Administrative Policy 5.9

Attachment A

Position Staffing – Telecommuting and Alternate Location Arrangements
For the purpose of this document, the term “telecommuter” or “telecommuting” refers to the work arrangement assigned on an ongoing basis that has been approved through the annual submission of the Telecommuting Agreement. Specific provisions for temporary remote work are noted accordingly.
I.
Telecommunications and Department real property
1. Telephones

1.1 
Telecommuters must obtain the expressed written permission from their division director before establishing additional telephone lines in their homes. Prior to approval, supervisors should consider if the telecommuter plans to use the telephone for over approximately 75% of their working time. Supervisors may also consider, in lieu of a separate business line, an office-based voice mail answering system whereby the telecommuter may call to retrieve messages on a routine basis. Telecommuters/programs are responsible for working with their appropriate division staff on the installation or removal of telephone lines. The telecommuter/program shall submit an electronic work order (form DH-61) through their division for approval to WorkOrders@health.mo.gov. The Bureau of General Services (BGS) will coordinate the phone line installation or removal upon receipt of the work order. Telecommuters will utilize the State of Missouri contract for long distance service. Toll-free or "1-800" lines are not authorized. Business lines will be used exclusively for department business-related calls. The Department’s Administrative Policy 11.2 Personal Telephone Calls will apply to this policy.
1.2 Telecommuters will be responsible for paying all charges to their local telephone company unless a direct bill account has been established. Division fiscal liaisons must pre-approve direct bill accounts. If the telecommuter utilizes internet services through a bundled package with their local telephone company, then a direct bill account cannot be established. (See section 3.7 of this document for more information on reimbursement of internet service.)
1.3 Direct bill telephone accounts and separate phone lines will not be established for temporary remote workers.
2. Property assigned to telecommuters
2.1 
The term, "property," when used in this context, represents all materials, furniture, and articles that are not normally considered office supplies. This includes, but is not limited to, desks, chairs, filing cabinets, telephones, computers, cell phones, printers, and vehicles.

2.2 
Transportation of property to the telecommuter's home: The telecommuter's supervisor must determine that a piece of furniture or other department property is considered vital or essential to the telecommuter's successful performance of their job. The supervisor, with the express written consent of the bureau/section chief or the next higher level of authority, will make arrangements to have the property transported to the telecommuter's home. The supervisor will first notify BGS to coordinate the best method of transporting the property. The supervisor will provide BGS with a written request to transport the property or a written request for authorization to contract the move of the property. The supervisor is responsible for making arrangements to have the property returned to the Department if the telecommuting agreement is terminated.
2.3 Property inventory: The telecommuter will complete and sign the Request for Listing of DHSS Fixed Assets/Telecommuter Equipment form (Form DH 87 located on the Department’s intranet). By completing and signing this form, the telecommuter assumes full responsibility for the real property.
2.4 Lost, damaged, or destroyed property: The term "lost" refers to items that are missing due to either neglect or theft. If the property is lost, damaged, or destroyed, the telecommuter will immediately notify his/her supervisor who will, in turn, notify the Division of Administration as outlined in the Financial Policy Manual, Policy 7.4 Policy and Procedures for Disposal of Non-Expendable Property.
2.5 Returning property to a department facility: If the telecommuter resigns or is terminated from employment, he/she will be responsible for promptly returning all department property to a department facility in accordance with the department policy contained in Administrative Policy 13.2 Termination of Employment. Telecommuters must contact BGS to arrange for pickup of department property. The supervisor shall be responsible for ensuring that all department property is returned and inventoried.

3. Computers, software, supplies, and support
3.1 
Any hardware or software purchased by the Department remains the property of the 
Department and will be returned to the Department, should the telecommuting agreement be terminated. Products developed while telecommuting or working remotely for the 
Department remain property of the Department. 

3.2 
Telecommuters and temporary remote workers using department software must adhere to the manufacturer's licensing agreements.

3.3 
For the purposes of the department’s hardware and software security when telecommuting or working remotely, employees must adhere to Administrative Policy Chapter 22 Information Technology.

3.4 
Telecommuters and remote workers will take all precautions necessary to secure sensitive information and prevent unauthorized access to any department system. 

3.5 
Department equipment and software used in an alternate location may not be used for personal purposes.
3.6 
Supplies required to complete assigned work at the alternate location shall be obtained during one of the telecommuter's in-office work periods (special trips to obtain supplies or the mailing of supplies to telecommuters is not authorized). Out-of-pocket expenses for materials and supplies typically available at the Department such as computer paper, ink pens, etc., will not be reimbursed.

3.7
Internet charges

3.7.1 Approved telecommuters: Submit the paid bill including all detail pages with monthly expense accounts for reimbursement, limited to 23.8% of the total bill. Direct billing of internet service is not permitted. Telecommuters are responsible for paying all internet charges to their local internet service provider.
3.7.2 Temporary remote work: Internet charges during such time periods will be reimbursed on a prorated basis to reflect the time the employee was assigned to remote work status.

3.7.3 Hardware and software support will be provided by the Office of Administration Information Technology Services Division (OA-ITSD) Help Desk. If problems cannot be solved over the telephone, the telecommuter/remote worker will arrange to bring his/her computer to OA-ITSD for service.

3.8 The Department will not provide support for the following:

· Software packages not outlined above.
· Hardware support for the telecommuter's own personal computer equipment and/or peripherals.
· Software installation other than those outlined above.
· Printing to any non-department printer and/or printer configuration.

