GO COMMITTEE #5
November 19, 2012
Update

MEMORANDUM

TO: Government Operations and Fiscal Policy Committee
FROM: Justina J. Fer@%' “gislative Analyst
SUBJECT: Update — Err;ployee Teleworking Program

The following persons will be present for the worksession:

Joseph Adler, Director, OHR
Steve Sluchansky, OHR, Manager, Labor and Employee Relations
Anita Brady, Manager, Training and Organizational Development

BACKGROUND

Telework is a work arrangement away from the principal office in which employees work at a
time or place that allows them to accomplish their work in an effective and efficient manner. It
brings work to the worker instead of bringing the worker to the work.

Issues that are driving telework implementation:

o advances in technology

o transition from Industrial Age to Information Age

o sociological trends (dual wage earner, single parent families, work and family life
balance)

o changing worker values (emphasis on work/family balance and need to reduce stress)

o social and political pressures for environmental conservation

o organizational pressures to be more competitive, reduce operating costs and improve
ability to recruit and retain workers

o continuity of operations and disaster recovery

o steeply rising gas prices

The report, The Incredible Disappearing Office: Marking Telework Work, pulled data from the
2010 U.S. Census and other sources and concluded that nationwide telework numbers across
many industries are increasing. It found that the proportion of employees who work
predominately from home has more than tripled in many industries over the last decade and
doubled nationwide among all full-time (non-self-employed) U.S. workers.



The report notes that the private sector is embracing telework because it increases employee
morale and productivity, provides work-life balance and reduces costs for enterprises that adopt
it. Also it reduces office space needs and increases the amount of time employees spend working
versus commuting and improves ability to recruit and retain workers. Some businesses see
improved organizational cost efficiency in facility, health care, and other operating costs and see
telework as an economic development strategy. While employers may not be able to increase
compensation or provide other incentives, some have focused on telework as a benefit to entice
employees to stay or hire on.

According to Tod Newcombe, Editor of Public CIO magazine, teleworking or telecommuting is
a viable alternative for employees all over the board. He believes that a well executed telework
program can help in building the next generation work force, aid government in a disaster, save
energy and cut traffic congestion. It saves in employer/commuter costs — lower workspace and
electricity costs for employers, lower direct commuting costs for employees -- but also in terms
of environmental impact and in moving local governments closer to their mandated carbon
footprint and recycling goals. Attached at ©1 is the Telework Coalition’s (TelCoa), America’s
leading nonprofit telework education and advocacy organization, top ten reasons to Telework.

Attached and cited below are recent new articles related to telework.

News Articles
11-2-12 Stuck at Home? Tips for Working The Wall Street Journal ©42
10-30-12  Could Sandy Give Teleworking A Boost? The Washington Post ©43
10-21-12 Working from home grows in popularity across The Washington Examiner ©48
area
9-18-12 Teleworking trends gain momentum in private Unified Communications ©49
sector

9-10-12 Telework guru takes phoning it to new levels at The Washington Post ©50
patent office

8-12-12 Derecho blackouts demonstrate the need for more  The Washington Post ©54
federal telework options

7-18-12 Telework points to management issues in and out  The Washington Post ©56
of the office

7-13-12 Teleworking: A good but still-struggling idea The Washington Post ©59

7-9-12 Telework is a work in progress The Washington Post ©61

FEDERAL GOVERNMENT

Telework Enhancement Act

The signing of the Telework Enhancement Act in December 2010 (the Act) at ©2-20, set in
motion a transformation of the Federal telework program. The Act applies to all Federal



agencies and provides a framework of requirements designed to ensure a more systematic
implementation of telework than previously existed and adequate notice to employees of their
telework eligibility status. Satisfying these requirements has meant a fundamental shift in how
agency stakeholders view and implement telework -- from a strictly individual employee benefit
to a strategic organizational change program.

The potential for agency benefits drives telework implementation. Aligned with agency strategy
and mission, telework supports achievement of objectives increasingly important for operation of
an efficient and effective Federal Government, including cost savings and improved
performance, and maximizing organizational productivity. Developed as a strategic program,
telework is a powerful agency recruitment and retention tool with the capacity to improve the
competitive position of the Federal Government for recruiting and retaining the best possible
workforce. Leveraged as a management tool, telework mitigates potential disruptions to
workplace productivity (e.g., severe weather).

The Act specifies roles and responsibilities for the Office of Personnel Management, General
Services Administration, Office of Management and Budget, Department of Homeland Security,
National Archives and Records, Administration and others to provide overall guidance to Federal
Executive agencies. It creates baseline expectations for agency programs and helps agencies
implement those programs as effectively as possible. The Act provides overall policy guidance
for Federal agencies, touching on various aspects of telework including security, emergency
planning, official worksite and information technology. Individual Federal executive agencies
are responsible for formulating their own telework policies, programs and procedures within this
framework and reporting and monitoring the progress of telework in their agencies.

The Act specifically requires that each agency:

o Establish a policy under which eligible employees can telework.

o Determine the eligibility for all its employees to participate in telework.

o Notify all its employees of their eligibility to telework.

e Designate a Telework Managing Officer (The Act requires a certain status for the
TMO as a senior official.)

* Provide interactive telework training to eligible employees and their managers and
requires employees to complete the training prior to signing a telework agreement.

Telework Model and Telework.gov

The Telework Enhancement Act of 2010 is “a framework of identifying and training eligible
employees, backed by appropriate policy and support, effective management oversight, and
timely reporting...(that) offers a model not only for public agencies but also private organizations
seeking to implement their own telework programs.” The Office of Personnel Management and
the General Services Administration established an interagency website to provide easy access to
information about telework in the Federal government — Telework.gov. Telework.gov is a
resource that provides information and links to information under the following headings:
Guidance and Legislation; Policies and Procedures; Reports and Studies; Tools and Resources;
Telework Act of 2011; Frequently Asked Questions; Key Practices; Basics for Employees; Basics


http:Telework.gov
http:Telework.gov
http:Telework.gov

for Managers; Training, etc. The website also has a Guide to Telework in the Federal
Government and a Recipe Book which has information on performance measurement, skills
development, technology customer service and subject matter expert tips.

Telework Oversight

The Federal Government has various oversight measures in place to ensure an efficient telework
program. Departments initially determine which employees may be eligible based on certain
criteria, including confidentiality requirements of the work product. Employees then perform a
self-assessment to determine if they are good candidates for productive performance in a
telework arrangement. The department and employee then enter into a formal telework
agreement. Formal telework agreements include the following items to ensure compliant
workspaces and data safety: '

Location of the telework office (home, telework center, other);

Equipment inventory (what is supplied by the employee, agency, or telework
center);

In general, the job tasks that will be performed while teleworking;

Telework schedule;

Telework contact information;

Safety checklist (certifying that the home office meets certain standards); and
Expectations for emergency telework.

Barriers

The major barriers to telework implementation in Federal agencies are: management resistance,
technology and security concerns. Some of the other lesser barriers are: nature of some jobs,
budget constraints, office coverage, organizational culture, training, reluctant employees, revising
policy, and mission requirements.

Summary

Well-established and implemented telework programs provide agencies a valuable tool to meet
mission objectives while helping employees enhance work/life effectiveness. Specifically,
telework: 1) is a useful strategy that improves continuity of operations to help ensure that
essential Federal functions continue during emergency situations; 2) promeotes management
effectiveness when telework is used to target reductions in management costs, better leverage
technology, and environmental impact and transit costs; and 3) enhances work-life balance, i.e.
telework allows employees to better manage their work and family obligations, retaining a more
resilient Federal workforce able to better meet agency goals.

D.C., HOWARD AND FAIRFAX COUNTIES, MARYLAND AND VIRGINIA

The Washington D.C., Fairfax and Howard County governments all have information about
employee telework programs on their websites. Washington D.C. provides the employee



telecommuting application and policy on its website. Howard County provides the employee
telework request form, telework agreement and assignment forms, telework office checklist and
Alternative Work Schedule policy on its website. The State of Maryland website provides access
to its employee policy on telework and to its Agency Teleworking Implementation Manual. Staff
has materials from these jurisdictions available for review upon request.

Fairfax County provides a narrative on the benefits of and its support for telework on their
website. It also includes the email address of their Telework Program Manager to respond to
questions from county businesses and individuals. Currently, more than 1,000 Fairfax County
employees telework on average of one day a month. Fairfax County is the first jurisdiction to
reach and exceed the regional goal set by the Metropolitan Washington Council of Governments
to have 20 percent of the eligible workforce teleworking one day per week or more by the end of
2005. Telwork! VA is the primary source for businesses, individuals and government agencies to
start or expand a telework program in Northern Virginia.

MONTGOMERY COUNTY

The GO Committee was last updated on County government and agency employee teleworking
programs in October 2008. Since that time the U.S. economy experienced a major recession,
technology improved, gas prices soared, the job market shrank and the Telework Enhancement
Act was signed into law. Due to the recession, County government and some businesses saw a
decline in the number of telecommuters due to several factors: shrinking job numbers, shifting
assignments, and nervous employees.

Committee Discussions

Various aspects of telework have been discussed by different Council committees: commuting
and traffic congestion, tax credits for businesses, changes in demand for office space,
environmental conservation, and disaster recovery/business continuity. For example, the PHED
Committee has discussed the shrinking need for office space as the Federal government and
businesses provide more opportunities for telework. Reduced office demand eases traffic
congestion experienced on County roads. On the other hand, empty office space and reduced
development present other issues for consideration by the Committee.

Tax Credit

In 2005 the Council approved a telecommuting tax credit to be allocated in 2006. Below is the
current information on the tax credit. While the number of applications stopped during the
recession, the Department of Finance received an application to be applied in FY12 and it is
predicted that more applications will be forthcoming.

Montgomery County Home Computer Telecommuting Incentive Tax Credit:



Levy Year Amount § Recipients

2012 Application pending 1
2011 0 0
2010 0 0
2009 0 0
2008 0 0
2007 $1,337 2
2006 $3,412 5
County Telework Plan

On September 14, 2004, the County Council adopted a resolution supporting the Interagency
Telework Initiative and calling for an interagency operational telework plan and progress updates
(©21-22). The resolution also acknowledged the Council’s endorsement of the Metropolitan
Washington Council of Government (COG) goal of having 20 percent of eligible employees
participating in telework programs by 2005. An Interagency Telework Implementation Team
was formed that developed the original operational plan attached at ©23-31. The Plan included
common definitions, principles and targets to be used by each agency. It also specified those
areas in which agencies would need to create their own distinct approaches and policies.

County Agencies

Attached in the packet are the most recent 2012 written updates on telework from Montgomery
College ©32-33, Montgomery County Public Schools (MCPS) ©34-35 and Maryland-National
Capital Park and Planning Commission (M-NCPPC) ©36. The College, MCPS and M-NCPPC
have adopted employee telework policies and procedures that are readily available on their
websites. The information includes telework agreements and other materials for employees of
Montgomery College and M-NCPPC. Staff has these materials available for review upon
request. County agencies do not have employees who use telework centers. M-NCPPC, County
government and the College also use alternative work schedules as an option for employees.

The number of approved teleworkers has increased significantly at Park and Planning and
slightly at MCPS. The College has a small decline; however, only half of their employees are
eligible for telework. The County government has not submitted it numbers.

"AGENCY | February | © Change
L 2006 2006 02008 | | 2012 | 2008 to 2012
MCG** +23 %ok *% ;
MC* +23 68 -16 1
M-NCPPC* +6 113 +95
MCPS* 10 181 +171 196 +15
Total 08 321 +223 377 +154

*The College has a total of 2,166 employees; M-NCPPC has over 2,500 employees; MCPS has a total of 22,236
employees, and MCG has 8,850.
**The chart will be updated when data is received from MCG.



County Government

OHR continues to work with County departments to identify various alternative work schedule
options available through collective bargaining and the personnel regulations — 10-hour day/4-
day work weeks (“4/107), compressed schedule, flextime, etc. At the MFP Committee meeting
in 2008, Council staff suggested and Committee members agreed that data on informal
teleworking arrangements should be provided and attempts should be made to capture a more
accurate picture of what County employees are doing.

Today’s discussion will focus on the County government telework program and what is being
done to adopt a telework policy and move forward with an official telework program. Telework
has the potential to fundamentally change the way public service is delivered but requires an
organizational culture shift. '

Given current County fiscal constraints, teleworking can be an attractive benefit to employees.
While the County is currently focusing on alternative work schedules such as the 4/10 workweek,
the teleworking option is a more cost effective benefit and one in which the Council has
expressed interest. Other County agencies have adopted policies and are implementing telework
programs, but the County has not, and no official personnel regulations have been adopted. One
item available on the County website is a “Helpful Tips” page on the Department of
Transportation webpage. The County developed a 2006 Interim Telework Program Outline
entitled “10 Steps to Telework” (©38-40) but it is not available on the County website or on the
County intranet.

At packet deadline, OHR provided a timeline and materials for the County government
Telework/Alternative Work Schedules Program. These materials are included at the end of this
packet and may be duplicative of some of the materials provided by Council staff. A quick
review of the materials shows that the County continues to use its interim telework policy and
focuses on alternative work schedules

For FY 13 the County did negotiate the following language in the MCGEO agreement:

Article 56 -Teleworking and Alternative Work Schedules

The parties agree to work together to identify and offer opportunities for teleworking
and Alternative Work Schedules for bargaining unit employees. Teleworking and
Alternative Work Schedule shall be referred to the County-Wide LMRC for the
purpose of establishing a county-wide policy, no later than December 31, 2012,
containing but not limited to the following: availability, job selection criteria,
implementation procedures, employee accountability while teleworking and training
of managers.

Discussion Questions

e What are the barriers keeping the County government from adopting a telework policy and
program?



e When will the county-wide LMRC (Labor/Management Relations Committee) meet and
conclude its work on telework and alternative work schedule issues? What can be done to
accelerate the process?

e Since the LMRC will be discussing a county-wide policy, will “unrepresented employees” be
a part of the committee deliberations?

e Will the LMRC be encouraged to review the work of others who have expertise in telework
programs such as the Federal government model and other (local) government models?

e Should there be a telework advocacy program and a telework manager leading the program?

