
Each College may choose to supplement but not supplant this Policy.

II. GENERAL PARAMETERS AND PRINCIPLES 
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Within ten (10) days of receipt of the completed Application Form, a supervisor, in consultation 
with Human Resources, must either approve, approve with modifications, or deny the application
and notify the employee in writing. Approvals shall be placed in the employee’s personnel file.
Application denials shall not be kept in individual personnel files but shall be kept in a separate 
Telework file in the College’s Human Resources Office.  A denial by itself will not be considered 
a negative factor in any employee evaluation. An approved application shall include the approved 
telework schedule as determined by the supervisor, including an approved schedule that may be 
modified from the one requested by the employee. If the request is denied because it lacks 
sufficient information, the employee may resubmit the Application Form, thereby restarting the 
ten (10) day review period. Otherwise, the decision made is final. 

In reviewing an application, supervisors, in consultation with Human Resources, shall document 
their considerations on each of the following factors:

The Department/Work Area’s current and anticipated operational needs and ability 
to avoid disruption and maintain productivity;

Their ability to supervise the employee adequately; 

The nature of the work and the ability to perform it via telework either on a fixed 
/variable and/or weekly schedule;

The employee’s recent performance history; and

Any increased costs or burden on behalf of the College.

When a supervisor, in consultation with Human Resources, approves or denies an employee for 
telework, Human Resources and the supervisor shall communicate the decision to the employee
in writing. Colleges may choose to use the attached “Approval Form” or “Denial Form” for this 
purpose.

Approval communications shall include, at a minimum, a copy of this Policy, and the following
details:

Whether it is a fixed/variable and/or weekly schedule;

Employee recognizes that they may need to report on-site on a day otherwise
scheduled for telework at the directive of their supervisor or if any assignment
requires them to be in-person with as much advance notice as reasonably possible 
with parameters set forth in the approval process; however, this alone is not 
considered to place an employee in an on-call or stand-by status.

That the arrangement terminates on or before January 1 and July 1 of each year, 
requiring a renewed request at least twenty-one (21) days prior to said date(s), 
whichever occurs first;

Employees accept the terms of this Policy and shall continue to comply with all 
other applicable policies, practices and procedures of the College and the 
employee’s department during all telework; and
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Any work-related expenses or purchases must be approved by the employee’s supervisor prior to 
incurring the expense or purchase. If approved, the employee will submit a dated itemized receipt 
of the expense/purchase. Such expenses/purchases may include increased charges above what the 
employee incurs for personal use, as determined unilaterally by the employee’s supervisor.

The employee is responsible for addressing and resolving any tax questions about the employee’s 
ability to deduct expenses related to teleworking including the use of a home office. Employees 
who are teleworking will not be reimbursed for travel between their home and College facilities 
on any day they are required to be in-person.

C. CONFIDENTIALITY/WORK PRODUCT

An employee’s telework location should be free of interruption and provide a confidential and 
quiet setting for conducting College-related business.   

All College-related documents and materials, whether hardcopy or electronic, shall be maintained 
by the employee in a secure and confidential manner. Employees will protect all College records 
and data against unauthorized disclosure, access, destruction, etc. in accordance with applicable 
state and federal laws and College policy.

All work product developed by the employee shall remain the property of the College in the same 
manner as such work would be if performed at the College.

V. FINAL CONSIDERATIONS 

All determinations approving or denying telework are final. If denied, an employee may resubmit 
their request prior to the next January 1 or July 1, whichever comes first. 

This Policy shall be interpreted in harmony with existing collective bargaining agreements and 
non-unit handbooks; approvals/denials under this Policy shall not be grievable under any 
applicable collective bargaining agreement or non-unit handbooks.


