
Is position able to be performed 

efficiently and effectively via 

telecommuting?

Is this in response to a request 

for ADA accommodation?
YES

See ADA process for  

guidance
YES

Does the position require in-

person interaction with those it 

serves (faculty/staff/students/

community)?

NO

Not eligible for 

telecommuting
YES

Will engaging in an alternative 

work arrangement place an 

undue burden on others 

(colleagues/co-workers)?

NO

YES

Will the employee be caring for 

others at home while 

telecommuting?

NO

YES

Submit telecommute 

request via SAP

NO

Request should include:

1. Specifics/detail regarding accountability measures

2. How employee productivity will be measured

3. Specific information on IT requirements (equipment/software/support)

4. A copy of the department organizational chart

5. A draft team schedule

6. Physical space layout (photos/diagrams) of the university & home offices

7. Information regarding how compliance with TXST telecommuting policy 

will be monitored

8. A defined pilot period and assessment to determine effectiveness of the 

arrangement

9. Signed employee acknowledgment of the policy

Division VP reviews 

request

NOT APPROVED

Telecommute assignment 

begins
APPROVED
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