Workflex Options

The workflex options outlined on the following pages can help congressional offices achieve the best fit between work and personal needs. As you can see, workflex comes in a variety of shapes and sizes. Some of these options may not be as suitable for the congressional environment as they are for other workplaces (e.g., shift trading), but we included them to give managers and staff a sense of how varied workflex options can be. Additionally, while the Senate has no staff limit, House Members are restricted in the number of employees they can hire,
 which may impact their approach to and options for workflex.
	Flex Time AND Place

	ARRANGEMENT
	DESCRIPTION
	BENEFITS
	EXAMPLES

	Flex Time
	Workday starts and ends at times different than the established standard, but you still work the same number of hours per day 
	Gives you more control over your time

Allows you to commute outside of peak hours

Improves efficiency if you work when you feel most productive
	Daily flex (e.g., 10 am to 6 pm instead of 9 am to 5 pm)

Short-notice schedule changes

Summer hours

Recess hours (e.g., different operating hours or additional flexibility when Congress is out of session or having non-voting days)

Core hours (e.g., employees required to be present between 10 and 3; start and stop times may vary)

	Compressed Workweeks
	Working longer days in exchange for equivalent time off each week or pay period
	Allows you to commute outside of peak hours

Reduces commuting time

Provides more days or time off

May increase productivity if you work during quieter times of the day
	4/10 workweek: four 10-hour days

9/80 workweek: 80 hours in nine workdays over a two-week period

4 ½ day workweek: 9-hour days Mon-Thurs with Friday afternoons off

	Flex Place (Telecommute)

	Working from home or other designated remote location for specified times each week, also known as telecommuting or telework
	Reduces or eliminates commute

Expands the geographic territory in which you can work/provides an alternative to relocation

Limits office-based distractions
	Work from home full time

Telework on set days

Telework occasionally as needed

Traveling employees (e.g., when an office offers constituent services at several locations throughout the district, such as local libraries)
Work from satellite or mobile offices

	Choices in Managing Time

	ARRANGEMENT
	DESCRIPTION
	BENEFITS
	EXAMPLES

	Uninterrupted Time
	Specific days or blocks of time when no meetings are scheduled or when coworkers don’t interrupt you
	Creates uninterrupted time for concentrated work

Enables you to schedule your vacations when you know you won’t miss important events or meetings
	Regular set-aside time when you are free to concentrate

No meeting days

No meetings after 3 pm, for example

	Shift Trading

	Trading work shifts with coworkers to adjust your schedule
	Gives you more control over your time
	Employees swap shifts directly

Employees drop shifts into a pool where they can be picked up by coworkers

	Self-Scheduling

	Selecting your own shifts based on pre-set criteria 
	Gives you more control over your time
	Using scheduling software, employees set their own schedules without the need for supervisor intervention

	Reduced Time

	ARRANGEMENT
	DESCRIPTION
	BENEFITS
	EXAMPLES

	Reduced Hours
	Working fewer than 40 hours or fewer than the workplace norm
	Gives you more time for family obligations or personal interests
	Part-time work

Seasonal time off or part-year work (e.g., summers)

	Job Sharing

	Sharing a full-time position by two part-time employees 
	Creates part-time opportunities in a full-time position

Provides employee more time for family obligations or personal interests while office receives full coverage for staff position
	Each employee works 2.5 days per week or other part-time schedules to provide full coverage on position responsibilities 

	Gradual Return to Work
	Working less than a full-time schedule following a leave
	Allows you to transition slowly back to full-time work
	Working fewer days after a leave and gradually resuming full-time work or more hours

	Time Off

	ARRANGEMENT
	DESCRIPTION
	BENEFITS
	EXAMPLES

	Unanticipated Time Off
	Being able to take some time off during the workday to respond to unexpected needs 
	Allows you to respond to last-minute emergencies
	Attending a doctor appointment 

Waiting for a repair person 

	Family Leave
	Being able to take an extended leave from work without losing your job 
	Allows you to focus on caring for yourself or your dependent, job guaranteed
	Parental leave for birth or adoption

Extended leave to care for a sick family member

Transitioning back to work after a military deployment 

	Flex Careers

	ARRANGEMENT
	DESCRIPTION
	BENEFITS
	EXAMPLES

	Career Lattice
	Moving up, down or sideways in the organizational hierarchy or taking positions with more, less or lateral responsibility while still maintaining a long-term career plan with your employer 
	Allows you to “step back” or “step ahead” or “step sideways” as your personal or family responsibilities or career desires change 

Provides broader experiences and perspectives

Reduces burnout and builds skills
	Declining a promotion

Reducing hours for a period of time

Making a lateral move

Moving from one district/state office to another (either in the same position or a different one)

Increasing your time or responsibility

	Cross-Promotion Between DC and District/State Offices
	A district/state staffer is interested in pursuing a position in the DC office, or a DC staffer is interested in moving back to the district/state
	More accurately aligns the staffer’s position with their interests and skills

Each office benefits from the staffer’s knowledge and perspective (e.g., the DC office gains additional knowledge of district/state and further insight into district/state operations, the district/state office gains firsthand knowledge about Capitol Hill and additional insight in legislative and policy process)
Improves interoffice relations and communications
	A Field Representative becomes a Legislative Assistant; the District/State Director becomes the Chief of Staff; a Legislative Assistant becomes a Caseworker/Constituent Service Representative
Changing the position’s location to better meet personal or organizational goals (e.g., basing the Communications Director or Scheduler in the district/state rather than DC)



	Sabbaticals

	Taking an extended leave from work for the purpose of recharging, studying or experiencing new things
	Builds skills

Improves creative thinking

Helps you reexamine old routines
	Typically any extended leave from four weeks to six months for travel, volunteering, learning, research, goal attainment, personal growth, innovation

	Phased Retirement
	Gradually reducing your hours as you approach retirement 
	Reduces your work hours rather than an abrupt retirement 

Provides a higher income than if you leave entirely
	Part-time work

Seasonal or part-year work

Job sharing

Project work


� A House Member may employ up to 18 permanent staff and 4 additional staff (designated as paid interns, part-time employees, shared employees, temporary employees, or employees on leave without pay).


� The House and Senate have specific rules concerning telecommuting, including the use of equipment, security guidelines, and what expenses may be considered reimbursable. Prior to setting up this type of arrangement, please review your chamber’s policies and contact the Committee on House Administration or the Senate Committee on Rules and Administration (see the Appendix for information).


� While staff in personal, committee, and leadership offices typically do not work in shifts, this situation could apply when congressional offices host special events such as multi-day forums or conferences. It could also apply to employees in institutional and support offices whose positions are scheduled in shifts.


� This option could be applicable to employees in institutional and support offices whose positions are scheduled in shifts.


� “Job sharing” between staffers is different than hiring “shared employees.” In job sharing, two part-time employees share a single, full-time position, such as a state office employing two part-time staff assistants who together provide full coverage in the staff assistant position. A shared employee, on the other hand, is employed by multiple offices (e.g., a financial administrator who handles the vouchers and payment processing for five House Member offices). House Members are allowed a total of four personnel slots for part-time employees, shared employees, temporary employees, employees on leave without pay, and paid interns.


� For House Members, the number of personnel slots available may determine whether a staffer on sabbatical is removed from the office’s payroll or is placed on leave without pay (“LWOP”), which continues their benefits. LWOP status has specific requirements and limitations, which are outlined in the Members’ Congressional Handbook, accessible from the Committee on House Administration at: http://cha.house.gov/handbooks/members-congressional-handbook#Members-Handbook-Leave-LWOP
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