4. Telecommuting office procedures 
4.1
Telecommuters will maintain standard office procedures and will strive to ensure the following:
· The Department receives no negative comments from external contacts about employees working at home.
· Communication between external contacts and department non-telecommuters is professional and constructive.
· Particular attention is paid to ensure clear, consistent communication with the receptionist and supervisor about telecommuting days.
4.2 Telecommuters shall submit their work schedule to their supervisor in advance. Office support staff must also be notified of the schedule either by the supervisor or the employee, as determined by the supervisor. The support staff will either take messages and send them to the telecommuter via electronic mail, or directly forward the call to the telecommuter's work site. Telecommuters shall contact the support staff about calls or messages received only to clarify messages or in the event of the inability to connect electronically with the Department.
4.3 Telephone
4.3.1
The office telephone will be answered in a business-like manner during business hours.

4.3.2 
Department, not personal, home answering machine messages will convey a professional image. The office answering machines or state issued cell phone message will begin "You have reached (your name) of the Missouri Department of Health and Senior Services (your division, unit, etc). I am unavailable to take your call. Please leave a message or, if you need to speak to someone immediately, you may call (your support staff or supervisor’s number)."
4.3.3
Clients will not be given a telecommuter's home telephone number or home address. This will eliminate the potential for clients attempting to reach telecommuters at home during non-business hours and on days when the telecommuter is working in the main office.
4.3.4 Telephone calls will be returned in a prompt manner.
4.3.5 Telecommuters will follow all department travel regulations.

5. Department building work space allocation for telecommuters 
5.1
It may be necessary for a telecommuter to have access to one or more DHSS facilities in some cases. DHSS identification badges will enable an employee to access DHSS office buildings only if a request is submitted to the Bureau of General Services (BGS). Permanent or temporary access may be requested through the employee’s chain of command to the division director.

5.2
To allow for the most efficient use of office space, facility managers, with the coordination of the telecommuter's supervisor, may provide general purpose space only for those times the telecommuter must be in the office. This workspace will not be assigned for the exclusive use of the telecommuter but will be shared with other telecommuters and/or temporary office staff.

6. Telecommuter home office
6.1

The telecommuter shall maintain the designated work area in a clean, professional, and safe condition.

6.2

The employee’s home work area shall be considered an extension of the agency workspace. 

6.3
Telecommuters’ tax implications related to the home work area are the responsibility of the employee. Employees are advised to consult with their insurance agent and a tax consultant for information regarding home-work sites. Individual tax implications, auto and homeowner's insurance, and incidental residential utility costs are the responsibility of the employee.

6.4
Telecommuters who work at home will manage dependent care and personal responsibilities in a way that allows them to successfully meet job responsibilities.

7. Official station of department employees 
7.1

For approved telecommuters, their home or alternative work site is their official domicile. Travel reimbursement will be based on travel to and from their official domicile. If temporary remote work is authorized under this policy, travel to and from the official domicile is not reimbursable.

8. Telecommuting agreement (see attachment B)

8.1
The application shall be submitted for the upcoming calendar year no later than November 1st. This application shall include the following:
· The physical address of the remote work location.
· The telecommuting schedule; including days of the week and hours of work.
· The department assets, including cost, that are necessary to telecommute.
· The non-department assets that will be utilized during telecommuting.
· How the employee will protect from disclosure the work products they create/access/use at the remote location.
· An analysis of initial and ongoing costs associated with the individual telecommuter, excluding such costs as would be assumed by the Department for employees regardless of work arrangement, such as:
· Personal Computer; including CPU or laptop, monitor, keyboard, surge protector, and software.
· Chair.
· Business cards.
· ID Badge.
· A description of the benefits to the Department, the employee, and customers/clients if telecommuting status is approved (i.e., improved customer service, improved productivity, reduced costs, etc.)
· An explanation of how their office responsibilities will be addressed when they are not at the Department’s physical office (i.e., how the telecommuter will retrieve phone messages left at the Department’s office, how the telecommuter will retrieve mail sent to the Department’s office, etc.)
· A listing of available broadband providers and costs associated with providing high-speed internet to the telecommuting location. If needed, assistance can be provided by calling the OA-ITSD Help Desk.
8.2 If an employee fails to submit a telecommuting application by November 1st for the upcoming calendar year, his/her telecommuter status will be terminated.
8.3 An application for telecommuting must be approved in writing by the supervisory channel, with final approval by the division director. 
8.4 A signed copy of the agreement will be sent to the Office of Human Resources (OHR) for retention in the employee’s personnel file by the originating unit after final approval is received.

8.5 If any level of management denies an application for telecommuting, the decision becomes final and does not proceed up the chain of command. A copy of the denial will be sent to OHR. 
8.6 For approved telecommuter agreements, the supervisor shall conduct at least one unannounced virtual visit to the telecommuter’s work site to determine compliance with all department policies and the telecommuter agreement. Virtual visits shall be conducted using FaceTime or a similar application that allows the supervisor to view the work site in real time without recording. Additional reviews shall include virtual on-site visits, caseload or inspection activities, or other face-to-face monitoring reviews. Documentation and comments from these reviews shall be kept in the unit’s personnel file for the employee. This review must be completed annually before the telecommuter’s renewal. 
8.7 The supervisor will conduct reviews of the expenses associated with each telecommuter, via a review of expense accounts and state car utilization, to ensure that the charges are allowable under departmental policy and that they are reasonable in nature. Failure to comply with this provision will result in termination of the employee’s telecommuting status.
8.8 Each division will be responsible for initiating the timely return of a telecommuter to a DHSS facility if the telecommuting arrangement is terminated.
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