BLUE RIDGE
ACADEMY

Telecommuting Allowance and Mileage
Reimbursement Policy

Blue Ridge Academy is committed to providing a mutually beneficial work environment for staff
and may offer remote work or telecommuting to some employees. Employees authorized by Blue
Ridge Academy to work remotely or telecommute are entitled to coverage of the pro-rata cost or
expense for the business use of their personal property or belongings. Blue Ridge Academy also

recognizes that some employees must use their personal vehicles for work-related travel. Employees
authorized by Blue Ridge Academy to use their personal vehicles for work-related travel are entitled

to reimbursement for that travel.

The purpose of the Blue Ridge Academy Governing Board adopting this Telecommuting, Mileage
and Allowance Policy is to do the following:

1. Explain Telecommuting and its Requirements

2. Outline the Purpose of the Telecommuting Allowance

3. Establish Employee Eligibility for the Telecommuting Allowance

4. Establish Temporary Eligibility for the Telecommuting Allowance

5. Outline Home Workplace Safety Guidelines

6. Explain the Telecommuting Allowance

7. Outline Equipment, Tools, Materials and Other Non-Reimbursable Expenses
8. Explain Confidentiality Requirements

9. Explain Mileage Reimbursement Policy

10. Establish Employee Eligibility Process for the Mileage Reimbursement

1. Telecommuting and its Requirements: Telecommuting is the practice of working at home or at
a site near the home instead of physically traveling to a central workplace. Blue Ridge Academy

believes some employees may benefit from remote work or telecommuting. If an employee is
deemed able to telecommute it will be outlined in the job description and/or employee’s
employment contract.

Y our telecommuting work hours will conform to a schedule agreed upon by you and your
supervisor. During working hours, your workspace will be considered an extension of our
workspace. The duties, obligations, responsibilities and conditions of Employee’s employment
remain the same and the Employee remains bound by the terms and conditions outlined in the
School’s Employee Handbook, including, but not limited to, all standards of conduct,
confidentiality obligations, and privacy concerns.

Telecommuting is an alternative method for meeting the business needs of Blue Ridge Academy.
It is not a universal employee benefit, and we have the right to refuse to make telecommuting
available to an employee. We may terminate an existing telecommuting arrangement at any time.
Any employee approved for or required to telecommute on a regular basis may be entitled to a
Telecommuting Allowance.



2. Purpose of the Telecommuting Allowance: Employees authorized by Blue Ridge Academy to
work remotely or to telecommute are entitled to coverage of the pro-rata cost or expense for the
business use of their personal property or belongings. Blue Ridge Academy provides coverage of
expenses through a monthly Telecommuting Allowance which is intended to be all inclusive and
compensate the employee for all costs and expenses, including the use of home internet, home
work space (physical space, utilities, etc.), cell phones or other devices necessary for the function
of the job. The allowance is also intended to compensate for standard office supplies and the cost
of incidental travel. Further information on incidental travel requirements and travel
reimbursements addressed in the Fiscal Policies and Procedures. The Telecommuting Allowance
is not intended to cover all home-related expenses as it is anticipated employees use covered
items such as internet, workspace, etc. for both personal and business uses. To address the
multipurpose use, Blue Ridge Academy provides for an allowance.

3. Employee Eligibility for the Telecommuting Allowance: Eligibility for the Telecommuting
Allowance is limited to employees either assigned or approved for telecommuting per the
telecommuting policy. Employees who occasionally work from home for their own benefit and
not for the benefit of the School may not be entitled to receive a Telecommuting Allowance.

4. Temporary Eligibility for the Telecommuting Allowance: In the event of an extenuating
circumstance, such as COVID-19, employees may be granted temporary eligibility for
telecommuting. In this instance, employees would qualify for the Telecommuting Allowance for
the duration of their time spent telecommuting.

5. Workspace Safety Guidelines: While telecommuting, Employee shall maintain a clearly
defined workspace that is kept clean, orderly and free from hazardous conditions and all exits of
the workspace shall be free of obstructions. All equipment used by Employee (both School
provided, and Employee owned) shall be in good working condition and Employee’s desk, chair
and other equipment are appropriately designed and arranged to eliminate strain on all parts of
the body.

Workers' compensation benefits may be available for any job-related accident that occurs in your
workspace during working hours. All job-related accidents will be investigated immediately.
Blue Ridge Academy assumes no responsibility for injuries that occur in your workspace outside
the agreed-upon work hours. You must agree to maintain safe conditions in your workspace and
to practice the same safety habits as those followed on our premises. If an injury occurs in your
workspace during work hours, you must immediately report it to the Blue Ridge Academy
Human Resources Department to get instructions for obtaining medical treatment.

