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I.  Introduction 
3XUVXDQW�WR����3�6�����������$�����WKLV�3URFHGXUH�6WDQGDUG��³3URFHGXUH´��LV�VHW�IRUWK�ZLWK�
UHJDUG�WR�WHOHFRPPXWLQJ�GXULQJ�DQ�HPHUJHQF\��7KLV�3URFHGXUH�6WDQGDUG��³3URFHGXUH´��
HVWDEOLVKHV�JXLGHOLQHV�DQG�SURFHGXUHV�WR�HQDEOH�FHUWDLQ�3HQQV\OYDQLD�6WDWH�6\VWHP�RI�+LJKHU�
(GXFDWLRQ�HPSOR\HHV�WR�ZRUN�IURP�KRPH�GXULQJ�D�SHULRG�RI�HPHUJHQF\�IRU�WKH�SXUSRVH�RI�
SURYLGLQJ�HVVHQWLDO�DQG�FULWLFDO�VHUYLFHV��7KLV�GRHV�QRW�VXSHUVHGH�H[LVWLQJ�WHOHFRPPXWLQJ�RU�
GLVWDQFH�HGXFDWLRQ�DJUHHPHQWV���
�
7KLV�3URFHGXUH�DSSOLHV�WR�DOO�8QLYHUVLW\�DQG�2IILFH�RI�WKH�&KDQFHOORU�HPSOR\HHV��ERWK�
UHSUHVHQWHG�DQG�QRQ�UHSUHVHQWHG��7KLV�3URFHGXUH�DSSOLHV�WR�DOO�HPHUJHQFLHV��LQFOXGLQJ�EXW�QRW�
OLPLWHG�WR�QDWXUDO�DQG�PDQ�PDGH�GLVDVWHUV�DQG�SDQGHPLF�LQIOXHQ]D��%HFDXVH�WKH�UHVSRQVH�WR�DQ�
HPHUJHQF\�ZLOO�EH�HYHQW�GULYHQ��WKLV�SURYLGHV�JHQHUDO�JXLGDQFH�RQO\��DQG�PRUH�VSHFLILF�
JXLGDQFH�DQG�GLUHFWLRQ�PD\�EH�LVVXHG�WKURXJK�DGGLWLRQDO�3URFHGXUH�VWDWHPHQWV�RU�PHPRUDQGD�
GXULQJ�DFWXDO�SHULRGV�RI�HPHUJHQF\��
�
II. Definitions 
�

A. Critical business functions. 7KRVH�IXQFWLRQV��VWDWHG�RU�LPSOLHG��WKDW�PXVW�EH�SHUIRUPHG�
GXULQJ�RU�DIWHSDI�䕠հༀ�
�

B. Alternate Work Site. $Q�DOWHUQDWH�ZRUNVLWH�V��VHOHFWHG�E\�WKH�8QLYHUVLW\�RU�WKH�2IILFH�RI�
WKH�&KDQFHOORU�WR�EH�XVHG�ZKHQ�WKH�SULPDU\�ZRUNVLWH�LV�QRW�DYDLODEOH��7KH�DOWHUQDWH�
ZRUNVLWH�PD\�QRW�DFFRPPRGDWH�DOO�HPSOR\HHV�IURP�WKH�UHJXODU�ZRUN�ORFDWLRQ��
'HSHQGLQJ�RQ�WKH�HYHQW��WKH�8QLYHUVLW\�RU�2IILFH�RI�WKH�&KDQFHOORU�PD\�KDYH�VHYHUDO�
DOWHUQDWH�VLWHV�LQFOXGLQJ�SXEOLF�VLWHV�ZLWK�LQWHUQHW�FRQQHFWLRQV�VXFK�DV�OLEUDULHV�RU�RWKHU�
FRPSXWHU�HQDEOHG�IDFLOLWLHV� 
 

C. Emergency or Period of Emergency. $Q\�QDWXUDO�RU�PDQ�PDGH�GLVDVWHU�RU�SDQGHPLF�
RXWEUHDN�HYHQW�WKDW�FDXVHV�DQ�LQWHUUXSWLRQ�LQ�QRUPDO�ZRUN�SUDFWLFHV��
 

D. Social distancing.�7DNLQJ�PHDVXUHV�WR�OLPLW�H[SRVXUH�WR�LQIHFWLRXV�EDFWHULD�DQG�YLUXVHV�
GXULQJ�D�FRPPXQLFDEOH�GLVHDVH�RXWEUHDN�E\�OLPLWLQJ�WKH�RSSRUWXQLWLHV�IRU�SHUVRQ�WR�
SHUVRQ�H[SRVXUH�WR�WKH�EDFWHULD�RU�YLUXV� 
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�
E. Telecommuting. )RU�WKH�SXUSRVH�RI�WKLV�3URFHGXUH��WHOHFRPPXWLQJ�PHDQV�ZRUNLQJ�IURP�

