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I. PURPOSE 

 

To establish the expectations, goals, and standards for telecommuting arrangements that may 

be appropriate for CMHPSM employees.  Telecommuting has become a common work 

arrangement and its benefits include increased productivity and accountability, improved staff 

recruitment and retention, and enhanced staff morale.   
 
 

II. REVISION HISTORY 

 

DATE REV. NO.  MODIFICATION 

   

   

   

   

 
 

III. APPLICATION 
 

This policy applies to all CMHPSM staff. 
 

IV. DEFINITIONS 

 

Community Mental Health Partnership Of Southeast Michigan (CMHPSM):  The Regional 
Entity that serves as the PIHP for Lenawee, Livingston, Monroe and Washtenaw for mental 
health, developmental disabilities, and substance use disorder services. 

 
Community Mental Health Services Program (CMHSP):  A program operated under chapter 2 
of the Mental Health Code as a county community mental health agency, a community mental 
health authority, or a community mental health organization. 

 
Regional Entity: The entity established under section 204b of the Michigan Mental Health 
Code to provide specialty services and supports. 
 
Telecommuting:  the concept of working from home or another location occasionally or on a 
full- or part-time basis. 
 

V. POLICY 
 
It is the policy of the CMHPSM to consider the option of telecommuting arrangements when 
requested by an employee or when the nature of an employee’s job requirements are best 
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addressed through a telecommuting arrangement.  Telecommuting can be occasional when 
an employee is working on a particular project as approved by their supervisor, temporary 
when a project or assignment is anticipated to last over several weeks, or permanent when 
the job duties are determined to be best accomplished by working offsite most days. 

 
VI. STANDARDS 

 
A. Telecommuting is not a formal, universal employee benefit.  Rather, it is an alternative 

method of meeting the needs of the CMHPSM.  The CMHPSM has the right to refuse 
to make telecommuting available to an employee and to terminate a telecommuting 
arrangement at any time.  Employees are not required to telecommute.  Employees 
have the right to refuse to telecommute if the option is made available. 
 

B. Only employees whose positions meet the exemption guidelines from the overtime 
requirements of the Fair Labor Standards Act (FLSA) will be allowed to have a 
telecommuting arrangement. 
 

C. The employee’s compensation, benefits, work status and work responsibilities will not 
change due to participation in a telecommuting arrangement.  Likewise, the amount of 
time the employee is expected to work per day or pay period will not change either.  
 

D. Unless a flexible schedule is agreed to, employees should not permit non-work-related 
events and activities to disrupt or interfere with scheduled work time.  Requests to use 
Paid Time Off (PTO) or other leave must be approved in the same manner as the 
employee who does not telecommute. 
 

E. Employees will be selected based on the suitability of their jobs, an evaluation of the 
likelihood of their being successful in a telecommuting arrangement, and an evaluation 
of their supervisor’s ability to manage remote workers. Employees considering a 
telecommuting arrangement, shall complete the CMHPSM Telecommuting Request 
and Evaluation and discuss their interest and their evaluation with their supervisor. 
 

F. The supervisor and CEO shall determine if telecommuting is a possible work 
arrangement for an individual employee and the supervisor and employee shall agree 
on location and details prior to the approval of the telecommuting agreement.    

a. Telecommuting agreements for employees whose positions and job duties 
require offsite work most work days shall have agreements that provide for up 
to five days per week of telecommuting.  These positions will be identified by 
the CEO. 

 
b. Telecommuting arrangements for individuals with job duties that do not require 

an office based environment for five days a week and who commute to the 
CMHPSM worksite more than 50 miles one way, may request a telecommuting 
arrangement for up to two days per week. 

 
c. Telecommuting arrangements for individuals with job duties that require 

frequent, but not constant periods of focused concentration such that a 
telecommuting arrangement improves accuracy and/or productivity as 
determined by their supervisor, may request a telecommuting arrangement for 
one day per week. 
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G. Requests for telecommuting that occur on an occasional basis do not require the 

approval of the CEO, but must be approved in advance by the supervisor. 
 

H. Telecommuting agreements shall include objective goals or outcomes that are 
expected to be met by the employee through the telecommuting arrangement and that 
will be evaluated by the supervisor on a periodic basis in order to evaluate the 
employees overall job performance and ongoing suitability for the continuation of the 
telecommuting arrangement. 
 

I. Meetings required by the CMHPSM shall supersede a telecommuting agreement.  It is 
expected that employees will attend all required meetings that occur at a time and 
location determined by the CMHPSM regardless of a telecommuting agreement 
allowing the employee to work at an alternative location.  
 

J. Employees must be available by phone and email during the agreed upon business 
hours identified in the telecommuting agreement.  All computer based work shall be 
conducted utilizing CMHPSM equipment and software. 

 
K. Telecommuting is not a substitute for appropriate child care, dependent care and/or 

routine personal appointments/obligations.  Although an individual employee’s 
schedule may be modified to accommodate personal needs (provided such changes 
are agreeable to their supervisor), the focus of the arrangement must remain on job 
performance and meeting business demands.  Employees who are telecommuting are 
encouraged to discuss expectations of remote employment with family members prior 
to entering into this agreement.  
 

