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I. POLICY 

Capital University thrives by creating a dynamic environment for diverse students, faculty and staff to 
engage together in learning, teaching, scholarship, and work.  A vibrant in-person learning environment is 
central to Capital’s mission of transforming lives which happens through shared experiences, thoughtful 
discussions, mentorships, long-lasting relationships, and more.  At the same time, the COVID-19 pandemic 
has fundamentally changed the way we teach, learn, work, and collaborate with each other.  

Capital recognizes that implementing a Remote Work Arrangement policy for our staff and administrators 
supports a variety of goals related to employee engagement and well-being.  Remote work arrangements 
may help optimize operations, improve productivity, attract and retain a talented workforce, enhance 
work-life balance, achieve administrative efficiencies, and support continuity of business operations. 

This policy establishes a common, ongoing framework with shared definitions, so all divisions of the 
University can utilize remote work arrangements equitably across the institution, based on the business 
and operational needs of each department, and the job-specific requirements of the positions. 

The practice of working at an approved remote workspace instead of physically traveling to a university-
based workplace is a work alternative that may be offered to administrative and staff employees when 
such requests meet the eligibility criteria established by this policy.  

To maintain the vibrancy that characterizes our campuses, the University expects that most employees will 
continue to work at their campus locations for a majority of their workweek.  Therefore, remote work 
arrangements should typically be for one or two days per week.  In rare situations, 100% remote work 
arrangements may be approved. 

Work assignments are driven by a position’s roles and responsibilities and the need for departments to 
offer services to the University community.  Remote work arrangements must be approved by the 
supervisor and the divisional vice president, and authorized by Human Resources. HR will work with units 
to be consistent in the decision-making process regarding remote work arrangement requests.  Remote 
work arrangements instituted under this policy can be changed or discontinued at any time.  

Remote Work Arrangement Policy 
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This policy does not address flexible arrangements or flexible work requests for medical or other reasons, 
which should go through the Accessibility Office. 

This policy also does not apply to approval for temporary remote work arrangements.   

This policy will be assessed regularly and refined as needed. 

 
II. DEFINITIONS 

A. University Workplace. The university-based place of work where employees normally are located 
for their work. 

 
B. Remote Work Agreement. Formal written agreement outlining the remote work arrangement. 

 
C. Remote Work Arrangement. Defined as a continuing arrangement allowing employees to work at 

an alternate location. Employees perform essentially the same work that they would in the 
university workplace in accordance with their same performance expectations and other agreed 
upon terms. Remote work arrangements may be established for the long-term (not to exceed one 
year, and can be continued upon review) but should be at least two months in duration. 
 

D. Remote Workplace. Approved alternate work sites other than the employee’s university workplace 
where official Capital University business is performed. Such locations may include, but are not 
necessarily limited to, employees’ homes or approved satellite offices. 
 

E. Service Hours of Operation. Service hours may be established by departments beyond the 
University’s business hours where services need to be provided at different times to meet the 
needs of the University community (for example, library, student services, etc.) and are the hours 
during which the department must be staffed. 
 

F. Temporary Remote Work.  Defined as temporary, sporadic, or task-based flexible work requests.  
These can be as short as one day, and up to two months in length. Temporary remote work can be 
approved by the supervisor if deemed appropriate. Arrangements longer than two months are 
considered continuing arrangements and must go through the approval process in this policy. 
 

G. University Business Hours. The standard business hours at Capital are 8:30 a.m. to 5 p.m. Monday 
through Friday; however, some offices and functions may operate service hours that are different 
from or longer than the standard business hours of the University. 
 

H. Work Week.  For most university employees, the standard work week begins on Sunday and ends 
on the following Saturday. 

 
III. POLICY DETAILS 

Eligibility to participate in a Remote Work Arrangement is made on a case-by-case basis. The arrangement 
should be beneficial for the University and effective in accomplishing University goals.   

