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TELEWORK

Employees interested in telework may initiate the process by completing a Telework Assessment Form in partnership with their supervisor.  The supervisor and the employee will evaluate the suitability of such an arrangement with consideration, at a minimum, of the following prior to approving the telework request: 

· Job Responsibilities – The employee and supervisor will discuss the job responsibilities and determine if the job is appropriate for teleworking.  Appropriate positions include those that require limited direct service responsibilities such as working with children, students, families, etc.
· Suitability of remote work environment – Dedicated, secure, and physical location where employee can effectively conduct business, complete tasks and confidentiality can be maintained.
· Suitability of supervision – The supervisor can effectively perform supervisory responsibilities (e.g., coaching, focusing on staff/team results, facilitate meetings, sustain community, etc.)
· Suitability of employee – This will be determined via a collaboration between the employee, their supervisor, and program executive.

Once the Assessment form is completed and the supervisor determines that the position and employee are suitable for telework, the employee completes a Telework Agreement Form available in NEOED eForms.  The telework agreements will be on an employee-by-employee basis and may be modified and/or ended at any time based on follow-up review via the Telework Assessment form. Employees are expected to maintain the same performance expectations when working at a PSESD site and/or telework location.

Employee’s salary, benefits, worker’s compensation, and other employer provided benefits remain consistent for employees with or without a Telework Agreement.

Terms of Employment
The Telework Agreement does not alter or supersede the terms of the existing employment relationship. A Telework Agreement is not a contract or promise of employment nor does it provide any contractual rights to continue employment. 

Employees shall abide by all policies, procedures, guidelines, and job performance standards and evaluation requirements governing employees of PSESD.  Union represented staff should also refer to the Collective Bargaining Agreement (CBA).

Employees approved to telework must maintain a safe and productive home work environment consistent with working in the office/site including meeting privacy and confidentiality requirements.  Employees are responsible for the cost of home office furniture (e.g., desk, chair, printer, monitors, etc.)  and associated costs including utilities.  

While teleworking, regular meetings will take place between the employee and supervisor as scheduled. Meetings may be conducted via video, phone call, in-person or by another forum. Meetings while teleworking must take place in a safe workspace and shall not take place while driving a vehicle.  Additionally, the employee is expected to attend meetings in the same manner and as if the parties were meeting face-to-face (e.g. video meeting with video typically on). Employees are expected to adhere to PSESD’ professional image guidelines during regular scheduled meetings when on camera, consistent with an employee working in the office and/or site.

Work Hours
The employee and their supervisor will collaborate to set the employee’s telework schedule, and the employee agrees to be accessible and available during such times by telephone, email, video conferencing, or other common agency communications methods.

Non-exempt employees are required to record and report all hours worked and leave time on the PSESD Cost Allocation Form (CAF). Any overtime must be pre-approved by the supervisor and all hours worked more than scheduled work hours must be reported.

Employees shall follow regular programmatic guidelines relative to scheduled breaks and lunchtime.  If the employee is unable to work due to illness or other personal matters, the remote employee must report the absence to their immediate supervisor in accordance with PSESD policy.

Equipment & Expenses
PSESD provides staff with the necessary equipment (e.g., hardware, software, shredder, etc.) to perform their jobs.  During telework, staff may (safely) transport their laptop to their telework location as needed. The use of PSESD office supplies (e.g., paper, writing materials) shall be made available consistent with an employee working at the office/site. 

PSESD will not assume responsibility for the cost of personally owned equipment, repair, service, operating costs, home maintenance, or other costs incurred by the employee for the use of their homes as a remote work location.

Privacy and Information Security
In accordance with PSESD’s information security policies and Agency Technology department guidelines (see Telework Policy for associated, cross-referenced policies), while teleworking employees are expected to ensure the protection of proprietary PSESD and children/family information accessible from their remote work location. Such steps include, but are not limited to, the use of a locked file cabinet, password protected documents, and limited access to PSESD network or information. All paper containing PSESD information must be shredded before throwing it away. Lock bags must be used if transporting confidential information to/from the remote location to the office.  If a personally owned computer or device is used to access agency resources, it shall be up to date on antivirus and software patches, and the device should be dedicated use, not shared with other family members.  Additional restrictions may apply based on individual circumstances.

Employees that need to access the PSESD’s network may only access the network using the Agency's remote access resources, as outlined on Agency Technology's intranet site. ESD systems may reject a connection from any personal device that is not up to date on software and security patches.  The employee must never provide non-employee access to the PSESD equipment, network or share network access passwords.

Property and Equipment
Employees working remotely acknowledge and understand that they are responsible for PSESD property that is damaged, destroyed, or lost while in the remote employee’s care, custody, or control.

