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SECF Telecommuting Policy

August 2008 -- DRAFT
Southeastern Council of Foundations offers telecommuting as a possible work arrangement.  It is a work alternative that may be appropriate for some, not all, employees and for some, not all, tasks.  It is an exception to the association’s work norms.  It is not an entitlement, nor is it an organization-wide benefit.  Telecommuting in no way changes the terms and conditions of employment with Southeastern Council of Foundations.

Definition

Telecommuting refers to an arrangement where an employee works at home or at an alternate location to the association’s office, and is the result of a circumstance that arises when an employee elects, and is approved for, telecommuting.   It can refer to an occasional work day or a short-term arrangement for an employee on family or medical leave.  It assumes the same level of responsibility, accountability, productivity, and work standards as is expected when work is conducted at the association’s office. The policy limits telecommuting on any given day to one employee. However, in an unusual circumstance, allowance may be made for the possibility that the organization might choose to have more than one person (or all employees) telecommuting at the same time.

Policy and Procedure

Initiation.  All telecommuting arrangements are made on a case-by-case basis, with the benefit to the association serving as the primary criteria and consideration.  Either the executive director or the employee can suggest telecommuting as a possible work arrangement.

Eligibility.  To be eligible, individuals must have been employed with Southeastern Council of Foundations for a minimum of 12 months of continuous employment, and must have exhibited a high level of performance and productivity as evaluated by the executive director.

Organizational conditions.  Only one employee can telecommute on any particular day.  Telecommuting cannot take place on work days that require the employee to be available for organizational needs (e.g., member services, program preparation or delivery, and a variety of other tasks) or that interfere with SECF delivering high quality member service in general.  As indicated, telecommuting is an organizational exception, not an organizational norm.

Suitability.  The executive director will meet with the employee to determine the suitability of a potential telecommuting arrangement.  The following are to be taken into consideration: 


- Employee suitability.  Does the employee have the work habits, track record, and traits required for 
successful telecommuting?
- Tasks and responsibilities.  Are the tasks appropriate for telecommuting?
- Equipment needs.  Does the employee have the requisite equipment?

- Organizational situation.  What will the impact of the telecommuting situation

be on organizational effectiveness, the ability of other employees to accomplish

their tasks and goals, and any other aspect of the organizational system?


Initial Trial.  The executive director, with the employee, will evaluate the telecommuting experience to determine whether it has met the work standards and expectations of the employee and the organization.  If the telecommuting arrangement is one that entails an arrangement that extends over a period of time, it will exist on a trial basis for the first three months and may be discontinued, at will, at any time at the request of either the executive director or the employee.

Record-keeping.  The employee will maintain a record of his/her telecommuting time, tasks and deliverables.  The record-keeping will be in accordance with the system employed by all SECF employees.  

Standards for telecommuting work space and equipment. When working at home, the employee will establish an appropriate work environment that allows for safe, productive work.  Employees will have the necessary equipment that permits them to function as they would in SECF’s office (telephone, computer, online connection).  SECF will not be responsible for costs associated with the setup or maintenance of the home office or equipment.  It is essential that the work station is free of hazards. The employee will sign a statement indicating understanding of this policy and confirming that s/he has established a safe at-home work station.

(In regard to injuries sustained at a home work location, SECF is subject to workers compensation law.)

Consistent with SECF’s expectations of information security when working on SECF’s premises, when telecommuting, an employee will be expected to ensure the protection of proprietary company and customer information accessible from her/his home office.  

Telecommuting employees will either have a separate business phone line at their home office or will answer their phone when throughout the work day in the same manner as they would answer while working on location at SECF’s office.  Telecommuting employees will ensure that others are able to reach them by phone or email in the same way that they are able to be contacted at the SECF office.

SECF’s responsibility.  SECF will provide the telecommuting employee with basic supplies such as paper and pens and, within reason, will cover telephone costs incurred while telecommuting.  In addition, the executive director or supervisor is responsible to provide support to the telecommuting employee at the same level as support is provided to employees working at the SECF office.

