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[bookmark: _Hlk172280769](A)	Summary. Youngstown State University (University) recognizes that in rare and specialized instances based upon business necessity there may be a need to hire an employee who will reside and/or perform University work outside the state of Ohio and surrounding area. The following policy has been developed to ensure good stewardship of University financial resources and to ensure compliance with state specific requirements. In these instances, the University must comply with a variety of employment laws, as well as regulatory tax requirements of the relevant state in which the employee performs work.  
(B)	Purpose. To establish guidelines requiring departments, colleges, and/or work units requesting an exception to hire an employee to work outside of the state of Ohio or surrounding area to obtain advance review and approval. Advanced review and approval must be granted prior to the candidate offer to appropriately manage the various state laws, regulations, and out-of-state employment issues. Concerns to be addressed include but are not limited to differences in employment laws, additional insurance, and other payroll requirements and associated costs (workers’ compensation liability insurance, unemployment requirements, payroll tax withholding/reporting, administrative costs, and other additional state reporting requirements). These requirements vary from state to state and must be reviewed on a case-by-case basis.  
(C)	Definition. Surrounding area of the University includes the states of Pennsylvania and West Virginia. Employees outside the state of Ohio or surrounding area would not generally be within commuting distance to the University’s campus for the performance of their duties. This policy also applies to the teaching of online courses. Requests must be submitted for employees to teach online courses outside the state of Ohio or surrounding area.  
(D)	Scope. When a critical need has been established, faculty and professional administrative employees may in rare instances with proper approvals be hired to perform work for the university outside the state of Ohio and surrounding area. Employees may not be hired to perform work from international locations. Only requests to work domestically will be considered.  
(E)	Parameters.  
(1)	Requests to work outside the state of Ohio will only be considered when there is a legitimate and critical operational need to retain or employ an individual, and the work itself can be performed from a remote location. There may be instances when the university determines that an employee may not perform work outside of Ohio and surrounding area.  
(2)	Except for faculty with fully remote initial appointment letters, all full-time faculty including tenure-track, and term are expected to maintain a consistent and meaningful on-campus presence to support the university’s mission of excellence in teaching, research, service, and student engagement.  
(a)	To ensure accessibility and community connection, faculty not on leave must be on campus for activities as determined by the provost, regardless of their teaching modality.  
(b)	Faculty are expected to teach at least one three-credit course from campus each semester.  
(c)	Faculty must reside within a commutable distance that allows fulfillment of an eight-hour in-person workday when necessary.  
(d)	In-person participation in departmental meetings and campus events is expected, as these activities are integral to fostering a vibrant academic environment and advancing the university’s strategic goals.  
(e)	Exceptions to these expectations are rare and must be approved by both the dean and the provost.  
(3)	Requests for hiring an employee outside the state of Ohio or surrounding area will not be approved based upon the personal preference of the candidate, department, or work unit.  
(4)	Individuals and/or colleges/departments with a request to hire an employee to work outside the state of Ohio or surrounding area will need to establish justification and documentation of a critical need, and follow the process outlined.  
(5)	A request to hire an employee who will reside and perform their university work outside the state of Ohio or surrounding area must be submitted in advance to the office of human resources documenting the approval of the pertinent supervising senior administrators (e.g., chair, dean, executive director, associate vice president, and/or provost/vice president) at least sixty to ninety days before the desired start date.  
(6)	Managers/department chairs should consider all candidates in the applicant pool and evaluate the business and operational needs prior to making a request for a formal review. If the manager can provide evidence of critical need and attests that the position cannot be filled by an employee in the state of Ohio or surrounding area, the request may be submitted for review and consideration.  
(7)	Employees considering relocating outside of Ohio or the surrounding area or the state they lived in at the time of their original hire during the course of their employment must contact the office of human resources. The office of human resources will provide the supervisor the outside the State of Ohio or surrounding area employment checklist and relocation request form for completion, submission, and approval.  
(a)	In order to continue employment, advance approval prior to relocation must be obtained for any employment relationship outside the state of Ohio or relocation outside the state the employee lived in at time of original hire utilizing the process outlined.  
(b)	Upon notification to the office of human resources, employees will be provided and must submit the request to relocate and continue employment outside the State of Ohio and surrounding area form.  
(c)	Upon notification, the office of human resources will provide the supervisor the outside the State of Ohio employment checklist and request Form for completion, submission, and approval.  
