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TELEWORK POLICY TEMPLATE
Purpose
To promote telework as a means of achieving administrative efficiencies (i.e. reducing office and parking space), reducing traffic congestion and transportation costs, and sustaining the hiring and retention of a highly qualified workforce by enhancing work/life balance.

Definitions 

Alternate Work Location: Approved work sites other than [COMPANY NAME]‘s offices where official business is performed. Such locations may include, but are not limited to satellite offices, co-working spaces, and employees’ homes. 	

Formal Teleworking: A voluntary work arrangement where supervisors permit employees to perform their usual job duties at an agreed upon alternate work location for all or part of their regular work week. 

Informal Teleworking: A short-term remote work arrangement, such as working from home during emergency closings at the central workplace, on the road during business travel, or to accommodate employees with a partial or full return to work from family or medical leave. All informal teleworking arrangements are made on a case by case basis, focusing on the business needs of the company first. Such informal teleworking arrangements are not the focus of this policy. 

Teleworker: An employee who, under formal agreement with [COMPANY NAME], performs her/his usual job duties in an alternate work location usually at least one day per week or at least 32 hours per month.  

Teleworking Agreement: [COMPANY NAME]’s written agreement with the employee that details the terms and conditions of the employee’s work at their alternate work location or central workplace.

Who Telework Applies to & Scope

This telework policy applies to [COMPANY NAME]’s full-time and part-time classified and wage employees. [COMPANY NAME] considers teleworking to be a viable alternative work arrangement in cases where employee, job, and supervisor characteristics are suited to such an arrangement. Teleworking is not an entitlement, but rather a management option. A teleworking agreement in no way changes the terms and conditions of employment with [COMPANY NAME] or required compliance with company policies and procedures.

Eligibility

Employees requesting a formal telework arrangement must have be employed with [COMPANY NAME] for a minimum of [xx] days of continuous, regular employment and must have demonstrated satisfactory performance, in accordance with the company’s performance appraisal process. To participate in teleworking, a teleworking agreement must be completed and signed by the [COMPANY NAME]’s Human Resources representative, the employee, and the employee’s supervisor. 
[COMPANY NAME] supports teleworking for employees with job duties that lend themselves to this arrangement provided certain requirements are met. All positions do not lend themselves to teleworking arrangements. 

Suitability for teleworking depends on job content, rather than job role, title, or work schedule. Employees should achieve and maintain an acceptable job performance level to qualify for teleworking.
Applying to Participate in Telework & Approval 

Either an employee or a supervisor can suggest telecommuting as a possible work arrangement. Prior to teleworking, the employee and the employee’s supervisor must sign the teleworking agreement and comply with the conditions set forth. A Human Resources representative also must be made aware of and sign the teleworking agreement. 
When considering entering into a teleworking agreement, the employee and their supervisor, with the assistance of the human resources department, will evaluate the suitability such an arrangement paying particular attention to the following areas:
· the needs and work habits of the employee, including employee performance,
· whether the employee’s job responsibilities are appropriate for teleworking, 
· any equipment needs, work space considerations, and scheduling issues,
· tax and other legal implications for utilizing the employee’s alternate work location for company business, based on IRS, state and local government restrictions. Responsibility for fulfilling all obligations in this area rests solely with the employee. 

If the employee and supervisor agree and the human resources department concurs, a teleworking agreement will be prepared and signed by all parties and a [x] month trial period will commence. At any time during the trial period, the teleworking agreement may be discontinued at will, at the request of the employee, or at the request of the company.

At the conclusion of the trial period, the employee and supervisor will evaluate the arrangement and make recommendations for continuance or modifications. Evaluation of employee performance beyond the trial period will be consistent with that received by employees working at the office. Employees should achieve and maintain an acceptable performance rating to qualify for teleworking. Either the supervisor or the employee may terminate the teleworking agreement at their discretion, preferably providing two weeks’ notice.
General Provisions

Employees who telework must maintain compliance with all [COMPANY NAME] policies, procedures, and guidelines. In accordance with company policy, [COMPANY NAME] will compensate employees as required by the Fair Labor Standards Act and the company’s policies and pay practices. 
The total number of hours that employees are expected to work will not change, regardless of their work location. Teleworking is not designed to be a replacement for appropriate child or elder care. Although an employee and supervisor may agree to a modified schedule to accommodate other responsibilities, the focus of the teleworking arrangement must remain on job performance and meeting work obligations during work hours. 

Injuries sustained by the employee while at their alternate work location and in conjunction with their regular work duties are normally covered by the company’s workers’ compensation policy. Employees are responsible for notifying [COMPANY NAME] of any accident or injury suffered in accordance with the company workers’ compensation procedures. The employee is liable for any injuries sustained by visitors to their alternate work location. Visits by co-workers for business reasons must have prior supervisor approval.
Equipment & Communication

Employees entering into a teleworking agreement may be required to forfeit use of a personal office, work station, or parking space in favor of a shared arrangement to maximize company office and parking space needs. 
[bookmark: _heading=h.gjdgxs]The employee is responsible for ensuring an appropriate work environment within their alternate work location. [COMPANY NAME] will not be responsible for costs associated with the initial setup of the employee’s alternate work location such as remodeling, furniture, or lighting, nor for repairs of modifications to the alternate work location. Employees will be offered appropriate assistance in setting up a work station designed for safe, comfortable work. 
[COMPANY NAME] will determine, with information supplied by the employee and the supervisor, the appropriate equipment needs for each telecommuting arrangement on a case by case basis. The human resource and information system departments will serve as resources in this matter.
[COMPANY NAME] will supply the employee with appropriate office supplies (pens, paper, etc.) for successful completion of job responsibilities. The company will also reimburse the employee for all other company-related expenses (phone calls, shipping costs, etc.) that are reasonably incurred in accordance with the employee’s job responsibilities. 
Equipment supplied by the organization will be maintained by the company. [COMPANY NAME] accepts no responsibility for damage or repairs to employee-owned equipment. Equipment supplied by the company is to be used for company business only. The employee is responsible for taking appropriate action to protect company equipment from damage or theft. Upon termination of employment, all company equipment will be returned to the company, unless other arrangements have been made. 
The company’s expectations of information asset security for employees working in the office full-time also apply to employees working at alternate work locations. Teleworking employees are expected to ensure the protection of proprietary company and customer information accessible from their alternate work location. 

The employee is responsible for being accessible by phone or modem within a reasonable time period during the work schedule agreed upon with their supervisor in the teleworking agreement. Employees who telework must notify their supervisor immediately of any situation that interferes with their ability to perform their job. The supervisor is responsible for ensuring that teleworking employees maintain effective communication with co-workers.
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