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reduced-hours options:

part-time:
adjusting total number of regular hours worked 
to less than full-time. please note that this option 
involves a pro-rated salary and benefits.

phased return from leave: 
temporarily adjusting the number of hours worked each 
week to less than full time after returning from an extended 
leave (e.g. family medical leave). please note that this 
option involves a pro-rated salary and benefits. please 
check with the uk Benefits office before implementing.

phased retirement: 
employees with 15 years or more of eligible service 
and who are aged 60 are older may be able to 
reduce their hours as a way of “phasing” into their 
retirement. additional details are available here.

reduced seasonal hours: 
regular, clinically non-essential, full-time staff 
employees are eligible to temporarily reduce their 
work schedule to no less than 0.75 during the 
summer and/or winter months. additional details 
are available here.

uk

flextime 88% 77%

telework 40% 63%

compressed 
workweek

34% 36%

reduced hours 24% n/a

phased retirement 14% 53%

nationally

utilization of fws**

w e have created these formal 
definitions to enable a common 

dialogue about flexible work strategies at 
uk.  we also give examples to help you 
start thinking about what is possible for 
your role and your own work-life needs. 

please note, based on the responsibilities 
of your job and the needs of your unit or 
department, some strategies may not be a 
good fit or will look slightly different than the 
examples we’ve given. 

full time options

flextime: 
adjusting start and end times to meet department 
and/or employee needs without reducing the 
number of hours worked each day or week. 

this can range from individual employee start and end 
times to department “core hours” when all employees 
must be present (e.g. between 10 am and 2 pm), but can 
flex their hours outside of those core hours. flextime may 
also be formal (e.g. an employee starts work at 7 am rather 
than 8 am during peak or busy months) or informal (e.g. 
employees vary their start and end times on a daily basis).

recurring or situational telework: 
adjusting the primary workplace location to meet 
department and/or employee needs. recurring telework is 
an ongoing, formal arrangement (e.g. working from home 
two days per week) while situational telework is informal 
and occurs on an occasional, as needed basis (e.g. working 
from home after an afternoon doctor’s appointment or 
during inclement weather).  

compressed workweek:
a standard 40-hour workweek compressed into 
fewer than five days (e.g. 4-10’s, 3-12’s)

what is flexible work at uk?

employees + supervisors
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**data based on results from workplace flexibility supervisor 
study (2012) and shrm when work works (2012)
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http://www.uky.edu/hr/benefits/retirement-financial-security/phased-retirement
http://www.uky.edu/hr/benefits/retirement-financial-security/phased-retirement
http://www.uky.edu/hr/work-life/workplace-flexibility/reduced-seasonal-hours%20


5Benefits of fws

there are many benefits of flexible work strategies -- for 
employees, supervisors, and environmental sustainability 
efforts. we’ve listed below what research shows as the 
most commonly stated benefits. you can also check 
out our website to calculate environmental benefits and 
personal cost-savings.
 
•	 greater ability to manage work and personal life 
•	 higher productivity 
•	 higher retention 
•	 greater commitment to job 
•	 higher levels of employee engagement
•	 higher job satisfaction and morale
•	 reduced unpaid absenteeism 
•	 continued operations during emergencies and 

inclement weather

why flexiBle work strategies?

66% of uk supervisors responding to the workplace flexibility 
supervisor study (2012) utilized some form of flexible work with 

their direct reports.

u k supervisors who have implemented flexible work 
strategies have found many benefits:

joB satisfaction

productivity

department morale

reducing Burnout

individual morale

work-life effectiveness

health & well-Being

retaining Best workers

0% 100%

do not offer fws

offer fws

http://www.uky.edu/hr/work-life/workplace-flexibility/what-is-workplace-flexibility


why flexiBle work strategies?

joB appropriateness 
consider the responsibilities of your current job.  does your role require daily face-to-face contact?  
do you need access to confidential paperwork? there may be creative ways that your job can be 
modified to accommodate your request that will also benefit the department/unit.

