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	Policy 5.9 – Telecommuting and Alternate Location Arrangements



I. 
PURPOSE
To establish rules and standards for department employees that telecommute and for those that supervise employees that telecommute.
II.
DEFINITION
Telecommuting is an alternative work arrangement that permits an employee to work in an approved location other than a department or other state office building.

III. 
 POLICY 
Telecommuting on an ongoing basis may be an option for certain employees. An employee, his/her supervisor, and division management must agree to the telecommuting arrangement and submit a Telecommuting Agreement (attachment B) to the Office of Human Resources (OHR). The Department reserves the right to terminate telecommuting agreements at any time. 

An alternate remote work arrangement may also be implemented on a temporary basis if the need arises due to inclement weather, continuity of operations (COOP) activation, or special projects. In those instances, division management approves the alternate work arrangement and a Telecommuting Agreement is not required. However, if an alternate work arrangement becomes long-term, written authorization must be obtained from division management and a Telecommuting Agreement must be completed.

Alternate work arrangements do not change the basic terms and conditions of employment with the Department. 
Employee salary and benefits will not change due to alternate work arrangements.
Professionalism in terms of job responsibilities, work output, and client orientation will continue to follow the standards set for all department personnel.
Clients should be unable to distinguish a telecommuting employee from a non-telecommuting employee.
The amount of time an employee is expected to work will not change due to an alternate work arrangement. For example, employees working full-time will be responsible for 40 hours per week. Timesheets are to be completed according to Administrative Policy Manual 15.5 Time Accounting and Department Electronic Leave and Time Accounting (DELTA) System.
Department employees, no matter their work location, are subject to department and state policies and procedures. 

Procedures applicable to alternate work arrangements are outlined in attachment A.

1. Authorization to telecommute 
1.1
A supervisor must ensure the following conditions are met prior to authorizing telecommuting or alternate work arrangements:
· An employee’s job duties must be of a type that can be successfully completed outside of a department office setting with minimum supervision. There should be no difference in the level and quality of service provided to or by the Department as a result of the telecommuting/alternate work arrangement. 

· An employee must have reliable high speed internet access (DSL/cable modem, etc.). Dial-up services are not allowed as they do not provide adequate bandwidth and speed. 

· An employee’s supervisor must be able to measure the quality and quantity of the employee’s work to assess objectively the alternate work arrangement.

· An employee must have demonstrated an ability to work without direct supervision, be organized, disciplined, meet deadlines, and manage distractions.

· An employee’s need for specialized materials and/or equipment must not pose an undue hardship for the Department.

· An employee’s alternate work location must not adversely affect his or her job performance or coworkers’ duties and responsibilities.
1.2 If telecommuting will be approved on an ongoing basis, an application (attachment B) must be submitted at the beginning of the telecommuting arrangement and each year thereafter. The application shall be submitted for the upcoming calendar year no later than November 1st.
1.3 Each division will be responsible for submitting a telecommuter list to the Office of Human Resources no later than January 1st of each calendar year. 
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References

· Administrative Policy 15.5 Time Accounting and Department Electronic Leave and Time Accounting (DELTA) System

· Administrative Policy Chapter 22 Information Technology 
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