Agreement.  Telecommuting for an occasional day will be considered an informal arrangement.  A telecommuting arrangement that entails a series of days or a short-term arrangement will be considered a formal arrangement.  In such a formal arrangement, the employee and the executive director will sign a memo of understanding that will confirm the specific telecommuting agreement and timeline, and validate the standards and conditions spelled out in SECF’s Telecommuting Policy.


Monitoring and evaluation.  The executive director is responsible to evaluate the effectiveness and productivity of an employee’s telecommuting.  If the executive director has any doubt about its desirability, the telecommuting option will be discontinued.

An evaluation will take place following a one-day telecommuting situation – to include an assessment of employee productivity, the employee’s satisfaction, support provided by the organization, and the impact on the organization.

A telecommuting arrangement that entails a longer period of time will include the following: 1) an agreed-upon arrangement for regular communication at a level consistent with employees working at the SECF office; 2) a regular assessment of the experience by both the employee and the executive director and/or other supervisor.

Special notes.  Telecommuting is not designed to be a replacement for child care. Although an employee’s schedule may be modified to accommodate child care needs, the focus on the arrangement must remain on job performance and meeting business responsibilities.  Prospective telecommuters are encouraged to discuss expectations of telecommuting with family members prior to entering into a trial period.

Discontinuance of the telecommuting option.  The availability of telecommuting as a flexible work arrangement for SECF employees can be discontinued at any time at the discretion of the executive director.  Every effort will be made to provide 30 days notice of such a change in order to accommodate the needs of the employee.

CNJG Telecommuting Policy
Telecommuting is a practice of working at home or at a site near the home instead of physically traveling to a central workplace. This program is being launched on a trial basis to see if this arrangement can be beneficial for CNJG and its employees.  CNJG expects to continue this arrangement as long as the results are satisfactory. The pilot program will last for six months.  Any telecommuting arrangement will be subject to a six-month trial period to assess its effectiveness; however either CNJG or the employee can end the telecommuting arrangement at any time during or after the trial period. 

Evaluation of requests and arrangements

Telecommuting is not an entitlement. Rather, it is a work alternative that CNJG may offer to some employees when it would benefit both the organization and the employee.  All requests for a telecommuting arrangement will be evaluated on a case-by-case basis.  

Currently, there are two levels of telecommuting at CNJG:

1. Employee works primarily on-site at CNJG but works at a home office on a scheduled basis one to two days a week

2. Employee primarily works on-site at CNJG but occasionally works at a home office. 

Employees in the following employment classification are eligible for telecommuting at this time:

· Regular, exempt full time employees

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.  Not every job will be eligible for telecommuting – some jobs by nature of their duties will not be compatible with telecommuting.  Non-exempt employees will not be eligible.  Employees in their introductory period of employment will not be eligible for telecommuting.  

The employee’s compensation, benefits, work status, work responsibilities, the amount of time the employee is expected to work per day or per pay period or any other conditions of employment will not change due to participation in the telecommuting program (unless otherwise agreed upon in writing).  The employee’s performance measure may be modified by the employee’s manager before the telecommuting arrangement commences to ensure that objectives and productivity can be effectively monitored in this relationship.  Employees will agree to apply themselves to their work during their scheduled work hours.  

The ideal employee candidate for a telecommuting arrangement has the following characteristics:

· Self motivating

· Results oriented

· Independent worker


· Well organized

· Communicates with supervisor, co-workers and members well

· Well disciplined

· Limited supervisory responsibility

· Limited need to interact with on-site staff

· Limited need to respond to members


· Proven performer

Telecommuting will not adversely affect an employee’s eligibility for advancement or any other employee right or benefit.  The telecommuting employee will be compensated for all pay, leave, overtime and travel entitlement as if all duties were being performed in the CNJG offices.

The employee’s at-home work hours will conform to the schedule agreed upon by the employee and his or her manager.  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 manager.  Telecommuting is not intended to be used in place of sick leave or other types of leave. 

