School Board of the City of Virginia Beach
Regulation 4-31.2

PERSONNEL

Remote Work and Remote Werking-Work Agreements

The School Division recognizes that in certain circumstances it is practical and efficient to allow
authorized employees to work from an-alternate-werktoeationa remote location. Authorization
for remote work is granted at the School Division's sole discretion. Approved remote
wetlkingwork is appropriately provided to assuareensure the goals and mission of the School
Division are accomplished in a productive, thoughtful, and economical manner and is not
provided solely for the -employee’s' convenience. Authorization for an employee to work
remotely in the Commonwealth of Virginia is granted at the discretion of the appropriate Chief
Officer. Each year, at the start of the school year (July 1 through June 30), a completed Remote

Work Questionnaire and Remote Work Agreement must be submitted to the Department of

Resourees—TheReseurees—The following procedures outline the circumstances under which
Rremote Wivork arransements-Agreements may be made:

A. Definitions

1. Alternate-or-Remote Work Location: A space not owned or leased by the School

Division.

2. Assigned-School Division Worksite: The location where an employee typically

performs School Division works.



3. Remote Work: The performance of the-essential funetions-ofan-employee’sjob
deseriptionin-an-alternate-workloeation-all assigned job duties from a remote

location and the employee is not regularly required to report to a designated

School Division worksite during scheduled work hours.

4—Remote Worker: An employee who performs all or part of assigned job duties
from an approved remote work location rather than the employee’s designated

School Division worksite under an approved has-an-aetive-Rremote working Work
Aagreement.on tile and works remotely on a consistent schedule.

5. Remote Work Agreement: A :-A-written document signed by an employee and

the applicable Cehief Oefficer; authorizing an employee to work remotely. The

Remote- Work-AgreementRemote Work Agreement is valid from July 1% to June

30" of the current school year and will need to be renewed annually.

5—Remote Work Questionnaire: A:-A form-eompletedwritten document completed
by the supervisor to assess whether a specific position is suitable for remote work

and to determine if the employee is a viable candidate to participate in a Rremote

Wivork Aagreement.




7. Full-time Remote Work: The employee performs all assigned job duties from an
approved remote work location and is not regularly scheduled to report to a

School Division worksite as set in an approved Remote Work Agreement.

7—Episodic Remote Work: The employee performs job duties from an approved

remote work location for specific circumstances and time periods on an

occasional basis. The-is not a fixed schedule. A-sttuation-in-which-an-employee

8.

——HybridHybrid Remote Work: The employee performs job duties from an
approved remote work location and a School Division worksite at least one day
perweek. A sttuation i which an employee consistently works remotely at least
B R e

9.

B. Eligibility

1. Except in extraordinary circumstances, an employee must have received, at
minimum, a “proficient” or “effective” in all standards on the employee’s last

most recent performance evaluation and have completed the probationary period.

2. The employee must have a work history that demonstrates effieient

wetkproficiency without close supervision.



3. The employee must be computer literate, have an available and suitable
designated workspace at the effsite-remote work location, and have access to any
computer and telecommunications equipment necessary for the completion of the

tasksjob duties.

4. By the nature of their-the positions, the following types of employees may not

normally be eligible for an ongoing Rremote Wivork Aagreement:

a. School-based employees when schools are in session and students are

physically present.

b. Supervisory instructional employees when schools are in session and

students are physically present.

c. Employees who are non-exempt and eligible for overtime under the

Fair Labor Standards Act (FLSA).

d. Employees whose physical presence at the assigred-School Division

worksite is essential to the performance of theithe duties.

Principals must still approve teachers working remotely when a teacher workday has been
designated as eligible for remote weorking-work by the Superintendent. The above-listed
eligibility factors do not apply in this context.

C. Alternate-Remote Wwork Llocation - Within the Commonwealth of -Virginia

+—A remote nalternate-work location in the Commonwealth of Virginia must be
clearly communicated and approved in a Remote Work Agreement -prior to an

employee ustrg-performing assigned job duties at the remote work locatione.



2. ——General rule - A remote work location must be within the Commonwealth

of Virginia.
Varginta: All remote work performed pursuant to an approved Remote Work
Agreement must occur at a location within the Commonwealth of Virginia unless

the Superintendent or designee approves an oeut-of-sstate Rremote Wivork

applieationAgreement -

D. —Out-of-Sstate Rremote Wwork Llocation— - -Ppermitted in Eextenuating

Ceircumstances Oenly

—Approval of an
employee’s request to have a remote work location that is not located eut-ef-state
irgintaywithin the Commonwealth of Virginia Remete-wotkperformed-at-alocation-outside-the
Commenwealth-of- Virginta-1s only authorized-prehibited-exeept in extenuating circumstances

and when expressly approved in writing by the Superintendent or designee.

1. -General Ceonditions for Aapproval. Approval of an out-of-state remote work
location-, thereinafter “remete-workeut-efstateout-of-state remote work,”) remete
weotk-1s granted at the sole discretion of the Superintendent or designee, is non-
precedential, and may be revoked at any time, for any reason, and without

advance notice.

