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3)  The supervisor is responsible for ensuring the agreement is shared with Human 

Resources to retain a copy on file.    

Employee Responsibilities 

General Requirements: 

● Remote Work is not an employee right or a guaranteed employee benefit.  The 

implementation and/or continuation of remote work is at the sole discretion of 

Saint Francis University. 

● Employees must maintain the ability to communicate with parties both internal 

and external and attend meetings via conference or video conference. 

● Remote Work approval is for the employee’s existing position.  If an employee 

takes a new position, remote work must be approved by the employee’s new 

Division Vice President. 

● Employee’s have the option to request occasional remote work or hybrid remote 

work. 

● Hybrid remote work schedules are limited to no more than three (3) days per 

week. 

● Supervisors are obligated to ensure that participating employees continue to 

meet the conditions and expectations as set forth in this policy 

● The University may, on occasion, require in-person attendance for meetings, 

training, or other events.  These requests will override remote work 

arrangements.   

Workspace and Equipment 

● Prior to approval of a remote work arrangement both the employee and 

supervisor must ensure that the employee can access all necessary systems 

without limitation or interruption, including stable internet service.   

● The employee must make advance arrangements for dependent care to ensure a 

productive work environment.  Remote work arrangements are not a substitute 

for dependent care. 

● Employees will not be reimbursed for out-of-pocket expenses for office supplies, 

internet or phone services or costs associated with the set-up, repair, or 

modification of alternative workspaces. 

● Remote employees must arrange to have their office phone forwarded to either 

their cell phone or the University phone system app (Nextiva) during normal 

business hours. 



 

   

 

   

 

● The University will not purchase or reimburse employees for the cost of 

technology and associated equipment, phone, printers or monitors.  

● University provided computers are for the employee’s use only and are not to be 

used by any other individuals within the household. 

● IT only supports devices owned by Saint Francis University. 

Safety & Security 

● Employees performing remote work are covered by workers’ compensation 

insurance during the course and scope of employment, during the approved work 

schedule, and in the designated work location. 

● The University does not assume any liability for injuries that occur outside of the 

designated workspace, outside of the employee’s normal work schedule, or 

outside the course and scope of employment. 

● Employees working remotely are required to ensure the confidentiality of 

university work products, including but not limited to documents, spreadsheets, 

presentations, training, employee and student data, and systems, including email. 

● All proprietary information must be stored in a locked room, desk, or file cabinet 

when left unattended and must be disposed of following University guidelines, or 

returned to a University facility for proper disposal or storage. 

Time Reporting 

● Non-exempt employees approved to work remotely on a hybrid or occasional 



 

   

 

   

 

● Executive leadership is responsible for assessing the effectiveness of the 

arrangement and to determine if any adjustments are necessary, or if the 

arrangement should be terminated. 

● Reasonable efforts will be made to account for any problems that may arise (up 

to 30 days) should the agreement be terminated. 

○ 30 day notice will not be given if the termination of the remote work 

arrangement is due to performance-related issues. 
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