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Guidelines for Intermittent Remote Work 

Administrative policy approved July 9, 2021. Effective immediately. 

 

A. Policy Statement 
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D. Scheduled Events  

For planned events, such as a scheduled dentist appointment, the employee should 
make the request at least five business days in advance so the supervisor can ensure 
proper departmental staffing and coverage, but the supervisor may grant requests on 
shorter notice. 

E. Time and Ability to Work Remotely  

Remote work should be requested for a period when the employee will be able to work 
for at least one-half of the business day (or, for exempt employees, at least 4 hours 
during the day) and has the ability and equipment to work remotely (e.g., has a 
computer, internet connection, appropriate place to work, etc.). 

F. Approval Process 

To seek approval for intermittent remote work, an employee should submit a written 
request to the supervisor via email, and the supervisor should acknowledge that request 
via email. Should the initial request or approval be via phone, text, Zoom, or another 
mode, the request and approval should be documented via email as quickly as feasible. 
The supervisor should keep all requests and approvals for at least three years. If a 
supervisor leaves Southwestern Law School’s employment, those files should be 
trans
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appropriate. The supervisor’s decision is final unless the employee believes the 


	Related policies: Telecommuting and Remote Work Policy