2. Approval of an Oeut-of-Sstate Rremote Wwork Llocation. Approval is
conditioned upon compliance with applicable law and regulation and the

Superintendent’s or designee’s agreement to assume responsibility for the costs



and filing or reporting requirements for the state in which the employee is

working from.

-Request and Approval Procedure.

a.

Any request for an out-of-state remote work location leeatton-shall be
submitted in writing through the employee’s supervisor, the applicable
Chief Officer or designee, the Chief Financial Officer or designee and
the Chief Human Resources Officer or designee for review prior to

consideration by the Superintendent or designee.

The request shall describe the extenuating circumstances, the proposed
work location, the anticipated duration of the arrangement, and the
manner in which the employee will continue to perform the essential

functions of the position.

No out-of-state remote work may commence prior to the
Superintendent’s or designee’s written approval and execution of an

amended Remote Work Agreement -

d —The Superintendent or designee may only approve an out-of-state
remote-work-agreementRemote Work Agreement if the Chief
FinaneeFinancial Officer or designee determines that it is financially
reasonable to comply with the applicable taxes and/or fees, insurance
costs or similar costs required by the state and/or city/county in which
the remote worker is applying to work from. Such determination will
be made part of the appleationagreement for out-of-state remote work.
Approval ferof aan remete-work-out-of-state remote work -location



may be revoked if, after the date that the remete-werkout-of--efstate
remote work Jeeatierlocation is approved, the Chief FinaneeFinancial
Officer or designee determines that it is no longer financially
reasonable to comply with the other state’s requirements or any

Virginia requirements for out-of-state remote workers.

de.

Employee Obligations and Division Protections. An employee
approved to work remotely from a location outside of the Commonwealth of
Virginia shall remain subject to all applicable School Board policies, School

Division regulations, and Remote Work Agreement reguirements;requirements.

2

attendaneeisrequired:and-(vi)>-Tthe employee shall maintain the confidentiality

of the School Division data and comply with all Department of Technology

requirements while working from the approved out-of-state remote work location.

5. —+—Duration and Review. Approval of out-of-state remote work shall
be limited to the duration of the extenuating circumstance and shall be reviewed

by the Superintendent or designee at intervals not to exceed every ninety (90)



business days. Approval shall not extend beyond the term of the underlying
Remote Work Agreement and must be re-approved in writing by the
Superintendent or designee in connection with any subsequent Remote Work

Agreement.

6. -s——Work Location. The assignment of employees to specific work
locations is a management right reserved to the School Division. Additionally,
school administration has the authority and responsibility to determine the
methods, means, and operational requirements by which employees perform their
assigned duties in order to meet the educational and organizational needs of the

school and the School Division.

h——Conditions of Wwork Llocation and Wwork linjury Rreporting
Rrequirements. The alternate-remote work location must be free of distractions,
and the remote worker must be accessible by email, virtual meeting platforms,

and/or phone during work hours.

4. ab The employee must contact theirthe supervisor
immediately if an emergency occurs at the alternate-remote
work location that prohibits the employee from performing
their-the job duties, including a phone or internet outage. Fhe

| e | l ksite ] |
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5 b2 Work-related injuries that occur in the alternate
remote work location must be reported to the supervisor and
require adherence to workers’ compensation reporting

procedures.



6. ¢c3 If there is reason to believe that unsafe conditions
exist at the alternate-remote work location, or if workers’
compensation claim(s) are filed by the remote worker, the
School Division reserves the right to inspect the alternate

remote work location by giving the employee notice.

+ 8. +—Reimbursable Eexpenses, Ppayments for or Rresponsibility for

Out-of-State Remote Wwork-Rrelated Eexpenses. The School Division will
reimburse the expenses, provide a-stiperda Data Communication Allowance
and/or Emergency Communication Allowance, or otherwise take responsibility
for reasonable werkrelatedwork-related expenses for the out-of-state remote
worker in accordance with the applicable law or regulation of the state, city or
county where the employee is approved to work and/or in accordance with
applicable Virginia law or regulation. The application for out-of-state remote
work -appreval-must include the agreed expenses, reimbursable amounts or
responsibilities for payment for the anticipated costs of reasonable work-related
expenses as agreed to by the applicant and the School Division. The agreement

regarding wetrkrelatedwork-related expenses may be altered. Unless-autherized-to

equipmentfurnitureand-seftware): Agreements regarding reimbursements or

work-related expenses must meet IRS requirements for either accountable or

nonaccountable plans. Additionally, the School Division must reimburse
employees approved for out-of-state remote work if the work-related expenses
cause the employee’s earnings to fall below applicable minimum wage laws or

regulations.

9. +——School Division Oewned Ssoftware and Equipment.: School
Division- owned software may be installed on an employee-owned computer,

subject to license agreements, and if no longer deemed necessary by the



supervisor to the remote worker's work assignment, must be removed upon
termination of the #Remote wWork errangementaAgreement. School Division

owned software should not be used for personal reasons.

