

 

Supervisor Signature   Date 

 
Department Head, Dean, or Executive Signature   Date 
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Telework/Telecommuting Agreement 

 
Employee Name______________________, hereby requests permission to participate in the 

Telework (or Telecommuting) Program (Program) in order to perform assigned job duties at a 

worksite other than my official work station (Alternate Worksite) on certain days during my tour of 

duty. I am currently an employee of the University of the District of Columbia.   

 

I. TERMS  

 

1. Employee agrees to act in accordance with this Telework Work Agreement (Agreement) and 

all applicable laws, rules, regulations, and policies of the University of the District of Columbia 

(UDC).  

 

2. Employee acknowledges and agrees that Employee’s failure to comply with the terms of this 

Agreement and all applicable laws, rules, regulations, and policies (pertaining to employee 

conduct) of UDC may result in termination from the Telework Program.  

 

3. Prior to commencing Telework under the Telework Program, Employee will meet with her/his 

supervisor to determine assignments or projects to be completed. Employee will complete all 

assigned work according to work procedures, as directed by Employee’s supervisor in 

accordance with guidelines and expectations.  

 

4. Employee agrees to limit performance of Employee’s officially-assigned duties to assignments 

or projects approved by the Employee’s immediate supervisor at the Alternative Worksite.  

 

5. Employee must be able to respond to any work-related voice mails or electronic mails within 

45 minutes from receipt of the same.  

 

6. Unless directed otherwise, Employee must also be able to report to their primary UDC work 

location in Washington D.C., within 2 hours upon request of a supervisory official within the 

Employee’s chain of command.  

 

7. Employee will apply approved safeguards to protect the University’s records from 

unauthorized disclosure and damage. While working at the Alternative Worksite, Employee will 

comply with the privacy requirements set forth in applicable laws, rules, regulations and policies.   

 

8. If there is any conflict between the terms of this Agreement and the terms of the Guide, DCMR 

8B or other rules, regulations, or policies, the terms of the DCMR 8B will prevail. If there is any 

conflict between the terms of this Agreement and the terms of an applicable collective 

bargaining agreement, the terms of the collective bargaining agreement will prevail.   

 

II. COMPENSATION AND BENEFITS  

 

1. Employee will continue to work in a pay status while working at Employee’s Alternative 

Worksite. All salary rates, leave accrual rates, and travel entitlements, will remain as if Employee 

performed all work at Employee’s official duty station.  

 

2. Employee understands that overtime work must be approved, in advance, by Employee’s 

supervisor. If Employee works overtime that has been approved in advance, Employee will be 

compensated in accordance with applicable laws, rules, regulations, and policies.   
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3. By signing this Agreement, Employee agrees that failing to obtain approval for overtime work 

may result in his or her removal from the Telework Program or other appropriate action.  

 

4. Employee must obtain supervisory approval before taking annual or sick leave in accordance 

with established office procedures. By signing this Agreement, Employee further agrees to follow 

established office procedures for requesting and obtaining approval to use leave.  

 

III. EQUIPMENT/EXPENSES  

 

1. The Employee must have a working computer workstation and internet access, if required by 

their individual job assignments.   

 

2. If Employee uses UDC equipment, Employee agrees to protect such equipment in 

accordance with predetermined UDC guidelines. UDC-owned equipment will be serviced and 

maintained by UDC.  

 

3. UDC shall not be liable for damages to Employee’s personal or real property during the course 

of performance of official duties or while using UDC equipment at the Alternative Worksite.  

 

4. UDC shall not be responsible for operating costs, home maintenance, or any other incidental 

cost (e.g., utilities) associated with the use of Employee’s residence as an Alternative Worksite.  

 

IV. SAFETY  

1. Management may deny participation in the Telework Program or rescind this Agreement 

based on verified safety problems or threats in the Alternative Worksite. For the sole purpose of 

the Telework Program and provided Employee is given at least 48-hours advance notice, 

management may inspect Employee’s home worksite at periodic intervals during Employee’s 

normal working hours.  

 

2. Employee is covered by, and subject to, the appropriate provisions of the District of Columbia 

Public Sector Worker’s Compensation Program, as appropriate, if injured while performing 

official duties at the central worksite or Alternative Worksite. Employee will immediately notify 

Employee’s supervisor of any work-related injury that occurs while Employee is working at the 

Alternative Worksite. Employee’s supervisor will investigate all accident and injury reports 

immediately following notification.  

 

V. INDEMNIFICATION  

Employee shall indemnify and hold harmless UDC, the District government, its employees, agents 

and officers from any and all liability for personal injury or any claim for compensation 

whatsoever, except for any Employee’s injury covered by the District of Columbia Disability 

Compensation Program, which action or claim may be filed against the District government, its 

employees, agents or officers, arising from any incident that occurs while Employee is working at 

any Alternative Worksite. If Employee’s application is approved, but subsequently terminated, 

the indemnity provision shall no longer be in effect after the last day on which Employee was 

allowed to participate in the Telework Program. 

 
 

VI. INITIATION AND TERMINATION OF AGREEMENT  

 

1. Employee agrees to adhere to this Agreement and all other applicable laws, rules, regulations 

and policies.  
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2. The signature of the Cabinet Member/Executive below indicates UDC’s approval of 

Employee’s participation in the Telework Program.  

 

3. Employee may terminate participation in the Telework Program at any time, subject to the 

terms of the Agreement. Employee shall provide at least two weeks’ advance, written notice to 

his/her Supervisor.  When feasible, UDC will use reasonable efforts to provide two weeks 

advance notice to Employee, but UDC is not required to provide such notice.  

 

4. UDC may terminate Employee’s participation in the Telework Program at any time for reasons 

that include, but are not limited to, Employee’s performance and UDC’s organizational or 

operational needs.  

 

5. At specified times, Employee’s supervisor and Employee will complete surveys to evaluate the 

Telework Program.  

 

6. By signing below, Employee acknowledges receiving a copy of the UDC Telework Program 

Guide and Agreement. 

 
 

 

EMPLOYEE: _______________________________________________________         
 

Print Name: ___________________________________ Date: _________________ 

 

 

SUPERVISOR: _____________________________________________________     
 

Print Name: ___________________________________ Date: _________________ 

 

 

VICE PRESIDENT / DEAN / DIRECTOR: ______________________________ 

 

Print Name: ___________________________________ Date: _________________ 

 

 

CABINET MEMBER: ________________________________________________  

 

Print Name: ___________________________________ Date: _________________ 
 

 

 

 

 

 

 

 

 

 


