
Policy Statement:

Telecommuting is defined as working from another location other than the defined office assigned to a staff member from which they will routinely perform their work assignments.  Telecommuting will NOT be the common practice or routine form of work for NENCPPH staff and cannot occur during the probationary period.  On occasion work from home or other alternate location can occur if the following conditions are met:

· Prior approval is made in advance with your supervisor
· Work to be performed is planned and terms and conditions specifically outlined.
· Telecommuting assignments do not change the conditions of employment or required compliance with policies.
· The total number of hours that employees are expected to work will not change, regardless of work location.  Employees agree to apply themselves to their work during work hours. 
· If adjustment to work hours is necessary a specific arrangement will be made and a full work day will be completed.
· Documentation of hours worked will be submitted to supervisor at completion of telecommuting by e-mail.
· Telecommuting can NOT interfere with job need and the presence of a staff member can be required at their office site even if a previous arrangement had been made.
· Telecommuting if approved may NOT be routinely expected.  Approval must be granted in every instance.
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