L. Before entering into a telecommuting agreement, the employee and supervisor will 
evaluate the suitability of such an arrangement paying particular attention to the 
following areas:  employee suitability; job responsibilities; equipment needs, work 
space design, and scheduling and communication considerations; tax and other legal 
implications. 

M. CMHPSM’s telecommuting employees must continue to abide by all CMHPSM policies 
and procedures including those in regard to computer use, HIPAA privacy and security, 
and Confidentiality. 
 

N. The CMHPSM shall determine, with information supplied by the supervisor and the 
employee, the appropriate equipment needs, (including hardware, software, and other 
equipment) for each remote employment, which will be on a case-by-case basis.  
Equipment supplied by the CMHPSM, will be maintained by the CMHPSM.  Equipment 
supplied by the employee, if deemed appropriate by the CMHPSM, shall be maintained 
by the employee.  The CMHPSM accepts no responsibility for damage or repairs to 
employee-owned equipment.  The CMHPSM reserves the right to make determinations 
as to appropriate equipment, subject to change at any time.  Equipment supplied by the 
CMHPSM is to be used for business purposes only.  Employees must sign a “Letter of 
Agreement” with an inventory of all office property and take appropriate action to protect 
the items from damage or theft.  Upon termination of employment, all CMHPSM property 
must be returned to the CMHPSM.  Failure to return equipment may result in a payroll 
deduction in the amount of the equipment’s current value. 
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O. Employees who are telecommuting shall establish an appropriate off-site work 
environment.  If the site is located in an employee’s home or private office, the CMHPSM 
shall not be responsible for costs associated with the initial setup of the employee’s off-
site office.  However, the CMHPSM may be responsible for the cost of reasonable 
accommodations to support employees with disabilities in establishing a remote office 
location. 
 

P. Injuries sustained by an employee while working at the off-site work location and in 
conjunction with their regular work duties are normally covered by the CMHPSM’s 
workers’ compensation policy.  Employees who are telecommuting are responsible to 
inform the CMHPSM of any injuries sustained while working remotely in accordance with 
the CMHPSM Employee Incident Reporting requirements. 
 

Q. The availability of remote employment as a flexible work arrangement can be discontinued 
at any time at the discretion of the employer.  Every effort will be made to provide thirty 
(30) days’ notice of such a change to accommodate commuting, child care and other 
problems that may arise from a change.  However, there may be instances where no 
notice is possible. 
 

 
VII. EXHIBITS  

 
A. CMHPSM Telecommuting Request and Evaluation 

 
VIII. REFERENCES 

 
A. Fair Labor Standards Act (FSLA) 
B. Health Insurance Portability and Accountability Act (HIPAA) 
C. Michigan Mental Health Code 
D. MDHHS/CMHPSM Medicaid Specialty Supports and Services Contract for FY 2016 
E.  CMHPSM Operational Policies and Procedures 
F. CMHPSM Regional Policies and Procedures 
G. CMHPSM Employee Handbook 
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CMHPSM Telecommuting Request and Evaluation 

             
Name                          Title      
             
Department                         Supervisor 

 

1. Describe your primary job duties: 

  

2. Describe how your current responsibilities can be adapted to a telecommuting arrangement to better 
meet business objectives: 

  

 

3. Requested telecommuting schedule (Specific to days, time and hours):  

Day Office Home/Satellite Location Total Number of Hours 

Monday     

Tuesday     

Wednesday     

Thursday     

Friday     

Saturday     

Sunday     

  

4. What responsibilities will you fulfill while telecommuting? 

  

 

 
 

5. How will your telecommuting work be evaluated? 
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6. What kind of equipment will you need while telecommuting, and how will it be obtained? 

 

 

  

7. Do you have satisfactory room and furniture in your home to dedicate to your home office? 

 Yes   No 

8. Estimate the approximate importance of the following characteristics of your current job: 

Rating scale 1-5 (1 – Not needed for doing your job, 5 – Essential to doing your job) 

Characteristic Your Rating Supervisor’s Rating 

Face-to-face contact    

Telephone communication    

Clarity of objectives   

Autonomy of operation    

Ability to control and schedule work flow   

In-office reference material    

If you supervise others, consider the amount of 
supervision required of you 

  

9. Consider the following characteristics about you as an employee:  

Rating Scale 1 – 5 (1 – Weak, 5 – Strong) 

Characteristic Your rating Supervisor’s Rating 

Need for supervision, frequent feedback   

Quality of organization and planning skills   

Importance of coworkers' input to work function   

Discipline regarding work   

Reliability concerning work hours   

Computer literacy level (do you often need help 
from more skilled employees?) 

  

Desire/need to be around people   

Desire/need for flexibility for any reason   

Level of job knowledge   

Productivity level   

Current quality of work performance/productivity   
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Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
 

 
____________________________   ______________________ 
Employee Signature     Date 
 
 
____________________________   ______________________ 
Supervisor Signature     Date 
 
 
Approval:  Yes     No 
 
 
           
CEO’s Signature      Date 
 
   


