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P6Hx23-2.142  
PROCEDURE: REMOTE WORK AND ALTERNATE WORK SCHEDULES
I. Policy Statement and Purpose
In developing and implementing its remote work program and alternate work schedule policy and procedures, the College seeks to provide the best blend of standard work schedules, remote work options, and alternate work schedules.  Knowing that employees and supervisors can have preferences for different work schedules, a flexible approach to employee work schedules also improves productivity and availability of service to students, staff and the community. 
In establishing a remote work program as an integral part of its normal business, the College shall be guided by the following principles, which may be modified from time to time: 
A. The College seeks to find the best solutions and balance to promote workplace efficiencies and further its institutional mission, with the primary focus on student success, services and efficiency of operations.
B. The College will make final determinations regarding remote work policies on factors outlined herein involving the nature of the work, schedules, and work sites.  Further, the College reserves the right to make the determination that a position is essential to campus or institutional operations and may only be performed on a campus or an administrative site.
C. Employees under this Procedure are expected to follow all requirements regarding scheduling, availability, workplace safety, information security and conduct at the tele-site as well as on-site, violations of which can lead to termination of a telecommuting arrangement and/or discipline.
D. For remote work and/or alternate work schedules, supervisors have the right to implement additional measures of work management and schedule management to promote fairness, reduce costs, and minimize risks.
E. The College reserves the right to transition an employee from on-site to remote work, and vice versa, should the move be deemed in the best interest of the College and in accordance with its policies on campus closure, emergency management and continuity of operations.
F. Employees can be required to come on-site, or to a specified location, based on required meetings or   assignments, regardless of worksite arrangements.
G. Employees are responsible to adhere to an agreed upon or assigned work schedule and, if in a non-exempt position, may not work additional hours or more than 40 hours in a week without specific authorization from a supervisor. 

II. Applicability 

This policy and procedure will apply to those employees who are hourly, Career Service employees, and employees on an Administrative and/or Professional contract.  It does not apply to faculty.   

III. Definitions

A. Worksite -- a location where work is being performed, on-site or remotely
B. On-site -- a workspace provided by the College in a College facility or location
C. Remote Work Site - a workspace other than a College work site, usually an employee's home
D. Full on-site work arrangement -- a position or assignment required to be performed fully on-site
E. Full remote work arrangement -- a position or assignment approved or arranged to be fully remote
F. Blended or Partial site work arrangement -- a position or assignment that is split between on-site and remote work  
G. Remote Work (or telework) -- a specific arrangement between a supervisor and employee in which the employee performs work from a remote work site on a regular and repetitive basis (full or blended)
H. Remote Worker -- an employee subject to this Procedure when working remotely assisted by technology  
I. Remote Work Schedule -- the schedule of work assigned by the supervisor or agreed upon between   a supervisor and an employee
J. Alternate Work Schedule -- an arrangement that permits employees to work a flexible schedule, a compressed workweek or a different daily or weekly schedule than typically provided for the position or department  
IV. General Provisions - Remote Work and Alternate Work Schedule Guidelines 

A. Initiating Remote Work or Alternate Work Schedule Arrangements

Remote work arrangements or alternate schedules may be requested by the employee or may be required by the College as a method of conducting business. In either case, all decisions by the supervisor must be based on the nature of the work and employee eligibility criteria.  Supervisors may not arbitrarily refuse to consider remote work options or alternate work schedules.
B. Employee Eligibility and Supervisor Approval; Eligibility factors include:  
1. The nature of the work.  Student success and provision of student services will be a primary driving factor of employee work arrangements. Departments must ensure that sufficient personnel are available on campus to provide services to students and the campus community during scheduled business hours, and to enable collaborative work processes with College faculty and staff.
2. Some positions are not suited for remote or alternate work arrangements. Examples of this include positions where equipment, materials, files, or data necessary to the position can only be physically accessed on a campus; or face-to-face contact with staff, supervisors, students, faculty, or the public on a campus is a regular and integral part of the position responsibilities.
3. A record of satisfactory work performance, including satisfactory attendance. An employee who has an active or previous disciplinary action or improvement plan on file will be subject to review to determine eligibility to work from a remote work site.
4. Ability to demonstrate that a remote work or alternate work schedule arrangement will not negatively affect internal or external partners, work teams, or co-workers.
5. Freedom from other employment or education commitments outside of their job that require attention during their remote work or alternate work schedule. 

