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Appendix A
Email Template from Supervisor to Employee
Date:	
To:	[employee email]
Cc:	[department administrator email]
	[CALS HR manager email]
Subject: 	Telecommuting arrangement	
Dear [employee]:
Considering the COVID-19 pandemic, UW–Madison is committed to taking all reasonable steps to ensure the safety and health of its students, employees, and other stakeholders. One way to limit the possible spread of COVID-19 at work involves telecommuting. You have been selected as an employee who will be telecommuting, effective [insert date]. I am sending this communication pursuant to the addendum to the campus telecommuting policy (see attached). This email outlines the general parameters of the telecommuting arrangement and of your options if you prefer not to telecommute. 
I will be following up with you on your specific job duties and on other details, but the general principle is that you will perform fundamentally equivalent tasks while telecommuting and will do so pursuant to the provisions outlined in UW–Madison’s telecommuting policy, which is contained in the second file attached to this email. Please read that policy carefully. 
Questions undoubtedly will arise as we move forward with this arrangement, and I want you to know that you can reach out to me at any time for guidance. The best ways to reach me during this time period are my wisc.edu email account or my cell phone, which is [insert number].
If you do not wish to telecommute, please let me know within the next 72 hours to discuss your options. In general, at this time, you could choose to take accrued paid leave or leave without pay in lieu of telecommuting. I encourage you to review UW–Madison’s COVID-19 webpage for the latest updates and guidance on this topic. See https://covid19.wisc.edu/.
I understand this outlines a significant change in how you accomplish your work. Thank you for embracing this change. I appreciate your understanding as we strive to limit the spread of COVID-19 and to continue the important work we do at UW–Madison. 

Sincerely,

[Supervisor]

Please attach the addendum to the telecommuting policy to the email – Attachment1.
Please attach the original telecommuting policy to the email – Attachment2.



Rev. 3.12.2020

Rev. 3.12.2020
image1.png
Y

WISCONSIN

IIIIIIIIIIIIIIIIIIIIIIIIIIII