This packet contains: ©
The Telework Coalition’s (TelCoa) Top Ten Reasons to Telework 1
Highlights of Telework Enhancement Act of 2010 2
Telework Enhancement Act — Security Guidelines 4
Guidance for Federal Agencies 6
General Questions on the Act 7
Telework Policies 9
Eligibility 11
Telework Agreements 13
Training 14
Performance Management 15
Accommodations for Employees with Disabilities 17
Telework Managing Officer 18
Resolution 15-743, Interagency Telework Initiative 21
Interagency Operational Telework Plan, November 2004 23
2012 Agency Updates:
Montgomery College 32
Montgomery County Public Schools
M-NCPPC 34
Helpful Tips” from the Department of Transportation website 37
2006 Interim Telework Program Outline entitled “10 Steps to Telework”™ 38
News Articles
Telework/Alternative Work Schedules Program materials provided by OHR 64

FAFERBER\OHR\Telework\Telework-GO-11-19-12 doc



The Telework Coalition’s (TelCoa)

Top Ten Reasons to Telework.

For the Employer and the Economy:

e Create jobs, improve competitive advantage, and foster the ability to better
compete in an increasingly globalized economy via homeshoring/homesourcing

e Reduce costs: real estate, facilities, direct labor, business travel, and other
overhead expenses; notably liability and health insurance

e Improve recruiting and retention of skilled labor for enhanced productivity,
creativity, and higher quality work product results

¢ Provide hope and economic opportunity (especially in rural areas) for service
disabled veterans, others with disabilities, older workers who desire to remain in
or reenter the workforce, and for part-time employment reducing reliance on
benefit programs

For the Employee:
e Better balance family and work responsibilities, become self reliant, and
participate more often in local activities
e Retain a larger percentage of earnings for a higher quality of life and less
dependence on outdated over stressed institutions

For the Environment and Society
e Lower carbon footprints, greenhouse gas emissions, and improve air and water
quality
e Reduce dependence on foreign energy, especially petroleum
e Lessen highway congestion, reduce the need for capital intensive transportation
‘solutions’ (highway, rail, bus, parking garages, security, etc.) and lower ‘rush
hour’ transit related accidents and fatalities
Decrease the impact from or likelihood of natural disasters, pandemics and terrorist
events
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Guidance for Federal Apencies

What Are the Highlights of the Act?

The Telework Enhancement Act of 2010 is a key factor in the Federal Government's ability to achieve
greater flexibility in managing its workforce through the use of telework. Well-established and
implemented telework programs provide agencies a valuable tool to meet mission objectives while
helping employees enhance work/life effectiveness. The signing of this law was the culmination of years
of legislative activity to advance Federal telework. Here are several highlights of the Act and its
provisions, at a glance:

e Signed into law by President Barack Obama on December 9, 2010

o Applies to all Federal Executive agencies

¢ Provides a framework for Federal agencies to better leverage technology and maximize the use of
telework

o Will help agencies recruit new Federal workers; help retain valuable talent; improve the ability of
the Federal Government to maintain Continuity of Operations (COOP) to keep Government
operational during National security incidents, natural disasters, or other emergencies; and
enhance the ability of Federal employees to better manage their work and family obligations

e Requires each agency to establish a policy under which eligible employees can telework

o Directs agencies to designate a Telework Managing Officer (TMO)

e The TMO is responsible for policy development and implementation related to telework

http://www telework.gov/Telework Enhancement Act/Highlights/index.aspx 9/24/2012
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programs; serves as an advisor to agency leadership on telework matters; is a resource for
managers and employees on telework; and is the primary agency point of contact with the Office
of Personnel Management on telework matters

o Generally, requires agencies to provide interactive telework training to eligible employees and
their managers and requires employees to complete the training prior to signing a telework
agreement

o Outlines responsibilities and expectations for policy guidance, reporting and monitoring of
telework

» Not later than 180 days from enactment (June 7, 2011), the Act requires agencies to:

o Establish a policy authorizing eligible employees to telework
o Determine eligibility for all of its employees to telework
o Notify all agency employees of their eligibility to telework

e Requires a written telework agreement between the employee and manager, regardless of whether
telework is routine (i.e., regularly scheduled and recurring), or situational, episodic such as ad-hoc
telework for special projects or unscheduled telework when Federal offices are closed due to
inclement weather '

» Requires agencies to provide an interactive telework training program to eligible employees and
their managers and requires employees to complete the training prior to signing a telework
agreement (the head of the agency may make an exception for employees with existing
agreements who have been teleworking)

o Requires every Executive agency to incorporate telework into their Continuity of Operations
(COOP) plans

o Provides for agency consultation with various agencies for guidance and support including the
Office of Personnel Management (OPM), General Services Administration (GSA), Office of
Management and Budget (OMB), the Department of Homeland Security (DHS), including the
Federal Emergency Management Agency (FEMA), National Archives and Records
Administration (NARA), and the National Institute of Standards and Technology (NIST)

» Requires every Executive agency to work in coordination/consultation with OPM to satisfy
mandatory data collection and reporting requirements beginning with the first report to Congress
not later than 18 months from enactment (June 2012) and on an annual basis thereafter

¢ Requires OPM to maintain a central telework website that includes specific information/guidance
as described in the Act, including coordinated links to information provided by GSA and FEMA

¢ Requires OMB to issue guidelines by June 7, 2011 (180 days), to ensure the adequacy of
information and security protections for information and information systems used while
teleworking; also requires OMB to issue policy guidance by April 8, 2011 (120 days from
enactment) on purchasing computer systems that enable and support telework

About Telework.Gov
Important Links

Site Map

Contact Us

i

U.S. Office of Personnel Management
U.S.General Services Administration

http://www.telework.gov/Telework Enhancement Act/Highlights/index.aspx 9/24/2012
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EXECUTIVE OFFICE OF THE PRESIDENT
OFFICE OF MANAGEMENT AND BUDGET
WASHINGTON, D.C. 20503

THE DIRECTOR July 15,2011

M-11-27

MEMORANDUM FOR THE HEADS OF EXECUTIVE DEPARTMENTS AND AGENCIES

FROM: Jacob 1, :
Director

SUBJECT: Implementing the Telework Enhancement Act of 2010: Security Guidelines

President Obama signed into law the Telework Enhancement Act of 2010 (the Act;
Public Law 111-292) on December 9, 2010, to improve telework across the Federal government.
As part of its telework program, each agency must ensure that adequate information and security
protections for information and information systems are used while teleworking. This
memorandum provides guidelines on security requirements for the implementation of the Act, as
required by 5 U.S.C. § 6504(c).

Telework provides multiple benefits for the Federal government, including resource
savings, improved sustainability, employee recruitment and retention, as well as supporting the
continuity of operations. With the passage of the Act, more Federal workers will soon begin to
work from home or at shared government spaces to improve productivity, reduce the overhead
costs and real estate footprint of the Federal government, and continue to deliver timely services
to the public.

Telework leverages innovative technologies to allow Federal employees to work from
any location to improve productivity, assure continuity of operations, and respond to the
changing needs of the workforce. Some Federal agencies are testing effective telework models
found in the private sector, such as “hoteling” stations. These stations provide laptop
connections and can double or triple the number of workers in a work space; this maximizes
space, reduces costs, and should be applied government-wide whenever possible.

The Administration has set up central resources across agencies that provide guidance
and best practices for effective telework management, implementation, and monitoring. ' The
Office of Personnel Management (OPM) has recently issued a Guide to Telework in the Federal
Government.” OPM, in collaboration with each agency, will compile and submit an annual
report on the telework programs of each agency, beginning with the first report submitted 18
months after enactment of the law (June 2012), and annually thereafter.

! hittp://www.telework.gov
2 hitp:/fwww.telework. gov/guidance_and_legislation/telework_guide/telework _guide.pdf
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Telework also provides Federal employees the ability to continue working during
inclement weather, emergencies, or situations that may disrupt normal operations. However,
telework is only as effective as the technologies used to support it, which is why it is critical for
agencies to take immediate action to ensure that their employees are properly equipped.

If not properly implemented, telework may introduce new information security
vulnerabilities into agency systems and networks. To prevent security incidents, agencies are
responsible under the Federal Information Security Management Act of 2002 (FISMA) (Title I1I,
Pub. L. No. 107-347; 44 U.S.C. § 3541-49) to provide protection for information and
information systems commensurate with risk. Agencies must continue to follow Office of
Management and Budget (OMB) policies, National Institute of Standards and Technology
(NIST) standards and guidelines, and Department of Homeland Security (DHS) security
reporting requirements. NIST has issued standards and guidelines to assist with the protection of
remote devices; agencies should refer to NIST’s sccurity telework site for more information
(http://csre.nist.gov/telework).

Agencies are expected to implement security telework policies to best suit their unique
needs. Ata minimum, agency policies must comply with FISMA requirements and address the
following:

controlling access to agency information and information systems;
protecting agency information (including personally identifiable information) and
information systems;
limiting the introduction of vulnerabilities;
protecting information systems not under the control of the agency that are used for
teleworking;

¢ safeguarding wireless and other telecommunications capabilities that are used for
teleworking; and

¢ preventing inappropriate use of official time or resources that violates subpart G of the
Standards of Ethical Conduct for Employees of the Executive Branch by viewing,
downloading, or exchanging pornography, including child pornography.

Agency chief information officers (CIOs) must identify a technical point of contact to
DHS (FISMA.EFNS@dhs.gov) to aid with the implemcentation of telework security requirements.
This point of contact will serve as a technical manager and must have operational and technical
expertise to implement the Act within the agency.

Please direct questions on the security requirements referenced in this memo to the
Cybersecurity Performance Management Office, Federal Network Security Branch, DHS at
FISMA .FNS(@dhs.gov or 703-235-5045. For NIST-policy related questions, please email
telework(@nist.gov.
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Guidance for Federal Agencies

Guidance for Federal Agencies

This section offers specific Office of Personnel Management (OPM) guidance to Federal agency staff
responsible to implement the Telework Enhancement Act of 2010. The guidance is presented in
question/answer format, based on the most commonly received questions from the agencies on the Act.

General Questions on the Act

Telework Policies

Eligibility (including limitations and exceptions
Telework Agreements

Continuity of Operations

Training

Pay and Leave

Agency Closure

Performance Management

Official Worksite

Recruitment and Retention

Accommodations for Emplovees with Disabilities
Telework Managing Officer

Reporting

Facilities and Equipment
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General Questions on the Act
What is the Telework Enhancement Act of 2010 (the Act) and why is it important?

The Telework Enhancement Act of 2010 (Act) is the common name for Public Law 111-292, signed by
President Barack Obama on December 9, 2010. The passage and signing of the Act was a significant
milestone in the history of Federal telework. It is a key factor in the Federal Government's ability to
achieve greater flexibility in managing its workforce through the use of telework. The Act reflects the
Federal Government's conviction that well-established and implemented telework programs provide
agencies a valuable tool to meet mission objectives while helping employees enhance work/life
effectiveness.

What does the Telework Enhancement Act of 2010 (the Act) require Federal agencies to do?
Among other provisions, the Act:

e requires each Federal agency to establish a policy under which eligible employees can telework

o mandates that each agency determine the eligibility for all of its employees to participate in
telework

e requires that each agency notify all of its employees of their eligibility to telework

o directs agencies to designate a Telework Managing Officer (TMO)

e requires agencies to provide interactive telework training to eligible employees and their managers
and requires employees to complete the training prior to signing a telework agreement

e outlines responsibilities and expectations for agencies with regard to policy, policy guidance and
support; reporting and monitoring of the progress of telework in the various agencies

Does the Act mandate telework for Federal employees?

No, the Act does not mandate telework or promote telework for its own sake. Instead, it asks agencies to
implement telework as a workplace flexibility that assists agencies to maintain continuity of operations
and reduce management costs while also improving Federal employees' ability to balance their work and
life commitments. The Act encourages an increase in the use of telework, but only for employees who
choose to do so.

How long do agencies have to implement the provisions of the Telework Enhancement Act of 2010
(the Act)?

The Act requires Federal Executive agencies to immediately:

e designate a Telework Managing Officer (TMO)
o take steps to incorporate telework into their Continuity of Operations (COOP) plans

Within 180 days from enactment of the Act (i.e., by June 7, 2011), agencies are required to:
e establish a policy under which eligible agency employees may be authorized to telework

e determine employee eligibility to participate in telework
o notify all employees of their eligibility to telework.

@

http://www.telework.gov/Telework Enhancement Act/Guidance/index.aspx 9/24/2012


http://www.telework.gov/Telework_Enhancement_Act/Guidancelindex.aspx
http:Telework.Gov

Telework.Gov - Guidance for Federal Agencies Page 3 of 15

What agency roles and responsibilities are outlined in the Act?
Every Federal Executive agency is responsible to:

establish a policy under which eligible employees may be authorized to telework

determine employee eligibility to participate in telework

notify all employees of their eligibility to telework

incorporate telework into Continuity of Operations (COOP) plans

ensure that each eligible employee authorized to telework enters into a written telework agreement

with his/her supervisor

e ensure that an interactive telework training program is provided to eligible employees and their
managers and that employees successfully complete training prior to entering into a written
telework agreement

¢ designate a Telework Managing Officer (TMO) to serve as the primary point of contact with OPM
on telework matters on behalf of the agency

o while developing telework policies, consult with OPM as needed for policy guidance in various

areas such as performance management, pay and leave, recruitment and retention, etc.

* & & & 0

The Office of Personnel Management (OPM) is responsible to:

¢ provide consultation, policy and policy guidance to the agencies on telework in the areas of pay
and leave; agency closure; performance management; official worksite; recruitment and retention;
and accommodations for persons with disabilities.

o assist each agency in establishing appropriate qualitative and quantitative measures and
teleworking goals

o consult with the Federal Emergency Management Agency (FEMA), the General Services
Administration (GSA), and the National Archives and Records Administration (NARA) on
telework policy in areas that include COOP, technology, equipment, dependent care, and records
management

OPM is further responsible to maintain a central telework website (www.telework.gov), that includes
telework links, announcements, and guidance developed by OPM or submitted by FEMA and GSA
(OPM is required to post FEMA and GSA guidance no later than 10 business days from receipt).

