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CLEVELAND STATE UNIVERSITY 
TELEWORK POLICY  

FOR PROFESSIONAL AND CLASSIFIED STAFF 
 
 
Effective Date:         January 26, 2004 

 
Purpose: 
 
 
Policy: 

This policy is established to promote efficiencies; to attract and retain a 
diverse and motivated workforce; and to distinguish Cleveland State 
University as an employer of choice in Northeast Ohio.  
 
University departments may, with the approval of the appropriate Vice 
President or the Provost for areas for which he/she is responsible, permit 
designated employees to work at alternate work locations for all or part 
of the work week.  This work arrangement is known as Teleworking, 
which is a flexible work arrangement in which a supervisor directs or 
permits an employee to perform their job duties away from their central 
workplace, in accordance with their same performance expectations and 
other approved or agreed-upon terms.  It does not include work 
performed at a temporary work-site for limited duration.  
 
The University has established this policy so that teleworking may be 
offered by the University as a work option to ensure competitive 
advantage with other employers and to promote efficiency.  
 
Managers who are interested in discussing the feasibility of a telework 
arrangement, please contact the Department of Human Resources 
Development and Labor Relations for assistance. 

  

 
Covered Employees 

Employees  
Is Employee 
Eligible? 

 Yes No 

All full-time or part-time professional and classified 
staff (bargaining unit and non-bargaining unit) 
(half-time or more)  

X  

Temporary, intermittent,  part-time (less than half-
time) 

 X 

 
 
The decision whether to allow an employee to telework is wholly within 
management discretion and requires approval of the Vice President for 
Business Affairs and Finance (or designee) and the Division Vice 
President, or the Provost, as noted above.  The decision to permit, refuse 
or revoke a teleworking agreement may not be grieved or appealed 
except in cases alleging arbitrary or capricious decision-making in the 
approval of employee-initiated requests for teleworking privileges 
within a department or division.   
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Definitions: Alternate Work Location:   
A worksite other than a central workplace which may include an 
employee’s home or satellite office where official University business is 
performed.  

Central Workplace:  
An employee’s assigned place of work or duty station owned or operated 
by the University or a site that is the primary workstation for field-based 
employees.  Typically, a central workplace is a duty station from which 
supervisors, along with employees in the same work unit, perform the 
functions of their jobs.  

Telework/Teleworking:  
A flexible work arrangement in which supervisors direct or permit 
employees to perform their job duties away from their central workplace, 
in accordance with their same performance expectations and other 
approved or agreed-upon terms.  It does not include work performed at a 
temporary work-site for limited duration.  Assignment to any of the 
University’s campus sites, e.g. East Center, West Center, Cole Center, 
Lakeland Community College, Lorain County Community College, etc. 
shall not be considered a telework arrangement.  

Teleworker:  
An employee engaged in teleworking.  

Teleworking Agreement:  
A written agreement that details the terms and conditions by which an 
employee is allowed to engage in teleworking.  

Work Schedule:  
The employee’s hours of work in the central workplace and/or in an 
alternate work location.  
 

Department/HR 
Responsibility:  

Departments that wish to develop telework arrangements will seek 
guidance from the Department of Human Resources Development and 
Labor Relations (Human Resources) prior to seeking approvals from the 
appropriate Vice President/Provost and the Vice President for Business 
Affairs and Finance. 

University  
Designates 
Position/Employee:  

The University may allow employees to engage in teleworking in 
compliance with this policy.  In consultation with Human Resources, 
each department/division that wishes to offer teleworking opportunities 
must propose internal policies and procedures that identify the criteria 
for eligible jobs and employees.  The supervisor and employee shall 
mutually agree upon teleworking arrangements; however, if business 
necessity dictates, a department may require an employee to telework or 

discontinue an approved telework arrangement.  Telework 

arrangements that will be regular and/or recurrent shall be 

incorporated into the position description and may be required of 

any new incumbent into the position.  Telework arrangements 

necessitated by special circumstances of limited duration, e.g. 

inaccessibility of employee’s work area, etc., may be required of 



 
 

Page 3 of 7 
 

affected employee(s). 

                                                                                                       

Conditions of 
Employment:  

The policies and procedures that normally apply to the central workplace 
shall remain the same for teleworking employees, including but not 
limited to performance management.  Teleworking assignments do not 
change the conditions of employment or required compliance with 
University policies, rules and regulations. 

