
Alternative	Work	Arrangement	Policy	

Policy	Statement	

In	an	effort	to	promote	flexibility	in	the	workplace,	Roosevelt	University	has	developed	this	
Alternative	Work	Arrangement	(AWA)	policy	to	allow	some	positions	to	be	performed	from	
home	or	 from	another	non-University	 location.	AWA’s	may	 improve	productivity	and	 job	
performance	as	well	as	promote	administrative	efficiencies,	support	continuity	of	operations	



Hybrid	position:	A	hybrid	job	position	requires	an	employee	to	work	on	campus	at	least	2	



§ Use	of	Leave.		Employees	cannot	use	AWAs	in	place	of	sick	leave,	Family	and
Medical	Leave,	Workers’	Compensation	leave,	or	other	types	of	leave.

§ Child	Care.		Employees	are	expected	to	arrange	for	childcare	as	necessary
for	the	hours	in	which	the	employee	works	from	an	alternative	work
location.

§ Training	for	Managers	and	Supervisors.		
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• Applicability.	Supervisors	must	rely	on	this	policy	for	any	mobile	work	requests	that�
exceed	one	half-day	of	work.

• Approval.		Mobile	work	approval	is	granted	at	the	discretion	of	the	supervisor.		The�
determination	of	whether	an	employee	is	eligible	to	participate	and	is	approved	for�
mobile	 	work,	will	be	made	in	accordance	with	this	policy.	 	All	requests	for	mobile�
work	 must	 be	 made	 in	 writing	 to	 an	 employee’s	 supervisor.	 All	 mobile	 work�
approvals	shall	also	be	made	in	writing.

• Equipment.		The	University	provides	equipment	needed	by	employees	to	effectively�
perform	their	duties;	however,	the	University	will	not	duplicate	resources	between�
the	campus	and	an	employees’	alternate	work	location.	Mobile	work	employees	may�
use	 University-owned	 equipment	 only	 for	 legitimate	 University	 purposes.		 Mobile�

https://inside.roosevelt.edu/spaces/40/library-technology-services/wiki/view/6193/information-technology-guidelines-for-alternative-work-arrangements


Eligibility	for	Remote	Position	

University	Managers,	Deans,	and	Vice	Presidents	are	responsible	for	evaluating	each	position	
independently	 and	 thoroughly	 in	 determining	 whether	 remote	 status	 is	 appropriate.	
Positions	 defined	 as	 “On	 Campus”,	 are	 not	 eligible	 to	 be	 classified	 as	 remote	 positions.	
Eligibility	for	a	remote	position	will	be	defined	in	each	employee's	position	description.		
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Travel	 Expenses.	 The	 University	 will	 not	 factor	 travel	 expenses	 into	 salary	 offers,	 and	
remote	 staff	 will	 be	 responsible	 for	 their	 own	 travel	 costs.	 There	 should	 be	 a	 clear	
understanding	of	the	travel	requirements	and	mandatory	in-person	events	for	all	employees.	
Those	mandatory	events	may	include	but	are	not	limited	to	the	following:		

• Mandatory	in-person	trainings;
• In-person	team-building	exercises
• Meetings	designated	by	supervisors	as	mandatory	in-person.

The	University	will	not	reimburse	staff	members	for	travel	to	campus	for	required	events	or	
general	business	needs.	If	employees	are	working	remotely,	they	are	responsible	for	their	
own	travel	expenses	to	and	from	campus	and	business	locations	as	needed.		

Equipment.	 	The	University	will	provide	the	necessary	work	equipment	for	employees	in	
remote	 positions.	 The	 equipment	 for	 each	 remote	 position	 will	 be	 provided	 based	 upon	
what	 is	 needed	 to	 effectively	 perform	 the	 duties	 outlined	 in	 their	 position	 description.		
Employees	 in	 remote	 positions	 may	 use	 University-owned	 equipment	 only	 for	
legitimate	 University	 purposes.	 	 Employees	 in	 remote	 positions	 are	 responsible	 for	
protecting	university-owned	equipment	 from	 theft,	 damage	 and	 unauthorized	 use.	 	 For	
information	 about	 technology	 options,	 services,	 and	 resources	 for	 Alternative	 Work	
Locations,	please	visit	the	IT	page	here.	

Hybrid	Position	

Like	remote	work	arrangements,	hybrid	work	arrangements	are	not	appropriate	for	every	
position	nor	are	they	a	guaranteed	employee	benefit.	Successful	hybrid	work	situations	are	
available	 to	positions	 that	 can	be	performed	effectively	virtually	but	also	 require/benefit	
from	maintaining	some	access	to	in	person	availability.	Other	factors	to	consider	could	
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include:	whether	campus	and	operational	continuity	is	jeopardized	by	hybrid	work,	whether	
the	student	experience	and	access	to	services	is	hindered	in	any	way,	whether	the	employee	
can	 work	 productively	 with	 minimal	 supervision,	 whether	 the	 team	 dynamic	 is	
compromised	with	hybrid	arrangements	and	whether	there	are	clearly	defined	measurables	
that	can	be	successfully	accomplished	with	a	hybrid	arrangement.	

Eligibility	for	Hybrid	Position	

University	Managers,	Deans,	and	Vice	Presidents	are	responsible	for	evaluating	each	position	
independently	 and	 thoroughly	 in	 determining	 whether	 hybrid	 status	 is	 appropriate.	
Positions	 defined	 as	 “On	 Campus”,	 are	 not	 eligible	 to	 be	 classified	 as	 remote	 positions.	
Eligibility	for	a	hybrid	position	will	be	defined	in	each	employee's	position	description.	
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Travel	 Expenses.	 The	 University	 will	 not	 factor	 travel	 expenses	 into	 salary	 offers,	 and	
hybrid	 staff	 will	 be	 responsible	 for	 their	 own	 travel	 costs.	 There	 should	 be	 a	 clear	
understanding	of	the	travel	requirements	and	mandatory	in-person	events	for	all	employees.	
Those	mandatory	events	may	include	but	are	not	limited	to	the	following:		

• Mandatory	in-person	trainings;
• In-person	team-building	exercises
• Meetings	designated	by	supervisors	as	mandatory	in-person.

The	University	will	not	reimburse	staff	members	for	travel	to	campus	for	required	events	or	
general	business	needs.	If	employees	are	working	in	hybrid	positions,	they	are	responsible	
for	their	own	travel	expenses	to	and	from	campus.			

Equipment.	 	The	University	will	provide	the	necessary	work	equipment	for	employees	in	
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