OPM, in collaboration with each Federal executive agency, is required to compile and submit annual
reports on the telework programs of each agency, beginning with the first report not later than 18 months
after enactment of the Act (June 2012), and on a yearly basis thereafter. In addition, OPM is tasked with
researching the utilization of telework by public and private sector entities that identify best practices and
recommendations for the Federal government; and to review the outcomes associated with an increase in
telework, including the effects of telework on energy consumption, job creation and availability, urban
transportation patterns, and the ability to anticipate the dispersal of work during periods of emergency,
and to make findings available to the public.

The Office of Management and Budget (OMB) is required to:

¢ consult with the Department of Homeland Security (DHS) and the National Institute of Standards
and Technology (NIST), to issue guidelines to ensure the adequacy of information and security
protections for information and information systems used while teleworking, by June 7, 2011 (180
days from enactment of the Act

o issue policy guidance no later than 120 days from enactment (April 8, 2011), requiring each
agency, when purchasing computer systems, to purchase systems that enable and support telework,
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unless the agency head determines that there is a mission-specific reason not to do so.

The General Services Administration (GSA) will be available to consult with OPM on policy and policy
guidance for telework in the areas of:

telework centers
travel
technology
equipment
dependent care

The Federal Emergency Management Agency (FEMA) will be available to consult with OPM on policy
and policy guidance for telework in the areas of:

o continuation of operations
o long-term emergencies

The National Archives and Records Administration (NARA) will be available to consult with OPM on
policy and policy guidance for telework in the areas of:

o cfficient and effective records management
o preservation of records, including Presidential and Vice-Presidential records

Telework Policies

The Telework Enhancement Act of 2010 (the Act) requires that each executive agency shall
"establish a policy under which eligible employees of the agency may be authorized to telework."
Our agency already had a telework policy in place before the law was passed. Are we required to
develop a new policy?

Not necessarily. Section 359 of Public Law 106-346 (October 23, 2000), stated that "[e]ach executive
agency shall establish a policy under which eligible employees of the agency may participate in
telecommuting to the maximum extent possible without diminished employee performance.” Therefore,
the law has required executive agencies to have a telework policy in place long before the passage of
Public Law 111-292 (the Act). However, the Act expands upon and strengthens the Federal Government's
commitment to the telework program. As such, it is incumbent upon each executive agency to carefully
review and revise the telework policy already in place to ensure it meets the requirements of the Act. For
example, the prior legislation did not offer details on the elements necessary to establish a telework
program at an agency (e.g., creating telework agreements) or how to go about implementing the day-to-
day operational aspects of telework. The Act provided several clarifying criteria and agencies
incorporated the changes into their existing policies. One key example is the law's requirement that the
agency's telework policy include specific language to "require a written agreement that is entered into
between an agency manager and an employee authorized to telework, that outlines the specific work
arrangement that is agreed to; and is mandatory in order for any employee to participate in telework."
Another example is the mandate that "[e]ach executive agency shall incorporate telework into the
continuity of operations plan of that agency." With this in mind, each agency should take time to review
their present telework policy to ensure it meets the requirements of the Act. To the extent that agencies
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have a viable telework policy in place, this should be an exercise in revision rather than creation of a new
telework policy. Agencies also should allow pre-decisional involvement to the fullest extent practicable
as provided in Executive Order 13522 and satisfy collective bargaining obligations by working with labor
when developing their telework policies and agreements.

Does the law require that our agency submit its telework policy to OPM for their review?

No, there is no requirement in the Act that an agency submit their telework policy to OPM for their
review or to determine compliance with the law. What the Act does require is that each executive agency
"consult with the Office of Personnel Management in developing telework policies." The law further
explains that OPM shall "provide policy and policy guidance for telework in the areas of pay and leave,
agency closure, performance management, official worksite, recruitment and retention, and
accommodations for employees with disabilities." Additionally, OPM will "assist each agency in
establishing appropriate qualitative and quantitative measures and teleworking goals.” OPM provides
consultation by means of telework guidance and information offered on the central website at
www.telework.gov and at regularly-scheduled OPM-sponsored forums with Telework Managing Officers
in the course of the year.

In 2009-2010, we submitted our agency's telework policy to OPM for review and evaluation. Is
there a relationship between that policy review and the Act's requirement to establish a telework
policy?

While the policy review initiative was not directly related to the Act, we consider the work accomplished
to have laid a firm foundation for the development of sound telework policies as required by the Act.
OPM provided feedback to agencies at the conclusion of the review to recommend revisions to their
policies. The criteria by which policies were evaluated by OPM were derived from a thorough review of
current research and best practices in telework, conducted by an interagency group of Federal telework
experts. Some of the experts with whom we consulted were from agencies with premier telework
programs that may have served as models for the legislation. Because of the close interaction between
experts in the Federal telework community, it should come as no surprise that the criteria for the policy
review correspond so closely with the key criteria emphasized in the law. The effect of this is that
agencies that have been implementing the feedback OPM provided for the policy review are already well
on their way to meeting the law's requirement to establish an effective telework policy.

Can an agency's telework policy stipulate that an eligible employee that occupies a telework-
suitable position be required to telework?

There does not appear to be any language in the Act that would lead us to revise our understanding that
telework is a voluntary flexibility. In other words, an agency may not compel an employee to telework,
even if the duties of the position make that employee "telework eligible." However, although entering
into a telework arrangement is voluntary, once the employee is under such an arrangement, he or she may
be required to telework outside of his or her normal telework schedule in the case of a temporary
emergency situation if that understanding has been clearly communicated by the agency to the
teleworking employee in the written telework agreement. Also, it is important to remember that the intent
of the Act is to promote the use of telework and agencies should make every effort to encourage
employees and managers accordingly.

O,
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Eligibility (including limitations and exceptions)

If an employee's position is determined to be telework suitable and the employee is eligible to
participate, can the employee be required to telework even though he/she has indicated a desire not
to telework?

No. An employee's "eligibility" for telework does not automatically confer the right or the obligation for
an employee to "participate" in telework. Agencies have discretion to make their own eligibility and
participation determinations for employees subject to operational needs while considering the specific
requirements of the Act. The fact that an employee may be deemed "eligible" does not mean that the
employee can be compelled to "participate" because telework is a voluntary workplace flexibility. In
other words, an agency may not compel an employee to telework, even if the duties of the position make
that employee "telework eligible." Keep in mind that although entering into a telework arrangement is
voluntary, once the employee is under such an arrangement, he or she may be required to telework
outside of his or her normal telework schedule in the case of a temporary emergency situation if that
understanding has been clearly communicated by the agency to the teleworking employee in the written
telework agreement.

Is OPM going to publish a Government-wide standard for eligibility for telework? Similarly, does
OPM have plans to provide agencies standard letters or language to use in notifying their
employees of their eligibility or non-eligibility for telework?

While OPM will continue to provide helpful tips to agencies, we have no plans to provide standard letters
or a suggested Government-wide standard. Due to the variety of circumstances in each individual agency
with regard to position classification, organizational structures and agency mission areas, it would be
impractical and inadvisable for OPM to develop generic language that would imply a "one-size-fits- all"
approach to making eligibility determinations and in notifying employees of eligibility.

Agencies have discretion to make their own eligibility determinations for employees subject to
operational needs while considering the specific requirements described in the Act. In making these
decisions, individual agencies are in the best position to define what it means to "ensure that telework
does not diminish employee performance or agency operations.”

Bear in mind that the Act makes a clear distinction between "eligibility" and "participation.”" To be able
to participate in telework, an employee must first be identified as eligible. The Act specifies two
categories of employees who may not be deemed eligible under any circumstances: an employee who haas
been officially disciplined for being absent without permission for more than 5 days in any calendar
year, and an employee has been officially disciplined for violations of subpart G of the Standards of
Ethical Conduct of Employees of the Executive Branch for reviewing, downloading, or exchanging
pornography, including child pornography, on a Federal Government computer or while performing
official Federal Government duties (Telework Enhancement Act, 6502(a)(2)(A)(B)) Thus, the Act does
not establish new eligibility standards; rather, it specifies two conditions that make an employee
ineligible. As before the signing of the Telework Act, specific determinations for eligibility are left to the
discretion of agencies and should reflect agreement with standards established in individual agency
policies.

Keep in mind that agencies cannot require employees to telework, but instead should rely upon voluntary
participation. Further, while each manager should remember that the intent of the Act is to promote and
encourage telework, employees should understand that participation is not a "right;" rather, it should be
based upon sound business and performance management principles. Participation may be limited
because of the duties encompassed by the position. Some are simply not conducive to telework, for

@
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example, positions involving sensitive materials and those requiring daily face-to-face contact.
Remember, according to the Act, participation shall ensure that telework does not diminish employee
performance or agency operations (subsection 6502(b)(1)).

Does the Telework Enhancement Act of 2010 (the Act) apply only to domestic Federal employees or
does it apply to individuals stationed overseas as well?

The Act applies to all Federal Executive agency employees, regardless of geographic location. Our
interpretation is that the geographic location of the employee's permanent duty station does not determine
the applicability of the Act. Subject to the limitations specifically described in the Act, the Jaw applies to
all employees in Executive agencies - we do not see any distinction made that would disqualify overseas
employees from consideration. In the definitions section of the Act (Sec. 6501), the law refers to 5 USC
2105 for the meaning of the term "employee." You may look up this citation at the following link:
http://www.gpoaccess.gov/uscode. If your agency is considered to be an Executive agency and if all of
your employees fall within the definition in 5 USC 2103, the law applies, regardless of the location of
any given employee's permanent duty station.

On a related note, there are some cases in which overseas employees may be prohibited from telework
based on security reasons related to the position in question (e.g., some Department of Defense
employees stationed overseas). However, note that in those cases, the determining factor for eligibility is
NOT geographic location; rather, limitations due to the security-related nature of the position, which is
consistent with the limitations described in the Act.

In Section 6502(a)(2), the Act describes two key limitations regarding which employees may not
telework. Specifically, it says that an employee may not telework if A) the employee has been
officially disciplined for being absent without permission for more than S days in any calendar
year; or B) the employee has been officially disciplined for violations of subpart G of the Standards
of Ethical Conduct for Employees of the Executive Branch for viewing, downloading, or
exchanging pornography, including child pornography, on a Federal Government computer or
while performing official Federal Government duties.

What does the term "officially disciplined" mean? If an employee has been officially disciplined as
described, does this permanently bar that employee from telework or is there a specific time
limitation after which the employee may now be considered for telework?

Generally, agencies have written policies that govern disciplinary and adverse actions. These actions can
range from oral admonishments, to written letters of reprimand, and to suspension, termination or
removal actions. These policies also often put time limits on maintaining documentation of specific
actions. The term "official discipline” should be understood as a disciplinary action that results in the
placement of a document in an employee's official personnel file (OPF). In OPM's view, the bar on
participation would remain in effect as long as the document stays in the employee's OPF. For example,
an admonishment or reprimand usually comes out of the file after one or two years, respectively.
However, a suspension and termination never come out of the file. Based on this reasoning and in this
context, suspension and termination actions, related to the two categories of employees described in the
law, which result in a document that permanently remains in the OPF would translate to a permanent
prohibition on telework participation. Please note that the law excludes telework only in the two narrow
instances cited in the Act.

)
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Telework Agreements

What should an agency consider when developing telework agreements?

The Telework Enhancement Act of 2010 (the Act) requires all telework participants to have a written
agreement, for every type of telework entered into between an agency manager and an employee
authorized to telework, that outlines the specific work arrangement that is agreed to, and mandatory in
order for any employee to participate in telework. Many agency policies and collective bargaining
agreements currently describe specific requirements for the agreement, or make agreement templates
available to employees and managers. For agencies seeking to develop or revise agreement forms, it
might be helpful for you to consider this bulleted outline when drafting specific content. The following
are recommended tips based on best practices to guide planning; they are not specifically required in the
Act:

e Term of the agreement: consider a one-year renewable agreement, or even a six-month agreement
in telework situations that may need to be revised more frequently;

o Type of telework specified by the agreement: describe if the agreement is for regular, recurring
telework or ad hoc/situational/episodic telework;

o Schedule: specify days of the week and the hours to be worked during telework days;

» Requirements: outline any additional requirements (e.g., technology) beyond the prerequisites to
telework outlined in the Act (e.g., training, written agreement);

o Expectations: clarify any assumptions, for example, regarding work location (e.g., if expected to
work only from home) and frequency and modes of communication (e.g., email vs. telephone, core
hours for contact, speed for returning calls);

o Equipment and other expenses: determine and specify equipment and/or expenses that will be
covered by the agency, employee, or shared;

o Information security: provide a summary for data security procedures in the agreement;

e Safety: provide a self-certification safety checklist to telework employees as a guide when
preparing the alternative work location for telework;

o Termination/modification: ensure that employees know the agreement can be terminated or
modified, and outline the conditions for termination/modification.

Agencies also should allow pre-decisional involvement to the fullest extent practicable as provided in
Executive Order 13522 and satisfy collective bargaining obligations by working with labor when
developing their telework policies and agreements.

Is it necessary for an employee who only teleworks on a case-by-case basis to have a written
telework agreement?

Yes, the Telework Enhancement Act of 2010 requires every employee who participates in telework to
have a written agreement, regardless of the type of telework.

Continuity of Operations

What is my agency's responsibility under the Telework Enhancement Act of 2010 (the Act) with
regard to emergency preparedness and Continuity of Operations (COOP)?

&
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Telework must be a part of all agency emergency planning. In fact, Section 6504(d)(1) of the Act requires
each executive agency to "incorporate telework into the continuity of operations plan of that agency." The
Federal Emergency Management Agency's Federal Continuity Directive 1 defines COOP planning as "an
effort within individual agencies to ensure they can continue to perform their Mission Essential Functions
(MEFs) and Primary Mission Essential Functions (PMEFs) during a wide range of emergencies,
including localized acts of nature, accidents, and technological or attack-related emergencies. There is a
direct relationship between the COOP plan and telework. Telework can help ensure that essential Federal
functions continue during emergency situations. As such, management must be committed to
implementing work arrangements as broadly as possible to take full advantage of the potential for
telework for this purpose.

