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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

REMOTE WORK POLICY FOR FACULTY AND STAFF

Allen recognizes the changing nature of the work environment and establishes this policy to provide a framework that addresses both institutional and individual employee needs.
The College recognizes that most of its employees will work on campus to meet the needs of students, faculty, staff, and the campus community.  There may, however, be situations where it is advantageous and appropriate for an employee to work remotely.  This Policy and its corresponding Procedure addresses the process by which remote work may be approved first, at a departmental level, then by position and documented appropriately with Human Resources using the Remote Work Request & Agreement Form. Immediate supervisors maintain the responsibility for approving occasional remote work for those positions or employees who are not eligible for regular remote work agreements. Not all positions are eligible for remote work agreements.  As stated herein, the propriety of remote work agreements for positions will be reviewed based upon the requirements set forth in this Policy, and in consideration of student needs; departmental needs; benefit to the College; and the employee’s ability to maintain a high level of service. The College expects that implementation of remote work agreements will enhance the employee’s productivity, the quality of an employee's level of service, and the College’s ability to serve students and the community.   A departmental plan to allow for remote work must be authorized in advance by the President’s Council.  This Policy shall not supersede any remote work provisions contained in current labor contracts.

If the college authorizes an employee to work remotely or telecommute for a temporary or extended period, it must advance the institution’s mission and shall not reduce or impede the quality of instruction or service provided to students, co-workers, and the community.
Working remotely or telecommuting is not a right. It is a discretionary privilege, and if approved, it is subject to conditions on a case-by-case basis that may be amended or revoked. Not all positions will be eligible for working remotely or telecommuting, as some positions by their nature and responsibilities require daily in-person presence and interaction. Denial of an employee’s request to work remotely or telecommuting shall follow the appeal process for employees. 
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