Telecommuting employees will be subject to the same personnel policies as other employees.  Requests to use or use of personal time off or other leave must be approved by CNJG in the same manner as when the employee was working from CNJG offices.  

The employee will be available to respond to CNJG staff, trustees, members and colleagues during scheduled work hours and will return any calls during an acceptable time frame defined by the employee’s manager.  The employee is expected to participate either in person or by teleconference in all necessary meetings related to their position and responsibilities.  The telecommuting employee should confirm with his or her supervisor if their participation can be by phone or in person.  The employee is expected to check voicemail and email frequently on telecommuting days.  It is the telecommuting employee’s responsibility to have the necessary computer and phone equipment to effectively telecommute.  CNJG does not accept responsibility for damage or repairs to employee-owned equipment. A reasonable amount of office supplies can be used from the CNJG’s stock.  

The employee will work only at the approved remote location (usually home) and CNJG assumes no responsibility for injuries occurring in the employee’s at-home work space that would not be approved by its workman’s comp insurer.  The employee is expected to maintain safe conditions in the at-home work space and to practice the same safety habits as those followed on CNJG’s premises. 

Telecommuting is not designed to be a replacement for appropriate child or adult care.  Although an individual employee’s schedule may be modified to accommodate these needs, the focus of the arrangement must remain on job performance and meeting business demands.  Prospective telecommuters are encouraged to discuss expectations of telecommuting with family members prior to entering into a trial period.  If a young child or impaired adult will be home during the employee’s at-home working hours, some other individual should be present to provide primary care.  However, if a child or impaired adult is ill, the employee may, on a temporary basis, provide primary care for that person subject to the approval of the employee’s manager. 

Occasional requests

Requests to work at home on an occasional, ad hoc basis must have prior approval from the President. Unless there is a last minute emergency, request should be made at least 3 days in advance to ensure appropriate coordination on-site at CNJG.  

Request to telecommute

Employees interested in a telecommuting arrangement must submit written requests to the President, outlining their proposals for the arrangement.  The employee should explain how the employee would be accountable and responsible for his or her work, what equipment the employee has available to ensure accomplishing duties and overcoming any communication barriers. 

Terminating telecommuting arrangements

Telecommuting employees are expected to perform at the same level of productivity as if they were working on-site.  Should the productivity level of any employee who is telecommuting drop below an acceptable level or having the employee out of the office effects the productivity of the organization overall, the telecommuting arrangement will be terminated and the employee will be expected to return to work out of CNJG’s office every day.  

Grantmakers of Western Pennsylvania

Telecommuting Policy

July 2006
Grantmakers of Western Pennsylvania offers telecommuting as a possible work arrangement in special circumstances.  It is a work alternative that may be appropriate for some, not all, employees and for some, not all, tasks.  It is an exception to the association’s work norms.  It is not an entitlement, nor is it an organization-wide benefit.  Telecommuting in no way changes the terms and conditions of employment with Grantmakers of Western Pennsylvania.

Definition

Telecommuting refers to an arrangement where an employee works at home or at an alternate location to the association’s office, and is the result of a circumstance that arises when an employee elects, and is approved for, telecommuting.   It can refer to an occasional work day or a short-term arrangement for an employee on family or medical leave.  It assumes the same level of responsibility, accountability, productivity, and work standards as is expected when work is conducted at the association’s office. The policy limits telecommuting on any given day to one employee. However, in an unusual circumstance, allowance may be made for the possibility that the organization might choose to have more than one person (or all employees) telecommuting at the same time.

Policy and Procedure

Initiation.  All telecommuting arrangements are made on a case-by-case basis, with the benefit to the association serving as the primary criteria and consideration.  Either the executive director or the employee can suggest telecommuting as a possible work arrangement.

Eligibility.  To be eligible, individuals must have been employed with Grantmakers of Western Pennsylvania for a minimum of 12 months of continuous employment, and must have exhibited a high level of performance and productivity as evaluated by the executive director.

