
 
 
 
 
 
 
 
 
 
 

Telecommuting Policy 
 

1.0 Purpose 
 

Lord Fairfax Community College (LFCC) considers telecommuting to be a viable 
alternative work arrangement in cases where individual, job and supervisor 
characteristics are best suited to such an arrangement.  Telecommuting allows an 
employee to work at home, on the road, or in a satellite location for all or part of their 
regular workweek. 

 
2.0 Revision History 
 

This is a new policy effective November 2007. 
 
3.0 Applicability 
 

This policy pertains to all LFCC full- and part-time administrators, full- and part-time 
classified staff and wage employees whose position has been identified as a 
telecommuting position. 
 

4.0 Policy 
 

Telecommuting is a voluntary work alternative that may be appropriate for some 
employees and some jobs.  It is not an entitlement; it is not an agency-wide benefit; 
and it in no way changes the terms and conditions of employment with Lord Fairfax 
Community College.  A work agreement form is required of all employees who 
telecommute. 
Lord Fairfax Community College is responsible for managing the affairs and operations 
of this state community college; thus, LFCC has the sole discretion to: 

a. Designate positions for telecommuting; and 
b. Approve employees to telecommute. 

To the extent possible, LFCC and the employee should agree mutually to 
telecommuting arrangements. However, LFCC may establish telecommuting as a 
condition of employment based on business needs. In such cases, LFCC requires that 
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this be included when the position is advertised and in correspondence offering 
employment.   
These guidelines shall be carried out in accordance with all state rules and regulations 
of Policy 1.61, “Telecommuting” 
http://www.dhrm.virginia.gov/hrpolicy/policy/telecommute1_61.pdf published by the 
Department of Human Resource Management. 
RELATED DOCUMENTS: 
State Policy 1.25, Hours of Work http://www.dhrm.virginia.gov/hrpolicy/policy.html#hours 

State Policy 1.35, Emergency Closing http://www.dhrm.virginia.gov/hrpolicy/policy/pol1_35_emergencyclosing.pdf 

State Policy 1.40, Performance Planning and Evaluation http://www.dhrm.virginia.gov/hrpolicy/policy/perform140.pdf 

State Policy 1.60, Standards of Conducthttp://www.dhrm.virginia.gov/hrpolicy/policy/pol1_60conduct.pdf 

State Policy 4.20, Family and Medical Leave http://www.dhrm.virginia.gov/hrpolicy/policy/pol4_20FMLA.pdf  

State Policy 4.55, Sick Leave http://www.dhrm.virginia.gov/hrpolicy/policy/pol4_55sicklv.pdf  

State Policy 4.57, Virginia Sickness and Disability Program http://www.dhrm.virginia.gov/hrpolicy/policy/pol4_57.pdf 

State Policy 4.60, Workers’ Compensation http://www.dhrm.virginia.gov/hrpolicy/policy/pol4_60WorkersComp.pdf 

Commonwealth of Virginia Information Technology Resource Management, Information Technology Standard  

COV IRTM SEC511-00, Use of Non-Commonwealth Computing Devices to Tele-work Standard 

 
5.0 Definitions 
 

Telecommuting -  a work arrangement in which supervisors direct or permit employees 
to perform their usual job duties away from the central workplace, in accordance with 
work agreements. 
 
Work Agreement – the written agreement between the employer and employee that 
details the terms and conditions of an employee’s work away from his/her central 
workplace.  A work agreement is required for telecommuting. 
 
Safety Checklist – a checklist that assesses the overall safety of the alternate work 
location of the telecommuting employee.  A safety checklist is required for 
telecommuting. 
 

6.0 Responsibilities 
 

President – can discontinue at his/her discretion the availability of telecommuting as a 
flexible work arrangement for employees of Lord Fairfax Community College. 
Supervisor – responsible for determining the number of days/hours of telecommuting 
allowed each week, the work schedule, the manner and frequency of communication 
between the supervisor and the telecommuting employee, and the employee’s 
performance plan. 
 

