MSU Extension Telecommuting Guidelines
MSU Extension recognizes that its staff, in order to meet the needs of clients, partners and communities, may not always work a traditional, 8-5 schedule in an office setting.  Therefore, the following provides guidance around whether it is acceptable for employees to have non-traditional work arrangements. For purposes of this guide, the term “telecommuter” is defined as a person who works away from their designated office (county or campus) on a more-frequent basis than in the designated office. 
MSU Extension is committed to the citizens of Michigan to provide statewide coverage of our programs and efforts, through representation in all 83 counties.  This representation may be a joint responsibility of staff but ought to be at the heart of considering whether employees can or should be telecommuters.
[bookmark: _GoBack]If Extension educators were to telecommute on a regular basis, this could make it challenging to support the commitment we’ve made to our constituents.  Further, if an Extension educator is the primary contact in an office or has responsibility for supervision, office hours are necessary for continuity and consistency.  Therefore, MSU academic employees – including Extension educators, Extension Specialists, Program Leaders, and Associate Program Leaders – do not work as telecommuters.
There may be, on rare occasion, an exception made to the above.  This would only be where significant, business justification exists and the decision rests at the Administrative and Director level.  Typically, it would be determined by the organization and not in response to a request made by a staff member.
MSU Extension employees who are not Educators (e.g. Program Assistants, Program Associates, Program Instructors, secretaries, etc.) are also expected to adhere to regular office hours, as determined by their supervisor.  
With regard to whether an employee may “work from home” on occasion, the following applies:
Extension Educators and programmatic staff are often required to be away from the office to conduct educational sessions and/or meetings.  Further, there may be times when it isn’t prudent to travel to an office and then to meetings.  
There may be sporadic times when an educator has a need for absolute quiet and/or no interruptions in order to finalize curricula, grant proposals, etc.  
When these, or other similar occasions occur, prior approval from the District Coordinator and Institute Director is required. 
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