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days a week on a weekly basis throughout the year, seasonally during certain times of the
year and not during other times of the year, or other flexible options that do not involve
working remotely from an off-campus location on a full-time basis.

Fully Remote Work is defined as working at an off-campus location generally on a
full-time basis (i.e., every day of an individual’s work week). This includes individuals
who are approved for in-state and out-of-state remote work arrangements. Staff who
generally work full-time at an off-campus location but make occasional trips to campus
for work-related meetings or functions are still considered to be engaged in Fully Remote
Work. Staff who are regularly based at an on-campus worksite but frequently engage in
business-related travel to varying locations (e.g., recruiting trips, development trips) are
not considered to be engaged in Fully Remote Work.

On-campus, includes a physical location at a Case Western Reserve University location
or facility, including satellite campus locations or facilities located outside of Cleveland,
Ohio.

4. Eligibility

Exempt and non-exempt staff members must meet the following job performance criteria
to be eligible for a Hybrid or Fully Remote work arrangement: (1) successful completion
of an orientation period; (2) no positive corrective action (PCA) in the 12 months
preceding the request for Hybrid or Fully Remote work; and (3) an overall rating of at
least “successful” on their most recent performance evaluation review.

If a staff member receives positive corrective action or an overall rating below
“successful,” after they are approved for a Hybrid or Fully Remote work arrangement,
such approval will be withdrawn for twelve (12) months following the PCA or below
successful evaluation. Supervisors are expected to notify the Hybrid Work Committee at
hybrid@case.edu of such occurrences. Following the twelve (12) month period, approval
will only be reinstated after the supervisor (1) advises the Hybrid Work Committee that
the performance issue has been resolved and recommends a hybrid or remote
arrangement resume, and (2) receives approval for the employee to resume a hybrid or
remote work schedule. Performance issues involving staff members with approved
out-of-state Hybrid or Fully Remote Work arrangements will be managed separately on a
case-by-case basis�

5. Parameters for Hybrid Remote Work Schedules
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a. Standard Number of Hybrid Off Campus Days Permitted for an Individual
Staff Member: An eligible staff member may have up to two (2) days per week
of off-campus work days in half-day increments (i.e., one half-day; one day; one
day and one half-day;, or two days). Only exempt employees may split work days
between on-campus and off-campus work locations as part of their Hybrid Work
(e.g., a half-day on campus and the other half-day off-campus).

b. Exceptions: Given the importance of collaboration, community engagement and
the residential university experience to fulfilling the University’s mission, Fully
Remote Work should be an uncommon exception to the 2-day remote work
allowance rather than the standard. Requests seeking Fully Remote Work for
individual staff members or designated positions will need to articulate the
exceptional and unique circumstances that allow a department or unit to have staff
engaged in Fully Remote Work without compromising the University’s overall
research and academic excellence, its diversity, equity and inclusion and its
community engagement. Such requests will be subject to heightened review
during the approval process. Please see Section 9 regarding Fully Remote Work
Outside of Ohio for additional information regarding exceptional and unique
circumstances.

In evaluating whether to propose Hybrid Work Arrangement and the number of
off-campus work days to be proposed for an individual position or staff member, the
supervisor should evaluate the staff member’s different weekly tasks in terms of:

i. whether the staff member’s physical presence on campus is required to
perform any of those tasks2䔀

’





are performed by a staff member, the hours when those tasks are performed to
expand the scope of customer service, the sequencing of tasks that help optimize
department operations, and/or the facility and space needs of the department.

6. Request and Approval Procedures

a. Department Request for Hybrid Remote Work and Revisions

To request a Hybrid Remote Work Arrangement for a department or unit, a supervisor
must complete a Hybrid- Remote Work proposal for their department or unit on the
Department Hybrid - Remote Work Proposal Form and Staff Work Schedule Spreadsheet
Attachment; individual staff members should not directly submit their own individual
requests. The supervisor’s proposal should address all department staff members on the
spreadsheet, both the participating and non-participating staff members. The supervisor
should submit the Department Hybrid - Remote Work Proposal form to the applicable
Vice President or Dean (or their designee) for their approval. The Vice President or Dean
(or their designee) will then submit the form to the Hybrid Committee at
Hybrid@case.edu for final review and approval in accordance with this framework. If the
proposal is denied in-whole or in-part, the Hybrid Committee and/or the VP or Dean (or
their designee) will contact the supervisor to discuss the reasons for the denial and
whether any modifications can be made to the proposal to allow for its approval.