Arrangements for remote work or alternate work schedules on a partial or blended basis must be approved by an employee’s supervisor in accordance with the procedures herein.  Designation as an employee working remotely on a full-time basis shall be approved by a department or division leader, in conjunction with Human Resources, and reflected in the position title and job description.  Certain positions and classifications may be designated remote work-eligible college-wide upon review and approval of Human Resources.
C. Schedules for Remote Work 

Employees must be available to their supervisors and co‐workers during scheduled hours and available to attend virtual meetings and participate electronically in other required office activities from a home office. The employee must be logged into Outlook or Teams, or other designated system as appropriate, during scheduled work hours. Any exceptions must be approved in advance by the employee’s supervisor.

D. Documentation of Work Hours

Employees and their supervisor must be diligent in documenting assigned duties, workday schedules, and recording of work hours. Hourly employees may not work more than 40 hours a week without the prior approval of overtime by their supervisor. Part-time employees must not work more than the schedule of hours assigned unless pre-approved by their supervisor. Salaried employees will work their full-time workweek schedule in accordance with the Board of Trustees’ Workday Workweek Procedure.

E. Evaluation of Work

Evaluation of remote working performance will include regular interaction virtually or in person between the employee and supervisor. Evaluation of remote work performance will be consistent with that of employees working at the office in both content and frequency but may focus on work output and completion of objectives rather than on time-based performance.

F. Communication

An appropriate level of communication between the employee and supervisor will be agreed to as   part of the planning process. Such communications will be conducted in a manner and frequency that is appropriate for the job and the individuals involved.

G. Site Reassignment

In the event an employee is reassigned to temporarily work remotely or called back to the employee's office site, the supervisor will provide appropriate notice to the employee as provided herein, and take appropriate safety precautions for the employee’s return to campus/office.  

In the event an hourly-paid employee is requested to work outside the normal work schedule, but can perform the work remotely, a minimum of one hour of compensation will be provided, up to the amount of actual work time needed and approved. 

H. Health & Safety for Telecommuting

An employee who is working remotely is responsible for complying with institutional policy, required trainings, when and as specified by the College, and confirm that the remote workplace is free from safety and fire hazards.  The College reserves the right to inspect any area where an employee is working for safety and security reasons, and will pre-arrange such visits, if any.  Employees are expected to provide the College with reasonable access to the remote work site upon request.

An employee working from a remote work site, such as a home office, is covered under applicable Workers Compensation law should injury occur in the course and scope of employment during such remote work. Workers Compensation liability is limited to work-related injuries at the specific workspace, as opposed to applying to all areas of the employee’s residence or property.  Employees are required to report as soon as practicable, any injury that occurs at the remote work location during working hours to the Office of Risk Management, as well as their supervisor and Human Resources. The employee acknowledges that it is their homeowners or renter’s insurance that would cover any non-College owned furnishings or personal property at their remote work site.  

I. Visitors While Working from Remote Work Site
Those working from a remote work site shall not have in-person meetings or receive business visitors at their home office.  If the remote work requires an in-person meeting, the remote worker should consult with his or her supervisor to identify an appropriate meeting site.

J. Tax and Zoning for Remote Work Locations

Personal income tax and zoning implications, if any, related to working from a remote site are the responsibility of the employee. Approved remote workers are encouraged to consult the appropriate experts, as appropriate, at their own expense. 
V. Protecting Information While Working Remotely

An employee working remotely must take responsible precautions to protect and maintain the confidentiality of documents, materials, and information at the work site and prevent unauthorized access to any College data, computer, network, electronic devices, or systems.  Such protections include adherence to IT security protocols, training, and use of required software. 

Any technology asset or equipment furnished to a remote worker by the College remains the property of the College.  The remote worker should secure College information in hard copy form in a locked cabinet or other secured area when not in use.  Any electronic documents containing proprietary or other protected data or information, or other confidential material belonging to a third party should be maintained by the remote worker on a secure network drive. Any data files saved to the employees' local drive must be backed up on a regular basis and in accordance with College IT security policies and practices. 
Only College-approved and/or College-provided software applications can be utilized, with College-required malware protection.  The College may require appropriate security training specifically for telecommuting.