Training

Has OPM made any decisions regarding training provided on the telework.gov website? Does the
training presently available on www.telework.gov meet the definition of an "interactive telework
training program" described in the Act?

The basic "Telework 101" training modules for managers and employees presently on www.telework.gov
are adequate for the moment to meet the requirement of the Act to provide an interactive telework
training program. OPM is working with a vendor to revisit these telework.gov training modules to update
and enhance the information, format and learning experience for managers and teleworking employees
alike. We will keep the agencies informed of new developments.

Is there additional training out there for managers to help them make a successful transition to
telework both for themselves and their teleworking employees?

Yes, specialized training for managers is available through OPM's Eastern and Western Management
Development Centers. Details on the Development Centers and course scheduled can be found at
www.|eadership.opm.gov.

The Act requires the successful completion of '"an interactive telework training program" for
employees prior to entering into a written telework agreement. By "interactive," does this mean
that training must be "instructor-led" or face-to-face rather than via computer?

In fact, no definition appears in the law for the term "interactive," thereby leaving it subject to
interpretation. OPM has always considered the "Telework 101" training on www.telework.gov (and
therefore, online) to meet the definition of "interactive” in that there is a built-in opportunity for the
trainee to self-assess his/her understanding through the use of frequent questions and answers and
progress checks throughout. For this reason, we maintain that the training currently on telework.gov
meets the requirement of the law. In 2011, OPM engaged a vendor to enhance this training in a number of
ways, including both substance and format. This is being accomplished keeping in mind improved
"interactivity" through the selective use of media tools that will make the training more engaging for
employees. However, OPM's interpretation is that there is no requirement that this training be instructor-
led as compared to computer, i.e., Internet-based.

Many of our employees have been teleworking for some time now. Are they still required to take

the telework training?
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Not necessarily. The Act states that the head of the agency may provide for an exemption from the
training requirements "if the head of the agency determines that the training would be unnecessary
because the employee is already teleworking under a work arrangement in effect before the date of
enactmenta€]" The bottom line is that employees who have already been teleworking may be exempted
from this training requirement; however, the decision to waive this training requirement must be made by

the agency head and implemented in the manner in which that is normally done in your agency.

Even if employees are specifically exempted, OPM recommends that agencies provide to employees at
least updated information related to the Act since their original training would not have covered its
requirements.

2
Pay and Leave
Where can I find guidance on pay and leave issues related to telework?
Agencies are encouraged to consult the OPM website section titled Information on Federal Pay and
Leave, at www.opm.gov/oca, for guidance on pay and leave issues related to telework.

L]

Agency Closure

Where can I go for answers to my questions about the use of telework during dismissal or closure
situations, i.e., when Government offices are closed to the public due to weather or other
emergencies?

In addition to incorporating telework into their Continuity of Operations (COOP) plans, agencies should
have clear telework policies with regard to other situations that may disrupt normal operations such as
early dismissals or closure of offices to the public as a result of inclement weather. Policies and telework
agreements should provide clear instructions and describe expectations for employees and management
during such times. For example, agency telework policies and individual telework agreements should
spell out whether or not employees are expected to work from an alternative work location on days that
they are regularly scheduled to telework and the Federal Government has announced unscheduled
leave/unscheduled telework, delayed arrival, early departure, or that offices are closed to the public.
Agencies are encouraged to consult the OPM publication, Washington, DC, Area Dismissal and Closure
Procedures, for answers to questions about dismissal or closure situations.

Performance Management

Where can I find guidance on performance management issues related to telework?
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Agencies are encouraged to consult the OPM website section on Performance Management, at
www.opm.gov/perform, for guidance on performance management issues related to telework.

How do I know what my employees are doing when I can't see them?

Performance standards for employees working from alternative work sites are the same as performance
standards for those working at the traditional work site. Management expectations of a teleworker's
performance should be clearly addressed in the employee's performance plan, and performance plans
should be reviewed to ensure the standards do not create inequities or inconsistencies between non-
teleworking and teleworking employees. Of course, teleworkers can and must be held accountable for the
results they produce, as are non-teleworkers. The bottom line is that good performance management
techniques practiced by a manager will mean a smooth, easy transition to a telework environment.

Official Worksite

Where can I find guidance on official worksite issues related to telework?

Agencies are encouraged to consult the Official Worksite, Travel. and Related Policies section of
www.telework.cov, for guidance on official worksite issues related to telework. On the main page, select
the tab Policies and Procedures and you will find the link on the left-hand navigation menu.

Recruitment and Retention

How are agency efforts in recruitment and retention impacted by the implementation of the
Telework Enhancement Act (the Act) of 2010?

The implementation of the Act provides a unique opportunity to leverage telework as a human capital
management tool. Managers are encouraged to use telework as a tool to help attract, recruit, and retain the
best possible workforce. Many people seek jobs with an option to telework as a means to reduce
commuting time and costs and improve their work/life effectiveness. Telework can broaden the pool of
highly qualified candidates because it provides flexibilities that meet varying needs. For example, an
agency's telework policy may enhance the agency's ability to grant reasonable accommodations that work
well for the agency and persons with disabilities who may request them. While not all persons with
disabilities need, or want, to work from an alternative location, such as from home, telework provides a
viable option for individuals with disabilities that affect mobility or pose related challenges. Additionally,
telework allows employers to hire individuals who live further away from what would be considered a
reasonable commuting distance from their place of employment and who are not able to relocate. It also
helps employers retain top-performing employees who want or need to relocate their residence beyond
the local commuting area.

Telework can also help managers in other ways. For example, it can be used as an effective succession
planning tool. Telework is an appealing option for many retirees who are willing to continue working
with their former organization, thereby helping to facilitate a smooth and continuous transition of
institutional knowledge and technical competencies.

rry
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Accommodations for Employees with Disabilities

How should telework be viewed in relation to a "'reasonable accommodation’' for employees with
disabilities?

The flexible arrangements we describe as "telework" are governed by the telework laws, i.e., Public Law
106-346, A§ 359 (2000); Public Law 108-199, Division B, A§ 627 (2004); Public Law 108-447, Division
B, A§ 622 (2004); and, most recently, Public Law 111 292 (the Telework Enhancement Act of 2010).
Although an agency with a robust, well-functioning telework policy may find that such a policy also
enhances the agency's ability to grant reasonable accommodations that work well for the agency and the
persons with disabilities who request them alike, it is important that requests to telework be analyzed and
evaluated under their appropriate scheme, i.¢., the telework laws and that requests for reasonable
accommodations be analyzed and evaluated under the statutory framework that applies to them.

When considering telework for employees with disabilities, what factors should I keep in mind?

Reasonable accommodations are governed by Section 501 of the Rehabilitation Act of 1973
(Rehabilitation Act), as amended, 29 U.S.C. A§ 791 et seq., which was made applicable to Federal
employees pursuant to the Americans with Disabilities Act. The Rehabilitation Act requires Federal
employers to provide requested "reasonable accommodations" to employees with disabilities, unless to do
so would cause an "undue hardship." The determination as to whether an employee may be granted the
accommodation requested should be made through a flexible "interactive process" between the employer
and the employee. Executive Order 13164, Requiring Federal Agencies to Establish Procedures to
Facilitate the Provision of Reasonable Accommodation, requires all Federal agencies to develop a
Reasonable Accommodation Policy. Therefore, agencies should refer to their Reasonable
Accommodation Policy when considering reasonable accommodation requests. For example, depending
upon the facts of a particular accommodation request, an agency that might have determined that a
particular position should be ineligible for telework, might be required nevertheless to permit an
employee with a disability within the meaning of the Rehabilitation Act to work from home to some
degree. For more information on reasonable accommodation and the interactive process, see The U.S.
Equal Employment Opportunity Commission's (EEOC) Revised Enforcement Guidance: Reasonable
Accommodation and Undue Hardship Under the Americans With Disabilities Act, at
hitp://www.eeoc.gov/policy/docs/accommodation.html. The EEOC has also provided guidance that
focuses more specifically on the use of work from home as a reasonable accommodation in some
circumstances. See the Equal Employment Opportunity Commission (EEOC) Guidance on Work At
Home/Telework as a Reasonable Accommodation, at www.eeoc.sov/facts/telework.hitml, for more
information.

It is important to distinguish between ordinary requests to telework and requests from persons
with disabilities for reasonable accommodations and to know which is being requested in any given
situation before attempting to analyze the request. If there is any ambiguity about what is being
requested, managers and supervisors should clarify that ambiguity at the outset. It is often very
fruitful for agency managers and supervisors to consult with the agency's reasonable
accommeodation manager and/or the agency's counsel as part of the interactive process established
by the Rehabilitation Act, in order to fully understand managers' and supervisors' responsibilities
under the law.
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Telework Managing Officer

Do you have more information on the roles and responsibilities of the Telework Managing Officer
(TMO)?

The Telework Enhancement Act of 2010 (Act) requires that each executive agency designate a Telework
Managing Officer (TMO). Before the law was passed, most agencies fulfilled the day-to-day operational
aspects of telework through a telework coordinator (with telework coordinators at the subagency level).
The telework coordinator served as the key contact for policy and program questions. Many coordinators,
however, had telework as a collateral responsibility without much authority or contact with senior
leaders. The Act requires the TMO to assume these duties as the main agency official on telework
matters. The TMO is a senior official of the agency, established within the office of the Chief Human
Capital Officer (CHCO), or its equivalent, and who has direct access to the head of the agency. Note that
s’he does not need to be the CHCO. The important thing is that the position be given direct access to the
head of the agency. We believe it is the intent of this legislation that the TMO be a strategic thinker and
planner who will help the agency to incorporate telework in a way that makes good business sense.

The TMO is responsible for policy development and implementation related to telework programs; serves
as an advisor to agency leadership; and is the primary point of contact with OPM on telework matters. In
addition to making telework an integral way of doing business in the agency, the TMO will be
responsible for helping with the development of goals and metrics in order to evaluate the effectiveness
of the program. In designating a TMO, agencies should look for the same leadership competencies and
high standards that they would consider in selecting for any leadership position.

Please explain the difference between the Telework Managing Officer (TMO) and the Telework
Coordinator that has overseen the telework program in my agency up until now.

The TMO designation is new with the passage of the Telework Enhancement Act of 2010. The TMO is a
single person at each agency who is ultimately accountable for that agency's telework program. This
position is meant to be a high-level advisor to the agency leadership, a resource on telework issues for
managers and employees, and is responsible for policy development and implementation related to the
agency's telework program.

The way agencies implemented telework before the law was passed was that each agency had a
"Telework Coordinator” at the Department/Agency level (e.g., Department of Homeland Security), and
also individual "telework coordinators" at the subagency/subcomponent level (e.g., Immigration and
Customs Enforcement, Transportation Security Administration, etc.). Whenever OPM would require
agency-wide information on telework such as for the annual aggregate data collected on telework
participation, it would work with the single point of contact at the Department/Agency-level. The
Agency-wide coordinator would then work with his/her subcomponent "coordinators” to gather the
information for their respective areas and then would tally everything to submit the data in a single report
to OPM on behalf of the entire agency.

The TMO position more closely resembles what was formerly the Department-level "Telework

Coordinator.” This means that the role within an agency of pulling together information on telework from

various internal sources and then reporting to OPM now falls on the TMO. However, the TMO is much

more than that since his/her duties extend beyond operational day-to-day aspects of telework and delve

more into policy, advising, and an overarching management of the entire telework program for his/her

agency. /
@,
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Agencies have discretion as to whether or not, or how, they will continue to utilize "telework
coordinators” to implement the day-to-day aspects of telework subject to the oversight of the TMO. The
bottom line, however, is that each agency will have only one individual, i.e., the TMO, who is the single
accountable person according to the law for the agency’s telework program. In other words, when OPM
contacts any given agency in the future to either request or disseminate information on Federal telework,
the person with whom we will interact will be the sole point of contact, i.e., the TMO. It will then be up
to the TMO to coordinate internally with other staff members assisting with operational telework issues
in that agency. Human Resource staff or agency employees that have questions or issues about telework
should be encouraged to direct their concerns to the agency's TMO.

Is it the role of the TMO to intervene when employees in an entire office are denied telework?

According to the law, among other responsibilities, the TMO "shall be devoted to policy development
and implementation related to agency telework programs” and is to "serve as an advisor for agency
leadership, including the Chief Human Capital Officer" and is to be "a resource for managers and
employees." Since the intent of the Act is to encourage the maximum use of telework by Federal
employees, given the duties described in the law, it would be appropriate for the TMO to advise agency
management and leadership about the feasibility of denying telework participation to employees in an
office. Of course, situations will vary and the TMO will need to take into account all of the facts that
went into such a decision as well as potential opportunities for a synergistic approach to telework given
the circumstances.

d

Reporting

Given the new telework legislation, can you tell us the status of the annual Call for Telework Data?
Will there be a data collection for calendar year 2010?

At this time, we cannot provide agencies with a definitive timetable or format for the next call for
telework data. OPM is working with an interagency group of telework experts to carefully analyze the
section of the Telework Enhancement Act of 2010 (Act) that describes the data required for purposes of
reporting. Some requested data under the Act will be the same as what we have asked for in prior years;
however, other data will be different. We will provide agencies an update once we have a better sense of
what the Act requires. What is clear is that the first Governmentwide report must be issued to Congress
by OPM no later than 18 months from the signing of the Act. Given this timeframe, it appears likely that
we would begin to collect data in late summer or early fall 2011; however, it is difficult to say exactly
when just yet. Of course, we will share updated information with all agency Telework Managing Officers
as this begins to take shape.

Facilities and Equipment

I have heard that GSA will no longer be supporting telework centers. Is this true? If so, does that
mean that all telework centers will be closing?

http://www.telework.gov/Telework Enhancement Act/Guidance/index.aspx 9/24/2012
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Yes, it is true. GSA decided to withdraw from the telework center initiative as of March 2011. This
withdrawal means withdrawal of funding and support for the centers. Note, however, that it does not
necessarily mean the closing of all of the centers. Some centers have decided to independently continue
to provide telework center workstations. As of this writing, the four centers listed below remain open as
privately operated facilities after March 31, 2011:

¢ Fairfax, VA - contact Emeka Ezidinma at 703-279-3301

e Manassas, VA - contact Patricia Peacock at 703-993-9371

e Stafford, VA - contact Leigh Anderson at 540-288-3000

e Woodbridge, VA - contact Keith Lesser at 540-710-5002

o Also, you may want to review the information at this link http://gsaieleworkcenters.org/main.php.

