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 Policy Statement 

 
It is the policy of Austin Peay State University to support 

alternate work arrangements for non-faculty employees based 

upon the needs of the job, department or division.  

 
 Purpose 

 
The purpose of this policy is to establish guidelines for alternate 

work arrangements that apply to non-faculty employees.  
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 Definitions  

 
Telecommuting A work arrangement in which supervisors authorize employees 

to perform their usual job duties away from their central 

workplace in accordance with work agreements.  

Flex Time Adjusted work schedule where daily working hours may fall 

outside the hours of 8 am to 4:30 pm. 

 

Compressed Work Week Adjusted schedule where the employee works a 37.5 hour week 

in less than 5 days 

 

Flex Year Any time period, greater than 9 and less than 12 months, 

scheduled to accommodate the cyclical workload of the 

University 

 

Job Sharing Two or more people share a single job for which they are equally 

accountable 

 

Central Workplace The employer’s place of work where employees normally are 

located. 

 

Employee A person employed by the University. 

 

Alternate Work 

Arrangement Agreement 

(Work Agreement) 

The written agreement between the University and the employee 

that details the terms and conditions of an employee’s work 

schedule whether away from or at the central workplace. Work 

agreements are required for any alternative work arrangement. 

 

Work Schedule The employee’s hours of work in the central workplace and/or in 

the alternate work location. 

 

 
 Procedures 

 
Procedure Either the employee or the supervisor may request consideration 

for an alternate work arrangement, flexible work schedules and 

telecommuting agreements in six-month increments. The 

alternate work arrangement will continually be assessed to 

determine that the needs of the department and the university are 

being met. The alternate work arrangement agreement form 

should be completed and signed by the employee and the 

employee’s supervisor for consideration. 
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The agreement will be reviewed and either returned for changes 

or sent to the divisional senior administrator for final review.  

The senior administrator may consult with the Office of Human 

Resources regarding the alternate work agreement. The 

agreement will be executed by the signature of the divisional 

senior administrator and forwarded to the Office of Human 

Resources.    

 

Eligibility and Process Overview 

 

Employees who are eligible for an alternate work arrangement 

should follow the guidelines set forth below: 

 

A. Telecommuting 

 

Telecommuting is a regular, routine work arrangement that 

allows the employee to fulfill his/her primary job 

responsibility at a location other than his/her Austin Peay 

work site, such as at home. The needs of the department and 

the institution will be taken into account when this work 

arrangement is approved. This option must be approved by 

both the senior administrator for the area and The Office of 

Human Resources. Job characteristics of a position suited for 

telecommuting typically require minimum supervision and 

minimum face-to-face contact. Telecommuting may include 

work activities with clearly defined measurable deliverables 

such as word processing, editing, data entry, coding and other 

tasks of this nature. 

 

B. Flexible Work Schedule 

 

Unit work schedules are determined by the business needs of 

the department and are managed accordingly. Once schedules 

are defined and communicated to employees, an employee 

who requests a deviation in that schedule must do so in 

writing to the supervisor for approval. Examples of flexible 

work schedules include but are not limited to variable 

arrivals, i.e., 7:00 a.m. through 10:00 a.m., working 37.5 

hours in less than five days, for example, three 12.5 hour 

shifts. 

 

Process 

 

Austin Peay policies and procedures apply to all alternate work 

arrangements. The supervisor and employee should agree upon 

and document a schedule of regular work hours ensuring 
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compliance with the Fair Labor Standards Act. Any changes of 

work hours or work location should be reviewed and approved 

by the supervisor in advance. 

 

Telecommuters generally spend the entire telecommuting day at 

the same remote work location. Business travel should be 

specifically authorized by the supervisor. Establishing a remote 

work location in a telecommuter's home does not make the 

telecommuter's regular commute to the primary work location a 

business trip. 

 

Any overtime work must be pre-authorized by the supervisor and 

reported as hours worked. 

 

NOTE: These arrangements do not change the basic terms and 

conditions of the employee's employment with Austin Peay, nor 

are they guaranteed to any employees for any specific time. If at 

any time alternate work arrangements do not meet the needs of 

the institution they can be discontinued at the discretion of the 

department. 