9-a.Employees who have been approved to work remotely must
obtain permission from thei-the supervisor to use School
Division equipment in a remote location and will be
responsible for maintaining and protecting the equipment on
loan. Equipment on loan shall be used for work-related
purposes only and its use is governed by acceptable use
policies. Employees must immediately report any School
Division equipment, such as devices and hardware, that is
damaged, compromised, or lost. Use of personal equipment to
perform work-related duties is subject to conditions set by the

employee’s supervisor.

H-b.2) EEmployees are responsible for protecting all data

and ensuring compliance with all regulations regarding

confidentiality of materials.

P: E. Circumstances that Mmay Wwarrant Hhybrid or Eepisodic exlimited-Rremote
weorking-Work by Eemployees.

An employee may be authorized to work remotely on a hybrid schedule or episodically when it is

determined that the employee’s duties may be performed on such a schedule without



wnterferinginterfering with or disrupting the work of the employee’s department.freman

E: F. Guidelines for Rremote werkingWork.

1. Working remotely is not an entitlement; rather, it is a job assignment for
employees to complete thei-the assigned duties and responsibilities from a

location other than the assigned School Division worksite.

+—The supervisor must complete the Remote Work Questionnaire, and both the

employee and supervisor must review, sign, and submit the Remete-Werk



AgreementRemote Work Agreement for approval annually. Remete-Werk

3. Remote work may not be used in lieu of taking personal leave, sick leave
or annual leave. However, with approval of the Chief Officer or designee, an
administrator may determine whether it is appropriate to offer remote work as an
opportunity for temporary, partial, or full return-to-work from illness/injury or for
disability accommodations. The department must contact the Office of Employee

Relations whenever a disability aceommedations-are-beingaccommodation is

considered.

4. Working rRremotely is nN#ot a sSsubstitute for dBdependent cCeare.
While performing work duties remotely, employees are expected to have
dependent care arrangements in place, and proof of dependent care may be
requested. However, there may be unplanned, unusual, or temporary
circumstances (e.g., an unscheduled remote workday in which schools are closed)
when remote work may be an appropriate short-term workplace flexibility for
employees with caregiving responsibilities. These short-term temporary

circumstances should represent the exception and not the rule.

5. -Remote work assignments do not change the conditions of employment,
contract/work hours, compensation, or benefits. Employees approved for remote
werkingwork must comply with all School Division policies and procedures and
meet all evaluation performance standards. While presenting from a remote
location, apparel, background settings, language, etc., should adhere to normal

elassroom/work locations and School dDivision standards.



5 6. -:An employee’s performance when remete-werkingworking remotely will
be monitored in the same manner as employees at an-assigreda School Division
worksite. The performance standards should be based on a results-oriented
approach and should describe the quantity and quality of expected work products

and the method of evaluation.

6. 7. —During the employee’sempleyees’employee’s normal werking-work

hours, the employee must be available to communicate with the employee’s

supervisor and other work-related contacts and perform assigned tasks.

* 8. -In--person attendance at the employee’s asstgned-worksite for on-site
meetings, conferences, training sessions, and other activities may be required at
the sole discretion of the supervisor. Transportation for such attendance is the

employee's responsibility.

& 9. =Supervisors are required to ensure the work hours of non-exempt
employees are documented in compliance with School Division standards and the
FLSA. A weekly log of duties performed while working remotely may be required

by the supervisor.

9. 10.-  During emergency closings or similar circumstances, supervisors will
communicate with those employees eligible to work remotely the expectations for

continuing work during emergency closings or circumstances.

= G. Procedure for Rrequesting the Oepportunity to Rremote Wwork.

+—I1. -Prior to submitting a Remeote WorkAgreementRemote Work Agreement,

the position's eligibility for remote work and an employee's candidacy to
participate in remote work should be evaluated by the supervisor and approved by

the Chief Officer using the VBCPS -Remote Work Questionnaire. The Remote



Work Qguestionnaire will be forwarded to the Department of Human Resources.

3. A -RemoteWorkAgreementRemote Work Agreement, signed by the employee and
approved by the supervisor and Chief Officer or designee must be submitted to
the Department of Human Resources indicating whether the request is for hmited;

episodic, hybrid, or full-time remote work.

——The Chief Officer or designee approving the remete-work-agreementRemote Work

Agreement is responsible for compliance with the requirements contained in this

Rregulation and outlined in the -Remote WorkAgreementRemote Work

Agreement -as well as easuringensuring that remote work is treated consistently

and equitably within their-the department. The-Chief Officer-or-designee-will-be




5:2.The School Division may terminate the remete-work-agreementRemote Work

Agreement for any reason at its discretion at any time and without advance notice.

6:3.If an employee is to work remotely due as-to an accommodation for medical or
disability reasons, the supervisor will consult with the Office of Employee

Relations in the Department of Human Resources prior to initiating the request

and before terminating the remoteworkarransementRemote Work Agreement.

4. All Remote Work-AgreementRemote Work Agreements are maintained in the

employee’s personnel file.

Related Links

Regulation 4-45.1

Regulation 4-45.4

Regulation 4-87.2
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