OPM will continue to coordinate information with GSA about travel, technology, equipment and
dependent care, and will share that information along with any updates about telework centers via
www.telework.gov.

About Telework.Gov
Important Links

Site Map

Contact Us

AWM=

U.S. Office of Personnel Management
U.S.General Services Administration
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Resolution No.:  15-743

Introduced: September 14, 2004
Adopted: September 14, 2004
COUNTY COUNCIL

FOR MONTGOMERY: COUNTY, MARYLAND

By: Management and Fiscal Policy. Committee

SUBJECT: Interagency Telework Initiative

Background

In April 2003, the Council adopted Resolution 15-112, officially endorsing the
Metropolitan Washington Council of Government’s (COG) goal of 20% of eligible
employee participation in telework programs by 2005 for Montgomery County. The
resolution indicated that the County Council wouid work with the business community to
broaden business participation in telework efforts and requested that each County agency
develop a plan to achieve the COG telework goal.

The Management and Fiscal Policy Committee has received regular status reports on
telework efforts in County Government, Mentgomery County Public Schools (MCPS),
Maryland-National Capital Park and Planning Commission (M-NCPPC), Montgomery
College, Washington Suburban Sanitary Commission (WSSC), and the Housing
Opportunities Commission (HOC).

At the most recent status report on June 21, 2004, all agencies reported that they are

working on telework initiatives. Agencies without existing programs are developing

telework policies and identifying eligible positions for telework, and some have piloted

or are planning to pilot telework programs. Agencies with existing programs are

updating them and considering ways to expand them. The County Government's Office

of Human Resources reported that agency Human Resources directors view telework as a
- priority and have expressed interest in an Interagency Telework Initiative.

The Management and Fiscal Policy Committee supports an Interagency Telework
Initiative. Recognizing that each agency may have some unique needs, the Committee
recommends that the Initiative include, to the extent possible, uniform telework policies.

The Committee supports general telework goals of increasing productivity, decreasing
traffic congestion, and making it easier for employees to balance work and family. The
Committee recommends that the Initiative include uniform data collection and reporting
requirements to track progress in meeting these general goals, and to provide basic
information about telework participation in each agency.



Resolution No.: 15-743

Action

The County Council for Montgomery County, Maryland approves the following
resolution:

L. The Council requests that the Human Resources directors of County Government,
MCPS, M-NCPPC, Montgomery College, WSSC, and HOC develop an
interagency operational plan for telework implementation and maintenance.

2. The plan should cover the topic areas in the attached draft
proposal; include a timeframe for implementation steps; review the
status of each agency’s telework efforts to date; to the extent
possible, include uniform telework policies; and specify uniform
data collection and reporting requirements to track progress in
mecting general telework goals and to provide basic information
about telework participation in each agency.

3. Using the attached draft as a guide, the Human Resources directors
should complete an outline for the plan by December 1, 2004,
including target dates to circulate a first draft, review and comment
on the draft, and complete a final plan. '

4. For calendar year 2005, each agency should provide semi-annual reports on its
telework efforts to the Council, including data about telework participants, the
impact of telework en commuting, productivity, and work/life balance, and the
status of agency participation in the Interagency Telework Initiative. After 2005,

each agency should provide an annual report including the same categories of
information.

This 1s a correct copy of Council action.
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OFFICE OF HUMAN RESOURCES
Joseph Adler

Douglas M. Duncan
County Execulive ) Director

MEMORANDUM
November 30, 2004

TO: Marilyn Praisner, Chair, Management and Fiscal Policy Committee
Howard Denis, Lead Councilmember for Persormel Issues

FROM: Joseph Adler, Director
Office of Human Resourc

012332

SUBJECT: Interagency Telework Initiative

On behalf of the Interagency HR Directors, enclosed is an Interagency
Operational Telework Plan that includes uniform telework policies, data collection, and reporting
requirements to track progress. Under separate cover, each Agency will submit information

about their telework initiative and participation.

To ensure successful administration of the Interagency Telework Program, we
have established a cross-functional implementation team that will meet on a regular basis to
assess progress and share ideas. We also share your interest in encouraging County agencies to
tmplement or expand participation in telework programs but may find the Metropolitan
Washington Council of Government’s goal of 20 percent of eligible employee participation a
challenge to meet by 2005 based on agency priorities and staffing levels.

In addition to the Interagency Operational Telework Plan, enclosed is
Montgomery County’s implementation and phase in plan for Telework. If you have any
questions or would like additional information, please Jet me know.
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INTERAGENCY TELEWORK PROGRAM FOR COUNTY AGENCIES
OF MONTGOMERY COUNTY, MARYLAND

‘Overview

The Interagency Telework Program for County Agencies is an initiative by County Human
Resources directors to establish an.operational plan for telework implementation and
maintenance. Agencies participating in the Program include the Montgomery County
Government, Montgomery County Public Schools (MCPS), the Maryland National Capital
Park and Planning Commission (M-NCPPC), Montgomery College, the Washington Suburban
Sanitary Commission (WSSC), and the Housing Opportunities Commission (HOC).

Under the auspices of the Interagency Telework Program, County Agencies shall engage in
a collaborative effort to meet the goals of the County Council for Montgomery County,
Maryland to allow 20% of eligible agency employee’s to participate in a telework program
by the year 2005, as established by the Metropolitan Washington Council of Government's
(COG). A significant number of positions will not be eligible to participate in a
sponsored Telework program due to the nature of the job (i.e. teachers, bus
operators, public safety, maintenance, services & trade, highway service personnel
and employees who provide direct service to customers).

Organizational Structure for Implementation and Ongoing Administration

To ensure successful administration of the Interagency Telework Program, agency
representatives shall establish a cross-functional implementation team that will meet on a
regular basis to assess the progress of each agency telework program.

Background

An Interagency Telework team has met a total of six times since October 22, 2004 to
identify uniform telework policies, data collection and reporting requirements to track
progress and develop an interagency operational plan for telework.

Program _@_Ji&e!ines

The following Interagency Operational Telework Plan will serve as a guideline for County
Agencies to administer and measure the success of their telework programs. Working
within the confines of the Interagency Operational Telework Plan, County Agencies shall
have the authority to administer their telework programs, policies, and procedures in
accordance with their unique organizational needs, Accordingly, employees who participate
in an Interagency Telework Program will be subject to the policies and procedures of their
Agency’s individual telework program.



Interagency Operational Telework Plan .

Template

Definition:

Telework: Under the Interagency Operational Telework Plan, County
Agencies define Telework as working at home or at another work site instead
of traveling to an agency office. Telework is a work alternative available to
eligible employees when it would benefit both the agency and the employee.

Altemate workplace: A work site other than the employee’s traditional office
setting; which could inciude the employee’s residence, telework center, or
satellite office.

Eligible Employees: Employees eligible to telework must be in a job identified
by the employee’s supervisor and senior management as being suitable for
telework. Eligible employees must also have deomostrated evidence of
satisfactory work performance.

Teleworker: Under the Interagency Plan, a tefeworker is a person who, for at
least two days or more per month, works at home or at an approved offsite
location to produce an agreed upon work product.

Program Goals
and
Objectives

Teleworking is a Community friendly program, which provides an aiternate
work arrangement for employees while supporting the mission of the Agency.

Telework supports national and regional environmental efforts to improve air
quality through a decrease in the number of vehicle cold starts and a
corresponding reduction in traffic and mileage by teleworkers who wouid
otherwise commute.

By providing flexible work arrangements such as telework, County Agency's
afford employees opportunities to enrich their lives by gaining quality time
otherwise lost as a result of lengthy commutes.

In addition to enabling employees to balance work and family obligations and
by assisting in the community effort to reduce outdoor air poliution
attributable to automobile travel, tefework may ultimately help to retain
excellent employees, provide a way to conserve scarce office space, and
lend support during emergency contingency plans.




Program
Policies /
Guidelines

Employees who participate in an Interagency Telework Program are subject
to all County Agency policies and procedures including, but not limited to
those regarding confidentiality; disclosure of information; conflict of interest;
and acceptable use of information technology resources.

Telework is not a formal, universal employee benefit but an alternative
method of meeting the needs of a County Agency. Since felework is a
privilege, agencies have the right to refuse to make telework available to an
employee and to terminate a telework arrangement with adequate notice to
the employee.

Employees may be restricted or limited if participating in other alternate work
schedules. «

Employees participating in an Interagency 'Program will “telework” two or
more days per month, up to the maximum alfowed per Agency, and report to
the office for work the other days.

Each County Agency will identify and determine which positions are efigible
to participate in Telework based on job requirements and the needs of the
department within each County Agency. While an employee's position may
be eligible for Telework, a determination of whether the employee meets the
employee eligibility criteria, the work space requirements, and the skills
required for successful teleworking must also be evaluated.

Employees in eligible positions who wish to participate in the Telework
Program will be required to complete a Telework Application. The

application will be reviewed and approved by the employee’s immediate
supervisor and senior management as defined by each County Agency.

Salary, benefits, and job responsibilities do not change as a resuit of
teleworking. Employees will work their approved work schedule.

Telework employees agree to perform only official duties and not to conduct
personal business while on work status in the home office. Personat
business includes, but is not limited to, caring for dependents or making
home repairs, etc.

Each Agency will have its own Telework application, agreement, and
procedures that meet the business needs of that particular agency for the
purpose of employees Teleworking.




Position
Eligibility

Telework is a cooperative arangement between the County Agency and the
employee. The arrangement is voluntary and its approval is based on a
review of the departmental work program, the employee’s job duties and
performance level, as well as the proposed alternate work site.

The County Agency identifies eligible positions based on the:

= essential functions of the position and its ability to perform off-site
with only e-mail and phone support;

= work performance for the position can be measured in a telework
arrangement,

= proprietary information of the County Agency can remain confidential;
and

= ability to maintain or improve service delivery to internal and external
customers.

Participation in telework opportunities will vary among departments, offices,
and units, depending upon the needs of the particular area and the function
and responsibilities of the position.

Employee
Eligibility

Employees must have demonstrated evidence of satisfactory work
performance. :

Employees must have proven:competencies in critical areas to perform
successfully in a telework environment, including the ability to work
independentiy and plan and carry out assignments with little assistance or
direction from others. 1t is the responsibility of the supervisor to assess
whether the employee has developed these skills within the scope of his/her
position. Candidates must have::

Strong time management skills
Strong communication skills
Ability to prioritize

Proficiency with technology




Safety of Off-
Site
Work Space

Employees participating in the telework program must designate a specific
work space for use for telework. The designated work space must be
maintained by the employee in a clean, professional, and safe condition.

The employee’s off-site work space will be considered an extension of the
Agency’s work space. The Agency reserves the right to inspect the work
space upon 24 hours notice. Workers’ Compensation liability is limited to
the designated work space as opposed to all areas of the home.

In the event of an injury at the off-site location, the employee shali
immediately (as circumstances permit) contact his/her supervisor.

Equipment

Employees participating in the telework program may be responsible for
the cost, purchase and maintenance of office equipment and supplies
necessary to properly fumish the work space used for telework to include
utilities, telephone, internet connections, and related costs at the off-site
location.

The purchase of equipment solely for the purpose of permitting an
employee to function in a teleworking environment will be determined by
each County Agency depending upon resources and business needs.

Consumable office supplies typically used by the employee in the course of
business at a County Agency will be provided with the prior, written
approval of their immediate supervisor.

Program Support
(IT: Training and
Performance
Evaluation)

Each Agency will ideﬁtify technology required to support telework and
address identified needs of eligible employees of that particular agency.

Each Agency will identify training required to support telework and address
identified needs of eligible employees and their supervisors. If applicable,
Agencies will partner to pool resources.

Teleworkers will be held to the same performance evaluation standards as
other employees within each Agency.




Telework
Schedule,
Hours and
Availability

A regular telework schedule must be established and approved by the
immediate supervisor prior to beginning a telework schedule. The amount
of time the employee is expected to work per day or per pay period will not
change due to participation in the telework program.

A telework schedule may include one, two or more days per month (up to
the maximum days allowed by each agency) of work at home or at an
alternate work site. Longer telework schedules may be approved for a
limited period on an exception basis. Employees shall not perform
personal business or activities during designated work hours.

Employees who have a telework schedule may cease teleworking by
notifying their supervisor in advance of terminating the work arrangement.
Supervisors may terminate the telework arrangement with adequate notice
to the employee. ‘

Employees who telework must be available by telephone and/or e-mail
during scheduled work hours.

Participants in the telework program are required to have a telephone.
Employees may be required to check voice mail and e-mail messages on a
regular basis.

The supervisor retains the right to require an employee who teleworks to
commute to the office on a regularly scheduled telework day should the
work situation warrant such an action. This situation is expected to be only
an occasional occurrence. If the employee is frequently required to retum
to the office during a regularly scheduled telework day, the supervisor may
re-evaluate the compatibility of the employee’s position and job
responsibilities with teleworking.

Employees participating in the telework program will continue to follow the
Agency's times and attendance standards and adhere to their approved
work schedule, including work hours, while teleworking.

If a telework employee is unable to work when scheduled to work off-site,
the employee will notify the supervisor and report hours worked and use of
applicable leave for hours not worked.

Telework employees must obtain advanced supervisory approval before
performing work in excess of their regular work schedule. Any overtime
work must be pre-approved by the appropriate supervisor.

Employees who telework are required to submit bi-weekly time sheets in
accordance with the normal schedule.




Program
Evaluation and
Outcome
Measures

To ensure consistency in evaluating Agency telework programs and
reporting on the impact telework has on commuting, productivity, and
work/life balance, County Agency’s shall collect the following information
annually from each teleworker, using a uniform questionnaire:

Name, title, department, etc.