Terms of  
Teleworking 
Arrangements: 

All teleworking arrangements shall be written and shall include the 
responsibilities of both the department/division and the employee.  Each 
participant in a teleworking arrangement must sign the document that 
contains the terms of the teleworking arrangement.  At a minimum, the 
document shall define the parameters of the teleworking arrangement 
and shall comply with the policy provisions below:  

1) Compensation and Benefits: An employee’s compensation and benefits 
will not change when he/she teleworks.  

2) Safety and Liability – A department shall establish procedures that 
provide reasonable assurance that any materials, equipment and 
furniture supplied to the employee at the alternate work location comply 
with safety standards and the University’s  Policy on Off-Campus Use of 
University Equipment. 

 

Advisory Note:  Since the employee’s home work space is an extension 
of the University  work space, the  liability for job-related accidents will 
continue to exist during the employee’s approved work hours and in the 
employee’s designated work location. 

 

3) Restricted-Access Materials:  Department supervisors may grant 
permission for teleworkers to work on restricted-access information or 
materials at alternate work locations.  Teleworkers must follow 
University-approved security procedures in order to ensure the 
confidentiality and security of data.  

4) Work Hours:  The total number of hours that an employee is expected 
to work will not change, whether those hours are worked at the central or 
at the alternate work location.  This does not, however, restrict the use of 
alternative work schedules. Departments must ensure that procedures 
are in place to track the work hours of  employees who telework and to 
document the hours worked by non-exempt  employees  (as defined in 
the Fair Labor Standards Act) who are eligible to receive payment of time 
and one-half for hours worked over 40 per week or who are eligible to 
earn compensatory time.   

 Employees shall apply themselves to their work during designated work 
hours and not engage in activities that are not work-related.  

5) Equipment and Software:  If applicable, the department to which the 
teleworking employee is assigned shall set forth in its policies and 
procedures conditions by which the University will pay for telephone and 
other services furnished to teleworkers. 

6) Meetings with co-workers and supervisors on University business 
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shall be conducted at the central workplace and not at the alternate 
worksite.  An employee whose residence serves as his/her alternate 
worksite shall not be eligible for compensation or reimbursement for the 
time and/or expense associated with travel to and/or from the central 
workplace.  However, employees shall be entitled to travel 
reimbursement directly and necessarily related to their other University 
assignments in accordance with applicable University guidelines. 

7) In the event the alternate worksite is an area within the employee’s 
home, that area shall be specifically designated in the telework 
agreement.    

 

Termination of 
Teleworking 
Agreement:  

The University may terminate the teleworking agreement at its 
discretion.  Termination of a teleworking arrangement by management 
may not be grieved or appealed.  
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The Telemanager 

Not every manager or supervisor is appropriate for teleworking. This should not 
be looked upon as a negative. Some managers can become excellent telemanagers 
after training in communications and measurement techniques more suited to 
telework.  

Here are characteristics of telemanagers (managers overseeing teleworkers) that 
have been shown to be important:  

o Has a positive attitude towards telework because he/she sees 
clear gains for the organization.  

o Is willing to let employees telecommute; this requires trust in 
employees and acceptance of cultural changes within their 
organization.  

o Has strong communication skills to make sure assignments 
and expectations are clearly understood.  

o Manages by results and not only by monitoring work hours or 
managing by direct observation.  

o Delegates work effectively and easily.  An effective 
telemanager knows what results he/she needs, can decide which 
employees are best suited to certain types of work, makes 
assignments quickly and fairly and trusts that they will be done, 
regardless of whether they are done the way he/she would have 
done them.  

o An effective telemanager is well organized. The teleworker is 
being assigned and measured on results; therefore, his or her 
performance and contributions to the organization's goals are 
contingent upon the manager’s ability to be organized and aware of 
the teleworker’s workload and performance levels. He/She is ready 
to make new assignments promptly, as needed.  

o Effective telemanagers are open to new ideas. Telework 
often creates avenues for changing work methods, making them 
more effective or efficient.  Suggestions for such changes are likely 
to originate from the teleworkers. A manager who is reluctant to 
make changes in work procedures will not be an effective 
telemanager.  

o Effective telemanagers trust their teleworkers to complete 
their assignments out of sight. They also trust them to fulfill 
their work hours as agreed upon in the Telework Agreement.  
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Action Step: Based on the personalities and management styles 
within the organization, identify which managers have the 
characteristics to be good telemanagers. This must occur before 
teleworkers and telework opportunities are identified because if the 
manager is not suited, he/she shouldn't be situated as part of a 
department’s telework program.  

