
Harvard Human Resources (HHR) has assembled a list of resources and supports to assist leaders 
in planning for their school/unit’s return to campus.  Leaders are encouraged to contact their HR 
Consultant, Organizational Development Consultant, or the Office of Work/Life for assistance. 

• Flexwork Guidelines
• Flexible Work Arrangements Policy
• Flexible Work Documentation Form
• Ergonomic guidance for teleworking safely
• COVID-19 Related Accommodations

Flexwork Policy and Guidance

RETURN TO CAMPUS RESOURCES

• Office of Work/Life
• KGA, Harvard’s Employee Assistance Program
• Office of Work/Life Program Calendar

Wellbeing and Mental Health Supports

• COVID-19 HR Workplace Policies
• Flexible Work Arrangements Policy
• FAQs

Policies and Frequently Asked Questions

• Harvard University Covid-19
Information Page

• Environmental Health and Safety
• IT Tools & Services for Staff
• Information Security

Other Resources

• Leading and Managing in a Hybrid Work Environment Toolkit
• Additional organizational effectiveness toolkits
• Leading and Managing in a Hybrid work Environment Template

Toolkits and Templates

last update: 2021 May 13 | v2 

• Campus Services Scoping Overview
• HUIT Future Workplace Talking Points
• RTC Data Collection Sheet
• SEAS Return to Campus Planning

School/Unit Samples
Note: links open new 
documents and may 
require downloading 
this document to open 
it in the Adobe Acrobat 
desktop application.

https://hr.harvard.edu/files/humanresources/files/cwd_relationship_manager_contact_list.pdf
https://hr.harvard.edu/office-worklife
https://hr.harvard.edu/flexwork
https://hr.harvard.edu/staff-personnel-manual/general-employment-policies/flexible-work-schedules
https://hr.harvard.edu/files/humanresources/files/flexwork_proposal_form.pdf
https://www.ehs.harvard.edu/programs/ergonomics#telework-ergonomics
https://accessibility.harvard.edu/covid-19-modification-and-courtesy-request-form
https://hr.harvard.edu/worklife
https://hr.harvard.edu/employee-assistance-program
https://hwpi.harvard.edu/os_fast/files/humanresources/work_life_program_calendar.pdf
https://hr.harvard.edu/corona-virus-workplace-policies/sick-time-dependent-care-sick-time
https://hr.harvard.edu/staff-personnel-manual/general-employment-policies/flexible-work-schedules
https://hr.harvard.edu/files/humanresources/files/covid_return_to_campus_-_employee_faqs.pdf
https://www.harvard.edu/coronavirus/
https://www.harvard.edu/coronavirus/
https://www.ehs.harvard.edu/
https://huit.harvard.edu/staff
https://security.harvard.edu/
https://hwpi.harvard.edu/os_fast/files/humanresources/leading_and_managing_in_a_hybrid_work_environment_toolkit.pdf
https://hr.harvard.edu/organizational-development
https://hwpi.harvard.edu/os_fast/files/humanresources/leading_and_managing_in_a_hybrid_work_environment_template.pdf




 


HUIT Future Workplace Talking Points  
April 2021 


 


The University has set Monday, August 2, as the target date for when we will begin a 
gradual return to campus.  
 


• Our highest priority remains the health and safety of every member of our community, 
and we will continue to engage in contingency planning so that we are prepared and can 
adapt if the public health situation changes.  


 
• We are grateful to those who have already returned to campus to support the student 


population and service delivery requiring access to physical resources.  
 


There is no “one-size-fits-all” approach to the transition period we are entering. 
 


• Individual Schools and Units will take the lead on planning for the return of their remote 
employees to campus based on their departmental needs and priorities, adopting a 
variety of flexible approaches and varied return-to-campus dates.  


 
• While we accomplished more than we thought possible while remote, we know a hybrid 


workforce presents new and unique opportunities and challenges. 


• Everyone should be prepared for a year ahead of experimentation with a variety of 
approaches ranging from primarily on-site to primarily remote before we get to the “next 
normal.” 


