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Model Policy: Reduced schedule and flexible work arrangements
Why you need this policy:
Once upon a time, the belief was that an individual could be an attorney or a primary caregiving parent but not both. Attitudes—and laws—have changed this thinking and opened the door to all kinds of flexible work arrangements allowing attorneys to balance their professional and parental obligations.
How this policy helps you: 

Every law office needs a written policy addressing where it stands on flexible work arrangements—even if it’s to state that such arrangements are not permitted. This policy does not address the related but separate issue of leave of employees to care for family members, which is subject to the Family Medical Leave Act and state laws.
How to use this policy: 

Make sure you adapt this Model Policy so that it reflects your own policies with regard to flexible work arrangements, including whether they’re permitted, who can qualify for them, the procedure to request an arrangement, the particular arrangements available, the impact on pay, promotion, and benefits, etc.
Model Policy: Reduced schedule and flexible work arrangements
ABC Law Firm 

1. Statement of policy

The ABC Law Firm takes great pride in the fact that many of our attorneys have achieved excellence not only in the field of law but as parents and primary caregivers. The policy of the firm is to provide all reasonable support to working parents, accommodate their needs, and make it possible for them to balance their professional and parental responsibilities.

2. Purpose of policy
In accordance with the above stated policy, the management of ABC Law Firm has established a transparent and fair system for allowing qualified attorneys to request and receive reduced or flexible work schedules or arrangements that accommodate their parental and caregiving obligations above and beyond what the law requires. The purpose of this Policy is to outline the ABC Law Firm reduced work schedule system and explain how it works.
3. Definition
For purposes of this Policy, a reduced work schedule is defined as an arrangement in which an attorney receives reduced compensation in return for reduced work hours.


4. Who can qualify for a reduced work schedule
Any attorney who is in good standing with ABC Law Firm is entitled to be considered for a reduced work schedule in accordance with this Policy.

5. Application procedure

To apply for a reduced work schedule, an attorney must submit a written proposal to his or her supervising partner or department chair as far in advance of the proposed start date of the arrangement as possible. ABC Law Firm shall respond to the request as soon as possible. Approval will be given to the extent that management determines that the proposal is practical and can be accommodated by the firm as a whole and the practice group or groups that the proposed reduced work schedule arrangement will directly affect.

6. How reduced work schedule arrangements work

a. Attorney’s obligation: Upon approval, reduced work schedule arrangements will require trust and good faith from both sides. The attorney will be expected to provide quality and timely service to clients and meet the same standards of performance that apply to attorneys working full schedules. 
b. ABC’s obligation: ABC Law Firm, in turn, will respect and support the decision to work a reduced schedule and make every effort possible to ensure that the amount of work given the attorney is consistent with the arrangement. In addition, the firm will make reasonable efforts, within the constraints of the attorney's schedule, to provide the type of work assignments, experiences and opportunities that are valuable or necessary to achieve partnership or promotion.
c. Effect on compensation: Compensation for attorneys with reduced work schedules will be adjusted according in accordance with the anticipated hours to be worked by the attorney as compared to the expectation of hours worked by others with full schedules.
Aside from that adjustment, the standards used to determine compensation for attorneys with reduced work schedules shall be the same as those used to determined compensation for attorneys with full schedules. In other words, an attorney working on a reduced schedule is eligible for salary increases and bonuses in the same manner as those working a full schedule.

d. Effect on benefits: Full health insurance benefits will be made available, to the extent feasible, to all attorneys, regardless of their schedules. Attorneys with reduced work schedules shall be entitled to the same amount of paid vacation as other attorneys, but that vacation shall be paid at the attorney's reduced salary. Attorneys with reduced work schedules shall, to the extent feasible, be entitled to all other benefits (such as retirement benefits) on an adjusted basis.

e. Effect on partnership and promotion: Employees on a reduced schedule will have the same opportunity as other attorneys to qualify for partnership or promotion—the amount, duration, and quality of an attorney’s work experience will be considered of all attorneys regardless of whether they work a reduced or full schedule.


f. Review: ABC Law Firm will review its approval of the reduced schedule work plan at least once a year and reserves the right to conduct such review any time without waiting a full year. The attorney with the reduced schedule will be expected to participate in the review process. Among other things, the review will determine the effectiveness of the arrangement and how well it is working for both sides as well as whether an appropriate percentage of the workload has been assigned to the attorney.


7. Other permissible flexible arrangements
In addition to reduced work hours, ABC Law Firm is willing to make the following other arrangements to accommodate the parental caregiving needs of its attorneys:

a. Flextime: "Flextime" is a rearrangement in, but not a reduction of, office hours, including: 

· "Compressed time" arrangements in which an attorney handles a full workload in fewer, longer workdays; and

· Hour-shifting arrangements in which an attorney works the same number of hours but at different times, for example, from 7:00 a.m. to 4:00 p.m. instead of from 9:00 a.m. to 6:00 p.m.
b. Telecommuting: These are arrangements that allow attorneys to work from home or another location other than the ABC Law Firm office facility.
c. Job sharing: These are arrangement in which two attorneys split the duties and benefits and compensation of one position.
This Tool and hundreds more available at: http://www.lawofficemgr.com
Law Office Manager assumes no responsibility for the effectiveness or legality of any of its online templates or tools. Always consult your legal counsel and management before implementing any new policies or procedures.
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