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Telecommuting and Remote Work Policy 

Administrative policy approved June 8, 2022. Effective immediately. 

 

Revision history: Supersedes telecommuting guidelines distributed in July 2021 and revised in 

Spring 2022; revised December 7, 2022 (adding reservation of rights); revised March 23, 2023 

(adding notification to IT when traveling and limited remote work outside the U.S.) 

 
Related policies: Telecommuting Programs and Early Friday Release Policy; Guidelines for 

Intermittent Remote Work; Guidelines for Adjusting Work Schedules; Disability and 

Accommodations Policy. 

 

Scheduled Review Date: May 2024 (President and Dean’s Office) 

 

A. Policy Statement 

Telecommuting and remote
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completion of work, meeting attendance, responsiveness to email and other 

communications, and other performance criteria are the same for telecommuting 
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incurred during the normal course and scope of their employment and job duties, 

including being covered only during agreed-upon work hours. Employees must 

report any work-related injuries to their supervisor and Human Resources 

immediately, but no later than 24 hours after the injury, using Southwesternõs 

standard injury-reporting process. 

14. ADA accommodations: An employee who needs an accommodation may 

contact Human Resources to file a request. The request will be evaluated 

according to established policy and procedures. 

15. Requesting and recording leave time: Employees must seek advance approval 

from their supervisor to use sick leave (when possible and as soon as practicable 

if not possible in advance), vacation, time off, or other leave credits. Each 

employee is responsible for recording vacation, sick, or other leave as they would 

for a day they would normally work on campus. 

16. Southwestern policies, practices, and procedures: All employees are 

responsible for complying with Southwestern policies, practices, and policies 

while telecommuting. 

17. Tax and insurance consequences/zoning: All employees are responsible for tax 

and insurance consequences, if any, of telecommuting, and for conforming to any 

local zoning regulations. Responsibility for fulfilling all obligations in this area 

rests solely with the employee. 

18. Written telecommuting agreement: Each employee who is approved to 

telecommute will be asked to sign a written telecommuting agreement that 

specifies the location(s) from which the employee will telecommute and confirms 

work hours and compliance with this Policy. 

19. Travel reimbursement: Southwestern will not reimburse employees for expenses 

incurred between the employeeõs resident and any approved telecommuting site. 

20. Information Security 

a. Telecommuting employees must adhere to all applicable security 

procedures to ensure confidentiality and security of data. They must use 

only secure wifi or hotspots, even at home. 

b. Employees must maintain all Southwestern data on a Southwestern-

provided device. Southwestern data may not be transferred to personal 

equipment. 

c. An employeeõs work computer will be used and maintained in compliance 

with Southwestern guidelines for uses of hardware and software, 

including virus-protection software, licensing provisions, system security, 

and passwords. 
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d. The employee will protect all confidential Southwestern documents from 

unauthorized access. Confidential documents should be secured and not 

left out (whether in hard copy or on a computer screen) for non- 

Southwestern employees to read or access. 
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F. Terminating or Adjusting an Approved Telecommuting Arrangement 

Southwestern may unilaterally
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