The ability to use a laptop, iPad, or other approved device while working remotely for business purposes is granted on an individual basis under appropriate circumstances to employees whose job responsibilities and duties are suited for such an arrangement. This is not an entitlement nor is it an organization-wide benefit. Use of a specified device is not appropriate for all positions and must be approved by the supervisor, appropriate program executive, and Director of Agency Technology.

PSESD staff are provided necessary equipment (e.g., hardware, software, etc.) at their PSESD worksite to perform their work as determined by their duties and responsibilities. Items provided to an employee are for business purposes only.  Staff that transition from working at PSESD work site to teleworking shall consult with their supervisor regarding any equipment that may be transferred to their remote work site.  Any equipment transferred to an employee’s remote work site must be documented on the Telework Agreement Form available in NEOED eForms.  In the event of transfer, end of telework agreement, or end of employment, the employee must return equipment to their supervisor within three (3) business days.

Employees must check their homeowner’s/renter’s insurance policy for incidental office coverage.  PSESD does not assume liability for loss, damage, or wear of employee-owned equipment.

In accordance with PSESD’s information security policies and Agency Technology department guidelines, employees are expected to ensure the protection of proprietary PSESD, children/family information, and potentially sensitive or legally protected data accessible from any remote work location. Such steps include, but are not limited to, storing electronic documents/resources in Office 365, OneDrive or designated team file space (Teams, network drive, etc.), the use of a locked file cabinet and limited access to PSESD network or information. All paper containing PSESD information must be shredded before throwing it away. Transporting confidential information to and from the remote work locations must be done in a manner that ensures that the information is protected.

PSESD Agency Technology will repair and/or facilitate warranty repairs on covered computers issued to the employee by the PSESD. The employee is responsible for following Agency Technology department guidelines and rules for equipment use. The employee is financially responsible for any intentional damage to equipment, damage resulting from gross negligence by the employee or other person in the employee’s household, or damage resulting from a power surge when no surge protector is used. The employee must exercise due caution/diligence for virus protection.

The employee agrees to return, in good working order, all PSESD-owned equipment and property upon request or if the agreement is terminated for any reason. PSESD may pursue recovery from the employee for PSESD property that is deliberately, or through negligence, damaged, destroyed, or lost while in the employee’s care, custody, or control. PSESD will cover damage or theft of equipment that occurs outside the employee’s control.

Use of a specified device (laptop, iPad, etc.) is for PSESD business purposes only. Staff approved to telework will ensure a proper work environment is maintained consistent with working in the office/site to meet privacy and confidentiality requirements.  


Safety & Injuries
The remote work location used for teleworking is considered an extension of the PSESD office space. Employees must engage in telework in an appropriate workspace such as an office, conference room, etc. Employees are responsible for maintaining a safe, hazard-free, and secure work area to minimize the risk of injury. While teleworking, employees will have the same responsibilities for following safe practices, accident prevention, and accident reporting as in PSESD work sites. Employees shall notify their supervisor immediately of any injuries incurred while at their remote work location and in conjunction with their regular work duties that may be covered by the PSESD’s on-the-job injury reporting via WCT – UP. PSESD is not responsible for injuries that occur in the employee’s home office or other work location during non-working hours or outside of the course and scope of an employee’s job duties.

Employees shall be liable for injuries to third parties and/or members of the employee’s family or household for injuries sustained on the employee’s premises.  Remote employees who permit third parties to enter their at-home work areas should review their homeowners or renters’ policy with their insurance carrier to be certain they have adequate coverage.

Ergonomic assessment of the employee's at-home workstation is available through a virtual format. Employees may request a virtual ergonomic assessment by submitting photos of their home workstation to RiskServices@psesd.org.  The WCT/UP Risk Services Team then schedules a virtual assessment shortly thereafter.  PSESD may inspect the employee’s work area to determine if the site is conducive for teleworking and meets appropriate security and safety guidelines.  The employee will be granted a 48-hour notice prior to such an inspection. 

Child, Dependent and Elder Care
We recognize that staff have a need to balance their work and personal needs and may have the need to provide limited care for a child, dependent, and/or elder while teleworking. However, telework is not intended to serve as an alternative for daily child, dependent or elder care.  Should staff need time off to provide such support, staff may use their accrued annual and/or sick leave in accordance with the associated policies/procedures and/or other types of leave.

Modification or Termination of Telework Agreement
The availability of telework arrangements may be modified or ended at any time at PSESD’s sole discretion. Any modifications to the Telework Agreement must be made  by completing a new Telework Agreement.  In the event the end of Telework Agreement, PSESD will provide no less than two weeks’ notice to the employee.

PSESD will not be held responsible for costs, damages, or losses to the employee resulting from the termination of the agreement.
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