A. General Expectations 

• Regardless of work location, an employee’s responsibility is to fulfill their job responsibilities, 
perform at expected levels, and follow all Capital regulations, policies, and job standards. 
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• Remote employees are required to have their remote work location in the state of Ohio and 
within commuting distance of the University. 

• Remote work is not guaranteed; the arrangement can be changed or discontinued at any time. 

• Employees who have an approved remote work arrangement may still be required to work on 
campus on a scheduled remote workday as required by the department, including for emergency 
situations if designated as critical personnel. 

• Employees must communicate absences or time away from work as if they were on campus. 

• Employees are expected to clearly communicate when they are working remotely, how to 
contact them, and be accessible during scheduled work times. 

• Student or employee-facing employees and departments are expected to maintain an 
appropriate level of staffing at the campus work location and remote work arrangements 
should not reduce service levels of University departments. 

• Information technology and security of data, as well as confidentiality of information, are vital 
considerations when reviewing a remote work arrangement. 

• Adverse action against an employee for requesting remote work is prohibited. 

B. Eligibility 

Eligibility is determined based on: (i) job duties and essential functions of the job, (ii) needs of the 
department (which includes maintaining staffing levels at the university-based work location), and 
(iii) satisfactory performance of the employee.  

Individuals who meet or exceed performance standards are typically favorable candidates for remote 
work arrangements. Employees should be performing at a satisfactory level or better to be eligible 
for flexible work and to continue in remote work. Individuals in corrective action or on a performance 
improvement plan are not eligible for remote work arrangements. 

Some positions require the employee to physically be on campus to perform essential job duties and 
to maintain continuity of operations, and may not be eligible for remote work; however, departments 
may consider flexible work schedules if appropriate. Such jobs include, but are not limited to: 

• Groundskeeping/landscape positions. 

• Facility maintenance positions. 

• Housekeeping positions. 

• Safety positions, such as police officers, dispatchers. 

• Residence Life positions. 

• Positions requiring face-to-face contact to support students, employees, or campus operations, 
i.e., receptionists, front desk attendants, library circulation staff, and help desk roles. 



 

Remote Work  Arrangements Policy  Page 4 of 6 
 

When considering an employee’s request for a remote work arrangement, the supervisor will 
consider the following questions: 

• Does the position have clearly defined work that can be accomplished off-site? 

• Are there position requirements that cannot be met from an off-site location? 

• Can the employee’s productivity be measured effectively through off-site supervision? 

• Will the department continue to meet its standards for service and staff availability? 

• Does the employee proposing the remote work arrangement have a demonstrated record of 
strong time management skills and satisfactory, at minimum, independent work performance? 

• Are there effective methods for communicating between the employee and supervisor? 

• What is the necessary frequency and schedule expected for the employee to work on-site 
(including meetings with the supervisor, colleagues, students, and other constituents)? 

• How will the proposed remote work arrangement affect cross-training initiatives, team-based 
approaches, and other strategies? 

• What are expectations for the employee’s availability during the workday? 

C. Work Standards and Performance: 

• Employees who are not meeting performance standards based upon the supervisor’s judgment 
are not eligible for any type of ongoing remote work arrangement. This does not include 
temporary remote work requests that the supervisor chooses to approve. 

• Employees may have their remote work agreement revoked at any time if their performance 
does not meet expectations. 

• The supervisor will regularly evaluate and provide feedback on the employee’s job 
performance as defined in the employee’s position description. 

D. Approved Work Locations: 

• Acceptable work locations: Employees must reside and work in the state of Ohio, and be within 
commuting distance of the University. All requests for an exception to allow an out-of-state 
working arrangement must be approved by the President. 

Notification: Employees who move out of the state of Ohio while employed at the 
University must notify Human Resources immediately. Such move can impact the 
employee’s employment status, up to and including separation from their role at Capital. 

• Safety: Employees must verify that the remote workplace meets the safety checklist 
requirements listed on the Remote Work Request Form. 

