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I. PURPOSE 

To set forth guidelines and procedures under which an arrangement may be made for certain employees to 

perform their work or a portion of their work from a remote location. 

  

II. DEFINITION 

  

Telecommuting is a work arrangement that allows a qualified employee, as determined by the 

organization, to work from a separate ‘telework’ site on a regularly scheduled or ad hoc 

basis.  Telecommuting entails a work-at-home arrangement or a remote-access arrangement for at least 

part of the workweek.  

  

III. SCOPE 

  

In general, telecommuting is a privilege which may be granted under appropriate circumstances to high-

performing employees (e.g., employees with very good to excellent regular performance reviews) whose 

essential job responsibilities are suited to such an arrangement consistent with the needs of the 

organization.  Patient, client, or resident care positions do not lend themselves to telecommuting.  There 

will be only a limited number of positions that qualify for temporary full or part-time 

telecommuting.   Each request to telecommute will be decided on an individual basis taking into 

consideration the guidelines set forth below and most importantly the organization’s needs.  In certain 

cases, part or full-time telecommuting may be a requirement of the position, and employees will usually 

be so notified at the time of hire or when it arises due to certain events.  Telecommuting is not intended as 

a universal benefit, and the remote-work arrangement may be terminated at any time it is determined by 

the organization that its needs are not being fully met or the employee is not suitable for telecommuting. 

This document sets forth the present policies and procedures for employees who accept remote-work 

assignments. 

  

IV. ELIGIBILITY 

  

A)    To be considered eligible to participate, an employee’s work must not be reliant on face-to-face 

interactions with other employees, patients, clients, residents, or vendors.  Notwithstanding, 

aspects of some jobs may be eligible for telecommuting on an intermittent basis.  Initiation of a 
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telecommuting arrangement may be at the request of either the organization or the employee. 

Permission to participate in telecommuting is at the sole discretion of the organization. 

Participation in telecommuting is voluntary on the part of the employee, except in cases where the 

position requires it and notification has been provided to the employee and then it is mandatory. 

B)    Employees who wish to telecommute must first discuss the request with their immediate manager, 

who must support the request before it is addressed by Human Resources and 

___________.  Generally, requests to telecommute may be considered when: 

  

1.      The employee has demonstrated sustained high performance, and when the manager believes 

that the employee can maintain the expected quantity and quality of work while 

telecommuting. 

2.      Quality of service in the position can be maintained for patients, clients, or residents. 

 

3.      Telecommuting is appropriate considering the nature of the employee's position, especially the 

essential duties. 

 

C)    Generally, requests to telecommute should NOT be considered when: 

1.      The nature of the job requires the employee's physical presence (e.g. telecommuting may not 

be appropriate where the employee must supervise the work of other employees or if they are 

involved in direct in-person, contact positions) or efficiency is compromised when the 

employee is not present. 

  

2.      The employee's performance review does not indicate sustained high performance, which 

means the employee does not “exceed expectations” for each success factor (or key behavior) 

on their performance review. 

  

3.      The employee's observed productivity levels are problematic. 

  

4.      The employee requires close supervision as indicated, for example, by the employee's need for 

guidance on technical or operational matters. 

  

5.      The employee has less than six months of service (except in the limited circumstances). 

  

6.      The employee's current assignment requires frequent supervision, direction or input from 

others who are on-site. 

  

7.      The employee has demonstrated an attendance problem or concern. 

  

D)    Telecommuting is not intended to permit employees to have time to work at other jobs, or to run 

private businesses. Failure to fulfill work requirements, both qualitative and quantitative, on 

account of other employment, including contractor services, may be cause for disciplinary action 

or termination of employment. 

  

E)     In some cases, the organization may wish, as a recruitment tool, to permit a new or promoted 

employee to telecommute as part of the hiring arrangement or promotion. As a part of a hiring 

arrangement, the organization may waive the six-month limit set forth above.  



F)     Permission to telecommute is only dependent upon the employee having a suitable work location 

(e.g., separate and secure home office) at the off-site premises (with cybersecure computer and 

other related (e.g. tablet) equipment) that does not compromise or put at risk the important 

confidentiality obligations of the employee and the organization. 

