
Amendment to the Village of Jackson Employee Policy Manual

1.14 (A.) Public Health Emergency Tele-Work (Telecommuting) Policy

In the event of a public health emergency, the Village may provide supplies, equipment, and
materials necessary for employees to perform their jobs from home. These items are to be used
solely for Village-related business. The Village expects that employees and volunteers will not:

1. Obtain, use, or divert Village property, including records, for personal use and/or benefit.

2 Materially alter or destroy Village property or records without proper authorization.

3. Borrow or use Village property, unless for Village work-related use. Any removal of Village
property for personal non-work-related use is not permissible.

Employees are expected to exercise care in the use of Village equipment and property and use
such property only for authorized purposes. Loss, damages, or theft of Village property should be
reported to the supervisor immediately. Negligence in the care and use of Village property may
be considered grounds for discipline, up to and including termination.

I. PURPOSE

Telecommuting is an arrangement in which an employee may work at a place different than
the traditional workplace, typically their home, for the benefit of the employees and the
organizational needs of the Village of Jackson.

II. POLICY

Telecommuting arrangements may vary for individuals or positions. The determination as to
whether any position, assignment, or employee is a good fit for telecommuting is at the sole
discretion of the Village Administrator and Department Head.

• Telecommuting is not an entitlement of any employee.

• It is the employee's responsibility to communicate any issues or concerns regarding
the telecommuting arrangement with his/her supervisor as soon as possible.

• Telecommuting employees must comply with allVillage policies. Failure to comply with
this policy or other Village policies may result in discipline, up to and including
discharge.

Management retains the right to modify the telecommuting agreement and to remove the
employee from the arrangement for any reason. With proper notice, the employee may stop
participating in the telecommuting arrangement at any time.

III. DISCUSSION

Employees who may be asked to engage in a telecommuting arrangement must meet the

following criteria:

1. A history of reliable and responsible completion of work duties at a performance level

that is Consistent or higher.

2. Employee must demonstrate a history of and maintain regular, punctual and

predictable attendance.

3. Employee must provide broad band internet access at their own expense.

4. Employee must utilize a Village-owned computer.
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