• Workspace: Employees must have a designated, quiet, distraction-free space available to 
perform work in a productive environment with an appropriate internet connection. 
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E. Length of Agreement: 

• Remote work arrangements must be piloted for a brief period (generally 30-60 days) prior to 
long-term approval. The designated pilot period allows the employee and supervisor the 
opportunity to evaluate the arrangement. Based on the results of the pilot period evaluation, 
and with approval of the divisional vice president and Human Resources, the Remote Work 
Agreement will be implemented for the designated time period, modified, or terminated. 

 
• A remote work agreement can be approved for up to one year. At that time, the agreement 

must be evaluated and re-approved to continue. A remote work arrangement should  be at 
least two months long (shorter arrangements are considered temporary).   

• The University may at its discretion, implement, continue, discontinue, or modify remote work 
arrangements at any time. Employees should, however, be given a two-week notice prior to 
changing their remote work schedule or discontinuing a remote work arrangement, unless an 
emergency arises. The employee may consent to a shorter notice period. 

F. Compensation and Benefits: 

• All pay/salary rates, leave, benefits, and travel reimbursements will remain as if the employee 
performed all work at the employee’s established university-based work location. 

• The normal full-time work week of 37.5 hours (or 40 hours for some positions) shall be 
observed. [Pro rata if a part-time.]  No remote schedule shall be approved requiring more than 
37.5 hours of actual work for full-time non-exempt employees in a workweek, unless the 
department normally has a 40 hour work week. [Pro rata if a part-time assignment.] 

• All hours worked, regardless of work location (on-campus or remote), are counted towards 
hours during the work week per the Fair Labor Standards Act (FLSA).  

• Overtime worked by a non-exempt employee must be approved in advance by the supervisor 
in writing and the employee will be compensated at the normal overtime rate. 

• Alternate work schedules, such as rotating shifts, compressed workweek, etc., may be used to 
allow departments to provide services outside traditional hours of work or to meet employer 
or employee needs. Such schedule adjustments may not result in an employee working fewer 
than their prescribed hours during a workweek or pay period, or result in regular overtime pay. 

• Non-exempt employees working remotely must follow break and lunch requirements. 

 
IV. PROCEDURE 

Process to request a remote work arrangement:  

• An employee should discuss their request with their supervisor and the supervisor will review 
the request based on the eligibility considerations in this policy.  

• A completed Remote Work Arrangement Request form will then go to the divisional vice 
president. The supervisor and divisional vice president will review the request and determine if 
the request can be supported with the department continuing to provide high-quality services 
to students and employees on the campus. 
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• If the vice president supports the remote work arrangement, the signed Remote Work 
Arrangement Request form will go to Human Resources which will review the basis for the 
decision and determine if granting the remote work arrangement is equitable with how the 
policy has been applied across the divisions of the University.  

• If the supervisor, vice president, and Human Resources agree on granting the request, Human 
Resources will inform the employee and supervisor and provide an executed copy of the 
Remote Work Arrangement Request form, which then becomes the Remote Work Agreement. 

If the request is not approved:  The supervisor will discuss with the employee the reasons the request 
was not approved, and the supervisor will notify Human Resources of the reason for the decision. 

Modifying or Terminating a Remote Work Agreement: 

• Once approved, an employee may not modify the Remote Work Agreement without the 
written consent of their supervisor and divisional vice president.  Any modification will be 
specified in writing and provided to Human Resources, which will ensure that the modification 
is equitable and consistent with this policy. 

• A supervisor may modify an approved Agreement if they, and the divisional vice president, 
determine that such modification will better meet the current needs of the department and/or 
University.  Any modifications will be specified in writing and provided to Human Resources, 
which will ensure that the modification is equitable and consistent with this policy. 

• If a supervisor determines that the remote work arrangement is no longer consistent with the 
department’s obligations, or if the performance of the employee is not meeting performance 
expectations, the supervisor may terminate the Agreement in consultation with the divisional 
vice president and Human Resources. 

