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MEMORANDUM

DATE:
February 18, 2005
TO:

Bureau Directors and Bureau Liaisons

FROM:
Patty Gamin, Labor Relations Director



Office of Human Resources 

SUBJECT:
Requests to Work at Home on a Temporary Basis

The purpose of this memo is to clarify the procedure that you must follow if you receive a request to work at home from one of your employees, while the employee is recovering from a medical condition.  Because of numerous issues that must be taken into consideration, any requests by employees to work at home must be reviewed and approved by OHR.  These requests will be reviewed very carefully utilizing the following criteria:

1) Operational Needs –
Will approving the request provide a significant benefit to the Department? Will the employee have home to office computer access?  Who is responsible for providing such access?

2) Work Performance- 
Does the employee’s prior work performance indicate they can work independently with little or no instruction/guidance from their supervisor?  How will work be assigned; will documents be required to be delivered to/picked up from the employees home?

3) Length of Request - 
How long is the employee requesting to work at home?

4) Medical Condition - 
What are the employee’s physical limitations and what specific job functions can the employee perform at home? The medical condition must be personal. It cannot be for the care of a family member.

Requests should include written justification addressing each of the above criteria. Medical certification from the employee’s treating physician must accompany any request and include any physical limitations and what specific tasks the employee could perform while working at home.
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Approved requests can be terminated at any time if the home assignment is determined not to be in the best interest of the department. The supervisor is responsible for holding the employee accountable for work performance during work time. Any requests for extension beyond the original approval will require additional review and approval from OHR.

If you have any questions concerning this notice, please call Patty Gamin at 517/373-4769.

Cc:  DLEG OHR
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