7.0 Procedures 
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• Telecommuting assignments do not change the conditions of employment or required 
compliance with policies. 

 
• Telecommuting can be informal, such as working from home for a short-term project 

or on the road during business travel, or formal, as will be described below. Other 
informal, short-term arrangements may be made for employees on family or medical 
leave, to the extent practical for the employee and the College, 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 on the business 
needs of the College first. Such informal arrangements are not the focus of this 
policy. 

 
• Individuals requesting formal telecommuting arrangements must be an employee of 

Lord Fairfax Community College. 
 

• The availability of telecommuting as a flexible work arrangement for employees of 
Lord Fairfax Community College can be discontinued at any time at the discretion of 
the president or at the request of the supervisor or the telecommuter. Every effort will 
be made to provide 30 days notice of such a change to accommodate commuting, 
child care and other problems that may arise from such a change. There may be 
instances, however, where no notice is possible. 

 
• The employee and supervisor will agree on the number of days of telecommuting 

allowed each week, the work schedule the employee will customarily maintain, and 
the manner and frequency of communication. The employee agrees to be accessible 
by phone or e-mail within a reasonable time period during the agreed upon work 
schedule. 

 
• Telecommuting employees who are not exempt from the overtime requirements of 

the Fair Labor Standards Act will be required to record all hours worked in a manner 
designated by the College. 

 
• Telecommuting employees will be held to a higher standard of compliance than 

office-based employees due to the nature of the work arrangement. Hours worked in 
excess of those specified per day and per work week, in accordance with state and 
federal requirements will require the advance approval of the supervisor. Failure to 
comply with this requirement can result in the immediate cessation of the 
telecommuting agreement. 

 
• Evaluation of telecommuting performance will include interaction by phone or e-mail 

between the employee and the supervisor, and periodic face-to-face meetings to 
discuss work progress and problems. Evaluation of telecommuting performance will 
be consistent with that received by the employees working at the College in both 
content and frequency, but will focus on work output and completion of objectives 
rather than time-based performance. 
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DETERMINING POSITIONS APPROPRIATE FOR TELECOMMUTING: 

In making decisions about which positions are appropriate to designate or approve for 
telecommuting, LFCC will thoroughly analyze the duties of positions and how  the work is 
performed.  Generally, the following characteristics will assist in determining if a position may be 
appropriate for telecommuting: 

• Require independent work 

• Require little face-to-face interaction 

• Result in specific, measurable work products 

• Can be monitored by output, not time spent doing the job 

 
EMPLOYEE QUALITIES APPROPRIATE FOR TELECOMMUTING: 

• Are able to work productively on their own 

• Are self-motivated and flexible 

• Are knowledgeable about the job 

• Have a low need for social interaction 

• Are dependable and trustworthy 

• Have above average performance records 

• Are organized 

• Have good communication skills 

 
8.0 Sanctions 
 

Telecommuting employees are required to complete a Telecommuting Work 
Agreement.  Failure to comply with the work agreement may result in loss of pay, 
termination of the telecommuting agreement, and/or appropriate disciplinary action. 
 

9.0 Interpretation 
 
Authority for interpretation of this policy rests with the President and the Human 
Resources Manager. 

 
10.0 Authority/Reference 
 
        The Office of Human Resources staff developed this policy based, in part, on the 
        Department of Human Resource Management (DHRM) Policy 1.61. 
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LORD FAIRFAX COMMUNITY COLLEGE 
TELECOMMUTING WORK AGREEMENT 

  
 
Employee name:  __________________________________________________________ 
Date:_____________________ 
 
Employee’s offsite work address: 
____________________________________________________________________________ 
 
Employee’s usual off-site designated work area: __________________________________ 
(e.g., home office section of family room)  The employee has inspected the designated work area and 
certifies that the work location is safe and free from hazards (complete attached safety checklist).  
The employee agrees to notify their supervisor immediately of any accident or injury occurring at the 
work location. 
 
