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Dear Faculty, Librarians and Staff,

We have been offering staff level positions the ability to work remotely, on a
part time basis, under our Telecommuting Hybrid Pilot Plan.  The Pilot started
in September and went through the end of the calendar year.  At the end of the
December we sent out a survey to obtain feedback on what was working well
and what was in need of change.  The survey went out to the supervisors who
have employees participating in the pilot the program. There were 15
respondents out of a total of 23 supervisors for a 65% participation rate. 

The survey results told us that:
· 86% of the supervisors believe that the program had a positive impact on

their department
· 73% of the supervisors feel that the department as a whole is working

effectively under the program
· 88% of the supervisors feel that the communication between the

telecommuting employees and the on campus employees is above
average; 53% feel that communication is extremely efficient

Comments from the Survey:
· There were no reported complaints from students or other employees

The majority of the respondents believe that the program has assisted with
retention
The majority (86%) of the respondents believe the program should be
continued
Supervisors would like to see the University provide Laptops to the
employees working on a Hybrid schedule

Recommendation:
Telecommuting is a good retention benefit and it is also a competitive
recruiting tool to attract candidates to our University. Based on results of the
survey and the positive feedback we have received, we are pleased to announce
that we will continue the Hybrid plan under the same guidelines as in currently
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Objective:

Partial telecommuting allows employees to work remotely for part of their workweek. Westfield State University considers telecommuting to be a viable, flexible work option when both the employee and the job are suited to such an arrangement. Partial telecommuting may be appropriate for some employees’ jobs but not for others. Partial telecommuting is not an entitlement, it is not a university-wide benefit, and it in no way changes the terms and conditions of employment with the University.  Partial telecommuting is defined as 1 -2 days per work week.  We have also added guidelines that state 75% of your employees should be on campus on any given day of the week. This may be a challenge in smaller departments. 

Procedures:

Any partial telecommuting arrangement made will be on a trial basis for the first three months and may be discontinued at will and at any time at the request of either the telecommuter or the university. Every effort will be made to provide 30 days’ notice of such change to accommodate commuting, child care and other issues that may arise from the termination of a telecommuting arrangement. There may be instances, however, when a shorter notice of one week is possible.

Eligibility:

Individuals requesting partial telecommuting arrangements must be employed with the University for a minimum of 6 months of continuous, regular employment and must have a satisfactory performance record.

Before entering into any partial telecommuting agreement, the employee and manager, with the assistance of the human resource department, will evaluate the suitability of such an arrangement, reviewing the following areas:

· Employee suitability. The employee and manager will assess the needs and work habits of the employee, compared to traits customarily recognized as appropriate for successful partial telecommuters.  Reliability and work performance should be considered.

· Job responsibilities. The employee and manager will discuss the job responsibilities and determine if the job is appropriate for a telecommuting arrangement.

· Equipment needs, workspace design considerations and scheduling issues. The employee and manager will review the physical workspace needs and the appropriate location for the telework. Employees should have reliable computer and internet access in their remote location.

· Agreement. Employees should complete the Employee Hybrid Questionnaire and Managers should sign the agreement before submitting the form to hr@westfield.ma.edu.

If the employee and Manager agree, and the human resource department concurs, a copy of the Employee Hybrid Questionnaire will be signed by all parties, returned to the manager, and a three-month trial period will commence.

Evaluation:

Evaluation of partial telecommuter performance during the program will include regular interaction by phone and e-mail between the employee and the manager, and weekly face-to-face meetings to discuss work progress and problems. At the end of the program, the employee and manager will each complete an evaluation of the arrangement and make recommendations for continuance or modifications. Evaluation of partial telecommuter performance should focus on work output and completion of objectives.  The HR department will review the evaluations to determine if the program should be extended.





Communication

The manager and partial telecommuter will communicate at a level consistent with employees working at the office or in a manner and frequency that is appropriate for the job and the individuals involved.