HUIT’s planning process is driven by the University’s IT needs. 


• HUIT has launched its planning process to get us ready for August and the next year of 
transition and experimentation. 


• Planning is happening in three phases: Data Collection (April / May); Roll out of 
Recommendations and Resources (June / July); and Experimentation (Fall and Spring). 


• Managing Directors will work with their teams to select the best hybrid model for the 
delivery of their services – taking into consideration team practices and norms, space 
needs (in accordance with health and safety guidance), and stakeholder feedback. 


 
 


 


 


 







The reopening of campus for all and the transition to hybrid workforce models is new for 
all of us. We will be learning together.  


• All individuals will have the opportunity to provide input. Decisions on team and 
individual plans will be driven by the work and services that need to be delivered. 


• HUIT will launch a staff advisory group that will include individuals with a variety of roles 
to ensure an inclusive planning process. 
 


• We will provide regular updates and will forward University guidance and decisions as 
soon as we receive them. The University is reviewing policies and procedures, and we 
expect updated guidance on campus safety protocols and testing; vaccination 
requirements; transportation / parking; work from home equipment; and out-of-state 
work. 
 


• Many of us are understandably struggling with concerns about commuting safely, 
individual health circumstances, dependent responsibilities, and other unique needs. As 
always, we aim to treat everyone fairly and equitably by applying standard processes 
and allowing for individual needs wherever possible.  
 


We are truly entering a new era of work with the potential to give employees more choice 
than ever before about when, where, and how to do their best work.  


• In HUIT, our goal is to continue to deliver excellent services and to embrace flexibility 
when we can. 
 


• As the role of management evolves, our HR colleagues across the University are 
working on creating tools and resources to help managers lead hybrid teams. 
 


• Everyone should expect a period of experimentation in the fall followed by another 
period of experimentation in the spring. It may be a year before we have settled into the 
next normal. 
 


• It is hard not to be distracted by the operational pieces that are still in progress. There is 
ambiguity and uncertainty – we will need to be patient as we work our way through it 
together. 


 


 
 








FY22 On-Campus Presence Increase 
SCOPING OVERVIEW 


We are now approaching the one-year anniversary of the University’s rapid dedensification 
process in March 2020. Dedensification impacted Campus Service staff in vastly different ways; 
while some staff continued daily presence on campus, others have been fully remote, and many 
have fallen somewhere in between. The University has announced the intention for those 
working remotely to return to campus August 2, 2021. As this date is quickly approaching, the 
goal of this process is to generate departmental plans for an increase in on-campus presence 
over the first quarter of the new fiscal year. A separate effort is considering a University 
approach to post-pandemic, steady-state operations. 


Concretizing plans now will allow managers and staff to enter the upcoming goal-setting 
process with clarity around expectations for the next year, whether on-campus, fully remote, or 
a hybrid. In addition, this process will help to identify needs for managerial support in a remote 
or hybrid work environment. 


Campus Services Perspective 
Campus Services is a unique collection of departments with widely varied work responsibilities 
and modes of working. As a result, we expect that department plans will look different, with 
some requiring a greater on-campus presence than others to meet business and team goals. 
Nevertheless, all departmental plans must play their part in serving the broader Campus 
Services vison of “an integrated and diverse Campus Services delivering exceptional 
community experiences.” In order to actualize this vision, we will need to have an on campus 
presence that matches the on-campus, place-based nature of our work. 


 Our guiding principles should inform our planning: 


- We act in the University's best interest 
- We are invested in each other’s success 
- We build partnerships based on trust and transparency 
- We commit to being a learning organization 
- We value diverse perspectives to drive a culture of innovation 
- We listen to our partners to drive success and solve challenges 


Throughout this planning effort, groups should reflect on their ability to adhere to these 
principles under various work location models and should ensure sufficient on-campus presence 
at the leadership level to support our vision for integration and our principles for partnership, 
trust, and collaborative learning. All plans should be designed to foster inclusion for all staff, 
regardless of their on-campus, remote, or hybrid status. 


