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Manager Discussion Guide: Meeting Outlines 

Flexibility Team Meeting Discussion Topics 
Each topic or segment can be covered in a 60–90 minute meeting. 

I – Flexibility as a tool to meet employee needs and business requirements: 

Business requirements and metrics ●●

Current and desired use of flexibility ●●

Ideas for more flexible ways of working ●●

II – Flexibility challenges and success factors: 

Viable flexible work options in workgroup ●●

Potential challenges ●●

Critical success factors ●●

III – Establishing a flexibility plan for the team: 

Ensuring staffing and coverage requirements ●●

Maintaining high performance ●●

Establishing team agreements and operating principles ●●

Meeting One — Flexibility as a Tool To Meet Employee Needs and Business 
Requirements 

Explain●●  your objective for these flexibility discussions with the workgroup. 

Reiterate●●  the overall business strategy, goals and the output and/or performance metrics from 
this workgroup that are required to meet the company’s business objectives. 

Describe●●  positive impacts of flexible ways of working for the business and your team based on 
the business impact of current flexible work arrangements and other potential flexible work 
options. 

Ask●●  team members for their view of how flexible work arrangements benefit the business and 
their ability to meet team work requirements. Record on a flip chart. 

Review●●  the company’s flexibility policy and approach and the flexible work options that are 
applicable to your workgroup (if they exist). 

Describe●●  the current flexible work options that are in place and being used by team members, 
both formal flexible work arrangements and occasional use of flexibility. 

Ask●●  how these flexibility options are working to meet individual and business needs — facili-
tate discussion. 
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Ask●●  team members to identify other ideas they have for flexible ways of working that would meet 
their needs as well as the needs of the business. 

Be creative●●  and think “out of the box.” Record ideas on a flip chart. 

Ask●●  team members to narrow down their preferences from the potential flexibility options to the 
ones that are most viable given the nature of the work and business requirements (if necessary). 

Agree●●  to consideration of the preferred and most viable flexible work options and set a time for the 
next meeting. 

Note: Manager may want to review the preferred and suggested flexible work options and be prepared to 
recommend the options that are realistic and viable given the team’s business requirements, schedule and 
needs for coverage. 
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Meeting Two — Flexibility Challenges and Success Factors 

Open●●  the meeting with a brief review of the discussion and agreements from the previous meeting. 

Describe●●  the preferred flexible work options identified by the team and what you consider the most 
viable options given business requirements of the workgroup. 

Explain●●  your rationale and answer questions as necessary. 

Discuss●●  how these flexible work options might work given the team schedule, work require-
ments and coverage needs. 

Identify●●  potential challenges and concerns. 

Ask●●  team members what concerns they have and challenges they see in using these options for 
more flexible ways of working and meeting business requirements. Record on a flip chart. 

Engage●●  team members in a discussion of how they might overcome these challenges and con-
cerns to ensure coverage and meet business needs. 

Encourage●●  honest input and discussion. 

Identify●●  critical success factors to ensure the success of working flexibly (both on‐site and off‐site) 
and meeting business needs. 

Ask●●  for concrete ideas and ways to ensure success. Record on a flip chart. 

Agree●●  to consideration of these challenges, potential solutions and success factors in establishing a 
process to request and approve flexible work options that will ensure meeting business and coverage 
requirements. 

Note: Before the next meeting the manager should determine how team members can request flexible 
work options and address business and staffing/coverage considerations. 
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Meeting Three — Establishing a Flexibility Plan for the Team 

Open●●  the meeting by reviewing the team’s discussion in the previous meeting regarding flexible work 
options being considered, potential challenges and solutions and critical success factors. 

Pre‐record●●  key points on a flip chart to review with the workgroup. 

Review●●  the process you propose to request flexible work arrangements and the key considerations to 
ensure staffing, coverage and business requirements. 

Facilitate●●  discussion to solicit feedback, answer questions and address concerns. 

Discuss●●  a timeframe for implementing these flexible work arrangements as a pilot and evaluating 
success. 

Determine●●  what maintaining high performance will look or feel like when the workgroup is using 
new/expanded flexible work options. 

Ask●●  workgroup to identify the characteristics of “high performance” based on the workgroup’s 
coverage and business requirements. 

Record●●  on a flip chart and compare to the list of success factors developed earlier. 

Establish●●  team agreements and operating principles to ensure success. Record on a flip chart. 

Establish●●  core hours, schedule and boundaries for coverage and accessibility as appropriate for 
your work environment and business demands.

Agree on hours and days that team members need to ensure coverage. ●●

Should a team calendar and contact numbers be created or posted? ●●

How does the team ensure consistency and fairness in use of flexible work arrangements? ●●

Determine●●  how to ensure effective, frequent and ongoing team communication. 

Determine●●  frequency of updating voice mail greetings and checking and responding to e‐mail 
and voice mail if applicable. 

Discuss●●  how to respond to and handle unexpected events or “emergencies.”  
Ask team members: 

What types of unexpected situations or emergencies might come up? ●●

How might these situations be handled? Develop a plan. ●●

Determine●●  opportunities for cross training and leveraging resources to cover those on flexible 
work arrangements. 

Determine●●  schedule of team meetings — will it need to change? Will meetings be face‐to‐face 
or can teleworkers/remote workers participate by phone? 

Discuss●●  how to ensure that the valuable “informal” interactions and team building that typi-
cally happen in the office (water cooler conversations) can be recreated when employees are 
working off‐site and/or on different schedules. 
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Agree●●  on how to hold each other accountable to these agreements. 

Determine●●  how the agreements will be finalized, documented and distributed to the team. 

Establish●●  a plan to monitor and evaluate success of the flexible work arrangement 
implementation. 
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CORPORATE VOICES FOR WORKING FAMILIES

Corporate Voices for Working Families is the leading national business membership organization representing 
the private sector on public and corporate policy issues involving working families. A nonprofit, nonpartisan 
organization, we improve the lives of working families by developing and advancing innovative policies that reflect 
collaboration among the private sector, government and other stakeholders.

To create bipartisan support for issues affecting working families, we facilitate research in areas spotlighting 
the intersecting interests of business, community and families: workforce readiness, family economic stability, 
flexibility in the workplace, and work and family balance.

Collectively our 50 partner companies, with annual net revenues of more than $1 trillion, employ more than 
4 million individuals throughout all 50 states.

Our Web site: www.corporatevoices.org

Our blog: www.corporatevoices.wordpress.com

Follow us on Twitter: @corporatevoices

Our address:	 1020 19th Street NW, Suite 750 
	 Washington, DC 20036

Our phone: 202-467-8130

Our fax: 202-467-8140

WFD CONSULTING

WFD Consulting partners with its clients to create inspiring work environments where organizations succeed 
and employees thrive. Their research, consulting and implementation services help clients build a competitive 
employee value proposition and mobilize the full richness, diversity and potential of their employees, resulting 
in a more resilient, productive and engaged workforce. For over 25 years, WFD Consulting has been dedicated to 
improving business outcomes and improving the lives of working families through collaboration, innovation and a 
commitment to action.

Our Web site: www.wfd.com
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