DQ�HPSOR\HH¶V�KRPH�IRU�DOO�RU�SDUW�RI�WKH�HPSOR\HH¶V�QRUPDO�ZRUN�DVVLJQPHQW�ZKHQ�DQ�
HPSOR\HH¶V�SULPDU\�ZRUN�ORFDWLRQ�LV�LQDFFHVVLEOH�RU�WKH�HPSOR\HH�LV�QRW�DEOH�WR�EH�
ORFDWHG�LQ�D�GHVLJQDWHG�DOWHUQDWH�ZRUN�VLWH�GXH�WR�DQ�HPHUJHQF\��$�SDQGHPLF�VFHQDULR�
PD\�UHTXLUH�FHUWDLQ�HPSOR\HHV�WR�ZRUN�IURP�KRPH�WR�DFKLHYH�D�VRFLDO�GLVWDQFLQJ�
PDQDJHPHQW��$�FDWDVWURSKLF�VFHQDULR�PD\�UHTXLUH�FHUWDLQ�HPSOR\HHV�WR�ZRUN�IURP�
KRPH�LQ�RUGHU�WR�UHGXFH�WKH�DPRXQW�RI�VSDFH�UHTXLUHG�IRU�DOWHUQDWH�ZRUN�VLWHV� 

�
F. University.��)RU�WKH�SXUSRVH�RI�WKLV�3URFHGXUH��8QLYHUVLW\�PD\�PHDQ�DQ�LQGLYLGXDO�

8QLYHUVLW\�RU�WKH�2IILFH�RI�WKH�&KDQFHOORU� 
�
III. Procedures and Requirements 
 

A. General 
1. 7KH�2IILFH�RI�WKH�&KDQFHOORU�DQG�HDFK�8QLYHUVLW\�ZLOO�LGHQWLI\�FULWLFDO�EXVLQHVV�

IXQFWLRQV�DQG�SODQ�WKH�PHWKRGV�UHTXLUHG�WR�DFFRPSOLVK�WKRVH�FULWLFDO�EXVLQHVV�
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WHOHFRPPXWLQJ�DUUDQJHPHQW��L�H���WHOHSKRQH��ID[��931�QHWZRUN�DFFHVV��HPDLO��
HWF����7KH�HPSOR\HH�PD\�EH�UHTXLUHG�WR�JUDQW�FDOHQGDU�DFFHVV�WR�KLV�KHU�
VXSHUYLVRU�RU�RWKHUV�XSRQ�UHTXHVW��
�

3. (PSOR\HHV�DW�DOWHUQDWH�ZRUN�VLWHV�RU�WHOHFRPPXWLQJ�ZLOO�FRQWLQXH�WR�EH�FRYHUHG�
E\�DQG�H[SHFWHG�WR�DELGH�E\�DOO�H[LVWLQJ�%RDUG�RI�*RYHUQRUV�DQG�8QLYHUVLW\�
SROLFLHV�DQG�UHJXODWLRQV��LQFOXGLQJ�EXW�QRW�OLPLWHG�WR�LQFOXGLQJ�KRXUV�RI�ZRUN��
VDIHW\��VHFXULW\��FRQILGHQWLDOLW\��XVH�RI�&RPPRQZHDOWK�HTXLSPHQW��VWDQGDUGV�RI�
FRQGXFW��DQG�WKH�SURKLELWLRQ�RQ�FRQGXFWLQJ�SHUVRQDO�EXVLQHVV�GX
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WKDW�LV�XVHG�E\�DQ�HPSOR\HH��SHUVRQDO�RU�6\VWHP�UHVRXUFHV��LV�VXEMHFW�WR�
GLVFRYHU\�DQG�5LJKW�WR�.QRZ�UHTXHVWV��
�

5. 3HUVRQDO�WD[�LPSOLFDWLRQV�UHODWHG�WR�WKH�DOWHUQDWH�ZRUN�VLWH�VKDOO�EH�WKH�
HPSOR\HH¶V�UHVSRQVLELOLW\��
�

D.  Conditions of Employment and Pay Status 
�

1. $OO�HPSOR\PHQW�UHVSRQVLELOLWLHV�DQG�FRQGLWLRQV��L�H��FRPSHQVDWLRQ��EHQHILWV��
OHDYH��ULJKWV�DQG�SULYLOHJHV��DQG�GLVFLSOLQDU\�SURFHGXUHV��DSSO\�DW�WKH�DOWHUQDWH�
ZRUN�VLWH���
�

2. 7KH�HPSOR\HH�DJUHHV�WR�DELGH�E\�WKH�ZRUN�VFKHGXOH�VHW�IRUWK�E\�WKH�VXSHUYLVRU�
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Attachment A 
 

Emergency Telecommuting Agreement Form 
 

General Information  �
�
(PSOR\HH�1DPH�����������������������������������������������������������������������������
�
-RE�7LWOH������������������������������������������������������������������������������������������
�
3KRQH�����������������������������������������������������������������������������������������������
�
�
Emergency Telecommuting Agreement��
�
7KH�IROORZLQJ�FRQVWLWXWHV�DQ�DJUHHPHQW�RQ�WKH�WHUPV�DQG�FRQGLWLRQV�RI�WKH�HPHUJHQF\�
WHOHFRPPXWLQJ�DUUDQJHPHQW�EHWZHHQ�WKH�8QLYHUVLW\�DQG�(PSOR\HH��
�
1.��7KH�HPSOR\HH�KDV�UHFHLYHG�DSSURYDO�RU�EHHQ�JLYHQ�GLUHFWLRQ�WR�WHOHFRPPXWH�DQG�DJUHHV�WR�
������DGKHUH�WR�KLV�KHU�UHVSRQVLELOLWLHV�DV�RXWOLQHG�LQ�WKH�3URFHGXUH�6WDQGDUG�RQ�(PHUJHQF\�5HPRWH����
������:RUN�DQG�7HOHFRPPXWLQJ��7KH�8QLYHUVLW\�FRQFXUV�ZLWK�WKH�HPSOR\HH¶V�SDUWLFLSDWLRQ�DQG�DJUHHV��
������WR�DGKHUH�WR�LWV�UHVSRQVLELOLWLHV�DV�RXWOLQHG�LQ�WKH�3URFHGXUH��
�
2.�� 7LPH�VSHQW�ZRUNLQJ�DW�KRPH�PXVW�EH�DFFRXQWHG�IRU�DQG�UHSRUWHG�LQ�WKH�VDPH�PDQQHU�DV�LI�WKH�

HPSOR\HH�UHSRUWHG�IRU�GXW\�DW�WKHLU�QRUPDO�ZRUN�ORFDWLRQ���
� � �

3.��� 7KH�HPSOR\HH�LV�UHTXLUHG�WR�VDWLVIDFWRULO\�FRPSOHWH�DOO�DVVLJQHG�ZRUN��DFFRUGLQJ�WR�HVWDEOLVKHG�
VWDQGDUGV�DQG�JXLGHOLQHV��
�

4.��� 7KH�HPSOR\HH�LV�UHTXLUHG�WR�IROORZ�QRUPDO�SURFHGXUHV�UHJDUGLQJ�WKH�UHTXHVWLQJ�DQG�DSSURYDO�RI�
RYHUWLPH��FRPSHQVDWRU\�WLPH�DQG�OHDYH��%\�VLJQLQJ�WKLV�IRUP��WKH�HPSOR\HH�DJUHHV�WR�IROORZ�
HVWDEOLVKHG�SURFHGXUHV�IRU�UHTXHVWLQJ�DQG�REWDLQLQJ�DSSURYDO�RI�OHDYH��FRPSHQVDWRU\�WLPH��RU�
RYHUWLPH��  � � �

�
5.��� )RU�,56�UHSRUWLQJ�DQG�WUDYHO�UHLPEXUVHPHQW�SXUSRVHV��WKH�HPSOR\HH¶V�³WD[�KRPH´�ZLOO�QRW�

FKDQJH�GXULQJ�WKH�SHULRG�RI�HPHUJHQF\�WHOHFRPPXWLQJ���
�
6.��� 7KH�+XPDQ�5HVRXUFHV�2IILFH�ZLOO�PDLQWDLQ�D�FRS\�RI�WKH�HPSOR\HH
V�WHOHFRPPXWLQJ�

DJUHHPHQW���7KH�HPSOR\HH
V�WLPH�DQG�DWWHQGDQFH�ZLOO�EH�UHFRUGHG�DV�SHUIRUPLQJ�GXWLHV�DW�WKH�
UHJXODU�ZRUNVLWH���
�

7.��� 8QLYHUVLW\�RZQHG�HTXLSPHQW�ZLOO�EH�VHUYLFHG�DQG�PDLQWDLQHG�E\�WKH�8QLYHUVLW\�,QIRUPDWLRQ�
7HFKQRORJ\�GHSDUWPHQW��7KH�HPSOR\HH�XQGHUVWDQGV�WKDW�XVH�RI�SHUVRQDO�HTXLSPHQW�RU�VRIWZDUH�
IRU�EXVLQHVV�SXUSRVHV�LV�SURKLELWHG���
�

8.��� 7KH�HPSOR\HH�DJUHHV�WR�SHUPLW�LQVSHFWLRQV�E\�WKH�8QLYHUVLW\�RI�WKH�WHOHFRPPXWLQJ�VLWH�WR�
HQVXUH�SURSHU�PDLQWHQDQFH�RI�8QLYHUVLW\�RZQHG�SURSHUW\�DQG�FRPSOLDQFH�ZLWK�VDIHW\�VWDQGDUGV���

�
9. � 7KH�HPSOR\HH�LV�FRYHUHG�E\�ZRUNHUV¶�FRPSHQVDWLRQ�LI�LQMXUHG�LQ�WKH�FRXUVH�RI�SHUIRUPLQJ�RIILFLDO�

GXWLHV�DW�WKH�UHJXODU�ZRUNVLWH�RU�WKH�WHOHFRPPXWLQJ�VLWH��GXULQJ�UHJXODU�ZRUNLQJ�KRXUV��$Q\�
DFFLGHQW�RU�LQMXU\�RFFXUULQJ�DW�WKH�WHOHFRPPXWLQJ�VLWH�PXVW�EH�EURXJKW�WR�WKH�LPPHGLDWH�
DWWHQWLRQ�RI�WKH�VXSHUYLVRU�DQG�WKH�8QLYHUVLW\�+XPDQ�5HVRXUFHV�2IILFH��%HFDXVH�DQ�
HPSOR\PHQW�UHODWHG�DFFLGHQW�VXVWDLQHG�E\�D�WHOHFRPPXWLQJ�HPSOR\HH�PD\�RFFXU�RXWVLGH�WKH�
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SUHPLVHV�RI�WKH�UHJXODU�ZRUNVLWH��WKH�VXSHUYLVRU�RU�GHVLJQHH�PXVW�LQYHVWLJDWH�DOO�UHSRUWV�
LPPHGLDWHO\�IROORZLQJ�QRWLILFDWLRQ���
�

10.���7KH�8QLYHUVLW\�ZLOO�QRW�EH�OLDEOH�IRU�GDPDJHV�WR�DQ�HPSOR\HH
V�SHUVRQDO�RU�UHDO�HVWDWH�SURSHUW\�
GXULQJ�WKH�SHUIRUPDQFH�RI�ZRUN�GXWLHV�RU�ZKLOH�XVLQJ�8QLYHUVLW\
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Attachment C 
 

Employee/Supervisor Checklist 
�

7KLV�FKHFNOLVW�LV�GHVLJQHG�WR�HQVXUH�WKDW�WKH�HPSOR\HH�DQG�VXSHUYLVRU�XQGHUVWDQG�WKH�
WHOHFRPPXWLQJ�SROLFLHV�DQG�SURFHGXUHV��
��
1.�� 7KH�HPSOR\HH�DQG�VXSHUYLVRU�KDYH�HVWDEOLVKHG�D�ZRUN�VFKHGXOH�IRU�KRXUV�GD\V�DW�D��

WHOHFRPPXWLQJ�VLWH���
�

2.�� 7KH�IROORZLQJ�HTXLSPHQW�KDV�EHHQ�LVVXHG�WR�WKH�HPSOR\HH�DQG�KDV�EHHQ�GRFXPHQWHG�E\�WKH�
8QLYHUVLW\��
�

Type of 
Equipment�

Make Model Serial Number Issue Date�

&RPSXWHU� � � � ��

6FDQQHU� � � � ��

)D[�PDFKLQH� � � � ��

7HOHSKRQH� � � � ��

3ULQWHU� � � � ��

2WKHU�� � � � ��

2WKHU�� � � � ��

2WKHU�� � � � �

 
3.�� 3ROLFLHV�DQG�SURFHGXUHV�IRU�FDUH�RI�HTXLSPHQW�LVVXHG�E\�WKH�8QLYHUVLW\�KDYH�EHHQ�H[Ds� 3ROL萓がHV�A儀䜀̀匀唀刀䘀䠀䜀堀UHV�IRU�FD