• If a Remote Work Agreement is terminated or modified, the employee should be given a two-
week notice prior to changing their remote work schedule or discontinuing a remote work 
arrangement, unless an emergency arises. 

 
V. RESOURCES 

Remote Work Arrangement Request Form 

 
VI. CONTACTS  Human Resources Office  

Yochum Hall Lower Level, Rooms 16-26 
Phone: 236-6168 
Email: hr@capital.edu 

 
 

VII. RELATED POLICIES 

Family and Medical Leave Policy 

Accessibility Services and Accommodations policies 

 
VIII. HISTORY 

July 6, 2021: Enacted by President’s Cabinet 



Remote Work Arrangement Request 

Section I – Employee Information 

  Renewal or extension request 
☐  Change request ☐
☐

 Terminate participation
 NEW remote work arrangement request ☐

Employee Name: 

Employee ID: 
Employee Classification: 

☐ Administrator☐ Staff
☐ Full-time        ☐ Part-time

Division/College: 

Department: 

Current Position Title: 

University Workplace: 

Duration (maximum one year): 

Begin Date End Date 

Remote Workplace: 

Supervisor Name: 

Proposed Remote Work Schedule 

Day Hours at University Workplace Hours at Remote Workplace Total Hours 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

Supervisor Signature Date 

Section II - Supervisor Survey Y/N 

Job duties can be performed fully or partially remotely.  Yes   No

Supervisor has discussed with the employee what job duties are to be performed remotely 
and planned for any duties that must be performed on site. 

Yes    No

Employee has appropriate remote space, equipment, telephone, and internet access.  No Yes  

Employee can ensure that remote work will not create an information security risk.  Yes   No

Employee has demonstrated basic necessary job performance.  Yes   No

Supervisor can provide adequate supervision and accountability for the remote work.  Yes   No



Section III - Safety Checklist 
The following safety features must be verified by employee at remote workplace listed above: 

Y/N 

Temperature, ventilation, lighting, and noise levels are adequate for maintaining an 
appropriate work location. 

 Yes   No

Electrical equipment is free of recognized hazards that could cause physical harm and 
electrical system allows for grounding of electrical equipment. 

 No Yes  

Remote workplace is free of any obstructions that could restrict visibility and movement.  Yes   No

Additional Terms of Remote Work Arrangement 
Security of Data 
The employee will apply approved safeguards to protect university data from unauthorized disclosure or damage and will 
comply with university policies. Work performed at the remote workplace is considered official Capital University 
business. All records, papers, and correspondence must be safeguarded for their return to the official location. Release 
or destruction of any records should only be done at the university workplace. Computerized files are considered 
official records and shall be similarly protected. See  the University's Data Security and Classification Policy. 

Liability 
Capital will not be liable for damage to the employee's property or changes in taxation requirements that results from 
participation in a Capital Remote Work Arrangement.  Employee agrees to maintain and safe work environment and will 
hold Capital harmless for injury to any other individual at the remote work site, except if that individual is a Capital 
employee who is present at the remote work site at Capital's direction.

Curtailment of the Arrangement 
Remote work arrangement are not a right or entitlement of employment. The employee may request to terminate 
participation in a Remote Work Arrangement, and the University reserves the right to terminate or adjust this Remote 
Work Arrangement or workplace schedule at any time. 

Employee Acknowledgment 
I request approval of this Remote Work Arrangement Agreement and I acknowledge that I have read, understand, 
and agree to abide by this Remote Work Arrangement and the terms outlined in Capital's Remote Work 
Arrangement Policy.  I understand that all terms and conditions of my employment remain unchanged except 
those specifically addressed in this agreement.

Date Employee Signature 

REQUIRED APPROVAL SIGNATURES: 

Divisional Vice President Signature 
_____________________
Date 

Signatures may be written or provided electronically. 

Please forward the completed form to the Human Resources for processing via email (hr@capital.edu). 
Changes or discontinuation of the arrangement must also be submitted to Human Resources. 

______________________________________ 
Human Resources Director

___________________________ 
Date
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