Essential Personnel (Essential employees may not be eligible for partial telecommuting arrangements):

Essential employees are expected to report to work in the event of a University closure or other extraordinary/inclement weather circumstances, even if on their normal day to work remotely. In extreme circumstances, essential employees may have legitimate reasons for being unable to report to work. These employees should first contact their appropriate department head or manager to address their individual needs. 

Critical Employees (Critical employees may not be eligible for partial telecommuting arrangements):

Critical employees are expected to continue to report to work as deemed necessary by their department heads and/or the area vice president to ensure critical operations are continued. If a critical employee cannot come to work he/she should contract the appropriate department head or manager to address concerns. 

If the campus is closed and the critical employee does not need to come to campus then the partial telecommuting employee will not be required to work remotely on this day, if this falls on a day that he/she is scheduled to work remotely. 

Equipment/Home Office

On a case-by-case basis, the University will determine, with information supplied by the employee and the manager, the appropriate equipment needs (including hardware, software, modems, phone and data lines and other office equipment) for each partial telecommuting arrangement. The information system department will serve as a resource in this matter. Equipment supplied by the organization will be maintained by the organization. Equipment supplied by the employee, if deemed appropriate by the organization, will be maintained by the employee. The University accepts no responsibility for damage or repairs to employee-owned equipment. The University reserves the right to make determinations as to appropriate equipment, subject to change at any time. Equipment supplied by the organization is to be used for business purposes only. 

The partial telecommuter must sign an inventory of all University property received and agree to take appropriate action to protect the items from damage or theft. Upon termination of employment or end of partial telecommuting assignment, all company property will be returned to the company.

The employee will establish an appropriate work environment within his or her home for work purposes. Westfield State will not be responsible for costs associated with the setup of the employee’s home office, such as remodeling, internet access, furniture or lighting, nor for repairs or modifications to the home office space. 

Employees are expected to maintain their home workspace in a safe manner, free from safety hazards. Injuries sustained by the employee in a home office location and in conjunction with his or her regular work duties are normally covered by the company’s workers’ compensation policy. Partial telecommuting employees are responsible for notifying the employer of such injuries as soon as practicable. The employee is liable for any injuries sustained by visitors to his or her home worksite.

Security:

Consistent with the organization’s expectations of information security for employees working at the office, partial telecommuting employees will be expected to ensure the protection of proprietary company and student/employee information accessible from their home office. Steps include the use of locked file cabinets and desks, regular password maintenance, and any other measures appropriate for the job and the environment. All benefitted employees, including partial telecommuting employees, are required to participate in Information Technology Security Awareness Training as provided by the Information Technology Department.



Expectations for Partial Telecommuting Employees:

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

Time Worked:

Telecommuting employees who are not exempt from the overtime requirements of the Fair Labor Standards Act will be required to accurately record all hours worked using SSTA time-keeping system. Hours worked in excess of those scheduled per day and per workweek require the advance approval of the partial telecommuter’s manager. Failure to comply with this requirement may result in the immediate termination of the telecommuting agreement.

Ad Hoc Arrangements:

Temporary telecommuting arrangements may be approved for circumstances such as inclement weather, special projects or business travel. These arrangements are approved on an as-needed basis only, with no expectation of ongoing continuance. 

Other informal, short-term arrangements may be made for employees on family or medical leave to the extent practical for the employee and the organization and with the consent of the employee’s health care provider, if appropriate. 

All informal telecommuting arrangements are made on a case-by-case basis, focusing first on the business needs of the organization. For these types of arrangements, no additional documentation is needed.
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Employee and Manager Supervisor Questionnaire:  Partial Telecommuting Program

 

Employee Name:
 

Employee’s Job Title:



Manager Name:


Days Requested for Partial Remote Work (1-2 days per week max; please list days):    _____________________________________________________________________________

Review of the Partial Remote Work (List date; no longer than 90 days): ___________________

Please attach a department schedule of telecommuting arrangements already in existence.

