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POLICY

UCAN Head Start will provide opportunities for Non-Exempt Employees to work from home when the individual staff person meets the established criteria and receives Head Start Management approval.

PROCEDURE
CRITERIA: 

· The employee demonstrates the ability to work independently.

· The employee demonstrates he/she can meet expected project deadlines consistently 95% of the time.

· The employee demonstrates he/she can prioritize workloads effectively while managing time efficiently.

· 85% of the employee’s job role is such that the work can be completed in a home office environment. 

· The major responsibilities of the employee are appropriate activities that can be conducted in a home office environment.

· The employee’s annual evaluation demonstrates that the work the employee conducts meets and/or exceeds expectations.

· Supervisor will make his/her decision on a case by case basis.

PROCEDURE

· The employee will evaluate if he/she meets the above criteria.

· The employee will write a proposal given the above criteria and discuss it with his/her supervisor.

· The supervisor will approve and let the employee know the next step.

· The supervisor will then propose to the Head Start Leadership Team either at a meeting, by email or hard copy.

· Once approved or denied, the Leadership Team will notify the supervisor with the decision and reasoning and if approved the suggested time line for beginning the employee’s new schedule.

The supervisor will notify the employee of the decision, reasoning, and establish a time line and the supervisory monitoring process if approved.
This policy complies with Head Start Performance Standards 1304.52(k)(1)–(3)§ 1304.52 Human resources management.