Worksite location(s) on non-telework days

Number of miles between employee’s home and the worksite (one way)
Means of transportation on non-telework days

(drive alone, carpool/vanpool, transit - bus or rail, bike/fwalk)

Usual commute routes on non-telework days (as applicable to the top
ten commuter routes in the Washington D.C. Metropolitan area)

Type of telework site

(home, telework center, satellite office, other)

Address of telework site '

Number of days employee is scheduled to telework per month
Number of miles from employee’s home to the telework site (one way)
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Based on the information collected above, each County Agency shall report
the following information to the Management and Fiscal Policy Committee
on an ongoing basis:

Number of employees in positions ehglb!e to telework
Number of active teleworkers
The average number of days employees are scheduled to telework
per month
Total number of days employees teleworked overall
Average number of miles traveled between teleworker's homes and
worksites (one way) on non-telework days
Means of transportation on non-telework days
Top ten commuter routes typically traveled by teleworks on non-
telework days (as applicable to the Washington D.C. Metropolitan area)

YV WYY VVV¥

The Interagency Telework Team will develop and administrator a
standardized survey to be completed by teleworkers and supervisors of
teleworkers every other year to collect and report on the following
information:

Performance and productivity impacts

Planning and scheduling impacts

Communication and work team impacts

impact on balancing work/life issues

Impact on job satisfaction

Changes in telework status and reasons promptmg those changes

VVVYVYY




Montgomery County Telework
Implementation and Phase in

December 2004

For the purposes of this program, the
scope of employees includes full-time
and part-time unrepresented in the
executive and legislative branch of
County government.

January - February 2005

Create an interdepartmental Telework
team to:
» review policies, procedures and
communication
* assist and guide managers in the
identification of positions
» define IT support
» refine Informational Packets for
Teleworkers and supervisors

March 2005

Promote and enlist departmental support
for teleworking.

March - April 2005

Partner with interested departments in
the identification of suitable positions.

March - April 2005

Department Directors or designee will
identify and determine which positions
are eligible to participate based on job
requirements and the needs of the
organization.

May -‘June 2005

Develop an "Orientation to Teleworking”
for employees and supervisors.

July 2005

Teleworker enter an agreement




MONTGOMERY COLLEGE
Office of the Vice President for Human Resources, Development, and Engagement

Montgomery County Council GO Committee
November 19, 2012

Update on the Montgomery College Telework Program for Administrative, Associate and Support Staff
: &
Alternate Work Schedule

Telework

Montgomery College employees continue to participate in the telework program that was established for
its positive impact on the environment and work/life balance. Eligible employees include full-time and
part-time staff who have successfully completed the initial probationary period and administrators.
Participation in the telework program varies among departments, offices, and units, depending upon the
needs of the particular area and the function and responsibilities of employees. Decisions to allow
employees to telework at Montgomery College are made by the administrative unit head and the
appropriate vice president, senior vice president, or chief of staff, In determining whether to endorse a
request for telework, leadership considers the impact of service delivery to internal and external
customers among other considerations.

Prior to beginning a telework agreement, employees must establish a schedule that includes specific days
and hours that he or she plans to work at the alternate work location. Notably, Montgomery College
employees have not utilized a designated Telework Center as a means to telework.

As of November 8, 2012, there were sixty-eight (68) employees participating in the College’s telework
program. Additionally, over the past six months, three (3) telework participants separated from the
College. As compared to previous years, these numbers reflect a dip in participation; however, the decline
is thought to be the result of introducing a formalized Alternate Work Schedule (AWS) option for
administrators and associate and support staff, in which many employees have opted to participate in lieu
of teleworking.

Alternate Work Schedule

In addition to providing a positive impact on the environment and work/life balance, the College’s
AWS as introduced in June 2012, is intended to support operational requirements by enhancing
recruitment and retaining excellent employees. The decision to allow an employee to participate in
an AWS at Montgomery College is also made by the administrative unit head, appropriate vice
president, senior vice president, or chief of staff.

An AWS is granted for up to 12 months. Prior to gaining approval, employees must choose a work
schedule that is appropriate to their occupational class. For instance, associate and support staff may
request from the following alternative work schedules:

a. four ten-hour days (alternative work schedule A)

b. four nine-hour days and one four-hour day (alternative work schedule B)

Additionally, exempt staff may request eight nine-hour days and one eight-hour day for a two-week pay

period (alternative work schedule C). Administrators are eligible to request alternative work schedules
during the months of July and August.
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As of November 8, 2012, there were sixty-one (61) employees participating in an AWS. Over the past six
months, one (1) participant separated from the College. Additionally, during the months of July and
August, eight (8) administrators engaged in an AWS,

Finally, since introducing the AWS and updating our telework application process, the Office of Human
Resources, Development, and Engagement is not aware of any informal alternate work schedules or
telework agreements actively in place. Furthermore, whenever there is a change in supervision, the unit is
responsible for reviewing and determining whether to continue all alternate work schedules.

According to the latest figures, there is a total of 1,239 administrators, associate, support, and temporary
with benefits staff actively employed at Montgomery College. The total number of employees, which
includes those not eligible to telework (full-time and part-time faculty, continuing education faculty,
casual temporaries, and student employees), is 2,166.
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1)

3)

MCPS Telework Report FY 201

An update on the number of formal Telework agreements (with employees) you have, including
the total number of employees in your agency.

One hundred ninety-six (196) Montgomery County Public Schools (MCPS) employees
have formal Telework agreements. The total number of MCPS employees is 22,236.

The number of employees using Alternate Work Schedules including a breakdown between
compressed, flexible, and Telework schedules.

MCPS does not implement compressed schedules. MCPS administrators have the option
of a flexible schedule for no more than four weeks during a fiscal year. The number of
employees utilizing the flexible schedule in 2012 was 104. This number will vary each
school year.

Advise if there is a trend, e.¢. increased or decreased use of Telework and if there are informal
Telework arrangements.

Since 2008, the number of teleworkers has increased gradually. There was a slight
decrease in 2010-2011, but overall, the growth has been steady. MCPS does not have
informal telework arrangements.

Year Teleworkers
20082009 177
2009-2010 186
20102011 146
2011-2012 190

Please advise if there are equipment, technology, security, collective bargaining, or other issues
affecting Telework that you wish to share.

Virtual Private Networking (VPN) enables those teleworkers with MCPS-issued laptops
to access resources on the MCPS network, including applications and documents, as if
they were at work. Users of the VPN server are expected to abide by all regulations of
the MCPS private network and are restricted to the same access as when connected to the
network directly. Access to other systems or devices without authorization is prohibited.
Also, access to the network using VPN software is meant for the assigned user.

For those approved for VPN access, but without access to MCPS-issued computers, the
terminal services gateway (TSG) is available. The TSG adds the capability of virtually
accessing the employee’s work station in the office through the employee’s home
computer.

Also it seems that the use of Telework Centers has decreased so please indicate if any of your
Teleworkers continue to use a designated Telework Center.

MCPS does not utilize a Telework Center.



~___MCPSTelework ReportFyY2013

6) Provide any other facts about Telework or Alternate Work Schedule that you feel
Counciimembers should know.

During telework training, participants are provided with the VPN access approval form
and submission directions as well as information about how to ensure that all electronic
files remain secure whether using an MCPS-issued computer or a home computer when
teleworking. See also #4.

Positions with the most participants (10 or more participants):

Job Participants
0833 Instructional Specialist 34
0931 Pupil Personnel Worker 29
0933 Psychologist 36
1008 Consulting Teacher 29
5160 IT Systems Specialist 10
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1)

2)

3)

4)

5)

6)

Maryland-National Capital Park and Planning Commission (MNCPPC)*
An update on the number of formal Telework agreements (with employees) you have,

including the total number of employees in your agency.

One hundred thirteen (113) MNCPPC employees have formal Telework
agreements. The total number of MNCPPC employees is around 2500. The bulk
of employees are park general maintenance workers who cannot telecommute.

The number of employees using Alternate Work Schedules including a breakdown
between compressed, flexible, and Telework schedules.

MNCPPC has various work schedules and the data is kept by another office.

Advise if there is a trend, e.g. increased or decreased use of Telework and if there are
informal Telework arrangements.

There are an additional 20 new teleworkers for 2012 and applications continue to
be submitted.

Please advise if there are equipment, technology, security, collective bargaining, or other
issues affecting Telework that you wish to share.

None

Also it seems that the use of Telework Centers has decreased so please indicate if any of
your Teleworkers continue to use a designated Telework Center.

MNCPPC teleworkers do not use Telework Centers.

Provide any other facts about Telework or Alternate Work Schedule that you feel
Councilmembers should know.

“Planner” is the position with the most participants in the Telework program.

*Notes taken by J. Ferber in conversation with MNCPPC staff.



BN

HELPFUL TIPS FOR SUCCESSFUL
TELEWORKING OR TELECOMMUTING

Tasks
e Plan your work assignments before teleworking. Work that is project or task-oriented works
well.
e Prepare to transport or electronically transfer any potential materials you may be unable to
access from an off-site location.

Equipment
¢ Computer and printer

o Software (compatible with office software)

» Fax/modem or fax machine

» Telephone and dedicated phone line

e Remote access software

* Answering machine, or preferably voice mail with remote access to check messages
Environment

Find a place in your home that would be an appropriate workspace. It does not need to be an entire
room but it should be:

o relatively quiet and free from distractions

e an area where you can work uninterrupted, preferably with a door

* aplace with good lighting, adequate heating, cooling and ventilation

If your home is not suitable for telework due to lack of space, distractions, or the availability of high-
speed Internet access, consider an alternate location such as a telework center. However, please note
that most telework centers require advance arrangements to be made.

Schedule and Communication

The cornerstone of successful telecommuting is good communication with your office:

» Agree on the specific hours you will be working away from the office. Having set hours and
routine times for checking in with the office will help manage your telework time.
Agree on types of work or work products to be completed

o Ask the receptionist to forward calls to you if you are unable to forward your office voicemail
to your home office.

Sources:

http://www.mwcog.org/commuter2/commuter/teleworking/index. html

hitp./www.montgomerycountymd.gov/tcotmpl.asp?url=/content/DOT/transitycommuter/page?7.asp

hitp.//iwww.e-mdot.com/Planning/Telework Partnership Web Page/Telework Partnership with Employers

hitp//teleworkva.redmon.com/forTeleworkers/success. aspx
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Montgomery Government County Interim Telework Program

Montgomery County Interim Telework Program
10 STEPS TO TELEWORK

Step 1

Step 4

Read the Monitgomery County Interim Telework Program Policy and the Montgomery
County Interim Telework Program Questions and Answers and educate yourself on
telework and the County's program. If you meet all of the following criteria you are eligible
to apply to telework and may proceed to Step 2: (1) are a non-bargaining unit employee,
(2) are in a telework approved position, (3) have successfully completed your probationary
period and have a “successful” performance rating or better, or have performed at a
successful level or better under an established performance plan at a minimum of six
months.

Complete the Telework Suitability Self-Assessment. If you score a 27 or higher, forward
the form to your manager/supervisor and proceed to Step 3.

Meet with your manager/supervisor to discuss the results of your self-assessment and the
results of the Manager/Supervisor Assessment of Employee Suitability for Telework (this
meeting should occur within 10 days of the employee submitting the Telework Suitability
Self-Assessment to his/her manager/supervisor). If your manager/supervisor
recommends that you participate in telework training go to Step 4. If your
manager/supervisor does not recommend that you participate in telework training you and
your manager/supervisor should discuss the skills you will need to develop and/or
enhance to be successful in telework.

Forward the Telework Suifability Self-Assessment and the Manager/Supervisor
Assessment of Employee Suitability for Telework to your Department Director. The -
Department Director will approve or disapprove you to participate in telework training. If
you are approved go to Step 5. If you are disapproved, you and your manager/supervisor
should discuss the skills you will need to develop and/or enhance to be successful in
telework. :

(Note: Where applicable a Division Chief/Manager may need io review the
manager/supervisor's recommendation before it is forwarded to the Department Director
for approval)

Attend telework training with your manager/supervisor.

Complete the Manager/Supervisor-Employee Telework Agreement with your
manager/supervisor (this agreement should be completed within 10 days from the date of
the telework training). One of two scenarios will resuit from completion of the agreement:

(1) If you and your manager/supervisor agree on a mutually beneficial telework
arrangement, a copy of the agreement must be forwarded to the Department Director,
The Deparirnent Director will review the materials provided and approve or disapprove
you for telework; or

(2) If you and your manager/supervisor do not agree on a mutually beneficial telework
plan, a copy of the agreement with a surnmary of the points on which you and your
manager/supervisor agreed and disagreed must be forwarded to the Department Director.
The Department Director will review the materials provided and approve or disapprove

Revised 9.13.2006 . -1 -



S

Montgomery Government County Interim Telework Program

| Step 7

you to telework; or make suggestions on the points you and your manager/supervisor
disagree on to help you reach an agreement on a tefework plan.

If you are approved go to Step 7. If you are disapproved, you and your
manager/supervisor should discuss the skills you will need to develop and/or enhance to
be successful in telework.

(Note: Where applicable a Division Chief/Manager may need to review the agreement
before it is forwarded to the Department Director for approval)

If approved complete the following forms and go to Step 8:

» VPN Request form (Note: Complete the VPN request form only if you need VPN
access. If you request VPN access and are disapproved you will need to determine
how to meet the VPN requirements or re-evaluate the work you will perform while
teleworking, i.e., performing tasks that do not require VPN access. Be sure to read the
Technology Requirements & Procedures form and use the form to determine your
technology needs for telework.)

«  Work Space Self-Certification Checklist and Safety Guidelines for the Telework ’
Location

= Telework Work Location and Schedule
= Information for Data Collection

»  Telework Agreement and Disclosure of Binding Terms

Use the Telework Forms Checkltst o make sure you have, completed all of the application
materials. Make 2 copies of all application materials. Forward the original set to the
Telework Coordinator in the Office of Hurman Resources, forward a copy of the set to your
manager/supervisor and keep a set for your own records

Create a telework work plan and submit it to your manager/supervisor for review. (Note:
Although this is optional, employees are strongly encouraged to complete the Work Plan

Template. Your manager/supervisor may require you to submit regular status reports to
help judge work performance)

Begin teleworking.

Revised 9.13.2006 ' 0.