potential Barriers to success
what are potential barriers to completing your current job responsibilities while working in this 
flexible way? for example, will you be able to maintain current level of interaction with clients/
customers and coworkers? in your request, you’ll want to identify these and how will you address 
them.

communication skills
you will need to maintain communication with your supervisor, coworkers, and colleagues across 
the university. this means returning emails and phone calls promptly, attending meetings, using 
lync, etc. when you utilize fws, especially if others on your team also work flexibly, you may 
need to change how you communicate. think about how you plan to address any communication 
concerns or remain accessible (if teleworking) and clarify these in your request. 

productivity
fws can enable you to be as or even more productive in your current position.  in your flexible 
work request, you should discuss how you will provide the same or improved level of service, 
support, productivity, and quality of work to meet performance goals and/or job responsibilities, 
including any client/customer needs. 

employees: things to consider

7how to request fws

good communication and clear expectations are the keys to the success of 
any work arrangement, especially flexible work strategies. we’ve outlined 

below questions to consider and think about before submitting your request.

1.  fill out an fws online request form.  see the green box on this page for links.

2. a copy of the submitted form is sent via email to you, your supervisor, and the 
office of work-life.

3. your supervisor reviews the email with the submitted form.  he or she may have additional 
questions  or  need clarification about the request before making a decision. 

4. your supervisor will reply via email to your request and copy the office of work-
life with his or her decision. if the request was for reduced seasonal hours, your 
supervisor should also copy his or her budget officer. information for budget officers  
is included here. 

5. if approved, you can start the fws at the agreed upon start date. we strongly 
encourage you and your supervisor to have a check-in conversation after 90 days 
and then at least once per year to discuss what is working well and what may need 
to change.

employees: how to request a 
flexible work strategy

requesting telework? find the 
telework online request form here

requesting another type of flexible 
work? find the flexible work online 
request form here

your supervisor may initiate a conversation with you about the types of fws that fit with the 
team’s work-flow, individual responsibilities, and goals. however, you can also request an fws 
via an online request form and a conversation with your supervisor.   

please see the step-by-step process below. Before submitting a request, we 
recommend reviewing the information on the previous page about things to 
consider.

http://www.uky.edu/hr/work-life/workplace-flexibility/business-officers-resources-for-reduced-seasonal-hours
www.uky.edu/hr-apps/forms/submit-telework-request-online
www.uky.edu/hr/work-life/forms/flexwork-request-form


who needs to approve my request? 

the office of work-life requires fws 
approval from your immediate supervisor. 
we encourage supervisors to check with 
the director or department head about their 
desired level of involvement in also approving 
these requests.

how do i know if i am eligiBle for fws? 

full-time fws are not a program or a benefit in which 
you must be eligible or enroll.  however, some jobs 
are more appropriate than others for certain types of 
flexible work. 

reduced seasonal hours:  regular,  non-essential staff 
members with an assignment of 0.75 fte (full-time 
equivalent) or greater and in good standing within 
their departments are eligible to participate. 

phased retirement:  staff who have 15 years 
of eligible service time and are age 60 or 
older are eligible to participate. please see 
the related policy here

overall, fws can support supervisors and 
departments in meeting their goals, and 
employees in managing their work and 
personal lives.

will uk provide me with office equipment 
if i telework? 

you and your supervisor should determine 
what university-owned equipment and 
technology will be used in the remote 
office. office furniture is not provided for 
employee’s who voluntarily work from home. 
however, please talk with your supervisor 
-- and outline on your request form -- any 
ergonomic support (e.g. ergonomic mouse 
and keyboard) you’ll need to ensure a safe 
working environment at your remote office.

can i try out fws for a pilot period? 