 

V. DURATION 

  

Most telecommuting arrangements are granted on a temporary and revocable basis and may be 

discontinued by the organization at any time and for any reason.  In addition, an employee may 

discontinue participation in telecommuting at any time (except in those circumstances noted earlier where 

telecommuting is preexisting or new requirement of the position) with ___ days’ notice.  

 

VI. PROCEDURE – Request to Telecommute by the Employee 

  

A) Those employees who wish to be considered for a telecommuting arrangement will submit a 

detailed request to ________________  and Human Resources that includes the following 

information: _____________________, ___________________, __________________, and 

_____________________. 

  

B) The decision to approve a telecommuting arrangement is based upon factors including job duties 

and responsibilities, individual performance history, related work skills, appropriateness and 

security of the telework site, ability to measure work performance, impact on the organization and 

more.  Approval of the telecommuting arrangement, schedule, and all other specifics is the sole 

discretion of the organization. 

  

C) The employee’s compensation, benefits, work status, work responsibilities, and the amount of time 

expected to work per day or per pay period may change due to participation in the telecommuting 

program. Telecommuting employees may be required to go to the traditional worksite for certain 

meetings and time-periods pre-determined by management for purposes of education training.  In 

addition, employees will be available to come to the traditional worksite when the need arises. 

Advance notice will be given whenever possible.  

  

D) Employees must not subcontract their organization responsibilities or perform other work using the 

organization’s equipment, materials, information or anything else made available for the express 

purpose of performing work remotely and not allow any non-employee to use the organization’s 

computers or similar equipment (e.g., tablets).  Telecommuting employees will continue to be 

accountable under all other organization policies, and procedures. 

  

VII. APPROVAL PROCESS 

  

All telecommuting arrangements must be approved in writing by Human Resources and 

___________________.  

  

VIII. OTHER TELECOMMUTING POLICY REQUIREMENTS AND GUIDELINES 

  

1.      A specific work schedule, including workdays and hours, must be agreed upon in advance by the 

employee’s manager.  

  

2.      Employees must be on site, if applicable (or call-in for telephonic events) as necessary to attend 

meetings, training sessions, or similar events or occurrences. 



  

3.      Employees must maintain a normal workload. 

  

4.      Employees who are unable to work due to illness must use sick time and must report their 

absence to their manager in accordance with organization’s policies. 

  

5.      Employees who wish to be relieved of responsibility for work on a particular day or days must 

use vacation time or personal days and provide advance notice. 

  

6.      Employees are responsible for the safety and security of all organization property and proprietary 

information. 

  

7.      Organization property such as computers, printers, fax machines, scanners and other equipment 

(e.g., tablets, cellphones) loaned to an employee are the employee's responsibility while it is not 

on organization premises and the employee must sign a responsibility/liability form before 

receiving organization equipment for telecommuting purposes. 

  

8.      It is the employee's responsibility to make sure that their homeowner’s or renter’s insurance 

covers the use of the organization’s equipment if stolen or damaged. 

  

9.      Employees must be accessible by telephone, text and e-mail while working as a telecommuter 

throughout the workday and be readily available to address questions or requests. 

  

10.  Employees must document their start, stop and paid break (including unpaid meal periods) times 

each day; this is a very important responsibility. 

  

11.  All the organization’s personnel policies will continue to apply, including attendance 

requirements. 

  

If anyone has any questions or would like more information on this policy or related to telecommuting, we 

are available to assist during this very difficult time.  Please email Phyllis Pari at pari@laflegal.com or 

me at letizia@laflegal.com or call (203) 787-7000 as we will continue to be available in office and 

remotely.  

  

___________________________________ 
The representations made in this sample policy are the analysis of the law offices of Letizia, Ambrose & Falls, P.C., who are responsible 
for its content.  This information and analysis are provided gratuitously and for information purposes only.  You are encouraged to 
consult with the appropriate legal counsel prior to relying on this information or analysis. 
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