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TELECOMMUTING POLICY 

 
Ivy Prep Academy has established a program to examine how teleworking can contribute to 
organizational objectives and employee well-being. These guidelines offer direction for 
teleworkers, employees not teleworking, and management. 
 

Purpose 
Teleworking is the practice of working at home for a limited number of days instead of working 
in the Academy’s office. Teleworking is a choice that the Academy offers to certain eligible 
employees when it is advantageous to both the Academy and the employee. Teleworking is not 
a formal employee benefit but a workplace strategy that helps employees balance the demands 
of their work and personal lives. Teleworking is not a universal benefit or employee right. 
 

An employee’s compensation, benefits, work status, and work responsibilities will not change 
due to participation in the teleworking program. Teleworking employees must comply with all 
organizational rules, policies, and procedures. 
 

Eligibility 
A candidate for teleworking must be a regular, full-time Academy employee with a history of 
satisfactory or better job performance ratings. The opportunity to telework must be approved by 
an employee's manager and the Human Resources Department. The manager has sole 
authority for decisions to continue or discontinue teleworking by the employee. 
 

Participation in the Teleworking Program shall be based on specific, written, work-related 
criteria including: 

• Employee responsibilities; 
• Position must not require daily face-to-face interaction with customers or co-workers; 
• Need for use of specialized equipment; 
• Availability of other qualified employees on site; 
• Employee job performance; and 
• Satisfactory environment from which to conduct off site work. 

 

The employee shall solely be responsible for any costs associated with establishing a 
satisfactory work environment off site with all equipment, capabilities, and resources the 
employee’s manager may require. 
 

Eligibility and suitability of employees to participate in teleworking will vary among departments 
and business units depending on the function and responsibilities of the employee. Each 
department must maintain an appropriate number of employees who work on site at the 
Academy’s office in order to function effectively. 
 

Teleworking is not an alternative to child or elder care and, when applicable, the teleworker 
must make appropriate arrangements for dependent care. 
 

Schedules and Hours 
Telework hours may be different from regular office work hours; however, teleworkers and their 
managers must agree on the designated work hours. A regular teleworking schedule, including 
specific days and hours, must be established by the teleworker and approved by their manager. 
Generally, a teleworker will spend one to two days working from home with the remainder of the 



 

 

scheduled hours working in his/her office on the Academy’s premises. The amount of time the 
teleworker is expected to work per day or per pay period will not change due to participation in 
the teleworking program. 
 

Deviations from the agreed upon schedule must be approved in advance by the manager and 
reported to Human Resources.  Managers retain the right to require a teleworker to return to the 
Academy’s office on a regularly scheduled teleworking day should work situations warrant such 
an action. 
 

Teleworkers must follow the Academy’s PTO policy. 
 

Workspace 
The Academy only provides teleworkers with certain equipment for their teleworking space. 
Teleworkers are responsible for any additional equipment, adequate workspace, noise, and 
interruption factors they may want. The teleworker’s off-site workspace should provide an 
adequate work area, lighting, power, telephone service, network connectivity for electronic mail, 
and access to corporate Wide Area Network services and temperature control. 
 

Additional requirements may vary depending on the nature of the work and the equipment 
needed to perform the work. 
 

The teleworker must agree to follow common safety practices and provide a safe work area for 
himself or herself. The teleworker is solely responsible for the worksite and the Academy has no 
liability for any injury or harm occurring at the teleworker's off-site premises. 
 

Homeowner’s insurance and any changes in rates or coverage are the responsibility of the 
employee. Any increase in the teleworker’s home utility costs (excluding increased telephone 
costs) is the responsibility of the teleworker. 
 

Teleworkers should consult their attorney, tax advisor, or accountant regarding any legal or tax 
implications as it relates to working at their home or alternative site. 
 

Equipment and Supplies 
Teleworkers may use Academy-owned equipment at their off-site workspace with the prior 
approval of their manager provided that the equipment will be used for Academy work only and 
its use by a teleworker at his/her off-site workspace will not impede the work of employees 
working at the Academy’s office. 
 

Out-of-pocket expenses for supplies normally available in the office will not be reimbursed.  
Teleworkers are responsible for maintaining all supplies, equipment, and/or materials provided 
by the Academy. The Academy will reimburse teleworkers for other business-related expenses, 
such as long-distance phone calls, shipping costs, etc. that are reasonably incurred in 
accordance with the teleworker’s job responsibilities and approved by the manager in 
accordance with the Academy’s regular policies. Appropriate documentation, such as itemized 
receipts, is required if such expenses are submitted for reimbursement. 
 

The Academy does not assume liability for loss, damage, or wear and tear of employee-owned 
equipment unless otherwise agreed to in writing prior to the occurrence. Maintenance, repair, 
and replacement of Academy-owned equipment issued to teleworkers is the responsibility of the 
Academy. In the event of equipment damage or malfunction, the teleworker must notify his or 
her manager immediately and may be asked to report to the office until the equipment is usable. 
Repairs to employee-owned equipment is the responsibility of the teleworker. 
 



 

 

Teleworkers must take appropriate action to protect Academy-provided equipment from damage 
or theft. The Academy’s equipment must be returned to the Academy when an employee 
terminates or discontinues the teleworking arrangement.  In the case of damaged or destroyed 
equipment, the employee may be financially responsible for the replacement or repair.    
 

Employee Access and Availability 
Teleworkers must be available by telephone or email during scheduled work hours with the 
exception of their scheduled lunch period. Teleworkers are required to have a professional 
voicemail message attached to any phone number used for teleworking.  Teleworkers must 
keep their manager notified of any changes to their home contact information. 
 

Security 
It is the responsibility of the teleworker to take all precautions necessary to secure proprietary 
and confidential information and trade secrets and to prevent unauthorized access. The 
teleworker is required to observe all office security practices when working outside the 
Academy’s office to ensure the integrity and confidentiality of proprietary information. Steps to 
ensure the protection of proprietary information include, but are not limited to: use of locked file 
cabinets; disk boxes and desks; regular password maintenance; and any other steps 
appropriate for the job and the environment. 
 

To ensure hardware and software security, all software used for teleworking must be approved 
by the manager prior to installation, and only approved systems may be used. All software used 
for teleworking must be virus inspected, and each PC must have active virus protection software 
installed. Academy-owned software may not be duplicated unless authorized through the 
license agreement. Restricted access materials shall not be taken out of the office or accessed 
through the computer unless approved in advance by the manager. In addition, teleworkers may 
not access the internet via an unsecured network.  
 

Application Process 
Teleworkers will be required to sign an acknowledgment form of the Teleworking Policy and 
complete any associated documentation, all of which must be submitted to Human Resources. 
 

Teleworking arrangements will be on a trial basis for the first three months and may be 
discontinued at any time at the request of either the teleworker or the Academy. If a teleworking 
arrangement is discontinued by the Academy, every effort will be made to provide notice to the 
employee. However, there may be instances where no notice is possible. Likewise, if an 
employee elects to discontinue a teleworking arrangement the employee should provide notice 
as soon as is practicable to his/her manager. 
 

Employees that are teleworking at the time this policy is adopted will be permitted to continue 
teleworking provided the existing teleworkers sign an acknowledgment form of the Teleworking 
Policy and complete any associated documentation. Human Resources must receive the 
documentation within 10 business days of notification. 
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