


Notice of Revised Remote Work Guidance and Review Procedures – February 12, 2021

On January 15, 2021 President Muma announced new guidance and review procedures for Remote Work.  After listening to questions and comments received about the guidance and review procedures, revisions have been made.  The revised guidance and Employee Remote Work Request Form can be found on the HR web page Remote Work Guidance.

Although remote work raises unique legal and administrative issues and must be reviewed and approved before remote work begins, HR and Legal colleagues have worked diligently to ensure only those remote work situations with the most risk require review/approval beyond the direct supervisor. 

The revised guidance requires the Employee Remote Work Request Form be submitted prior to the remote work being performed only when:
· Regular Remote Work is performed at an Alternate Work Location outside the state of Kansas;
· Remote Work is being performed internationally; or 
· The Employee is on an H1B/VISA and the Alternate Work Location is different than the Assigned Work Site approved on the H1B/VISA application. 

The Employee Remote Work Request Form is not required if Regular Remote Work is performed at an Alternate Work Location within the state of Kansas and in the case of an Employee on H1B/VISA, at the location contained on the VISA application.  An optional form has been developed for use by leaders if they find it helpful to memorialize discussions with an employee regarding an approved remote work arrangement in which a review beyond the direct supervisor is not required.

The Employee Remote Work Request Form is intended to gather information needed for each of the three above situations so a review may be conducted and little, if any, additional information may be needed from the Employee.  For ease of location and use, there is one form but only the sections that are pertinent to the individual request need be completed (i.e. if remote work is not being performed internationally, the international questions do not need to be answered).

All employees who are required to complete the Employee Remote Work Request Form and have not previously submitted the Form should complete and submit this revised Form no later than February 26, 2021.  All previously submitted forms are valid and there is no need to complete the revised form.

We appreciate your feedback and patience as we work through the implementation of this Remote Work Guidance and Review process to ensure we have a process that works both in the immediate term as well as into the future.  We know remote work will continue to be an important option for some employees to enhance work/life balance, job satisfaction and being an inclusive work environment.