Process 
Departmental Objectives 
Building from the broader Campus Services perspective, individual departments should 
consider their own mission to set departmental objectives for an increased campus presence. In 







particular, consider objectives around business needs, coordination, professional development, 
and team building. 


Assessing the Work 
With these objectives in mind, consider the various types of work within your unit. Consider what 
work can be done effectively off-site and what requires an on-campus presence. Note that you 
should think at the level of discrete responsibilities, not at the individual or job code level. For 
example, consider scheduling meetings, managing expense requests, producing meeting 
materials, and processing wet-signature paperwork separately, instead of making 
determinations for an administrative assistant. 


Space Constraints 
Physical space remains a barrier in our efforts to increase on-campus presence. For the 
purpose of this exercise, assume that six-foot distancing requirements remain in effect. Given 
that constraint, what level of occupancy is possible in your various workspaces? Return to the 
Workplace Administrative and Office Space Facilities Planning document provides a starting 
place on how to think about office space capacity limitations. 


Space limitations extend beyond the arrangement of workspaces and should also include 
consideration – in partnership with EHS – of ventilation limitations and evaluation of capacity 
limits for non-work spaces such has bathrooms, shared kitchens, and breakroom space. 


In addition to physical distancing limitations, document any technological adjustments that will 
be needed to ensure effective work in a hybrid environment. This may include things such as 
more sophisticated technology in conference rooms or reserving spaces previously used as 
offices for conference or call rooms. 


Models 
Taking the Campus Services perspective, departmental objectives, nature of work, and space 
constraints together, consider what model –fully on-site, partially remote, or primarily remote – 
would be the best fit for the various teams and units within your department. See appendix for 
examples of what work arrangements fit under each category. At this stage, consider the 
various job responsibilities that make up a job code or individual’s work portfolio. Think through 
what working in this model would mean for your team to check whether it is an appropriate fit. 
Guiding questions include: 


- Do individuals have sufficient overlap with immediate teammates onsite? 
- Do frequently-collaborating teams have sufficient overlap with each other onsite? 
- Do managers have sufficient overlap with those they manage? 
- Does the model allow for equitable collaboration experiences for on-site / remote 


employees? 


Alignment 
At this stage in the process, individual departments will have generated a draft proposal for on-
campus presence in FY22. These drafts will need to be reviewed holistically to ensure 
alignment with the overarching Campus Services perspective and, where relevant, equity 
across the units. Note that this doesn’t mean that all units will have the same level of on-campus 
presence – the varying nature of work ensures they will not. Instead, we’ll want to ensure that 







the rationale for work models can be clearly defined to reduce potential perception of bias or 
preferential treatment. 


Departmental plans will ultimately need to be reality-tested with staff as well. We expect that 
individual contributors will continue to require flex work arrangements in accordance with 
University policy. As we move into operationalization, schedules and expectations for any 
partially remote staff will need to be generated, taking into account COVID-19 implications such 
as child or elder care. 


 


  







Appendix A: Campus Services Mission, Vision, Guiding Principles 
Mission: To advance Harvard University’s mission of teaching and research, we partner to 
provide stewardship, strategies, and services that create exceptional community experiences. 


Vision: An integrated and diverse Campus Services delivering exceptional community 
experiences. 


Our Guiding Principles: 


- We act in the University's best interest 
- We are invested in each other’s success 
- We build partnerships based on trust and transparency 
- We commit to being a learning organization 
- We value diverse perspectives to drive a culture of innovation 
- We listen to our partners to drive success and solve challenges 


 
  







Appendix B: Sample Models for Hybrid Work 


 


 







Appendix C: Resources 
Physical spaces considerations 


The Environmental Health and Safety (EH&S) department can assist in navigating operations 
and adapting your spaces for higher density come late summer/fall. As discussed, physical 
space planning will be complicated by evolving health guidance and will involve some 
forecasting based on what the prevailing density guidance will be at that time. The below 
resources are also available on the EH&S site for your and your teams’ reference: 


• Harvard University Guidance for On-Campus Activity: Guidance set forth by Harvard 
University Health Services (HUHS) and EH&S containing requirements and best 
practices on approaches for different types of activities currently allowed on campus. 
Please share this link with anyone on your staff who will be involved with return-
to-campus planning: https://www.ehs.harvard.edu/secure/node/8648.   