yes. the office of work-life recommends piloting an 
fws for 90 days and then reevaluating, especially if 
you are new to the department, your role, or to fws.  
having check-in meetings with your supervisor can 
help mitigate any concerns during the pilot period to 
ensure success.

am i required to provide a reason for 
requesting a fws? 

no. a flexible work request should 
be evaluated, based on how job 
responsibilities and goals will be 
met or exceeded.

what are my options if my request is 
denied? 

some jobs are more appropriate than others for 
certain types of flexible work.  schedule time 
with your supervisor to discuss why the request 
was denied -- you may need to further address 
communication barriers or finish a specific project 
before an fws makes sense for your role.  you 
can also ask about resubmitting a request in 4 - 6 
months.

9employee faqs

http://www.uky.edu/hr/benefits/retirement-financial-security/phased-retirement


why can’t i reduce my hours to less than 
0.75? 

a reduction in hours below 0.75 would 
change a full-time employee’s status to part-
time and would result in a loss of benefits.

can i change my mind after i have completed 
a request for a reduced-hours option 
once my supervisor has given approval? 

yes, except if you’ve requested phased retirement.  
once phased retirement has been established, an 
employee cannot return to full-time hours.  please 
refer to the phased retirement policy here.

how much will my pay Be reduced? 

non-exempt employees will be paid at the 
same hourly rate and pay is simply reduced 
based on the number of hours worked. 
exempt employees’ status will be changed to 
less than full-time exempt status. the salary 
will be reduced on a pro-rated basis based 
on the change in fte.

will my medical Benefits Be affected? 

if in a paid status, your benefits will continue 
being deducted at their normal rate. if in an 
unpaid status, your benefits will be deducted 
retroactively once you return to a paid status. 
you can contact the employee Benefits 
office with questions regarding your benefit 
deductions at (859) 257-9519 and select 
option 3, then 1 for the benefits office.

how will my retirement contriBution 
Be affected? 

your retirement contributions will be 
made in accordance with the amount of 
your new pay (as a result of the number 
of hours worked). if in an unpaid status, 
retirement contributions will not continue 
during the period of unpaid leave.

will my years of service (calculated 
for determining retirement eligiBility) 
Be affected during the period of 
reduced hours or leave? 

yes. your regular years of service will be 
adjusted based on your fte during that 
time. for example, you will accrue 75% of 
your regular full-time service if reducing to 
0.75 fte. if in an unpaid status, that time 
period is not included in the calculation 
of your regular years of service.

will the reduced hours or unpaid leave 
affect my vacation and sick leave 
accruals? 

yes. if in a paid status, your accruals will 
be calculated on a prorated basis. if in an 
unpaid status, you will not accrue leave(s) 
(i.e. vacation, temporary disability leave 
and holiday leave).
 

 

pay & Benefits faqs

11pay & Benefits faqs

the following pay & Benefit faqs are important to understand if you 
are requesting an fws under the reduced-hours options on page 3. 

http://www.uky.edu/hr/benefits/retirement-financial-security/phased-retirement
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12 flexiBle work discussion

good communication and clear expectations are the keys to the success of any 
work arrangement, especially flexible work strategies. if you are considering 

an fws for your team, the office of work-life highly recommends that you initiate 
a conversation about fws with your employees rather than wait for them to 
submit a request.  we’ve outlined below questions to consider and discuss with 
your employee or team during your fws discussion.

1.    what fws are the best fit for the employee’s role and responsibilities? 

2. how can the employee (or team) ensure that current expected response times for emails, 
voicemails, etc from colleagues/clients/customers are still attained when utilizing an fws?

3. are there specific days/times or meetings that everyone should be in the office, regardless of 
their fws?

4. are there meetings that employees must attend, but they tend to be scheduled on short notice 
(less than 8 hours)?  if yes, is there a way to attend these meetings via conference call or lync?

5.   what is the best/preferred way to contact each team member during the day? knowing that some employees, 
for example, are able to respond to emails sooner than voicemails can help you and the team keep the lines of 
communication moving. 

