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Palomar College began on-line education Monday, March 30. In efforts to minimize possible 
exposure and increase social distancing, Palomar College will continue to significantly lower the on-
campus population as much as possible through modified telecommuting work. 

 
This “Modified Work Telecommuting Acknowledgement” is in place for all employees working 
UHPRWHO\�ௗ6WDII�ZKRௗDUH�XQFHUWDLQ�ZKHWKHUௗWKH\ௗDUH�UHTXLUHG�WR�UHSRUW�WR�FDPSXV�VKRXOGௗFKHFN�
ZLWKௗWKHLUௗVXSHUYLVRUV� 

 
All working conditions, employment contracts, laws, policies and procedures are still applicable.  
:KHQௗFRQGLWLRQV�FKDQJH��DQG�WKHUH�LV�QR�ORQJHU�D�QHHG�IRUௗZRUNSODFHௗVRFLDO�GLVWDQFLQJ��WKH�FROOHJH�ZLOO�
initiate the return to onsite work process. 

 
During this time, our guiding principles will continue to be the health and safety of our community, 
student success and academic continuity. 
 
For tutorials aQGௗUHVRXUFHV�IRUௗKRZ to work remotely and setting up an in-home workspace, please 
YLVLW�WKH�links found on Attachment A:  
 
Telecommuting at alternate location and/or schedule information: 
Change initiated by:         Supervisor/Manager        Employee 

 

Employee Name:   
 

Employee Job Title:   
 

Department:   
 

6XSHUYLVRU Name:   
 

Telecommuting Work-hours and Days*:   
 

6FKHGXOHG Lunch:   
 

Alternate Remote Location:   
 

Telephone Number:   
 

*For Classified and CAST employees, shift differential pay applies to changes initiated by the 
supervisor/manager as part of the regular work schedule (20 working days or longer). If the employee 
requests the change, shift differential shall not apply.  
The employee will work from the alternate remote location identified as their primary work location. The 
DFNQRZOHGJHPHQW�GRHV�QRW�SUHYHQW�RU�UHVWULFW�WKH�VXSHUYLVRU¶V�DELOLW\�WR�UHTXLUH�WKH�HPSOR\HH�WR�UHSRUW�
to their permanent work assignment location or another temporary work location, if needed and without 
DGYDQFHG�QRWLFH��KRZHYHU��DGYDQFHG�QRWLFH�VKRXOG�EH�JLYHQ�ZKHQHYHU�SRVVLEOH� 

7KH�'LVWULFW¶V�UXOHV�DQG�SROLFLHV�JRYHUQLQJ�WLPH�DQG�DWWHQGDQFH��UHTXHVWLQJ�DQG�XVLQJ�OHDYH��DQG�
H[SHFWDWLRQV�RI�SHUIRUPDQFH�DUH�XQFKDQJHG��7KH�HPSOR\HH�PXVW�REWDLQ�VXSHUYLVRU�DSSURYDO�EHIRUH�
WDNLQJ�OHDYH�LQ�DFFRUGDQFH�ZLWK�DSSOLFDEOH�'LVWULFW�SROLFLHV�DQG�RU�FROOHFWLYH�EDUJDLQLQJ�DJUHHPHQW� 

  



7KH�HPSOR\HH�ZLOO�FRPSO\�ZLWK�DOO�'LVWULFW�UXOHV�DQG�SROLFLHV�JRYHUQLQJ�XVH�RI�HTXLSPHQW�DQG technology. 
District-SURYLGHG�HTXLSPHQW�ZLOO�EH�VHUYLFHG�DQG maintained by the District. The employee is responsible 
IRU�VHUYLFLQJ�DQG�PDLQWDLQLQJ�DQ\�SHUVRQDO�HTXLSPHQW��PDWHULDOV��DQG�WHFKQRORJLHV SURYLGHG�DQG�XVHG�E\�
the employee for business purposes. 

The employee must make reasonable attempts to create and maintain a safe and healthy work at home 
HQYLURQPHQW�DV�GHVFULEHG�LQ�Attachment A below. 

