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LSU AgCenter 

GUIDELINES - Telecommuting During Emergency Situations 
 
During an emergency where one or several offices of the LSU AgCenter are unavailable for use, 
it may be appropriate for faculty or staff who would normally be assigned to the affected 
location(s) to work remotely.  It is the goal of the AgCenter to maintain maximum continuity of 
operations during an emergency and telecommuting is one mechanism that can minimize the 
disruption caused by such a closure. 
 
Position Specific Considerations 
Telecommuting is not a viable alternative for many jobs within the LSU AgCenter.   Certain 
positions do not lend themselves to telecommuting such as physical jobs that work primarily 
outdoors, jobs that require lab access to complete testing and research, or jobs that require 
input from other AgCenter entities that are not functioning during the emergency.  However, 
many jobs with regular office duties may be suitable for telecommuting or working remotely.  
Department heads must evaluate each position and determine if the duties make the job a 
viable candidate for telecommuting.   
 
Employee Eligibility 
Telecommuting or working remotely may be required during emergency closure for employees 
whose duties must continue or can be continued without significant investment on the part of 
the AgCenter.  Often, a laptop computer may be provided or the employee may elect to use 
their personal device with appropriate security measures in place. 
 
Work Site 
The location from which the employee will telecommute must have the necessary equipment 
for the employee to perform the requirements of the position. The employee should also have 
a mechanism to participate in conference calls or video meetings from their worksite.  The 
manager reserves the right to assign work as necessary at any remote site.  The manager may 
also require that the employee report to an alternate work location should one become 
available. 
 
Schedule/Hours Worked 
The employee’s work schedule and FTE remain the same as was in effect prior to the 
emergency unless changes are specifically outlined in the Telecommuting Agreement. If an 
employee is unable to work their full schedule during the period of teleworking, he/she is 
required to use personal leave to cover that time.  Employees should not use their regular work 
time to accomplish personal tasks and should deduct such time from their hours worked. 
 
Communication 
Employees who are working remotely should maintain contact with their supervisor, coworkers 
and clients as though they were working in their regular location.  Employees should adhere to 
regular work hours as much as possible to facilitate communication and accessibility. 
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Safety 
Employees working from home or other remote locations must take reasonable steps to ensure 
that the work environment being used is safe and free from hazards. If an injury does occur at 
home while the employee is working, the employee must notify his/her supervisor 
immediately. 
 
Security 
It is the employee’s responsibility to follow the same best practices for protecting the physical 
assets and electronic information and resources of the AgCenter as is required at all other 
times.  This includes protecting information and remote working equipment from being stolen 
or accessed by unauthorized persons.  This also includes the security of information in paper 
form and its proper disposal.  Users may not store AgCenter confidential or protected 
information (PI) data on their personally owned devices. 
 
IT Support 
The AgCenter cannot provide hands-on assistance for any equipment or connectivity issues to 
employees working remotely outside the university. IT may be able to access university-owned 
computers remotely to resolve issues.  IT will make every effort to support remote workers who 
are utilizing their personal devices but will be limited in the assistance that can be provided.  
 
Reporting 
Employees who telecommute will provide their supervisor with a report at least weekly 
outlining the duties performed and/or projects completed while telecommuting.  Nonexempt/ 
hourly employees must maintain a daily log of hours and tasks completed and submit that 
information to their supervisor. 
 
Duration 
If an employee is approved to telecommute during an emergency, it is understood that the 
arrangement will end when the office again becomes available.  This is not an ongoing work 
option for most employees. 
 
Agreement 
Employees who are approved to telecommute or work remotely should have a signed 
Telecommuting Agreement approved by their supervisor and Unit Head.  The completed form 
should be submitted to HRM.  However, it may be necessary during emergency situations to 
request or require that limited employees work remotely before an agreement can be 
completed. 
 


