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Working from Home for 2009-10 
Grant Wood Area Education Agency 
 
In the past the Agency has provided a formalized method for electing to “work from home.” The 
past summer’s flood, the displacement of many staff this school year, and the redesign of the 6th 
Street Facility have re-opened discussion around what is meant by “work from home,” who 
might be eligible, and how to best implement practices that enhance our efficiency and 
effectiveness. 
 
Beginning July 1, 2009, there will be no formal “home office” program. There may, however, be 
circumstances or situations where working from home is a more effective, efficient and mutually 
beneficial option than returning/reporting to an Agency center.  Working from home may 
enhance employee productivity by reducing drive time and reducing mileage-related expenses 
for both the Agency and the employee. 
 
Approval to work from home is better suited for Contracted and Salaried employees and, as a 
general rule, this option is not available to hourly employees due to the strict legal requirements 
for monitoring the work time of hourly staff. 
 
As eligible staff and supervisors consider optimal work locations, factors in this decision include: 
 

• All staff assigned to the 6th Street Facility will be provided two large file drawers at the 
6th Street Facility and full access to discipline, regional, and open workspaces. These 
spaces may be assigned as disciplines and regions see fit – assigned to an individual, a 
small group of staff, or as open office seating. The practices of the Coralville Facility 
regarding assignment of space will remain as is. 

• All staff will be assigned to the 6th Street Facility or the Coralville Facility as their 
Agency Center. The only exceptions to this are staff in the Parent Education Partnership 
Program and the Van Allen Science and Teaching fulfillment center. 

 
Staff members and their supervisors are responsible for determining the best possible work 
situation for each staff member. This may include the flexibility to work from home, an assigned 
school-based site, and/or an Agency Center as appropriate and effective. In cases where 
employees wish to request the opportunity to work from home, supervisors will determine if 
such an arrangement is appropriate using the following criteria: 
 

o The employee has worked for the Agency for at least two years. 
o The employee is in good standing with the Agency. 
o The employee is salaried and not hourly. 
o The employee has an established record of productivity and sound decision making. 
o The employee has demonstrated good time management skills. 
o The work lends itself to measured or monitored productivity. 
o The employee ensures there is adequate workspace, Internet and telephone access in the 

home (as reported by employee). 
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When employees receive approval to work from home: 
 

o Employees have the responsibility to maintain a safe and productive environment in 
which to work in their home. 

o Work locations must be reflected on employee weekly schedules and approved by 
supervisor. 

o Wherever work is conducted employees must be accessible via phone, email, or other 
communication technology as appropriate (when not in meetings with teachers, 
administrators, children, parents, or fellow AEA staff). 

o Employees are not to use their home as a place to provide direct services or to meet with 
clients. 

 
Working from home is not to be confused with flexible scheduling. Work hours are the same as 
Agency hours or, if assigned to schools, the hours that staff would normally be expected to be 
serving the schools. Work time from home is to be documented on the weekly schedule and   
changes to the schedule are to be reported as usual. Mileage reimbursement regarding Agency 
travel is also to be reported and claimed as usual. 
 
For tax purposes, employees may not deduct home office expenses when working from home 
based on the following reasons: 
 

• Working from home is voluntary and not an Agency requirement.  Employees have work 
spaces available at the Agency. 

• Meeting with clients in the home is not permitted. 
 
Employees are advised to consult their tax accountant for specific advice regarding their 
situations. 
 
When an employee requests and is approved to work from home or any other alternate location, 
it is understood the employee accepts and assumes responsibility for adhering to the criteria and 
expectations outlined in this document. 
 
Goals for making a work-from-home option available include: enhance employee productivity, 
reduce drive time and travel expenses, address workplace trends and support different employee 
work styles. The Agency will continually review this process and make on-going improvements 
and changes as situations and results warrant. 
 