• Building/Facilities Operations, Systems, & Management FAQs: EH&S has assembled 
technical guidance on a variety of COVID-19-related topics to provide concise answers 
to complex questions as a place for schools and units seeking technical guidance to 
start. In addition to questions about SARS-CoV-2 transmission and disease prevention, 
this document includes information on building/facilities systems (plumbing, ventilation, 
and mechanical). 


• Prioritizing/Designating Room Use – Masked Occupants and Prioritizing/Designating 
Room Use – UnMasked Occupants Eating/Drinking: These two guidance documents are 
instrumental in evaluating the feasibility of reopening indoor rooms and spaces for 
various activities with masked and unmasked occupants. 


• Service Contractors & Vendors – Recently updated service contractor/vendor 
management guidance documents to help you ensure that your service 
contractors/vendors understand their COVID safety obligations while on Harvard’s 
campus(es).  


• EH&S COVID-19 Document Library – Technical guidance, fact sheets, checklists, and 
forms for Harvard University’s research, building and facilities operations, and 
construction project communities during the COVID-19 pandemic.   


Human resources considerations 
Our HHR colleagues are in the process of adapting our current Flex Work Policy and various 
tips and toolkit resources—these were reworked at the start of the pandemic to be responsive to 
our largely remote work environment at the time and will now be adapted to address what will 
likely be a largely hybrid work environment. We will share these updated resources as soon as 
they become available.  


Organizational Design 
The Center for Workplace Development has assigned an Executive and Organizational 
Effectiveness relationship manager for each school/unit to support the design of on-campus 
presence plans. Please contact Hilary Marcus, hilary_marcus@harvard.edu, (617) 495-0393 to 
take advantage of this support. 


  



https://www.ehs.harvard.edu/secure/node/8648

https://www.ehs.harvard.edu/secure/node/8648

https://www.ehs.harvard.edu/covid-19-resources/building-operations/secure/building-facilities-operations-systems-management-frequently-asked-questions

https://www.ehs.harvard.edu/secure/node/8642

https://www.ehs.harvard.edu/secure/node/8657

https://www.ehs.harvard.edu/secure/node/8657

https://www.ehs.harvard.edu/covid-19-resources/service-contractors-vendors

https://www.ehs.harvard.edu/covid-19-documents

mailto:hilary_marcus@harvard.edu





Appendix D: University Message Regarding Return-to-Campus 
Planning 
Dear Members of the Harvard Community, 


 We are all hopeful that anticipated broader availability of vaccine in the coming months will 
result in improved public health conditions that allow us to gradually increase activities on 
campus into the summer and fall. Guided by public health expertise, we aim to welcome as 
many students as possible this fall, and the Schools will be sharing updates with their respective 
communities. Our highest priority will remain the health and safety of every member of our 
community, and we will continue to engage in contingency planning so that we are prepared 
and can adapt if the public health situation changes. 


 For our staff, faculty, and researchers, we will target Monday, August 2, as the date when all 
will be authorized to return to campus. We are continuing to review our Coronavirus Workplace 
Policies, and they remain in place. It is important to emphasize that there is no “one-size-fits-all” 
approach to this transition period. Individual Schools and Units will take the lead on planning for 
the return of their remote employees to campus based on their departmental needs and 
priorities, adopting a variety of flexible approaches and varying return-to-campus dates. We are 
grateful to those who have returned to campus already to support the student population and 
activities requiring access to physical resources. Certain summer and fall activities will require 
additional individuals to return to campus before the beginning of August. The goal with this no 
“one-size-fits-all” approach is to enable us to carry out our work, while also being responsive to 
employee considerations and compliant with relevant public health guidelines. Please be guided 
by updates and direction from local leadership. 