VI. Dependent Care 

Remote work is not a substitute for dependent care. The employee working remotely or on an alternate work schedule is expected to manage dependent care and personal responsibilities in a way that allows fulfillment of all job responsibilities successfully. 

VII. Remote Work Expenses and Office Set Up 
Office set up for working fully or partially at a remote work site shall be arranged by the employee’s department and supervisor. Employees working remotely should utilize equipment, supplies and services procured by the College whenever possible to ensure negotiated discounts are accessed. Remote workers in a partial or blended arrangement, and supervisors, are encouraged to schedule use of office equip such as printers, copiers, and scanners when they are scheduled in the office or on campus. Employee reimbursements of reasonable out of pocket expenses incurred in carrying out job duties remotely must be approved by a supervisor prior to incurring such expense.
Those employees transitioning to remote work, or a blended arrangement, will be required to work with their supervisors in advance of reassignment to move portable devices and equipment and office supplies to an assigned remote site. A list of College owned equipment, devices and furniture issued to an employee for purposes of working from a remote work site/office shall be managed in accordance with the College’s policies on asset management.

Employees assigned to remote work shall be issued a College laptop and other necessary devices and/or equipment as may be deemed necessary to complete job assignments. The College is not responsible for the expense of securing or maintaining an internet or WIFI connection or telephone service at a remote work site. The College shall be responsible for determining what malware or cybersecurity applications are required for remote work and accessing College systems remotely.

Equipment provided by the employee at no cost to the College shall be maintained by the employee. The College shall not be liable for damage to employee property related to telework, except as provided by Section 768.28, Florida Statutes. 

For purposes of reimbursement of in-district and out of district travel, an employee with a blended remote work arrangement and office/campus site shall have such campus or site deemed their office. An employee that is fully working from a remote site shall have that site deemed their office for purposes of calculating travel reimbursement. Mileage between a campus/office and a remote site shall not be considered reimbursable travel unless approved in advance by a supervisor.

VIII. Procedures for Requesting and Approving Remote Work Options
A. Remote Work Assigned and Scheduled by Supervisors 

Remote work or alternate schedules may be defined by a supervisor as a core function of the job position, and as such may be incorporated in the position specification or job description. The supervisor will create an overall plan for work location and schedule requirements for the department and positions.  Certain positions or classifications may be designated as “remote work-eligible" college-wide, either for a blended arrangement or as fully remote. 

Upon reassignment to remote work, employees shall work with their supervisors to review and execute the Remote Work Program Agreement.  

B. Remote or Alternate Work Schedules Requested by the Employee

Alternate Work Schedule—Employees who would like to request an alternate work schedule should work with their supervisor to complete a Work Plan.  

Working Remotely—Employees who would like to request a remote work arrangement should first submit a request with all relevant details to their supervisor. The supervisor will work with the employee to determine whether the position duties and assignments can be accomplished through remote work, and whether the employee is deemed eligible to enter into a remote work arrangement. 

Positions and/or employment classifications will be reviewed for a determination of eligibility for telework using the Remote Work Program Worksheet. Certain positions may be deemed eligible college-wide and designated as such by Human Resources in the position description. Supervisors are encouraged to work with Human Resources to determine remote work eligibility and complete a Work Plan for alternate work schedules.
Upon completion of the Worksheets and Work Plan, as necessary, the supervisor will work with the employee to review and execute the Remote Work Program Employee Agreement.  Employees assigned to partial or blended telework arrangements may be approved without a Work Plan, however, all employees working remotely shall execute the Remote Work Program Employee Agreement. 

Employee-requested remote work arrangements may be approved without an end date or may be granted for a specific period of time to ensure the arrangement will be in the best interest of the College.

C. Renewing/Ending Remote Work Arrangements

Remote work and alternate work schedule arrangements can be terminated at any time by the supervisor, in consultation with Human Resources, based on College needs; or by the employee if the arrangement was an employee request. A 30-day notice will be provided when the supervisor is terminating the arrangement, except for emergencies requiring immediate or urgent re-deployment.

Because the approval of a remote work arrangement is specific both to the position and the work that the employee is performing at the time of the request, and to the supervisor at the time of the request, any transfer by the employee to a different position or change in position, management or department requires the approval of the supervisor and signing of a new Remote Work Program Employee Agreement. At a minimum, a remote work arrangement is reviewed on an annual basis. 

History:
Adopted – 5/4/22.  Effective – 7/1/22.
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