Mantgomery County Government Interim Telework Program

TELEWORK PROGRAM FORMS CHECKLIST

Please use the following checklist to ensure that you have completed the required telework forms prior to
submitting original copies of your telework application materials to the Office of Human Resources.

Telework Suitability Self-Assessment

Manager/Supervisor Assessment of Employee Suitability for Telework
Manager/Supervisor-Employee Telework Agreement

Workspace Self-Certification Checklist and Safety Guidelines for thé Telework Location
Telewt)rk Work Location & Schedule

tnformation for Data Collection

Telework Agreement and Disclosure of Binding Terms

Technology Requirements and Procedures

o 00 0o o0 o 0 o

Telework VPN Access Request Form

¥

Revised 8.13.2006 -4 -



News Articles

11-2-12 Stuck at Home? Tips for Working The Wall Street Journal

10-30-12  Could Sandy Give Teleworking A Boost?  The Washington Post

10-21-12  Working from home grows in popularity = The Washington Examiner
across area

9-18-12 Teleworking trends gain momentum in Unified Communications
private sector

9-10-12 Telework guru takes phoning it to new The Washington Post
levels at patent office

8-12-12 Derecho blackouts demonstrate the need The Washington Post
for more federal telework options

7-18-12 Telework points to management issues in ~ The Washington Post
and out of the office

7-13-12 Teleworking: A good but still-struggling ~ The Washington Post
idea

7-9-12 Telework is a work in progress The Washington Post

FAFERBERMOHR\Telework\News Articles. Doc
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Stuck at Home?

Tips for

By RacHEL EMMA S[VERMAN

Talk about flexible work ar-
rangements,

With ¢omumutes in a snaﬂ and

many offices made inaccessible .
aiter Superstorm Sandy, scores |
‘of New York-area workers have

turned their homes into make-

_shift offices, holding conferénce

calls from their couches, con-
dacting deals over Skype and
reading spreadsheets on their

iPhones, sometimes with needy

toddlers in tow.

About 3.1 million Americans |
work from home exclusively, '

with many more working re-
motely at least part-
time, according to the :
Telework Research Net-
work. Those numbers
are swelling, at least for
the time being, as busi-
nesses try to keep going’
with employees dis-
persed by the storm.
Working productively
from home takes more
effort than flipping open
a laptop and plopping
down at the kitchen ta-
ble. Telecommuting “needs to be
practiced” to enswre a business
can truly run even when the office
is unavailable, or when workers
are waylaid, says Kate Lister,
president of Global Workplace An-
alytics, a workplace research firm.

Here are some tips for staying
productive when signed on re-
motely:

Make room for work. Having a
quiet, dedicated space to do work
is key for productivity, say veterai
telecommuters, whether it’s a
desk in a guest room or a card ta-
ble set up in an alcove. Steer clear
of high-traffic areas such as the

Sandhya Rao

Working fram home

‘takes more effort than

flipping open a laptop
and ploppmg down,

kitchen or kids’ playrooms.

Get out. No space, power ot
Internet access at home? Leave, if
you can, for a coffee shop, co-
working space or even a hotel
lobby. In and around New York
City this week, people are locat-

ing places to do work using the |
, Twitter hashtag #sandycowork- -

ng. National workspace locaters
Toosecubes and LiquidSpace, and
workspace provider Regus, also
have databases of available work-
spaces in many communities, in-
cluding New York.

Go to the Cloud. A cloud-
based file storage system has

" helped ShopKeep POS, a retail

technology start-up with offices

in Lower Manhattan, to maintain

business as usual while the
physical office remains offline
due to power outages. The conr-
pany’s 30 or so-workers have
beenn able to access files re-
motely and are staying in touch
over email and group chat pro-
gram Campfire, says Sandhya
Rao, ShopKeep POS’s vice presi-
dent of marketing and sales.
Call the baby sitter. Working

~ from home while looking after a

child isp’t impossible, but it
comes close. Kayli Harding, hu-
man resources manager at con-

sulting firm Kalypso, telecom-
mutes from her Dallas home and |

takes advantage of naptime, using
the four hours a day hev infant
son naps for conference calls and
uninterrupted work. More advice.
for those working while kids are
home: Your phone’s mute button
is your best friend.

Limit email. Staymg in con-
stant touch do@sn’t boost telecom-
muters’ feelings of closeness to
their co-workers. Chatty interrup-

" tions even caused workers to feel

more stress and cut into their
work flow, found Katlryn Fonner
of the University of Wisconsin-
Milwaunkee, ¢o-author of a recent
study. To reduce email chains, fry
dacument sharing and project-
— . management tools such
as Google Drive, Asana
or Basecamp. i

Mind the cominum— '

cation gaps. Without

in-person cues, such as

gestures and facial ex-

pressions, managers

need to be on the look-
: out for miscommunica-
{ tions, such as confusion
over assignments, and
should be willing to
pick up the phone or
schedule a video chat with staff-
ers—especially when there are
delicate issues to resolve, says
Wharton management professor
Sigal Barsade.

Check in. Make regular ap-
pointinents to connect with man-
agers and peers for status up-

dates and to keep projects—and |00 o make sure that workers

your career progress—on track.
Doing so helps “dissipate that sit-
ting-on-the-sofa-eating-bonbons
impression” some bosses have of
remote workers, says Ms, Lister,
Managers must set clear expecta-
tions and evaluate employees on
productivity, not presence, adds
Joshua Billingten, of Telework
Advocacy, a group that advocaies
for remote workers.

Set office hours. ‘ielecom-
muting often lets workers tailor
shifts to their needs and habits,

but managers and workers need

1o 'clearly agree on the hours
they're expected to he on duty.
Setting regular hours also pre-
vents work from bleeding into
family time, and may divert you
from household distractions like
the laundry pile.

Go out for hunch. Defuse feel-
ings of home-based isolation by
meeting with colleagues or cli-

" ents. Remote workers often have

better focus and greater produc-
tivity than office workers, but a
recent Conference Board report
found they sometimes feel out of
the loop, and are prone to burn-
out from the blurry lines be-
tweén home and work.

" Make breaks productive,
Storm-tossed telecommuters may
be less productive than others,
given spotty Internet connections,
power outages and less-than-opti-

_ mal home technology. Take tech-

related downtime to tackie offline
tasks, such as to-do lists, phone
calls or catch-up reading.

Plus:

Track what’s not workmg
Managers and workers should
note any major tech snafus or se- |
curity problems for future emer-
gencies—and make sure that
emergency contacts and security
protocols are in place for the next
unexpected event. Consider hold-
ing occasional “telecommuting

are able to hack it from home,
suggests Ms. Lister,
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Washington Post
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Po. B4

Federal Diary

Could Sandy Give Teleworking A Boost?
- By Joe Davidson

Sandy is sitting on the federal government like a huge, wet
and windy blanket, a killjoy if ever there was one.

Yet, despite the storm that has closed government offices
along the East Coast, stopped transit systems and forced
residents to hunker down in their homes, some work of the
government continues to get done. A good chunk of federal
employees are working while their colleagues have the day
off Tuesday, for the second straight day.

Emergency personnel, of course, work no matter what.
Increasingly, those who are not considered emergency
personnel are in a position to work from home. Offices
closed not just in Washington but also in Baltimore,
Philadelphia, New York and Boston.

"The first and most important issue is making sure we can
protect the safety of our employees," said John Berry,
director of the Office of Personnel Management.

&
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The OPM estimated that about one-third of almost 300,000
federal employees, including emergency staff, in the D.C.
area telework when government buildings close because of
weather.

But according to the OPM's latest annual "Status of
Telework in the Federal Government" report to Congress,
issued in June, less than 8 percent of federal employees
telework regularly.

If so many employees can telework when storms close D.C.

offices, why don't more telework on a regular basis?

The OPM report cites "management resistance" as the
primary barrier to teleworking, closely followed by
technology. But if technology is such an important barrier,
how can such a significant percentage of federal workers in
the D.C. area telework during storms?

"It is very telling that the federal government appears to
have the capacity and capability to go from 8 percent of
employees teleworking to approximately 33 percent when
the continuity-of-operations plan is put in place," said Rep.
Gerald E. Connolly (D-Va.), a sponsor of the Telework

Enhancement Act, which was designed to facilitate telework

in the federal government. "This indicates that one of the
major barriers to more robust teleworking by a significant
segment of federal employees is management-related and
not due to technology constraints. We still have a mind-set
among some federal managers that 'if I can't see you, you
must not be working.'a€S"

http://214.14.134.30/ebird2/ebfiles/e20121030909822.htm]
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The OPM is "working closely with agencies to break down
these barriers and improve telework opportunities in the
federal government," said Thomas Richards, an OPM
spokesman.

Cindy Auten, general manager of Telework Exchange, an
organization that promotes teleworking, said that "many
positions that would not be eligible for regular telework
would be eligible to telework during a natural disaster. Just
like we are seeing with Hurricane Sandy, maintaining
operations is absolutely critical - and telework can have a
major impact.

"That being said, this presents a great opportunity for
employees to have that conversation for more regular
telework," she added. "Some middle managers are still
waiting to see if telework is a storm that will pass or will it
be integrated into standard operating procedures."

Teleworking was a central component of Berry's decision to
close offices in the metropolitan D.C. area because of
Hurricane Sandy. The office closing notices issued by the
agency said that excused absences allowed for non-
emergency employees did not apply to those "required to
telework."

Teleworkers don't get administrative leave on a bad weather
day. If they don't want to work, they have to take a vacation
day.

"Telework-ready employees who are scheduled to perform
telework on the day of the announcement or who are
required to perform unscheduled telework on a day when

http://214.14.134.30/ebird2/ebfiles/e20121030909822 html 10/31/2012
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federal offices are closed to the public must telework the
entire workday or request leave, or a combination of both,"
according to the OPM announcement.

Berry said he received hour-by-hour weather reports before
deciding to close government offices. At one point Saturday,
he considered closing for a half day on Monday.

But with predictions of dangerously high winds Monday
afternoon and the possibility that Metro would not operate
(the transit agency said it would not operate shortly after
OPM announced its decision to close), Berry said his
decision to close D.C. area offices was an easy one.

"I didn't want to risk a situation where you'd have to bring
people in and then have to shelter in place,” he said. But as
the weather predictions got worse, the thought "of trying to
get a half a day was . . . off the table in terms of public
safety."

Keeping the government running also is a consideration.
"We have a responsibility to the taxpayer to keep the
government open as much as we possibly can," Berry said.

But that doesn't trump safety.

The decision to stay open or close in other cities is made by
local Federal Executive Boards, which coordinate the
activities of federal agencies.

How much does it cost the taxpayer when government
offices close?

"There is no good way for us to calculate with any accuracy
the cost of closing federal government buildings," Richards

http://214.14.134.30/ebird2/ebfiles/e20121030909822.html 10/31/2012


http://214.14.134.30/ebird2/ebfiles/e20

Early Bird: Could Sandy Give Teleworking A Boost? Page 5 of 5

said. "New technologies allow federal employees to work
from home and some will find ways to make up their work
at no cost to the federal government."”

Safety also includes securing all construction sites, covering
manholes and placing sandbags in certain areas, such as the
Federal Triangle, according to the General Services
Administration. As of mid-afternoon Monday, the GSA
reported no damage to federal facilities.

"We have personnel monitoring buildings and reporting
continually on status and impacts throughout the storm,"
said GSA spokesman Dan Cruz.

RETURN TO TOP

The Early Bird is prepared by the Current News Service of the Office of the Assistant
Secretary of Defense for Public Affairs (OASD-PA).
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By Liz Essley
Examiner Staff Writer

More people than ever have
become stay-at-home workers.

The U.S. Census Bureau says the
number of telecommuters, workers
who most days go off to the office in
their pajamas, is on the rise in the
D.C. area and nationally.

The percentage of people in the
United States working exclusively
from home went up from 4.8 per-
cent in 1897 — more than 6 million
people — to-6.6 percent, or more
than 9 million people, in 2010, the
Census Bureau said.

The number of workers who
spend at least one day at home also
went up, from 7 percent to 9.5 per-
cent of the work force.

from home gmws

One reason for the.up-tick is that |

technological improvements have
made it much easier, and fea51ble,
the report shows,

In the D.C. region, “about 141 634
people, or about 4.9 percent of the
work force, worked from hore most
of the time in 2010, according to
the Census Bureau. That’s up from
109,072 in 2005.

Those numbers are lower than
results from a 2010 survey by the
Metropolitan Washington Council
of Governments, which showed
that about 600,000 people in the

congested Washington region tele- |

commute at least occasionally.
The council’s Nicholas Ramfos
said the differences may have been

in populari

areas were included in them. But,
he said, one thing is clear: Telecor-
muting is gr owing, and that's good
for the region.

“It helps reduce congestion and
improves air quality,” Ramfos said,
adding that it also benefits compa-
nies by boosting productivity and
giving workers flexibility. “Employee
morale goes up a little more when
you don't have to sit in traffic for
three hours a day.”

Herndon resident and Advi-
sory Board Co. employee Pete
Simpkinson, of Herndon, started

ity across

"G

teleworking in 2011 The media
relations director for the Advisory
Board Co., a health and higher edu-
cation consulting firm, swapped
telecommuting for what had been
an 80-minute drive and Metro ride
to his D.C. office.

“I'm in a role where it's 3u9t as
efficient for me to telework as it is
for me to be in an office on a daily

basis. And it helps with my worlc-life.

balance,” he said.

"He says his company selects
workers to telework on a case-by-
case basis, but that it makes him

(STOCK IMAGES
About 4.9 percent of the D.C, area work
force worked from home most of the
time in 2010, the Census Bureau said.

more productive.
“In the morning” he said, "T can
be responsive right out of the gate.”
lessley@washingtonexaminercom

caused by differences in how the |

surveys were conducted or what
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Teleworking trends gain momentum in private sector FIND QUT MORL

TEL UMRED COMMUNICATIONS 1S
BEAL UC, MUBILITY, CLOUD, AND BYOD

Advances in
telecommunications have
made it so employees no
longer have to leave their
homes and physically travel
to work anymore. This

THE MO GOTCOHA UC SOLUTION

TRENDING NEWS

Page 1 of 2

ability, commonly known as
teleworking, is becoming
more popular in the private
sector thanks to the
proliferation of mobile
devices and unified
communications systems.

