


IUP Telecommuting Procedure for Non-represented and Staff Employees
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e Have the abilities to successfully organize, manage time and work
independently.
Have at least a satisfactory work performance rating.
Have a thorough knowledge and understanding of their job functions.
e Have no prior discipline within a two-year period, with particular
consideration for leave abuse, performance issues or violations of
standards of conduct.

b. Position Requirements - Positions that may be considered for
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o Have job functions that can be performed at a remote site without
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IUP Telecommuting Procedure for Non-represented and Staff Employees

o Employees must have internet access appropriate to work requirements.

o Events and activities that are not work-related will not disrupt or
interfere with work at the remote work site.

¢ The employee must make advance arrangements for dependent care to
ensure a productive work environment. Telecommuting is not meant to
substitute for dependent care or other personal obligations. The
employee shall continue to make these arrangements to the same extent
as if the employee was working at the regularly assigned place of
employment.

e A supervisor may visit the proposed remote work site to evaluate the
appropriateness of the site prior to approving the agreement and may
require that a photo of the workspace be attached to the agreement. A
mutually agreed time will be scheduled with the supervisor for this
visit.

e Once the agreement (Ex. A) is approved, the University retains the right to
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indiana University of PA Staff Telecommuting Agreement
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Employee Name: Department:
Job Title: Supervisor Name:
Date:
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T ' Digitally signed by Dr. Debra Fitzsi
Recommended by: DI Debra F|t25|m0n(,5' Date:2021.0811 085733 0400 | Date: 8/10/2021

Debra Fitzsimons, Vice President for Administration and Finance
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Approved by: Date:

IUP President



