San Diego Community College District
Bigace 3375 Camino del Rio South, San Diego, CA 92108
COMMUNITY COLLEGE People, Culture, and Technology Services [Human Resources]

DISTRICT

Submitting Remote Worker Request as SDCCD Employee

This job aide provides step-by-step instructions for completing and submitting a Remote Worker request via MySDCCD portal. Please be sure to
consult AP 7170 and discuss with your supervisor before submitting request. Remote Worker requests must be completed every Fiscal Year (July 1,

20XX —June 30, 20XX.)

It is recommended you use Google Chrome when logging into Employee Self-Service. If you have any issues viewing any of the options or screens
within these steps, please log out, follow instructions to clear cache, and log back in to try again.

STEP ACTION RESULT/NOTES

Log in to MySDCCD Employee Self Service portal at: https://myportal.sdccd.edu

From the portal menu, click the Employee Dashboard.

B2

Employee Dashboard

Click the HR My Forms tab from left-side panel.

Employee Dashboard
& My Pay

- Benefit Details

. My Time

“ 7 My Personal Info

p
] HR My Forms ]
\

[2Z] Employee Dashboard
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Click on the Remote Worker menu tile.

Remote Worker

\/

Click on Add Request to initiate a remote worker request for yourself.

5. Add Request

Add request details then click Next (top right corner) to proceed.

Remote Work requests may only be
scheduled within fiscal year dates of July

lml 1st— June 30th,

Add Request If you attempt to submit a request for
dates out of this range, you will receive an
error message to correct.

100% Remote Work assignments (Fully

6. Mot 160% et Vit assigmes (Fuy Remoe) i ypkcay o b alowed an maycn e sprored by h ppopileexcuve manser (Chancl Prosn Remote) will typically not be allowed and
may only be approved by the appropriate
Start Date: May be any date between 7/01/XX — 06/30/XX executive manager (Chancellor, President,

or Vice Chancellor).

End Date: May be any date on or before 06/30/XX

Remote Worker Type: Options include Hybrid or Fully Remote

Read through Remote Work Flexibilities Program and click Next to proceed. Tab on the left will show you which steps
you have completed and which have not
[re——— ; been started.

amte o Faniiien Remote Work Flexibilties Program [ The Exit, Exit and savefor later, Next and
Submit options are available to use
throughout the guided steps.
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Ramots Work Flexibilties
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Impact on Classifications
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8 "
. Conditons.

Setting Up an
or nHome Offce

Read Employee Responsibilities and Impact on Classifications.
Click Next to proceed.

Eat e o [:J@ Subme

Employee &Impact on

Employee Responsibilities

+ Tha remote work program is voluntary,

+ Employoes requasting to work remotely or accapting a distance education assignment are responsibie for providing an appropriate remote work environment with the
technology and other resources needed 1o perform their work.
Une d by the District to use a , omployees will not be p
incur whie working remolaly.

the utitios, equipment, resourcaes, and other expensas they may

Impact on Classifications

© Nt St

Attachment

The Faculty Catective Bk A the

courses and s unaftered by AP 7170,

Beginning with the summer 2022 session, Instructional Faculy teaching one or more distance education courses wil need 10 complete an Ad Hoc remote work request

in-person courses on forming non-nstructional duties remotely wil aiso need 1o complete an Ad Hot remote work request. Instructional

*
© Nt Stwed

A
© Nt Stwes

Review and
© ot Stanes

Subet

teact

Faculty performing all of thei work assignments in person will ot need o complete & remote work request. This appes to contract and adunct instructional faculty.

Non-instructional Faculty

N y scheduied remolely mayrequest  Fised or Ad Hoc remote assignment a spproprise. Each college il
be responsivie for be eligbie remotely as the Distrct resumes in-person operations. Non-instructional Facuty

Whaperdom hew offcampus dutes remotel. 5 deied by he Colecive Bargaining Agreement,wil nead o compele an Ad H: romote wor oguet beginnng wih the 2022

summer session of fall semester as appiicable. This applies 1o contract and adjunct non-instructional faculty.