6. if only a few employees are utilizing a fws, what will be the impact (positive or negative) on 
others?

7.   how can fws support existing business continuity plans or make them even more effective? 

joB appropriateness
consider the responsibilities of your employee’s 
current job.  does the role require daily face-
to-face contact?  does the person need access 
to confidential paperwork? there may be 
creative ways that the job can be modified to 
accommodate the employee’s request that will 
also benefit the department/unit.

past performance 
does the employee have a history of good or 
excellent performance at work? if applicable, 
do they consistently turn in high-quality work 
and meet deadlines? employees who have a 
track record of success in the office are likely to 
continue this success even while working flexibly.

communication skills
employees need to maintain communication 
with you, their coworkers, and employees across 
the university. this means returning emails 
and phone calls promptly. when an employee 
utilizes flexible work, especially if everyone on 
the team also works flexibly, they may need to 
change how they communicate with others. 
ensure that they’ve clarified in their request 
how they plan to address any communication 
barriers or remain accessible (if teleworking).

Benefit to the department/unit: 
how can the department or unit benefit from 
the fws? as an example, modifying work hours 
may provide extended coverage at the office 
and offer more availability for clients/customers 
and students. telework may also help free up a 
crowded space.

evaluating a flexiBle work request

w e’ve outlined on page 7 the process for an employee to request 
an fws. the below items will help you evaluate this request.  

if you’ve already had a discussion about flexible work with your 
employee or team, you may just need to ensure that you are still on 
the same page with expectations.

13evaluating a request



managing a flexiBle work strategy cont’d 
technology 
if teleworking, has the employee had problems with equipment or learning new 
software? have they been able to troubleshoot technology problem themselves?  

clients/customers
have clients/customers benefited or been negatively impacted?

satisfaction 
is the employee satisfied with the fws? 

14 managing fws

scheduling regular one-on-one meetings (either in person or via a conference call) is a good 
management practice, regardless of whether your employee utilizes an fws.  the office of work-life 

recommends checking-in regularly with employees during the first 90 days of their fws.  this will help 
evaluate what is working and what could be improved, and address any problems before they become 
a real issue.  you can also follow-up on any concerns you may have had during the request process (e.g. 
their ability to continue meeting deadlines, communication skills). 

Below are a few of the topics you may want to discuss with your employee during these one-on-one 
meetings or the annual performance review.  these are also good indicators of whether the fws is 
working well: 

productivity
is the work being completed and deadlines met?

quality of work
is there any change in the employee’s quality of work?  no change at all is ok; it’s a 
sudden drop in quality of work that is a concern.

communication 
have you or other team members had any problems contacting the employee?  do they respond to 
messages in a reasonable time-frame?  is the employee able to communicate effectively with coworkers?  

managing a flexiBle work strategy

w hen it comes time for performance 
reviews, all employees should be 

evaluated against their ability to perform 
their major job responsibilities and meet 
their goals, regardless of whether they 
utilize an fws.

15managing fws



additional resources

families and work institute

college and university work-life-family association

u.s. department of labor -- workplace flexibility toolkit

workplace flexibility 2010 at georgetown law

shrm -- workplace flexibility in the 21st century: meeting the 
needs of a changing workforce

Boston college center for work and family

worklife law: uc hastings college of the law

http://www.familiesandwork.org/
http://www.cuwfa.org
http://www.dol.gov/odep/workplaceflexibility/%20
http://workplaceflexibility2010.org/index.php/why_it_matters/
http://www.shrm.org/research/surveyfindings/articles/documents/09-0464_workplace_flexibility_survey_report_inside_finalonline.pdf
http://www.shrm.org/research/surveyfindings/articles/documents/09-0464_workplace_flexibility_survey_report_inside_finalonline.pdf
http://www.bc.edu/centers/cwf/
http://worklifelaw.org/