Telecommuting Allowance: Eligible employees will be provided a flat fee stipend of $200 per
month as a Telecommuting Allowance. Employees who regularly split their time between a Blue
Ridge Office and their Telecommuting will be provided a flat fee stipend based on the regular
number of days per month they telecommute. The allowance will be divided into two payments
and paid as an addition to the employee’s twice monthly paychecks. Allowance will be paid over
twelve (12) months from July to June.

Any month an employee believes their actual Telecommuting expenses exceed the allowance;
the employee shall report the discrepancy to the School within ten (10) days from the receipt of
their Telecommuting Allowance check. Employees will be asked to provide documentation to
show their actual expenses.

Blue Ridge Academy shall review the Telecommuting Allowance policy on a yearly basis to
determine the sufficiency of the payment in covering the actual pro-rata expenses incurred for an
employee’s telecommuting expenses.



6.

10.

Telecommuting Allowance Opt-Out: Any employee may opt-out of the Telecommuting
Allowance for any reason. Employees who wish to opt-out of the Telecommuting Allowance
must submit their opt-out request to HR@theblueridgeacademy.com. A written request to HR is
also required to have the Telecommuting Office Allowance reinstated, if an employee chooses to
end the opt-out period.

Equipment, Tools, Materials and Other Non-Reimbursable Expenses: Blue Ridge Academy
will provide all telecommuting employees the necessary equipment in order to efficiently
perform the duties of their job. All School provided equipment and tools required for Employee
to perform that Employee’s job remain the property of the School. The School will provide for
repairs to School equipment and tools only. The Employee is responsible for repairs to any
Employee owned equipment or tools used by Employee. The Employee is financially
responsible for School owned equipment and tools if any are lost, stolen or damaged because of
that employee’s negligence, misuse or abuse.

If the Employee’s employment is terminated, Employee agrees to return all School owned
equipment, tools and materials to School within five (5) business days.

The following is a non-exhaustive list of goods that telecommuting employees may be eligible
for the School to provide: office supplies, furniture (i.e., desk, chair), printer/fax/copy machine,
computer/laptop.

If an employee chooses to use personal items in lieu of accepting the Blue Ridge Academy
issued items listed above, the employee waives all opportunity for reimbursement of the cost of
using those personal items.

Confidentiality: Employee is expected to ensure the protection of student and personnel privacy
concerns, including, but not limited to ensuring that no private student information requiring
protection by FERPA is disclosed to third parties without the parent’s/guardian’s consent,
protecting School computers from access by third persons, keeping confidential information in
locked cabinets and any other protective measures in light of your particular position.

Mileage Reimbursement Policy: Blue Ridge Academy provides a yearly travel expense
reimbursement to employees required to drive their personal vehicles for work-related travel. The
travel reimbursement is intended to reimburse employees for all vehicle-related expenses,
including gasoline, wear and tear, and personal auto insurance for all travel required in direct
consequence of the discharge of their job duties, but does not include regular commute time. Blue
Ridge Academy will not be responsible for traffic or parking violations. For those employees that
do not regularly commute to the Blue Ridge Academy office, travel to the office for job specific
tasks will be reimbursed.

Mileage Reimbursement Process: The standard reimbursement amount is broken down by
position and may fluctuate based on the required driving given the position. A current breakdown
of Blue Ridge Academy’s standard reimbursement amounts is reflected on Exhibit A to this policy.

If an employee believes the provided stipend amount is insufficient, the employee may seek to
receive reimbursement based upon actual miles and costs related to that travel in addition to the
mileage stipend. In order to do so, the employee must provide the School with a copy of valid
documentation that the employee has incurred an expense higher than the normal reimbursement.
Employees are responsible for maintaining an accounting of their mileage. Employees who believe
they will exceed the standard reimbursement amount should submit for pre-approval from the


mailto:HR@theblueridgeacademy.com

Superintendent or Assistant Superintendent. The School may periodically request follow-up
documentation to verify that the employee is incurring the claimed expenses.

When an employee is required to drive over 50 miles for a single work-related obligation, the
employee should seek reimbursement for that trip in addition to the regular mileage stipend.



Exhibit A

Standard travel reimbursement amounts are position-specific and fluctuate based on the driving
requirements given the position.

The following reflect standard travel reimbursement amounts:
All employees, unless otherwise stated, receive the standard policy allowance of $200 each month.

The following position’s amounts differ from the standard amount listed above based on the driving
requirements for the position:

Itinerant Special Education Teacher $1,000 each month