® Vites

Employee
impact on
® Vates

9, © Vates

Guidelines: Setting Up an
Home

Carmina Marie Vasquez

Remots Work Flexibiites
Program

Responsibilites &

Classifications.

Remote Work Policy, Terms &
Conditions.

Read Remote Work Policy, Terms and Conditions.
Click Next to proceed.

Ext e save o bter

=

Remote Work options allow employees and supervisors to mutually agree upon a varied geographic and daily distribution of their normal work hours. H does not change the
number of days and/or hours worked.

Remote Work Policy, Terms & Conditions.

Remote work allows individuals the flexibilty to adjust their work location andfor schedule to manage their
eftectiveness, and equity of outcomes of their work

increasing

Please be sure to consult policy AP7170 - Remote Work and Terms and Conditions below.

Remote Work Terms and Conditions.

© totStased

© Not Sarsed

O Mo Ol 1. This agreement is for a formal Remote Work agreement. The employee will work primarily from the location identified as their remote work location. The agreement does not
Ptavent of restict ihosupervisar's aikty 1o tequke i epoyes 0 topr o thl peanent ek asigman ocaton a5 Reedad and W propar advanced 1os; Howeve
T ot required in s directed by
Atschment 2T Do esand polen overng e nd aendance. ecuestng s ueogeave and aspact 1 pert . The
O Httune irict poiicies as if the. amnin,w was working onsite.
% Upload Remote Work Atischment 3. The employee will comply with al District rules and pol use of ind toct be serviced and maintained by the
© ot Stawa District servicing and stotat, o |eamoq-os provided and used by the employeo for business.
purposes.
x 4 wst make bie attempts o creals

Review and Subenit

 safe and healthy work eﬂvuov\menl The District may inspect the empioyee's remote work location
urng e oloyeo's nomal wor health and safety standards. The District will
provide at least a two-working-day piheg ot 1o 0 pecton oxoptinan emorgoncy, and tho Distictwil tate the feasons forthe inspection. The Distric agon will ol visit
long enough to confim health and safety standards are being met

be liabie for d: s personal or real property during the course of performance of official duties or while using District equipment in
Saon employee’s residence or other property. omopl whero tequied by law

Click on all of the red links found within
the guided steps.

If red links do not open by clicking on
them, try right-clicking to open.

Links will open in new window.

® Ve

® Vst

Continon:
® Vo

10.

* Vit

© Nt Staed

© Nt sunen

Remate Work Flasitilties
Program

Remats Wark Pailcy, Tarms &
"

Guideines: Sating Up an

Atsemative or In+Homs Omes

Complets and Save Remote Wer:
Anachment

® Uplaad Remats Work Attacnment

Read Guidelines for Setting Up an Alternative or In-Home Office.
Click Next to proceed.

[ Suomi

=

Guidelines: Setting Up an Alternative or In-Home Office

Aremote offica should ba in a sae, efficient, and in and around the awoid high traffic areas of the home

or altarmate locations.

Primary Considerations

1. Desk - Sturdy and able to supportthe weight of any peripharal squipment computars, printers, stc.) Conventional desks are typically 24 high. and computer dasks 26 high
2. Chair - Seats should be adjustable, indluding the headrest

3, Lighting - Work kghting shouid be directed toward the side or behind the line of vision. Bright light sources can diminish the sense of contrast. Overhead lighting is optimal for
offce work and comguter operaticn

4. Electicty - Avod ovaroading cruls. There shoukd bo encugh sowr outles 1o suppor the equigmen used. Cover ntarcoracing cables o place them autof walking
paths. Usa a surge profector fo connect near autiets v

5. Noise - Avoid and k
conceniration

19 sound minimized. Use doors ands 1o control extemal noises. Usa soft background music 1o maintain productivity and

6. Protecting data and equipment:
a. Position equipmant away from sunlight and other haal sources.
b surtaces and leave space around the ftam.

