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Policy Statement

1.1 In certain emergency or extraordinary situations, the College may authorize an employee to temporarily
telecommute from home or another suitable location.

1.2 Emergency or extraordinary situations may include temporary interruption of work due to campus
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Policy Details

2.1 An employee normally performs work at his/her assigned campus, at other premises operated by the
&RNHJH RU DIl IRFDILRQV ZKHUH KH VKH KDV EHHQ DXIKRULJHG IR WDYH0 IR FRQGXFI IKH &RNHJIHIV
business.

2.2 An employee who is employed in senior management, administration, faculty and vocational
instructional positions may also perform work from his/her home at his/her discretion with the
approval of his/her designated supervisor.

2.3 Temporary Telecommuting:

2.3.1 Temporary telecommuting is an arrangement under which an employee may
work at a location other than his/her assigned campus due an emergency or
extraordinary situation that prevents the employee from working at his/her
assigned campus. In such cases, the employee may be specifically authorized or required
IR SHUIRUP ZRUN IURP IIKH HPSIR\HHfs home or another suitable location.

2.3.2  Any employee who works at home or another suitable location must use
reasonable caution, procedures and equipment that maintain data storage and
transmission security.

2.3.3  Atemporary telecommuting arrangement may be terminated by the College by providing
RQH ZRUNLQJ GD\{V QRILFH IR {KH HP SIR\HH.

Procedures

3.1 A supervisor may initiate the request for temporary telecommuting or an employee
may apply for temporary telecommuting in writing to his/her designated supervisor.

3.2 An employee must have his/her sXSHIYLVRUV approval and the approval of the appropriate
Leadership Team member for temporary telecommuting.

3.3 If temporary telecommuting is approved it is the employee's responsibility to ensure that:
0] 7KH &RUOHJIHV UXOHV UHIXIDILRQV SRILFIHV DQG FRIHFILYH DJUHHPHQWV DUH DGKHUHG IR;

(ii) The employee will not hold business visits or meetings with colleagues, students or the
public in his/her home;

(i) The employee agrees to maintain appropriate safety practices during the time worked,;

(iv) The employee assumes primary responsibility for maintaining effective communication and
work flow among co-workers and students ®f10 0 1 205.25 224.9 TmQl g )] TETGNI00000§01000003(p)-&
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(viii)
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)

(xi)
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All College materials are treated in confidence and are maintained in a safe and secure
manner;

All College equipment is kept secure and is used for College business only. Any equipment
supplied by the College must be returned to the College upon termination of the temporary
telecommuting arrangement. The employee is responsible for any lost or damaged College
property;

An employee in a position where overtime may be applicable must have advance written
approval from his/her supervisor to work overtime;

All incidental costs, such as residential utility costs, cleaning, internet and so forth are the
responsibility of the employee; and

The telecommuting employee will not be paid mileage involved in travel between the
HP SIR\HH{V KRPH RU RIKHU VXUWIDEH (IRFDILRQ DQG #KH HP SIR\HH{V DVVLIJQHG FDPSXV