(d)	If the department supervisor becomes aware of an employee relocating outside the state of Ohio or surrounding area, they must notify the office of human resources and payroll office. Upon notification, the office of human resources will contact the employee to complete the request to relocate and continue employment outside the State of Ohio and surrounding area form.  
(8)	All faculty, unless hired initially as remote only will not be approved for relocation outside the state of Ohio or surrounding area as defined by this policy.  
(a)	All faculty members that relocate outside the State of Ohio or surrounding area without prior consideration and approval by the provost and vice president of academic affairs, may be subject to discipline up to and including termination.  
(b)	Tenured or tenure track faculty positions will not be considered for fully remote positions outside the State of Ohio or surrounding area.  
(c)	Exceptions to relocation procedures will only be considered if supported by the provost and approved by the President through the procedures outlined for approving employment outside the State of Ohio and surrounding area.  
(F)	Procedures.  
(1)	A manager/department chair must complete and submit the outside of Ohio/PA/WV employment checklist request form to hire/employ a candidate outside of Ohio or the surrounding area along with a justification/documentation of a critical need and include an attestation that the position could not be filled with an employee within the state of Ohio or surrounding area.  
(2)	If the request is recommended by the dean/executive director/associate vice president, the request and supporting documentation may be submitted to the provost/vice president for review and recommendation. 
(3)	If the provost/vice president is in support of a request for a formal review of the state, the chief human resources officer will request the state be formally reviewed for compliance with employment laws, as well as regulatory and tax requirements of the relevant state in which the employee would perform work. These requirements vary from state to state and must be reviewed on a case-by-case basis. 
(4)	If a request is denied at any level, a formal review of the state will not be completed, and the candidate outside the state of Ohio or surrounding area will not be eligible for employment. 
(5)	The office of human resources will collaborate directly with external partners and payroll office to gather information related to state specific requirements for both employment and tax laws. 
(6)	If an outside review by an external entity is warranted, the costs associated with the review and assessment of states will be the responsibility of the requesting department. 
(7)	The office of human resources and payroll office will review the request, evaluate information provided, and undertake an assessment as to the appropriateness of establishing a university presence in the requested state, evaluate the risk associated with that state’s specific tax requirements and employment laws. 
(8)	The chief human resources officer and/or vice president overseeing the office of human resources and the payroll office will review the assessment received and categorize the risk as low, medium, or high risk. 
(a)	High and medium risk states will not be recommended to the President for approval. 
(b)	Low risk states will be recommended to the President for approval in exceptional circumstances when there is a legitimate and critical operational need only. 
(9)	The President will then approve or deny the request. 
(10)	If the request is approved, the request form will be forwarded to the payroll office. 
If the request is for work in a state the university is not currently doing business in, the payroll office will be authorized to complete and file any necessary documentation and provide a timeline for completion. 
(11)	If the request is for a candidate to work in a state where the office of human resources has previously completed an assessment and identified as low risk and is a state where the university is already registered to do business, the request is more likely to be approved if a legitimate and critical operational need has been identified. 
(12)	Evaluation and approval must be obtained prior to making a final decision/employment offer for an employee working in a state outside of Ohio or the surrounding area. 
(13)	A copy of the approved, completed form will be returned to the office of human resources and the requester will be notified when fully approved and all corresponding tasks have been completed. 
(14)	At that time, when fully approved, a conditional offer can then be communicated by the human resources generalist to the candidate. The conditional offer will be dependent upon the successful completion of the following pre-boarding assignments:  
(a)	Successful completion of the background check process. 
(b)	Completion of the sexual misconduct disclosure form. 
(c)	Review and approval of any outside employment or consulting services by the area supervisor and division officer in accordance with university policy 3356-7-18 for faculty and 3356-7-34 for other university employees. 
(d)	Review and approval of candidate credentials to ensure compliance with Higher Learning Commission (HLC) requirements, if applicable. 
(15)	If the candidate accepts the offer of employment and successfully completes the preboarding process, they are required to complete the remote work request form found in the quick links on the NEOED employee dashboard and comply with all applicable provisions in the Office of Human Resources Administrative Policy 7-ADMIN-10 Remote Work. 
[bookmark: _Hlk203129523](16)	Employees are responsible for notifying the office of human resources and payroll office if the employee changes address or moves to another state to ensure compliance with all applicable laws and regulations.


[bookmark: _Hlk203129813]Forms:  
Outside the State of Ohio Employment Checklist and Request Form
[bookmark: _Hlk211418463]Remote Work Request Form
Request to Relocate and Continue Employment Outside the State of Ohio and Surrounding Area
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