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Alternative Work Arrangement
City of Rochester Organizational Policy
Purpose
The City of Rochester supports increased employee engagement and productivity through the use of Alternative Work Arrangements (AWA).  AWAs provide flexibility while maintaining service excellence and are intended to benefit both the employee and the City. This policy establishes responsibilities and expectations to ensure accountability and the effective performance of duties. This policy is not intended to supersede any provisions of collective bargaining agreements or alter employment expectations. 
Nothing stated in this policy creates an employment contract between the City of Rochester and its employees. 
Eligibility
Eligibility for an Alternative Work Arrangement (AWA) is determined based on business needs, the nature of the work being performed, the requirements of the position, and the employee’s demonstrated performance. All factors must support the arrangement to ensure continued service effectiveness and operational needs are met. AWA’s are intended for requests that are ongoing or regularly recurring schedule adjustments. They are not designed for isolated, infrequent, or one‑time occurrences. The following criteria will be evaluated to determine eligibility.
Nature of the work: The job duties can be effectively performed within an alternative arrangement without negatively impacting service delivery, collaboration, or access to necessary resources. 
Position requirements: The role’s responsibilities, including the need for on-site presence, customer interaction, teamwork, and operational coverage, support flexibility in schedule or location. This includes meeting City standards for in-person requirements that build team connections, collaboration, and meeting public needs.
Employee performance: The employee consistently demonstrates strong performance, reliability, accountability, and the ability to work independently while maintaining productivity and communication. This includes:
· Consistent and reliable attendance
· Demonstrated initiative and high level of productivity
· High level of skill and knowledge of the job
· Strong organizational and time management skills
Generally, employees are not eligible for AWA within a new-hire probationary period or where there are recent (within the previous 12 months) or ongoing performance concerns and/or discipline that may affect an employee’s ability to be successful in an AWA.
Management retains the right to approve or deny an alternative work arrangement request; or rescind any existing alternative work arrangement held by an employee. The establishment or discontinuance of an alternative work arrangement is not subject to any grievance procedure. 
Department Heads and Supervisors are responsible for enforcing this policy with fairness, equity, and consistency, and should make decisions based on objective criteria. They shall periodically review the effectiveness of any approved alternative work arrangements
This policy may not apply for a reasonable accommodation under the American with Disabilities Act. Requests for an accommodation for this reason should be directed to the designated Human Resources member. 
Definitions
Types of Alternative Work Arrangements include:
· Flextime: Modification in the start and end times of the workday, often with required set core hours for full-time employees such as 9:00 AM and 3:00 PM with an established pattern of work hours. Department heads may adjust these standard core hours depending on the needs of the department and customers served.
Compressed Workweek: Compression of full-time job responsibilities into fewer than five days per week (i.e. working four ten-hour days, working four nine-hour days and one four-hour day or exempt staff may be eligible for a 9/80 schedule which involves working nine nine-hour days with a set day off every other week.)
Occasional Flexibility: Flexibility that is not regularly scheduled but is used occasionally (i.e. time off taken in small increments with the ability to make it up the equivalent time in the same pay period for exempt staff, and same pay week for non-exempt staff, shifting start and end times because of an appointment or event, working from home for a few hours).
Telework: The performance of work-related responsibilities at a non-City location, including an employee’s home, mobile worksite, customer site, or other location. 
Phased retirement: The City may choose to offer a Phased Retirement option to eligible members of the Public Employees Retirement Association (PERA) Coordinated plan. These employees may receive their pension without separating from employment providing they meet the Phased Retirement work program requirements established by PERA. For more information on this program, visit this website www.mnpera.org and see applicable City policies
Employee Responsibilities
Approval of AWA does not change onsite work expectations for employees including, but not limited to, expectations regarding accessibility, performance of work, and absence reporting.  An alternative work arrangement form should be completed by the employee and signed by the manager. Once an agreement has been signed, it should be sent to Human Resources; this form will then be stored in the employee's personnel file. 
Accessibility
Employees are expected to communicate and adhere to their scheduled work hours as defined by their AWA, to ensure awareness by other teammates and/or customers.  Employees are expected to attend scheduled on-site meetings unless supervisory approval has been granted.  In person City meetings should not be conducted at employees’ residences. 
Work Absences or Downtime
Employees must obtain advance approval to use accrued time off in accordance with applicable City policies.  If an employee becomes ill during the work shift, they must report hours actually worked and use accrued leave to cover the remainder of the work hours.
Scheduling
The proposed schedule will not create the need for additional overtime, increase operating expenses, the need for additional staffing resources, or any other operational challenges. Further, it will not require other employees to fill in or do tasks that are the responsibility of the employee requesting an alternative work arrangement.
Holidays
Employees working an approved alternative work arrangement shall receive no more than the amount of holiday pay that they would have received under the normal work schedule: 
If a holiday falls on an employee’s scheduled workday, the employee will take the day off and record the scheduled hours as holiday leave. 
If the scheduled workday exceeds 8 hours, the employee will record 8 hours as holiday leave and either: 
· Use accrued leave for the remaining hours, or 
· Adjust their schedule within the same pay period to make up the difference. 
For non-exempt employees, schedule adjustments must be made within the same work week.
If the scheduled workday is fewer than 8 hours, the employee will record 8 hours of holiday leave. The workweek must be adjusted so total hours (worked, holiday, and leave) do not exceed 40 hours or the employee’s normal schedule. 
If a holiday falls on a scheduled day off, the employee will receive 8 hours of holiday leave to be used within the same pay period. 
Non-exempt employees must receive supervisor approval before working any overtime.
Any employees schedule to work less than 40 hours/week will continue to receive prorated holiday time based on our holiday policy.
Considerations for Telework
Employees may not engage in activities during paid time telework that would not be permitted at the regular worksite.  It is not acceptable for employees to have caretaking responsibilities (such as for dependent children or elders) during the time designated for telework.
Employees must inform appropriate City staff and their supervisor if connectivity, equipment failure, or other factors result in downtime.  In these cases, a supervisor may require to employee to work onsite, reassign the employee to other work, or utilize accrued time off to cover the time that the employee was unable to work.
Employees must work in an area that allows them to perform work safely and efficiently.
Costs related to setting up, furnishing, remodeling, operating, and maintaining an alternative work space are the responsibility of the employee.  The City reserves the right to visit and inspect the designated workspace to ensure safe and ergonomically sound working conditions exist. 
Employee must also carry personal liability and/or homeowners’ insurance for the duration of their telework.  
Any tax implications of the alternate worksite are the sole responsibility of the employee.
Employees are covered under Workers’ Compensation laws when performing work duties at their designated work location during their scheduled working hours.  If a telework employee suffers a work-related injury, they must notify their supervisor and complete required forms immediately.
Data Security: In accordance with the Minnesota Government Data Practices Act (MGDPA), all files, records, documents, or other materials created while working are considered government data and property of the City.  It is the employee’s responsibility to ensure that any data under MGDPA considered private, non-public, or confidential is stored in secure files or databases, which are not accessible to individuals unauthorized to access this data.  Employees are responsible for identifying and safeguarding all private, non-public, or confidential data in their possession.
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
Alternative Work Arrangement Request Form
Legal & Statutory Authority 
· MN Statute 268B
Approval & Policy Revisions
Policy revisions approved on July 1, 2026
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Alison Zelms, City Administrator

Policy History
Adopted: 07/1/2026
Previous Revision(s): Flexible Work Arrangements Policy 10/17/2011; Telecommuting 7/1999, 6/2020
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