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Temporary Remote Work Assignment — COVID-19 Virus Self-Quarantine

Purpose

This document establishes the guidelines for a temporary remote work assignment when
14-day self-quarantine is necessary due to possible exposure to COVID-19 virus. This
arrangement would not be put in place if the employee is currently ill or has symptoms of
the virus. The remote assignment would end if the employee becomes ill or tests positive
for the virus during the quarantine period.

The employee and the job must be suited to such an arrangement and it is in the best
interest of the College. This alternative may only be appropriate for certain positions as
agreed upon between employee and supervisor.

All College policies will continue to apply to the employee while working remotely. If there
are questions about the application of a policy in a remote setting, the employee should
contact their supervisor. It in no way changes the terms and conditions of employment
with Central College.

NOTE: If the employee would decline a remote work assignment during self-quarantine,
they would be required to use vacation hours or take this time unpaid.

Procedures and Guidelines
General Guidelines/Conditions

e The position’s essential duties and responsibilities are portable and can be
performed remotely.

e The overall quality and quantity of work performed in the remote location can
be sustained by the employee.

e The supervisor can effectively manage and monitor the progress of the
employee’s work.

e The supervisor, vice president, and director of human resources will determine
the eligibility of the employee.

Remote Workspace
e The employee is responsible for establishing and maintaining safe and healthy
working conditions in the off-site workspace. Including:
i. Reliable phone and dependable internet connection
ii. The appropriate equipment (laptops can be borrowed from ITS with
VPN access and software applications necessary)
iii. Equipment supplied by the College is to be used for business
purposes only.



Attention to Work Duties

e Remote work is not a substitute for obtaining dependent or elder care.
Appropriate dependent or elder care must be arranged during scheduled work
hours, allowing the employee’s full attention to work responsibilities.

e Consistent with the College’s expectations of information security for
employees working at the College, remote employees will be expected to
ensure the protection of proprietary College information accessible from their
remote location. Steps include, but are not limited to, use of locked file cabinets
and desks, regular password maintenance, and any other steps appropriate
for the job and the environment. The ITS department should be consulted to
ensure secure remote access.

e The employee must remain accessible during designated work hours. The
regular work schedule while working from the remote workspace will match
those of the College unless other arrangements have been made with the
supervisor.

e The employee will participate in meetings as requested with remote access
via online meeting applications.

Health and Safety Issues in the Remote Office

e |If the employee suffers a work-related injury while working remotely, human
resources must be promptly notified. All necessary steps should be taken to
report and complete an accident/incident investigation report.

e Worker's compensation may cover work-related injuries to the employee that
occur in the designated off-site workplace during the employee’s work period.
Since workplace and home may be the same, worker’'s compensation will not
apply to non-job-related injuries that may occur in the home. The College is not
liable for any injuries to family members, visitors and others in the employee’s
home or off-site workplace.

Compensation and Benefits
Regular salary and benefits would continue during the remote work assignment. Non-
exempt employees would continue to enter hours worked into WebAdvisor. Vacation
hours would be entered for any time not worked. If the employee becomes ill during
the quarantine, sick leave hours would be used until short-term disability benefits
would apply.

Ending Remote work arrangement
Remote work assignments can be discontinued by the College at any time. At the
conclusion of the remote work assignment, the employee is responsible for returning
College owned property, equipment, and work files or other College records of any
kind to the supervisor immediately.