 We will continue to update you as plans evolve. Considerable effort has gone into ensuring a 
safe campus under the current Harvard University Guidance for On-Campus Activity set forth by 
Harvard University Health Services and the Environmental Health and Safety team, and we see 
this as a strong foundation to build upon. We will be working with School and Unit leadership to 
ensure the necessary support services and systems are in place, including those related to 
ongoing health and safety protocols, the expansion of COVID-19 testing to include those who 
have not already been working on campus, and vaccine availability. Our near-term planning 
efforts are taking place amidst conversations regarding updates to our workforce and human 
resources policies to ensure we are in step with the realities and opportunities of the post-
pandemic work environment. Thank you for the feedback that you have provided to date 
through local employee surveys and conversations. 


 It has now been over a year since the majority of us shifted to remote work, and we once again 
thank each of you—those remote and those currently reporting to campus—for your resilience, 
patience, and commitment. You adapted to a rapidly changing environment and made it 
possible for the University to deliver on its mission to offer the highest quality learning and 
research opportunities for our students. We look forward to the days ahead as we prepare for 
our safe return to campus. 


 Sincerely, 


  


Lawrence S. Bacow – President; Alan M. Garber – Provost; Katie LappExecutive Vice President 
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Service Area Function(s) # of 
Staff


Best Working Model by 
Function


If a "mix" indicate 
assumed employee 


count  in each 
category


If partially remote, 
indicate estimated 


anchor day(s), e.g. 1-2 
per week; 2 biweekly 


Does this function 
need access to 


specialized equipment 
on campus? (Y/N)


Management 
Training for leading 


hybrid teams


Process 
Redesign to neutralize work 


location 


ex.: revise a 
workflow/process to a 


collaboration tool


Communication & 
Collaboration Tools


ex. whiteboarding tool


Other
(please specify)


Part 2: Which supports would enhance hybrid readiness for this function? 
Select all that applyPart 1: Best Working Model(s)


Working Model Definitions


Primarily On-site: Staff expected to be on campus for most working hours.


Partially Remote: Staff and manager agree to a number of office anchor days (must come in) and flex rest (open choice).


Primarily Remote: Primarily remote worker only returning to campus occasionally to participate in events, mandatory staff & client meetings, and/or to meet out-of-state worker 
obligations.








S E A S  S T A F F  
R E T U R N  T O  
C A M P U S  P O S T-
P A N D E M I C  
P L A N N I N G


Management Operations 


March 24, 2021







C O N T E N T S


GUIDING 
PRINCIPLES


TALKING 
POINTS


ASSUMPTIONS PHASES PHASE ONE 
PLANNING 
TIMELINE


PHASE ONE 
PLANNING 
TEMPLATE







Source: Harvard University Future of Work Group


Plus two more: 
The safety of our community is of the utmost importance.


We are a residential campus with the expectations that come with this.







S E A S  D I B  2 0 1 9 - 2 0 2 4  S T R AT E G I C  P L A N  
R E L E VA N T  G O A L S


Goal 1: Demonstrate an institutional commitment to diversity, inclusion, and


belonging through equitable and inclusive policies, practices, and an


infrastructure that supports these initiatives.


Goal 4: Create a welcoming and inclusive environment where individuals of all


identities, backgrounds, and experiences thrive, have a strong sense of belonging,


and achieve academic and professional excellence.


Goal 7: Improve disability equity and inclusion at SEAS through inclusive


instruction practices and increased resources.















TA L K I N G  P O I N T S


--This is a pilot; we will be making adjustments as needed


--Individual preferences will be balanced with the needs of the work


--There will be an overarching School approach with individual department plans


--The end state will very likely be a hybrid for most – some days on campus, some days 
remote


-- Most will likely return later, but for planning purposes assume we all return to campus 
on Monday, August 2.  Some may return early for summer programs, etc.  Our goal is to 
give everyone at least 4-weeks’ notice in advance of their actual return date


--Staff and other key stakeholder’s will be consulted throughout the planning


-Share the timeline







P L A N N I N G  A S S U M P T I O N S
--Start to return to campus first week of August


--Hybrid: work from campus, from home, both – first phase all will be on campus at least 2-days/week


--Not everyone needs to return at same time—phased states may be best


--Consider School re-opening dates for those with children, and others needs


--Accommodations for transitioning back will be managed on a case-by-case basis 


--Are there summer programs some might need to return for?