Work Schedule and Expectations 
 
Employee’s usual off-site work schedule: (specify day(s) and hours) 
_________________________________________________________________________ 
The supervisor will maintain a record of the employee’s work schedule and the employee’s time and 
attendance will be recorded the same as if performing duties on location at LFCC. 
 
Typical assignments to be worked on at the off-site location: 
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________ 
The employee will complete all assigned work according to work procedures mutually agreed upon 
by the employee and the supervisor, and according to guidelines and expectations stated in the 
employee’s performance plan.  The employee agrees to perform the assigned duties on location at 
LFCC or at the approved alternate off-site location described in this agreement.  Failure to comply 
with this provision may result in loss of pay, termination of the telecommuting agreement, and/or 
appropriate disciplinary action. 
 
Communication between the employee and his/her supervisor will include interaction by phone or 
e-mail and periodic face-to-face meetings to discuss work progress and problems.  The employee will 
immediately notify his/her supervisor when circumstances arise that impact his/her ability to perform 
the assigned work. 
 
State-owned equipment is to be used only for legitimate state purposes by authorized employees.  
State-owned equipment used in the normal course of employment will be maintained, serviced and 
repaired by LFCC.  Computer wireless technology creates a potential data security risk to the College 
and, therefore, will not be permitted for use by telecommuters whose job duties entail access or the 
handling of student data, SSN information, or sensitive information as defined by the supervisor.  
When employees are authorized to use their own equipment, LFCC will not assume responsibility for 
the cost of equipment, software and software related issues, repair, or service. 
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LORD FAIRFAX COMMUNITY COLLEGE 
TELECOMMUTING WORK AGREEMENT 
 Page 2 
 
Neither the state nor LFCC will be responsible for operating costs, home maintenance, or any other 
incidental costs (e.g., ISP Internet access, utilities) associated with the use of the employee’s 
residence as an alternate work location.  The following state-owned equipment will be used by the 
employee in the alternate work location and will be returned to LFCC at the expiration of this 
agreement. 
 
Name of Equipment  Date Issued  Inventory #  Serial # Supv. initials 
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 
 
Long distance and fax business calls will be reimbursed to the employee.  The employee must 
provide documented expenses to support the business nature of the calls. 
 
Compensation/Benefits – All salary rates, leave accrual rates, and travel entitlements will remain 
as if the employee performed all work at LFCC.  The employee will be compensated in accordance 
with applicable law and state policy for overtime work that has been requested by his/her supervisor 
and approved in advance.  By signing this form, employee agrees that failing to obtain proper 
approval for overtime work may result in his/her removal from telecommuting and/or appropriate 
action.  The employee must obtain approval from his/her supervisor before taking leave in 
accordance with established office procedures.  By signing this form, the employee agrees to follow 
established procedures for requesting and obtaining approval for leave. 
 
Safety – The employee is covered by the appropriate provisions of the Commonwealth’s Workers’ 
Compensation Program or the Virginia Sickness and Disability Program (VSDP), as appropriate, if 
injured while performing official duties at LFCC or at the employee’s alternate work location.  The 
employee agrees to certify that the work location is safe and free from hazards and agrees to bring to 
the immediate attention of his/her supervisor any accident or injury occurring at the alternate work 
location while working.  The supervisor will investigate all accident and injury reports immediately 
following notification and prepare the appropriate documentation (e.g., First Report of 
Accident/Injury). 
 

1. Additional conditions agreed upon by the employee and the supervisor are as follows: 
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LORD FAIRFAX COMMUNITY COLLEGE 
TELECOMMUTING WORK AGREEMENT 
Page 3 
  
 

2. At the conclusion of this agreement, the results may be evaluated for possible continuation.  
This agreement expires on __________________________________. 

 
This Agreement is subject to cancellation under conditions stated in LFCC’s Telecommuting  Policy 
and Telecommuting Work Agreement. 
 