 
7KH�'LVWULFW�VKDOO�QRW�EH�OLDEOH�IRU�GDPDJHV�WR�WKH�HPSOR\HH¶V�SHUVRQDO�RU�UHDO�SURSHUW\�GXULQJ�WKH�
course of performance of official duties or while using District HTXLSPHQW�LQ�WKH�HPSOR\HH¶V�UHVLGHQFH�RU�
RWKHU�SURSHUW\��H[FHSW�ZKHUH�UHTXLUHG�E\�ODZ� 

7KH�'LVWULFW�VKDOO�QRW�EH�UHVSRQVLEOH�IRU�KRPH�RU�SURSHUW\�PDLQWHQDQFH�DVVRFLDWHG�ZLWK�WKH�HPSOR\HH¶V�
participation in the agreement. The employee shall continue to be entitled to reimbursement for 
DXWKRUL]HG�WUDYHO�DQG�H[SHQVHV�ZKLOH�FRQGXFWLQJ�EXVLQHVV�DV�DVVLJQHG�E\�WKH�'LVWULFW�DQG�RWKHU�
H[SHQVHV�DOORZDEOH�E\�ODZ��SHU�WKH�'LVWULFW¶V�UHLPEXUVHPHQW�SROLFLHV� 

The employee must return District-RZQHG�HTXLSPHQW�WR�'LVWULFW�for maintenance and repair. 

Injuries occurring while the employee is in a paid working status and performing assigned work shall be 
VXEMHFW�WR�ZRUNHU¶V�FRPSHQVDWLRQ�ODZV�DQG�UHJXODWLRQV�WKH�VDPH�DV�ZRUN�SHUIRUPHG�DW�D District-owned 
and operated facility. 

The District assumes no liability for injuries to employee that occur outside of the home work area or 
RXWVLGH�RI�HPSOR\HH¶V�ZRUNLQJ�KRXUV��,Q�DGGLWLRQ��WKH�'LVWULFW�PDNHV�QR�UHSUHVHQWDWLRQV�RQ�WKH�SHUVRQDO�
tax and insurance implications of this telecommuting arrangement; it is the employee's obligation to 
address these issues on their own. 

The employee shall comply with all District policies and standards for safeguarding and protecting any 
confidential business information, personally-identifiable informaWLRQ��DQG�DOO�RWKHU�VHQVLWLYH�LQIRUPDWLRQ�
they possess. The employee shall ensure confidential, personally-LGHQWLILDEOH��DQG�DOO�RWKHU�VHQVLWLYH�
LQIRUPDWLRQ�GLVFXVVHG�YLD�DQ\�IRUP�RI�FRPPXQLFDWLRQ�LV�FRQGXFWHG�LQ�D�PDQQHU�FRQVLVWHQW�ZLWK�'LVWULFW�
policies and procedures and protects the information from unauthorized disclosure to the maximum 
H[WHQW�SRVVLEOH��7KH�VXSHUYLVRU�DQG�HPSOR\HH�ZLOO�GLVFXVV�WKH�VDIHJXDUGV�DQG�SURWHFWLRQV�LQ�SODFH�DQG�
to be used by the employee. 

Employee Acknowledgement 
 
 
6LJQDWXUH�  Date:   

 
 
6XSHUYLVRU�$FNQRZOHGJHPHQW 

7KH�'LVWULFW�DXWKRUL]HV�WKH�HPSOR\HH¶V�SDUWLFLSDWLRQ�LQ�WKLV�DJUHHPHQW��,�KDYH�UHDG�DQG�DJUHH�WR�HQIRUFH�
DQG�FRPSO\�ZLWK�WKH�WHUPV�DQG�FRQGLWLRQV�VWDWHG�DERYH� 

 

6LJQDWXUH�  Date:   
 
 
Administrator Acknowledgement 

 
 

6LJQDWXUH�  Date:   



Attachment A: Setting Up an In-Home Workspace  
COVID-19 Resource Page: KWWSV���ZZZ��SDORPDU�HGX�SDJHV�WHDFKDQ\ZKHUH� 
Telecommuting Ergonomics – *UHDW�WUDLQLQJ�UHVRXUFHV�DUH�DYDLODEOH�KHUH 
(PSOR\HH�5HTXHVW�IRU�$FFRPPRGDWLRQ – )RU�HPSOR\HHV�ZKR�KDYH�D�TXDOLI\LQJ�PHGLFDO�FRQGLWLRQ 

 
A home workspace VKRXOG�EH�LQ�D�VDIH��HIILFLHQW��DQG�FRPIRUWDEOH�ORFDWLRQ��2EVHUYH�\RXU�
SDWWHUQV�RI�PRYHPHQW�LQ�DQG�DURXQG�WKH�ZRUN�DUHD�DQG�DYRLG�high traffic areas of the home. 