--Assume international pp will be able to return by September 1


--Assume business travel restrictions will be removed September 1


--Assume “visitors” are allowed to return to campus in August.


--Individuals will have at least 4-weeks’ notice before expected to return to campus


--COVID guidelines will allow for pre-COVID work conditions (no masks, no density restrictions, etc.).


--MBTA service will be back at pre-COVID levels


--Personal preferences are to be taken into consideration


--Business needs need to be met


--We may not provide home office allowances or equipment – TBD.







P H A S E S


Phase III/New Normal – starts Fall 2022


Phase II/2nd Pilot – Spring and Summer 2022


Summer review and finalize


Phase 1/1stPilot- Summer and Fall 2021


Late Fall review and update







P H A S E  O N E  P L A N N I N G  T I M E L I N E


Management Ops Framing 
and Prep


March


Managers prepare draft plans 
with staff input


Early April


--Mid-April: Draft 
convergence


April


SEAS over-arching draft plan 
reviewed with staff and 
Steering


Late April


Details, adjustments, etc.


May


Pilot program and department 
specific plans “published”


Late May







P H A S E  O N E  P L A N N I N G  T E M P L AT E
Recommendation: get input from your group, ask that they contact you to share any 
individual considerations.


--Return to campus dates for each person and reason for that date


--(Weekly) schedule of who is on campus and working remote when and why


--Based on schedule who will be sharing office space when and room #


--How will you run department and other meetings?  What technology will you use?  Will 
you require a meeting room with technology/screen?


--What other SEAS and/or University departments do you most rely on, or rely on you?  
How have you taken that into consideration in this plan?  Have you consulted with them?


--How will in-person walk-ins be handled?


--Is there any special equipment/technology your office/department will need?


--If we provide home office resources, what do you believe your staff will need?


--What resources (training, tools, etc.) would help you as manager in implementing this plan?
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Select typesof work, Illustrative


LEVEL OF 
COLLABORATION


Complex 
TYPE OF WORK


Collaborative


Independent
Routinized Creative


Accounts payable management


Digital instructional design


Portfolio management


Event management


Cost accounting


Content development 
Capital allocation


App maintenance


Record management


Benefits administration
Policy communication


Media planning


Demand planning 
Performance management


Workforce planning


Currently working with functional leads to assess remote readiness by activity
Most relevant for activities that do not require heavy proximity to physical assets


Creative-collaborative work tends to
be less remote ready


• How do you help employees facilitate 
the right interactions in the right 
moments?


• For what roles is talent most scarce, and 
may require upskilling and/or new 
sourcing models?


• How can space be redesigned to improve 
productivity?


Independent-routinized work most 
remote-ready


• How can we enhance employee 
experience to be more seamless and 
frictionless?


• Where are there opportunities to enable 
more self-service?


• Where are there opportunities to 
improve efficiency through end-to-end 
workflow redesign?Note: Placement depends on both role requirements and type of work


Future vision: hybrid/remote
Preliminary draft - for discussion


Source: Harvard University Future of Work Group







Source: Harvard University Future of Work Group







F U RT H E R  C O N S I D E R AT I O N S  
( N O T  I N  T E M P L AT E )


How does the location of work 
(campus or remote) impact:
--Teaching


--Research 


--Faculty support


--Student support and/or experience


--Other departments, offices, staff –
University and SEAS


--Other 


How will both Cambridge and 
Allston needs be managed?


What are your back-up plans 
(e.g., if one person is in office and 
calls in sick who covers)?







N O T E S / F O L L OW- U P / ” PA R K I N G  L O T ”


--Will vaccinations and/or testing be required?


--Changes to parking permit and other campus service models?


--Will there be guiding University HR policy?  HUCTW?


--AV needs for hybrid meetings?


--Welcome back events


--Ease into campus events


--Anxiety management resources
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