Once a department’s initial Hybrid Remote Work Proposal is approved, the department
should not submit a new form for re-approval based on minor adjustments of the existing
structure. Minor adjustments include changes in the off-campus days (e.g., Mondays and
Wednesdays to Tuesdays and Thursdays), or the hiring of a new employee into a position
previously approved for hybrid or remote work. Revisions to previously approved
department work arrangements that require a revised department proposal include new
hires in positions not previously approved for hybrid and major changes to department
hybrid work arrangement structure, such as, a hybrid arrangement to a compressed work
week.

Supervisors must ensure that work arrangements allow for an adequate number of staff to
be present on-campus throughout the week.

b. Request for Hybrid Remote Exception for Individual Staff Persons

To request an exception to the standard parameters for Hybrid Remote Work for a staff
member within a department, a supervisor must complete a Hybrid- Remote Exception
Staff Proposal Form on behalf of the staff person seeking the request. The supervisor
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periodic inquiries On-going approval for departments to allow Hybrid or Fully Remote
will be contingent on department cooperation with this operational review.

Participating departments may also provide subjective metric information based on client
surveys.

In addition, annual reviews for staff participating in Hybrid or Fully Remote work will
include a component for evaluating the staff member’s remote work performance.

8. Fully Remote Work Outside Ohio

Any approved Hybrid or Fully Remote Work generally should be performed by the staff
member in the State of Ohio.

In exceptional circumstances, the University will consider approving out-of-state remote
work arrangements in circumstances where it is necessary to:

(1) retain an existing staff member with a strong performance record who has a highly
specialized and/or unique skill set that cannot be reasonably replaced; or

(2) fill a position requiring highly specialized and/or unique expertise that is critical
either to the University’s core academic and research mission or a significant strategic
initiative where the existence of qualified candidates with the requisite expertise is scarce
and recruitment to work on campus is unlikely to be successful.

In situations falling within the second circumstance, a determination of whether the
position will be eligible for remote work outside Ohio shall be made before the position
is posted. In any Fully Remote Work arrangement outside Ohio, the work must be
capable of being performed remotely. Areas within the University where such
circumstances are most likely to arise include research, UTech, and marketing /
communications. Consideration of exception requests for out-of-state remote work is
limited to exempt staff positions only.

Prior to any employee engaging in a remote work arrangement outside Ohio, the
department must request and obtain approval for the out-of-state work arrangement. The
fact that an employee has already relocated out-of-state or a supervisor has offered a
remote work arrangement to someone located out-of-state before obtaining approval
under this Framework will not be considered a reason warranting approval of a request.
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The department will be responsible for updating its compliance plan annually, by July 1,
which are to be submitted to
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requirements are met. The supervisor is expected to be familiar with data privacy and
security requirements applicable to remote work and to share them with staff who engage
in any remote work.  The supervisor is encouraged to consult with and must confirm any
security requirements with UTech and the Compliance Office to ensure the off-campus
work site and/or networks meet evolving security requirements.

12. University Property

All equipment the University provides to a staff member, whether used on campus or in
connection with a Hybrid or Fully Remote Work arrangement, remains the property of
the University and must be returned upon separation from employment or at any other
time upon request from the University. This requirement applies regardless of whether
the equipment was purchased with University operational or grant funds.

Employees leaving the University who are working a Hybrid Work schedule must be on
campus for their last day at work to return all university property.

13. Nature of Employment

Neither this framework nor the approval of any type of Hybrid or Fully Remote Work
arrangement alters the at-will nature of employment for any staff member. In addition,
except as required otherwise by law, the staff member’s job description and terms and
conditions of employment shall remain the same. As a result, the staff member’s
compensation and benefits generally will not change as a result of a Hybrid or Remote
work arrangement. In addition, campus parking expenses generally will not change for
the staff member except as expressly modified by the University.

14. Comp (Flex) Days

Employees who work in positions that are not eligible for Hybrid or Remote hybrid
arrangements based on operational or business needs and would otherwise be eligible will
be provided three (3) Comp (Flex) Days per fiscal year. The Comp (Flex) Days can be
used at the employee’s discretion, but they require pre-approval from the supervisor.
Comp (Flex) Days may be used in half or full day increments. Employees will not receive
compensation for unused flexible days and days must be used within the applicable fiscal
year. Tracking the use of Comp (Flex) Days is the responsibility of the supervisor and
employee.

If a staff member who is not eligible for Hybrid or Remote Hybrid arrangements receives
positive corrective action or an overall rating below “successful,” they may not use any
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