
 

 

 
SUNY Workplace Flexibility Policy  

-Telecommuting- 
 

 
Overview 
SUNY’s policy is to support telecommuting where it is reasonable to do so based on the 
University’s mission, operational and program needs. The ability to provide employees with 
telecommuting options can be an important recruitment and retention tool.  Providing 
telecommuting options can also serve as a means for advancing sustainability goals. These 
guidelines are the basis for a telecommuting program that is beneficial to University operations, 
employees, and students.  
 
This program’s purpose is to support implementation of telecommuting programs, where 
desired, establish guidelines designed to clearly articulate employee and campus expectations, 
and provide an additional vehicle for employee development while offering campus 
management the flexibility to operate a successful telecommuting program and plan for future 
workforce needs.  
 
Every application will be considered on an individual basis.  

Definitions 
Telecommuting -- An alternate work arrangement that allows employees to conduct some of 

their work away from the official work site. Under the Telecommuting Program, employees will 

be expected to have a regular in-person presence at the official work location.  Employees 

should not expect to be approved to telecommute on a full-time or near full-time basis.  The 

number of days and which days an individual employee may be allowed to telecommute is 

determined by management based on operational need.  Campuses should give consideration 

to the employee’s suggestion of which and how many days to telecommute per pay period.  

However, the maximum allowable days per pay period that may be approved for 

telecommuting is 5 (five) workdays and in no event will an employee telecommute for their full 

obligation. 

Official Work Site -- The employee's SUNY-provided, on-campus, workstation. This is the 
employee’s usual and customary work address. 



 

 

approved application shall be effective for a specified period, not to extend beyond the 
effective dates of this program.  



 

 

an arrangement cancelled or suspended may reapply six (6) months from date of cancellation 
or suspension. An employee may suspend or cancel their participation with thirty (30) calendar 
days advance written notice to their immediate supervisor/manager unless the immediate 
supervisor/manager agrees to a shorter period of time.  
 
Employee Appeal Process  
If an employee has their telecommuting application disapproved, they may appeal to the Chief 
Human Resource Officer or their designee in writing within seven (7) calendar days following 
receipt of the denial. The appeal shall state the reasons for disagreement with management’s 
determination.  A decision on the appeal shall be rendered by the Chief Human Resource 
Officer or their designee(s) within seven (7) calendar days of receipt of the appeal stating the 
reasons for the decision if denied.  Denials of applications for telecommuting under the 
Telecommuting Program are not grievable under any collective bargaining agreements. 
Employees who have had an application denied may reapply 6 (six) months from date of the 
decision on the appeal referenced herein.  
 
General Guidelines  
Employees must comply with all NYS, SUNY, campus laws, rules, regulations, policies, and 
guidance required at the official work site when telecommuting. Failure to abide by all laws, 
rules, regulations, policies, and guidance may result in exclusion from Telecommuting Program 
and/or administrative action, including disciplinary action.  
 
Campuses are encouraged to provide orientation on the terms of this telecommuting program 
to employees and supervisors.  Employees must complete such orientation and/or other 
telecommuting-related training, if one is provided, before any telecommuting is permitted. This 
includes, but is not limited to, training in the use of any software required for remote access, 
data security procedures, and any necessary orientation to the process of submitting work 
plans.  
 
Telecommuters are responsible for submitting telecommuting work plans to their immediate 
supervisor/manager which identify the specific work to be performed on approved 
telecommuting days. The work plan originally submitted with the telecommuting application 
may be modified at a later date by the immediate supervisor/manager, with written notice to 
the employee.  



 



 

 

 
Supervisor/Campus Considerations: 

¶ The proposed telecommuting work does not require in-person student/constituent 

interaction, classroom presence and/or patient care or contact and the work is typically 

performed away from the end customer (i.e., the student or patient).  

¶ The work can be performed as effectively from a telecommuting location as a campus 

location.  

¶ The telecommuting arrangement does not necessitate the transfer of work which 

increases the workload to co-workers on campus. 

¶ The assignments completed in the telecommuting location are consistent with the 

employee’s performance program and scope of respon



 

 

obligations and codes of conduct apply as they normally would in a traditional campus setting. 
Specific employee responsibilities include:  

¶ Employees are actively working towards and are fully focused on business goals and 

professional obligations during normally scheduled hours of work. Employees are easily 

accessible throughout the workday, answer phones, and respond to emails and other 

inquiries in a prompt and timely manner.  

¶ Employees meet or exceed all performance goals and expectations as outlined in 

performance program and/or in alignment with special projects and other duties as 

assigned.  

¶ Employees ensure effective and productive communication with their immediate 

supervisor/manager, team members and all other constituents or campus partners. 

Employees’ behavior is professional, courteous, service oriented and aligned with codes 

of conduct, campus values, etc.  

¶ Employees return to campus for onsite meetings, teambuilding activities, trainings etc., 

as required.  

¶ Employees submit requests for scheduled time off (vacations, holidays, etc.) in 

accordance with established policies and/or contracts and charge appropriate time off 

benefits. 

¶ Employees notify immediate supervisor/manager of unanticipated full day or partial day 

absences or lateness in accordance with established policies and/or contracts and 

charge appropriate time off benefits.  

¶ Telecommuting should not be considered as a substitute for child or elder care nor 

should a campus mandate or monitor such arrangements. Employees are expected to 

make such arrangements for child or elder care so as not to adversely impact 

telecommuting workflow and productivity. 

¶ Employees who have childcare obligations, family care obligations and/or any other 

obligations that would prevent them from focusing their full time and attention on 

work, must follow all leave and/or time off policies as needed.  

¶ While NYS Workers Compensation through the State Insurance Fund covers the 

employee working from a flexible location, it is the employee’s responsibility to also 

ensure that this type of arrangement is permissible under their homeowners or renters 

insurance policy. Employees must practice safe work habits and do all they can to 

minimize the risk of work-related injuries.  

¶ Employees understand and acknowledge that telecommuting arrangements are not an 

entitlement and can be modified or discontinued by management at any time following 

appropriate notice (as discussed above). Likewise, telecommuting arrangements may be 
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