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Flexible Work Arrangement 

Discussion Questions for Team Members and Leaders 

If you are experiencing challenges juggling work, homeschooling and child care during the 
COVID-19 pandemic, you and your leader may want to consider a flex work arrangement. To 
determine whether a flex work arrangement is feasible, you and your leader should first discuss 
the following questions. 

Please note: Flex work arrangements may not be an option for all teams and all team members. 
Approval of a flex work arrangement is not guaranteed as the business needs of your 
department must be met first. This resource has been provided to facilitate discussion with your 
leader and to help you work together to find the best solution for you and your team. 
 

 Have the team member and the leader reviewed the Flex Work Arrangement Policy on 

PolicyStat? 

 Can the team member’s job responsibilities be accomplished remotely? Some of them? 

All of them? 

 Can the team member’s hours/days be adjusted (for example, earlier, later, on the 

weekend)? 

 Is there an opportunity to swap shifts with another team member? 

 Have the team member and leader reviewed the four possible flexible work strategies?  

 Are there opportunities for the team member to transfer to open part-time or per diem 

roles in the department?  

 Is the team member aware of other available child care resources and support?  

 How will the leader measure the team member’s productivity and success (for example, 

using regular check-ins)? 

 When and how often will the team member and leader communicate? 

 How will the team member’s work hours be tracked? 

 What other expectations does the leader have under a flex work arrangement like the 

one being considered? 

 If telework is being considered, is there a requirement that the team member have an 

HMH phone or laptop? Can calls be forwarded to the team member’s home or cell 

phone? Can the team member work on a personal home computer?  

 

Once a flex work arrangement is approved, the team member and leader should explore the 

following questions and resources: 

https://hmh.policystat.com/
https://teamhmh.com/flexible-work-strategies/
https://teamhmh.com/benefits/health-wellbeing/working-parents/#tab-id-1
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 Have the team member and leader explored online training courses (for the team 

member and for the leader) related to working under a flex work arrangement, 

including those on time management, communication, virtual teams, and trust? 

 Have the team member and leader reviewed tips for working remotely? 

 Has the leader reviewed tips on keeping virtual teams connected and maintaining their 

team’s productivity with hybrid flexible work? 

https://teamhmh.com/wp-content/uploads/Recommended-Education-for-Team-Members.pdf
https://teamhmh.com/wp-content/uploads/Recommended-Education-for-Team-Members.pdf
https://teamhmh.com/wp-content/uploads/Recommended-Education-for-Leaders.pdf
https://teamhmh.com/wp-content/uploads/Tips-for-Working-Remotely.pdf
https://teamhmh.com/wp-content/uploads/Keeping-Virtual-Teams-Connected.pdf
https://teamhmh.com/wp-content/uploads/Tips-for-Leaders.pdf
https://teamhmh.com/wp-content/uploads/Tips-for-Leaders.pdf

