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SUBJECT: TELECOMMUTING POLICY AND PROCEDURE 
 

Telecommuting allows employees to work at home, on the road or in a satellite location for all or part of 
their workweek. Wayland Baptist University considers telecommuting to be a viable, flexible work option 
when both the employee and the job are suited to such an arrangement. Telecommuting may be 
appropriate for some employees and jobs but not for others. Telecommuting does not release 
employees from committee assignments or other ad hoc responsibilities assigned by the university. 



Evaluation of telecommuter performance during the trial period will include regular interaction by phone 
and e-mail between the employee and the supervisor, and weekly face-to-face meetings (may be 
accomplished via synchronous videoconferencing) to discuss work progress and problems. At the end 
of the trial period, the employee and supervisor will each complete an evaluation of the arrangement 
and make recommendations for continuance or modifications. Evaluation of telecommuter performance 
beyond the trial 



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 university demands. Prospective 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 Wayland’s time-
keeping system. Hours worked in excess of those scheduled per day and per workweek require the 
advance approval of the telecommuter’s supervisor. 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 
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