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A process has been put into place for alternative operating guidelines for personnel to begin working in one of
two work modes: a hybrid work schedule (physically working in the office and remotely) or a telecommute
(work remotely) schedule.

As it relates to the hybrid schedule, each supervisor will determine the number of days/hours an employee will
physically work in the office. Supervisors will begin working in conjunction with their respective vice chancellors
to identify which mode will best suit each employee. This is contingent upon the approval of the chancellor-
dean.

The aforementioned, temporary work mode schedules will begin by the close of day on Friday, March 20 (or
earlier) and end on April 30, 2020. Each employee needs to be clear and understand that this is a temporary
arrangement, and there will be a “return to your assigned work location” date that will be determined.

It is imperative that supervisors convey clearly to their employees the expected day-to-day work assignments
and duties prior to being released into one of the work modes. Work modes and/or arrangements are subject to
be modified, including but not limited to, based on university needs and employee work duties.

The general expectation for this temporary work arrangement is that the employee will effectively accomplish
his/her assigned job duties. It is also the expectation that the employee will be available during the scheduled
work hours and will communicate information via electronically or by phone in a timely manner.

No employee will be released without signing the HR documents.

We ask that you continue to adhere to the SUBR HR communications and the SU Ag Center/CAFCS
communications. In addition, for your safety, please continue to use best practices as provided by the CDC and
State of Louisiana Department of Health.

Please read, sign, and forward your completed documents to your supervisor. The supervisor will sign and
forward to your respective vice chancellor. The vice chancellors will sign and submit all completed documents
to the Office of the Chancellor-Dean.

Thank you in advance for your cooperation in this important matter.
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