 

General Policy Information  

A. Alternate work arrangements are not to be considered a 

universal employee benefit or right. No employee is entitled 

to or guaranteed the opportunity to an alternate work 

arrangement. Management is responsible for the continued 

successful operations of the University and thus management 

has the sole discretion to designate positions and/or 

individuals for an alternate work arrangement. 

 

B. Supervisors may require employees to report to a central 

workplace or video conference as needed for work-related 

meetings or other events or may meet with employees in the 

alternate work location as needed to discuss work progress or 

other work related issues.  If a holiday falls on an employee’s 

scheduled day off as a result of an alternate work 

arrangement, the employee’s supervisor will make 

appropriate schedule adjustments to accommodate the 

holiday. 

 

C. If approved for an alternate work arrangement, the employee 

is expected to maintain appropriate levels of productivity and 

quality of work.  If working from a home-based location, the 

employee will be expected to make arrangements which 

allow the work site to be a productive work environment 

during the agreed-upon work hours.  The supervisor will use 
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the University’s normal performance management system to 

clearly define the performance expectations and to assess the 

employee’s performance.  If a decline in performance is 

noted, the arrangement will be cancelled. 

 

D. Employees working from a location within their home are 

responsible for maintaining their work environment as a safe 

and productive work space. Work related injuries occurring 

at the employee’s home-based work location are subject to 

Tennessee Worker’s Compensation laws.  Alternate work 

locations are considered extensions of the employee’s central 

work location during the time period outlined in the Alternate 

Work Arrangement Agreement. 

 

E. The supervisor should consider material and equipment needs 

when drafting a proposal for an alternate work arrangement 

with the goal of making the arrangement cost-neutral, i.e., no 

more equipment, supplies or expense should be necessary as 

a result of the alternate work arrangement than would be 

needed in the original work location.  However, at the 

University’s discretion, appropriated funds may be used to 

provide allowances to employees to conduct business. 

 

F. The University will not be responsible for any additional 

costs associated with alternate work locations such as 

utilities, home maintenance, etc.  The employee will be 

responsible for any tax implications of a home-based work 

location.  For a home-based work location, the employee will 

be responsible for providing insurance coverage for 

equipment, supplies, etc. provided by the employee. The 

employee will be responsible for compliance with any local 

zoning ordinances or other restrictions related to maintaining 

a home-based work site.  The University will not be liable for 

any fines, penalties, taxes or other expenses that may accrue 

as a result of any violation of applicable restrictions. 

 

G. Employees must follow the University approved data security 

policies and procedure for protecting confidential 

information. The employee will be responsible for any 

materials and documents transported from the University. 

  

Out of State Remote Work 

Locations 

A. Employees working for APSU are generally expected to 

have a central workplace on an APSU property or facility 

within Tennessee or Fort Campbell.  For that reason, APSU 

will not routinely enter into remote work arrangements that 

involve working entirely or primarily in another state.  Any 
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request for out-of-state remote work must be approved by 

the President or designee and Human Resources in 

advance.  Because working outside of Tennessee may 

subject the institution to the laws of other states, remote 

work will not be approved from all states.  If a supervisor is 

considering hiring an employee who wishes to spend a 

significant amount of working time in another state, the 

supervisor should consult Human Resources and obtain the 

required approvals early in the recruiting process. The 

President must approve any international remote work 

arrangement.  Approval to work remotely is not needed for 

the following: 

a. while traveling on institutional business; 

b. while traveling on a Tennessee Center for International 

Studies program; 

c. while on personal travel or on weekends and holidays; 

and 

d. where the employee commutes to a central workplace in 

Tennessee from across state lines. 

B.  Working outside of Tennessee may create state and local 

income tax obligations for an employee. State and local 

income tax laws differ significantly and may be based on 

both personal residence and work location. The employee is 

responsible for understanding the tax consequences 

associated with a remote work arrangement and for properly 

paying any applicable state and local income taxes that result 

from remote work.  APSU does not withhold income and 

remit taxes to other states. The employee must indemnify the 

institution for any unpaid tax liability resulting from a 

remote work arrangement. 

 

 
 Related Forms 

 
Alternate Work 

Arrangement Agreement 

Form 

https://www.apsu.edu/human-resources/alternate-work-

arrangements  

 
 Links  

 
APSU Alternate Work 

Arrangements 

https://www.apsu.edu/human-resources/alternate-work-

arrangements  
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