Please compete this request form to help determine whether or not a partial telecommuting program would be appropriate.



Please note: not all positions are eligible to participate in this program.

At least 75% of staff should be on site, on any given day, to service students and patrons.  Given the varying needs of WSU departments, partial telecommuting work schedules may not be suitable for customer-facing roles. Managers can assess what positions are eligible to telecommute.  Please note that University reserves the right to amend the program at any time given business circumstances.


Considerations: 

· Does employee need to perform their work in the office and if so, why? 

· To what extent does an employee need to collaborate with others in person? 

· Has the employee been disconnected or overwhelmed while telecommuting in the past?  How has their remote work performance been?  

· What data is there to demonstrate their effectiveness? 

· Have you been able to communicate with the employee during the time they worked remotely?

· Have you had any concerns with the employee during the time they worked remotely?

· Should the employee be in the office for in-person meetings and collaboration and if so, why is this not feasible remotely? 

· What types of meetings are necessary to hold in person and why? 

· Is this person a high performing employee who is critical to retain and is in need of a partial remote work schedule? 

 

Directions: Please respond to the following questions to the best of your knowledge and provide additional documentation where appropriate. 

1. What forms of technology does the employee utilize to communicate matters immediately with their supervisor or team members and how successful have they been in doing this?



2. Does the employee have a private, quiet area to perform job functions while working remotely?


 

3. What technological components would need to be implemented to allow this employee to perform their job partially remotely?




4. What tools are in place to facilitate collaboration and productivity, how is productivity measured, and how successful has the employee been in performing their work remotely? 




5. What adjustments would need to be made to permit the employee to perform their job on a partial telecommuting schedule (if any)?
 



6. In what ways would the employee’s co-workers be affected by this employee working a partial telecommuting schedule?



7. What other employees in your department are on a telecommuting arrangement and what days are they not in the office?  Please attach department roster.
 





8. How would students or customers be impacted by this employee working partially remotely?






9. How would the institution’s strategic objectives be affected by this employee working partially remotely? 




10. What is your plan to review the employee’s performance during the of the requested remote work plan?



11. How flexible is the employee’s schedule to allow them to come in as needed, even on some of the days they would work remotely?



Note: If the employee’s circumstances are regarding a medical matter, disability, family member, or other leave request please refer to regulations under PFML, FMLA, ADA, or appropriate options for further guidance. For more information about handling employee medical matters please contact the Benefits Manager, Tina Bones at (413) 572-5274 or lbones@westfield.ma.edu Employee matters of this nature are kept confidential.



Employee Signature: _______________________		Date: _________________________

 Manager Signature: _________________________		Date: _________________________







WSU reserves the right to revoke or amend this program at any time. Every effort will be made to provide ample notice to employees regarding changes.
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in effect (refer to the attached Telecommuting Policy and Procedure
Guide). Given the challenges we are facing with COVID, retention and
attraction of candidates, it makes sense to offer this benefit to employees. 
Employees have told us that flexibility is important to them.  For these reasons
we will allow eligible employees to work remotely, on a partial basis,
preferably only one day a week.

Documentation:
The Telecommuting Questionnaire needs to be completed for anyone currently
on or requesting a hybrid work plan.  Since the pilot is no longer in effect, it is
imperative that we receive these questionnaires back from all employees
wishing to work remotely.  As part of the program revisions there will only be
one form completed and returned to HR@westfield.ma.edu. These documents
will also be housed on the website.

Managers retain the right to stop the hybrid arrangement if it is not meeting the
needs of the University.  As with all programs, the University reserves the right
to amend the Hybrid Telecommuting plan after providing sufficient notice to
the participants.

Many thanks,

Donna

Donna DeCaro-Conley
Interim AVP, Human Resources
Westfield State University
Human Resource Department
577 Western Avenue
PO Box 1630
Westfield, MA 01086-1630
(413) 572-8670  office
(860) 539-6932  cell
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