© Nt Suanes

© nats:

Review and Submit

& Dust equipment frequently
d. Do not eal or drink near 6q
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Complete and Save Remote Work Attachment. It is required to complete and attach
Click Next to proceed. Remote Work Attachment which includes
eligibility questions and Safety &
S s E : Ergonomic checklist.
f{mﬂmmwm- Complete and Save Remote Work Attachment ClICk or right—click on red ||nk to open
G B | Tl B s s o ol e attachment in new window.
11. ' et
. R Complete attachment and save copy for
your records to attach at next step.
Upload Remote Work Attachment. Click Next to proceed.
Click on Add Attachment to upload saved attachment from previous step.
12. Upload Remote Work Attachment
Add Document
No Document has been attached
Click on My Device. New window will open.
13.
Search and select your saved Remote Work Attachment. Click Upload.
File Attachment
14.
1 s v e e v
Click Done once you see Upload Complete.
File Attachment
15.
B HR_Remote Work Request_Attachment_NAME.pdf
B2 e Sie s5axe
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It is optional to add an additional note or description.
Click Next to Proceed

16. Upload Remote Work Attachment
o
Document ame Ouscrption Acachedy pr— sutn
s Ame |
Read and provide Acknowledgement of two statements by checking the boxes. This step is required.

Click Next to proceed.
If you have any questions or concerns,

il please discuss with your supervisor.

Conming Misrie Vasquez
el | [« e > [ sem

Remta Wodk Flexibilises Acknowledgement

17.

Complete nd Save Remote Hork
Atschrant

& Upload Hemote Wark Atschement
© Corgise

« Acknowiedgement
© oo

Make sure you have Visited and Completed each step of the request.
Click Submit.

Remote Worker Request

R Work Fieniisties Review and Submit
Frageam
- Start Date 04282021 fod e
Employes Responaisises & —
mpact on ClstaiRcations
o vama

18 Remots Work Paicy. Torms & s
. Cconamons '

® Visnns
Deszrption Amachea sy Anscnes

Guidelines: Setting Up an
Aiiemativs or inHome Offce * n A HR_Remote_Work_Rlequesi_Asschment_NAME pdi Carmna Mario Vosquez 042624 06 00,28 P
e

‘Complate 4na Save Remcte Work
Attachent

% Upload Ramots Wark Attachment
© Comgicte

x  Acaowecgement
© Comgiete

Reviaw and Submic
e

|

A prompt will as if you are sure you want to submit this request.
Click Yes.

19. Are you sure you want to submit this request?

=]

You will see pending approval workflow.
Confirmation page will show request has been submitted successfully.

20 Remote Worker Confirmation

./Hoquvst has been submitted successfully
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Approval Workflow

Campus President/

Campus

VPI/VPS/VPA Employee Relations Chancellor Review

Payroll Admin
Review

Employee Submits Reports To
Review

Request Supervisor Review

(Exemption
Requests)

Review

Reviewing Remote Worker Requests as SDCCD Employee

Once you have submitted a Remote Worker request, you may view the status at any time. To check the approval status, click on Approval Chain.

STEP | ACTION RESULT/NOTES

To check the approval status, click on Approval Chain. If for any reason your request is
pushed back for edits, you can
review comments made by
approver by clicking on

- | Approval Chain.

Sian D EedDun Farwasn Workar Troa St Fouesiar Approval Coain e

Saving Remote Worker Request to Complete Later

At any time while completing request, you may Exit and Save for Later.

STEP | ACTION RESULT/NOTES

Click on Exit and Save for Later found at top right corner.

1 Remote Worker Request B

=

You will receive a prompt asking if you are sure you want to exit the guided process.

2 Are you sure you want to exit the guided process? By exiting the guided process, you will be able to return to the last step you were working on and continue your guided process

[ Yes [ No
To return to the last step you were working on, click on the right carrot located on right
side of request.
Remate Worker Request
3.
‘Start Date End Date Remate Worsar Type Status Requesior Approval Chain Delete. =
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IT Technical Tips

1. It is recommended you use Google Chrome when logging into Employee Self Service.

2. If you have any issues viewing any of the options or screens within these steps, please log out, follow instructions to clear cache, and log back in
to try again.

Frequently Asked Questions

1. For any questions regarding Remote Worker policy, please reference AP-7170 Remote Work.

2. Only one Remote Worker request may be submitted at a time within any given date range.

3. For any questions regarding Remote Worker requests within Employee Self Service, please email: DLforHRSystems@sdccd.edu
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