
   

Winona Family YMCA 

Temporary Telecommuting Policy 

In the event of an emergency such as a weather disaster or pandemic, the Winona Family YMCA may 

allow or require employees to temporarily work remotely to ensure business continuity.  

These employees will be advised of such requirements by their supervisor. Computer equipment will 

be supplied to employees in advance of emergency telework situations, and will remain the property 

of the Winona Family YMCA.  

For voluntary telework arrangements, the manager will initiate a temporary telecommuting agreement 

during emergency circumstances. The employee and manager will discuss the job responsibilities and 

determine if the job is appropriate for a telecommuting arrangement, including equipment needs, 

workspace design considerations and scheduling issues.   

Employees are expected to maintain their home workspace in a safe manner, free from safety 

hazards. Injuries sustained by the employee in a home office location and in conjunction with his or 

her regular work duties are normally covered by the company’s workers’ compensation policy. 

Telecommuting employees are responsible for notifying the employer of such injuries as soon as 

practicable. The employee is liable for any injuries sustained by visitors to his or her home worksite. 

Telecommuting is not designed to be a replacement for appropriate child care. Although an individual 

employee’s schedule may be modified to accommodate child care needs, the focus of the arrangement 

must remain on job performance and meeting business demands. Employees are encouraged to 

discuss expectations of telecommuting with family members prior to this arrangement. 

Employees who telecommute may also not engage in non-work activities (e.g., watch Netflix while on 

the clock) or perform other work in their home unless it’s related to job duties or tasks. The exception 

to these is if the employee engages in non-work related tasks on their personal break or meal break. 

There may be a need to stagger times to work in the office, as your work may require physical 

documents or files. If the case is needed to come to the office, we will work with the department to 

ensure staff are present on staggered days to reduce exposure to COVID-19. 

The employee will establish an appropriate work environment within his or her home for work 

purposes. The Y will not be responsible for costs associated with the setup of the employee's home 

office, such as remodeling, furniture or lighting, nor for repairs or modifications to the home office 

space. 

The Y will determine the equipment needs for each employee on a case-by-case basis. Equipment 

supplied by the organization is to be used for business purposes only.  

Consistent with the organization's expectations of information security for employees working at the 

office, telecommuting employees will be expected to ensure the protection of proprietary company and 

customer information accessible from their home office.  

Employees should not assume any specified period of time for emergency telework arrangements, and 

The Y may require employees to return to regular, in-office work at any time. 

 

Employee’s Name: _____________________________________________ Date: _____________ 

 

Employee’s Signature: __________________________________________ 


