Teleworking Policy – Eligibility

Eligibility for the teleworking program will be decided on a case by case basis, according to each of the following factors:

· XXX Chamber's business needs

· the nature of the job

· work performance and employment history

· personal characteristics of the applicant

· home work environment

The ideal xxx Chamber teleworker

· has a position with portable work tasks that can be accomplished remotely without face-to-face contact with supervisors or other co-workers

· consistently receives excellent or superior performance appraisals 

· is self-motivated and works well without supervision

· is a reliable team player who meets work and project commitments

· has a customer service mentality and understands the importance of providing consistently first class service to volunteers and members of XXX Chamer
· takes responsibility for maintaining effective communication with coworkers, management & members 

· is very familiar with association policies and practices, and supportive of management decisions

· possesses the necessary work environment, equipment, services & support to work from home

· has no direct responsibilities for child/adult care during working day

· is able to separate home and work

· is willing to change his/her teleworking schedule to come in to the office as required

· realizes that the teleworking privilege is neither automatic nor permanent, and may be taken away at any time.

Qualifying period:
· Senior level staff (managers and directors): minimum of 18 months full-time employment at xxx Chamber
· Coordinator level staff: minimum of 30 months full-time employment at xxx Chamber, with 6 months of employment at coordinator level

Associate level staff typically work under direct supervision in positions requiring substantial face-to-face or phone contact with members and staff, and are required to account for their work on an hourly basis.  Subsequently, it is unlikely associates will be permitted to telework.  If you are an associate and you believe your position is unique and that you meet xxx Chamber's requirements for teleworking, you may submit an application for consideration.