7KH�'LVWULFW�LV�UHVSRQVLEOH�IRU�HQVXULQJ�HPSOR\HHV�KDYH�D�VDIH�ZRUN�HQYLURQPHQW�XQGHU�&DO-26+$�
�&�/�&��6HFWLRQ��������D�����,I�D�ZRUN-UHODWHG�LQMXU\�RFFXUV��WKH�'LVWULFW�PD\�UHTXLUH�D�VDIHW\�
LQVSHFWLRQ�E\�D�TXDOLILHG�KHDOWK�DQG�VDIHW\�LQVSHFWRU�RI�D�WHOHZRUNHU¶V�KRPH�office workspace. If 
ZDUUDQWHG��WKH�'LVWULFW�ZLOO�SURYLGH���-hour notice to the employee, except in an emergency. 

Primary Considerations: 
 
1. Desk – 6WXG\�DQG�DEOH�WR�VXSSRUW�WKH�ZHLJKW�RI�DQ\�SHULSKHUDO�HTXLSPHQW��computers, 

SULQWHUV��HWF����&RQYHQWLRQDO�GHVNV�DUH�W\SLFDOO\���´�KLJK��FRPSXWHU�GHVNV���´ high. 
�� Chair – 6HDW�VKRXOG�EH�DGMXVWDEOH��LQFOXGLQJ�WKH�KHDGUHVW��+HLJKW�WR�WRS�RI�VHDW�IURP�WKH�

IORRU�VKRXOG�EH�EHWZHHQ����DQG����LQFKHV��%DFN�WLOW�RQ�WKH�FKDLU�OXPEDU�VXSSRUW�VKRXOG�EH�
15 degrees. 

3. Lighting – :RUN�OLJKWLQJ�VKRXOG�EH�GLUHFWHG�WRZDUG�WKH�VLGH�RU�EHKLQG�WKH�OLQH�RI�YLVLRQ��%ULJKW�
OLJKW�VRXUFHV�FDQ�GLPLQLVK�WKH�VHQVH�RI�FRQWUDVW��2YHUKHDG�OLJKWLQJ�LV�RSWLPDO�IRU�RIILFH�ZRUN�
and computer operation. 

�� Electricity – $YRLG�RYHUORDGLQJ�FLUFXLWV��7KHUH�VKRXOG�EH�HQRXJK�SRZHU�RXWOHWV�WR�VXSSRUW�WKH�
HTXLSPHQW�XVHG��&RYHU�LQWHUFRQQHFWLQJ�FDEOHV�RU�SODFH�WKHP�RXW�RI�ZDONLQJ�SDWKV��8VH�D�
VXUJH�SURWHFWRU�WR�FRQQHFW�DOO�HOHFWURQLF�HTXLSPHQW��3RVLWLRQ�HTXLSPHQW�near outlets. Ensure 
electrical outlets are grounded. 

5. Noise – $YRLG�DQG�NHHS�GLVWUDFWLQJ�VRXQG�PLQLPL]HG��8VH�GRRUV�DQG�RU�URRP�GLYLGHUV�WR�
control external noises. 

�� Protecting data and HTXLSPHQW 
a. 3RVLWLRQ�HTXLSPHQW�DZD\�IURP�VXQOLJKW�DQG�RWKHU�KHDW sources 
b. 3ODFH�HTXLSPHQW�RQ�ZHOO-YHQWLODWHG�VXUIDFHV�DQG�OHDYH�VSDFH�DURXQG�WKH item 
c. 'XVW�HTXLSPHQW�IUHTXHQWO\ 
d. Do not eat or drink near HTXLSPHQW 
e. 1HYHU�SODFH�IRRG�RU�EHYHUDJHV�RQ HTXLSPHQW 
f. Keep magnets, phones, fluorescent lamps, and electrical motors away from 

comSXWHU�HTXLSPHQW 
�� ,I�\RX�QHHG�DGGLWLRQDO�UHVRXUFHV��FRQWDFW�\RXU�VXSHUYLVRU�WR�UHTXHVW�UHDVRQDEOH�DQG�

necessary items to perform \RXU�ZRUN�HIILFLHQWO\��HIIHFWLYHO\��DQG�VDIHO\ (e.g., a 
PRQLWRU�PRXVH�NH\ERDUG�WR�DWWDFK�WR�D�ODSWRS���<RXU�VXSHUYLVRU�ZLOO�ZRUN�with you to 
determine if WKH�UHTXHVW�meets appropriate criteria, if the item(s� already exist, and where 
WKH�HTXLSPHQW�LV�ORFDWHG��FXUUHQW�ZRUNVWDWLRQ��,QIRUPDWLRQ�6HUYLFHV��HWF���� 


