Southern Illinois University Edwardsville 
Administrative Provisions for Remote Work 


Time-Keeping Requirements:

Employees working remotely who are not exempt from the overtime requirements of the Fair Labor Standards Act will be required to record all hours worked. Hours worked in excess of those specified per day and per workweek, in accordance with Collective Bargaining Agreements, state and federal requirements   will require the advance approvals. Failure to comply with this requirement can   result in the cessation of the remote work agreement.

[bookmark: _GoBack]These remote work guidelines are not to be applied to University employees represented by collective bargaining units without prior discussion with Human Resources. In the event that a   remote work arrangement is being considered for a union represented employee, contact Human Resources for advice on appropriate action.

Travel and Commuting Time While Working Remotely:

After an employee begins their workday remotely and they must travel to campus, the associated travel time to and from campus is considered as time worked. If any portion of the trip to and/or from campus adjoins any personal business (i.e. running errands, picking up children from school, etc.), then that respective travel time to/from campus to the remote work site is not considered as work time. 

Inclement Weather and Emergency Closures:

In the event of closures or curtailment of operations due to inclement weather or emergency situations, non-essential employees who are working remotely will be excused from work as they would have been were they otherwise working on campus. 