Organizational conditions.  Only one employee can telecommute on any particular day.  Telecommuting cannot take place on work days that require the employee to be available for organizational needs (e.g., member services, program preparation or delivery, and a variety of other tasks) or that interfere with GWP delivering high quality member service in general.  As indicated, telecommuting is an organizational exception, not an organizational norm.

Suitability.  The executive director will meet with the employee to determine the suitability of a potential telecommuting arrangement.  The following are to be taken into consideration: 


- Employee suitability.  Does the employee have the work habits, track record, and traits required for 
successful telecommuting?
- Tasks and responsibilities.  Are the tasks appropriate for telecommuting?
- Equipment needs.  Does the employee have the requisite equipment?

- Organizational situation.  What will the impact of the telecommuting situation

be on organizational effectiveness, the ability of other employees to accomplish

their tasks and goals, and any other aspect of the organizational system?


Initial Trial.  The executive director, with the employee, will evaluate the telecommuting experience to determine whether it has met the work standards and expectations of the employee and the organization.  If the telecommuting arrangement is one that entails an arrangement that extends over a period of time, it will exist on a trial basis for the first three months and may be discontinued, at will, at any time at the request of either the executive director or the employee.

Record-keeping.  The employee will maintain a record of his/her telecommuting time, tasks and deliverables.  The record-keeping will be in accordance with the system employed by all GWP employees.  

Standards for telecommuting work space and equipment. When working at home, the employee will establish an appropriate work environment that allows for safe, productive work.  Employees will have the necessary equipment that permits them to function as they would in GWP’s office (telephone, computer, online connection).  GWP will not be responsible for costs associated with the setup or maintenance of the home office or equipment.  It is essential that the work station is free of hazards. The employee will sign a statement indicating understanding of this policy and confirming that s/he has established a safe at-home work station.

(In regard to injuries sustained at a home work location, GWP is subject to workers compensation law.)

Consistent with GWP’s expectations of information security when working on GWP’s premises, when telecommuting, an employee will be expected to ensure the protection of proprietary company and customer information accessible from her/his home office.  

Telecommuting employees will either have a separate business phone line at their home office or will answer their phone when throughout the work day in the same manner as they would answer while working on location at GWP’s office.  Telecommuting employees will ensure that others are able to reach them by phone or email in the same way that they are able to be contacted at the GWP office.

GWP’s responsibility.  GWP will provide the telecommuting employee with basic supplies such as paper and pens and, within reason, will cover telephone costs incurred while telecommuting.  In addition, the executive director or supervisor is responsible to provide support to the telecommuting employee at the same level as support is provided to employees working at the GWP office.

Agreement.  Telecommuting for an occasional day will be considered an informal arrangement.  A telecommuting arrangement that entails a series of days or a short-term arrangement will be considered a formal arrangement.  In such a formal arrangement, the employee and the executive director will sign a memo of understanding that will confirm the specific telecommuting agreement and timeline, and validate the standards and conditions spelled out in GWP’s Telecommuting Policy.


Monitoring and evaluation.  The executive director is responsible to evaluate the effectiveness and productivity of an employee’s telecommuting.  If the executive director has any doubt about its desirability, the telecommuting option will be discontinued.

An evaluation will take place following a one-day telecommuting situation – to include an assessment of employee productivity, the employee’s satisfaction, support provided by the organization, and the impact on the organization.

A telecommuting arrangement that entails a longer period of time will include the following: 1) an agreed-upon arrangement for regular communication at a level consistent with employees working at the GWP office; 2) a regular assessment of the experience by both the employee and the executive director and/or other supervisor.

Special notes.  Telecommuting is not designed to be a replacement for child care. Although an employee’s schedule may be modified to accommodate child care needs, the focus on the arrangement must remain on job performance and meeting business responsibilities.  Prospective telecommuters are encouraged to discuss expectations of telecommuting with family members prior to entering into a trial period.

Discontinuance of the telecommuting option.  The availability of telecommuting as a flexible work arrangement for GWP employees can be discontinued at any time at the discretion of the executive director.  Every effort will be made to provide 30 days notice of such a change in order to accommodate the needs of the employee.