I have read and understand LFCC’s Policy and Telecommuting Work Agreement and agree to 
the conditions detailed above: 
 
Employee Signature                                                                                            Date 
 
 
Supervisor Signature                                                                                           Date  
 
_________________________________________________________________________________ 
Department Head            Date 
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LORD FAIRFAX COMMUNITY COLLEGE 
TELECOMMUTING SAFETY CHECKLIST 

 
EMPLOYEE NAME: __________________________________________ 
SUPERVISOR NAME: _________________________________________ 
LOCATION: __________________________________________________ 
PHONE: ______________________________________________________ 
The following checklist is designed to assess the overall safety of the alternate work location. Each 
participant should read and complete the self-certification safety checklist. Upon completion, the 
checklist should be signed and dated by the participating employee and immediate supervisor.  

The alternate work location is located (check one):  � in home  
� not in home  

Describe the designated work area:_________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
To the best of one’s knowledge:  
1.  Is the space free of asbestos-containing materials?                           ___YES____NO 
 
2.   If asbestos-containing material is present, is it undamaged             ___YES____NO 
      and in good condition? 
 
3.  Is the space free of indoor air quality problems?                              ___YES____NO 
 
4.  Is there adequate ventilation for the desired occupancy?                  ___YES____NO 
  
5.  Is the space free of noise hazards (noises in excess of  
     85 decibels)?                                                                                      ___YES____NO 
 
6.  Is there a potable (drinkable) water supply?                                      ___YES____NO 
 
7.  Are lavatories available with hot and cold running 
     water?                                                                                                 ___YES____NO 
 
8.  Are all stairs with four or more steps equipped with handrails?        ___YES____NO 
 
9.  Are all circuit breakers and/or fuses in the electrical panel 
     labeled as to intended service?                                                           ___YES____NO 
 
10.  Do circuit breakers clearly indicate if they are in                            ___YES____NO 
       the open or closed position? 
 
11.  Is all electrical equipment free of recognized hazards  
       that would cause physical harm (frayed wires, bare  
 

Lord Fairfax Community College  ▪  www.lfcc.edu  ▪   Policy No. 40003  ▪   Page 8 of 9 

 



Lord Fairfax Community College  ▪  www.lfcc.edu  ▪   Policy No. 40003  ▪   Page 9 of 9 

LORD FAIRFAX COMMUNITY COLLEGE 
TELECOMMUTING SAFETY CHECKLIST 
Page 2 
 
 
       conductors, loose wires, flexible wires running through 
       walls, exposed wires fixed to the ceiling) ?                                     ___YES____NO 

 
12.  Will the building’s electrical system permit the 
        grounding of electrical equipment?                                                ___YES____NO 
 
13.  Are aisles, doorways, and corners free of obstructions 
       to permit visibility and movement?                                                 ___YES____NO 
 
14.  Are file cabinets and storage closets arranged so 
       drawers and doors do not open into walkways?                              ___YES____NO 
 
15.  Do chairs have any loose casters (wheels)?  Are 
       the rungs and legs of chairs sturdy?                                                 ___YES____NO 
 
16.  Is the work area overly furnished?                                                   ___YES____NO 
 
17.  Are the phone lines, electrical cords, and extension 
       wires secured under a desk or alongside a baseboard?                     ___YES____NO 
 
18.  Is the office space neat, clean and free of excessive 
      amounts of combustibles?                                                                  ___YES____NO 
 
19.  Are floor surfaces clean, dry, level and free of worn 
       or frayed seams?                                                                                ___YES____NO 
 
20.  Are carpets well-secured to the floor and free of 
       frayed or worn seams?                                                                       ___YES____NO 
 
21.  Is an approved UPS device being used for all required        ___ YES____NO 
       electronic equipment? 
 
Employee Signature:  
 
_______________________________________Date:_____________ 
 
Supervisor or Designated LFCC Representative 
 
_______________________________________Date:_____________  
 


