Section 400

400.3

Working Hours

Telecommuting

Telecommuting is the practice of working at home or at a site near the home instead of physically
traveling to a central workplace. It is a work alternative that Facilities Management may offer to
some employees when it would benefit both the organization and the employee.
Employees who believe telecommuting can enhance their ability to get the job done should
submit a written request to their supervisor proposing how it will benefit Facilities Management
and themselves. The request should explain how they would be accountable and responsible,
what equipment is necessary, and how communication barrier will be overcome.
The decision to approve a telecommuting arrangement will be based on factors such as position
and job duties, performance history, related work skills, and the impact on the organization.
The employee’s compensation, benefits, work status, work responsibilities, and the amount of
time the employee is expected to work per day or per pay period will not change due to
participation in the telecommuting program (unless otherwise agreed upon in writing).
The employee’s at-home work hours will conform to a schedule agreed upon by the employee
and his or her supervisor. If such a schedule has not been agreed upon, the employee’s work
hours will be assumed to be the same as they were before the employee began telecommuting.
Changes to this schedule must be reviewed and approved in advance by the employee’s
supervisor.
During working hours, the employee’s at-home workplace will be considered an extension of
Facilities Management’s workspace. Therefore, workers’ compensation benefits may be
available for job-related accidents that occur in the employee’s at-home workspace during
working hours. All job-related accidents will be investigated immediately.
Facilities Management assumes no responsibility for injuries occurring in the employee’s athome workspace outside the agreed-upon work hours. The employee agrees to maintain safe
conditions in the at-home workspace and to practice the same safety habits as those followed on
Facilities Management’s premises.
In the case of an injury while working at home, the employee will immediately report the injury
to the Personnel Manager, Facilities Management, to get instructions for obtaining medical
treatment.
The employee should not undertake to provide primary care for a young child during at-home
working hours. If a young child will be home during the employee’s at-home working hours,
some other individual should be present to provide primary care. However, if a young child is ill,
the employee may, on a temporary basis, provide primary care for that child subject to approval
of the employee’s supervisor. While working at home, the employee also should not undertake to
provide primary care for an elderly adult, who would otherwise require the care of a nurse.
Telecommuting is an alternative method of meeting the needs of the organization and is not a
universal employee benefit. As such, Facilities Management has the right to refuse to make
telecommuting available to an employee and to terminate a telecommuting arrangement at any
time.
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