 

The Teleworker 

Just as not every manager is suited to being a telemanager, not every employee is 
suited to being a teleworker. Some common characteristics identified that make 
an effective teleworker.  

o An effective teleworker is well established in the 
organization. In general, an effective teleworker has been 
associated with the organization for some time and is clearly 
familiar with its mission and how work gets done within the 
organization. This eliminates guess-work and down time waiting for 
things to happen because the teleworker knows what needs to 
happen next.  

o Some of the teleworker's functions should be 
informational in nature. This helps in identifying and 
maintaining quantifiable productivity measures for the telework 
agreement.  

o An effective teleworker requires minimal supervision. A 
person who has been associated with the organization for some 
time knows his/her job and has the confidence of his/her manager. 
Since the manager will not be able to directly observe the 
teleworker’s day-to-day performance, the teleworker is trusted to 
complete his/her assignments.  

o An effective teleworker requires minimal social 
interaction. A major change a teleworker experiences is the lack 
of social interaction. Knowing his/her colleagues, through formal 
and informal contacts, enables a worker to feel comfortable with 
his/her work. Many employees need this interaction in order to 
succeed in their position.  He/She cannot expect to make up for lost 
time by disrupting other employees when he/she is in the office. 
One reason given by many employees who return to working in the 
office is that they missed the interaction with co-workers and felt 
disconnected from the organization.  

o An effective teleworker works well within his/her family 
structure and establishes a work schedule and location 
that will not be disrupted by the family. Another change the 
teleworker will experience is a new relationship with his/her 
family.  Some employees prefer to get away from the home to work. 
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On the other hand, teleworkers generally have more time to spend 
with their family because they do not have to spend time preparing 
for and traveling to and from work. An effective teleworker 
prefers his/her home environment to the office. If the 
teleworker lives in a noisy neighborhood, he or she may not want to 
stay at home to work. Some personalities desire to separate their 
home environment from their work environment. This aspect needs 
to be examined closely by the employee.  

o An effective teleworker is self motivated. Some personalities 
have a tendency to procrastinate when not pushed by the work 
environment, manager awareness and other factors. Other 
personalities are self motivated regardless of their work 
assignments or the location in which they work. They will always 
find meaningful work to do. The latter type of employee is best 
suited to teleworking.  

o The employee should want to telework. No one should be 
forced or pressured to telework.  

o An effective teleworker is well organized. This enables the 
teleworker to know what has to be done and by when. Organization 
helps the teleworker to be less dependent on others guiding their 
work. Equally important, the teleworker should have excellent time 
management skills. This will enable him/her to manage his/her 
work schedule and family life effectively.  

o A potential teleworker has a track record demonstrating a 
high level of productivity within the organization. It has 
been shown that workers who meet the minimal expectation in 
their office position will have a tendency to become less productive 
teleworkers. However, this is not an absolute rule.  

Action Step: Based on the personalities and work habits within the 
organization, identify which employees have the characteristics to be good 
teleworkers. Managers should have thorough discussions with potential 
teleworkers. No one should be forced to telework. Conversely, telework is not a 
right of the employee.  

Advisory Note:  Teleworking agreements  must be designed so that a reasoned determination 
can be made as to the  benefits of teleworking within the University.   It is recognized that a 
public employer has a special obligation to insure that employees and work resources are being 
used efficiently and productively. 

The decision whether to allow an employee to telework is wholly within management discretion 
and requires approval of the Vice President for Business Affairs and Finance (or designee) and 
the Division Vice President and/or Provost, as noted above.  The decision to permit, refuse or 
revoke a teleworking agreement may not be grieved or appealed except in cases alleging 
arbitrary or capricious decision-making in the approval of employee-initiated requests for 
teleworking privileges within a department or division.  



 

 

____________________________   _____________________________ 

Cleveland State University    SEIU District 1199 

 

 

 

 

 

 

 

____________________________   _____________________________ 

Date       Date 

 