1S YOUR PHONE SECURE
ENOUGH?

A% UC UPSTART TEO TAKES
wAs Gt \WRAPS OFF ELITE PARTNER
m { PROGRAM

TEQ ANNOUNCES TEO ELITE
PARTNER PROGRAM

The adoption of bring your own device (BYOD) programs in the enterprise is particularly driving
teleworking trends, enabling employees to be more productive from anywhere at any time,
according to a ClO report.

in addition to BYOD and the growing use of smartphones, tablets and other gadgets in the
workplace, there are other factors contributing to remote working habits.

Teleworking benefits

By eliminating the need to travel to work and meetings, companies can be more efficient during
the ongoing macroeconomic crisis, which is putting pressure on a lot of firms to implement
anything they can to reduce expenses, ClO noted. It is no longer important to enterprises to
confine workers to a centralized location, especially when not doing so can eliminate
unnecessary expenses, including the maintenance of on-site equipment.

Joinustora Teo
DEMO web demo

The evolution of the digitat world has also made it so businesses are required to be open
around the clock, meaning many employees need to be able to collaborate outside normal
hours, C1O said. This often introduces much more stress to the everyday worker, creating an
unequal work/life balance. By adopting teleworking programs, however, individuals can
perform work-refated tasks from home, strengthening satisfaction and overall productivity.

Teleworking is also appealing to the next-generation worker who was raised on technology,
CIO reported. This helps companies generate a competitive advantage over rival firms that
neglect to adopt unified communications and BYOD programs, which is especially important in
today's cutthroat business world.

WHITEPAPERS 2oas 7o

A separate study by Wakefield Research echoed the growing need for unified communications
in today’s evolving business environment that is slowly migrating away from traditional
practices. Even small businesses are embracing teleworking, as nearly one-fourth of
respondents said their company relies on telecommuting.

"The results demonstrate the extent to which telephone and video conferencing have become
ingrained in the work habits of small business owners, since nearly half of the survey
respondents say traditional, in-person meetings are becoming less relevant,” collaboration
expert Glenn Bray said.

As the private sector continues to adapt to technology, it will become increasingly important
that organizations of all sizes leverage unified communications and other next-generation
sofutions to remain competitive.

9/24/2012 :
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Telework guru takes phoning it to new levels at
patent office

Not so long ago, workers around Washington were stuck in the Dark Ages of office life.
They slogged through long commutes on traffic-choked highways.

Bad weather kept them from the office, and productivity took a hit. The region’s air quality suffered.
The cost of office space edged up.

Then came telework. Employees in the private sector started firing up their computers at home more,
some doing their jobs in their pajamas.

But in a federal government culture with a high premium on showing up at the office, telework has been
slower to take off. About one in four federal employees whose jobs lend themselves to telework,
actually do it. And more than half of those just one or two days a week.

The exception is the U5, Patent and | rademark Olfice, where Danette Campbell is the booster for a
povernnient work-at-hoime program that's sct the vold standard in a culture that has been pushed

change,

The agency issues patents to inventors and businesses and trademarks for products and intellectual
property. But some employees step foot in the Alexandria headquarters just once or twice a year. Of

http://www.washingtonpost.com/local/telework-guru-takes-phoning-it-to-new-levels-at-pat... 9/11/2012
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11,000 employees, 66.3 percent telework, mostly patent reviewers and trademark examining attorneys
across the country. Almost 4,000 work from home four or five days a week. Compare that with 8
percent across the federal workforce.

The 2010 telework law requires every federal agency to have someone in Campbell’s role, but she’s the
only full-time coordinator. Since she came in 2006, the number of teleworkers has tripled.

“Just because you’re working remotely doesn’t mean you’re not part of the ageﬁcy,” she said, flashing a
Cheshire cat smile. “It’s all about the end product.”

The Patent and Trademark Office is able to quantify that productivity. Experts in fields from engineering
to physics review applications, sign off or not, then move on.

Campbell is one of five finalists for this year’s Sainuc! J, [leviman Service 1o America Management
Excellence Medal. Director David Kappos cited her “contagious enthusiasm and incredible work ethic”
in the nomination.

At 61, when many people are ending their careers, Campbell is in the heyday of her fourth. She has been
an elementary school teacher, stay-at-home mom, internship coordinator for college students and now,
work-at-home proselytizer.

Campbell’s mission as a GS-15 is to smooth the path from office to home. She sets up employees with
laptops, webcams, videoconferencing software and gives them and their bosses training in how to stay in
touch. More and more managers are teleworking, too.

Another big part of Campbell’s job is to collect statistics, some of which are encouraging. A report in
February by the mspector gencral for the Department of Commerce, the patent office’s parent agency,
called the telework program a “successful business strategy™ that saves $17 million a year in office
space costs.

The average teleworker spends 66.3 more hours a year examining patents than the average reviewer at
headquarters, the report found. That translates to about 3.5 more patent reviews. Teleworkers also use
less sick and administrative leave and spend less time on administrative tasks, the inspector general
found.

All teleworkers sign a contract setting out the ground rules for working independently. In addition to
having few or no distractions, and being more productive, telework eliminates the daily commute.

Campbell teleworks one day a week from her century-old home in La Plata.

“I’d rather not think about” a commute, she said, adding, “Working from home enables me to get online
earlier and work later.”

The boost in efficiency also has a “small, but nonetheless positive effect” on reducing the office’s most
stubborn problem, a backlog of 620,000 patent applications.

Telework is not for everyone. It can be isolating. Work and home life don’t always mix. But the Patent

and Trademark Office is seeing its benefits: Faster work, better recruitment, savings in office space
costs. And, advocates claim, better air quality with fewer cars on the road.
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Elaine Ryan recalls Campbell’s first step into the new office culture in the late 1990s, running a federal
telework program administered by the Collcec of Southern Marviand.

“She’s shy and retiring,” Ryan, now provost of the college’s Graduate School USA, joked about
Campbell.

Her former colleague, Ryan knows, is anything but. She’s a lively persuader.

“The idea is, ‘I’m not watching you right now, but you have a product you have to generate,” ”
Campbell said in her Alexandria office, where a malfunctioning webcam that loops teleworkers across
the country into meetings was getting repaired. On her bookshelf sit titles such as “Managing the
Telecommuting Employee™ and “Managing the Mobile Workforce.”

The patent program started in 1997 as a pilot for 18 examining trademark attorneys around the country.
Back then, telework was a scary word. But after a while, managers in Alexandria saw something
astounding: The attorneys worked more. They were happier.

At the time, Campbell was in Southern Maryland, working with local officials and the General Services
Administration on a novel effort to allow federal workers from the area to avoid commuting. They

worked out of rented space near home -— but not at home.

By today’s standards, the setup was crude. But there were conference rooms, desktops and high-speed
internet service few employees had at home. They were called “telecommuting” centers.

Campbell calls it the “steppingstone” stage of telework.

“The local Chamber of Commerce said to me, ‘ You know, Danette, this concept is never going to take
off,”” she recalled. “ ‘Managers are never going to buy into it.”

“My whole argument was, ‘You wait and see. The technology is exploding.” ”
The program did, too, but the challenge was clear.

“It was getting people to recognize their own mythology they’ve been living with,” Ryan said. “Just
because you can see somebody at their desk doesn’t mean you know what they’re doing.”

Campbell had a touch for empathizing with their concerns, Ryan said, “then moving them to a different
place.”

Campbell then took a job with the Council of Governments, where she pushed employers in the region
to launch telework programs.

“It really was a sales job,” recalled Nick Ramifos, director of COG’s Commuter Connections program.
“A behavior change is what you're selling. You need a certain power of persuasion to get folks who are
really skeptical to sign on. Danette was good at that.”

And the trademark program was noticing. Up in Alexandria, it was expanding to patent reviewers, who
started giving up their offices. They “hoteled,” meaning that they had to book a desk when they came to
headquarters. By 2006, 2,271 employees were working outside the office from one to five days a week.

http://www.washingtonpost.com/local/telework-guru-takes-phoning-it-to-new-levels-at-pat... 9/11/2012

()


http://www.washingtonpost.comllocalltelework-guru-takes-phoning-it-to-new-Ievels-at-pat

Telework guru takes phoning it to new levels at patent office - The Washington Post Page 4 of 4

“That’s when we realized we needed to have somebody to run this full time,” recalled Trademarks
Commissioner Deborah Cohn,

The agency approached Campbell, who liked the idea of expanding one successful program for the
federal government.

The biggest downside to telework is isolation, say Campbell and her colleagues. They’re working on
solutions: lunches for employees who live near each other, other social events to keep them engaged. At
meetings, everyone who needs to be there is webcasted in.

“I think that’s the biggest negative to telework,” Cohn said. “When you compare the negatives and
positives, the positives come out ahead.”
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Derecho blackouts demonstrate the need for
more federal telework options

By Sudhir Verma, Published: August 12

In the event of a disaster — whether natural or otherwise — most government IT directors think first
about protecting the data centers.

This is a reasonable reaction, of course. But in the aftermath of the recent derecho and the spate of
weekly storms that have continued to affect the region with power losses that last hours — or in the case
of the derecho, days — the efficiency of agencies and businesses is at stake. It’s time to take a fresh look
at telework as an important aspect of disaster recovery and continuity of operations policies.

After all, the Telework Act of 2010 indicated that telework is a useful strategy to improve continuity of
operations to help ensure that essential federal functions continue during emergency situations.

However, the concept of telework in general has been more closely associated with personnel benefits,
such as cutting commuting costs and improving work-life balance. I believe, however, that the time has
come for a telework mind-set change. Certainly, it promotes convenience and efficiency, but not until
agencies view telework as a critical aspect of disaster recovery will it take hold in a meaningful way.

Consider the numbers. A recent Office of Personnel Management report to Congress said 684,589 of 2.1
million federal employees are eligible to telework. But at the end of the federal government’s last fiscal
year, the report said, only 168,558 had actually begun teleworking or were set up to do so.
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Why the gap? Obviously, telework implementation has not been addressed with the same sense of
urgency as perhaps data center protection and recovery. The problem is that protecting the data is only
half the equation.

In the event of a disaster or disruption, what good is protecting the data if employees can’t access
information? This issue becomes more important as more and more data centers consolidate and
agencies operate from locations across the metro area, farther and farther away from their data centers.

For example, an agency might have operations in Woodbridge, Herndon, the District and Aberdeen. If a
weather event renders the offices in Virginia inaccessible, employees need a telework program in place
to continue working with colleagues.

Here’s the call to action: Government IT directors and CIOs should take this time in the aftermath of
recent weather events to reassess their disaster recovery policies. They need to ensure not just that data
centers are being protected, but that data can be accessed. Data access points must be reassessed and
scrutinized. Telework should be recognized as an amazing tool to provide effective disaster recovery
and continuity of operations.

Plenty of agencies are setting a good example already. The General Services Administration had to close
its headquarters in the District because of power outages in the wake of the derecho. But a large majority
of employees were able to telework until the issue was resolved.

The first step for any agency to get started with telework is to simply identify the eligible workers in the
organization and start a proof of concept program. Agencies, including the GSA and Bureau of Alcohol,
Tobacco and Firearms, have excellent programs already in place. IT leaders in other agencies should
reach out to their colleagues at GSA and ATF and simply ask what they did to get started.

In the event of a disaster, telework could mean the difference between an agency that is functioning
effectively and providing critical services, and one that is shut down.
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out of the office |

By Joe Davidson, Published: July 18

Reader reaction to a Federal Diary ¢column on an Obama administration report gives life to the
document’s findings on impediments to teleworking.

The Office of Personnel Management’s (OPM) annual report on the “Status of Telework in the Federal
Government,” says “management resistance” is the most frequently cited barrier to implementation of
telework in federal agencies, closely followed by technology issues.

What reader reaction points out more graphically than the report is really a larger managerial problem in
federal agencies. The issue is not just being able to manage telework, it’s an issue of being able to
manage performance generally.

Consider these comments:

From a Department of Veterans Affairs manager who did not want to be identified:

“First, government has historically managed employees’ work by time, not product. The entire structure
of personnel management in government has been built around whether the employee was at work

during duty hours, not to whether or not they actually produced a product.

“Making such a big change as this is both a structural change (changing and adjusting the working rules)
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and a cultural one (changing the way managers and employees interact). It cannot be done overnight.
The only way to determine if a teleworker has accomplished anything requires that the employee report
on their daily work efforts and for the manager to hold them accountable for it. I know of no manager in
my office who has done this.”

A Patent and Trademark Office (PTO) worker, whose e-mail handle is “Ziggy 101,” said “one of the
reasons teleworking works for the PTO is that we are a production based system with very definite goals
and deadlines each bi-week, quarter and fiscal year. The production goals are set and there are
consequences to not making these goals. Yes, people do get fired. Having worked at another government
agency where the measurement of work and goals was not as clear, 1 can understand why some would
find it difficult to understand how you would measure someone’s work at home.”

Said “Whazzis:” “I agree that managers need to learn how to manage. Most have no clue what their
employees are doing in the office and don’t seem to care. So when the employee works from home,
suddenly the manager is ‘worried” about whether the employee is productive.

“News flash to managers — you should be tracking the productivity of ALL your employees at least
once/week. That would help you learn which are slacking off while in the office and reward those who
are etficient.”

William L. Bransford, general counsel of four federal managers organizations, said training is key to
getting greater management buy-in for telework. Training can help overcome the worry of some
supervisors that they won’t be able to withdraw teleworking from employees if their productivity falls.

He said telework agreements between management and staffers, such as those outlined in OPM’s
“Guide to Telework in the Federal Government,” help allay managerial concerns. The agreements can
be for a six- or 12-month period, allowing the arrangement to be canceled if it is not working out. “[T]
elework agreements should be well-written, jargon-free, practical, and clear regarding responsibilities,
roles and expectations,” according to the guide.

Some federal labor unions have written telework agreements with agencies.

National Treasury Employees Union President Colleen M. Kelley said that, under an IRS agreement that
takes effect in October, “requests from eligible employees for ‘frequent telework’ will normally be ap-
proved, unless work demands dictate otherwise.”

William R. Dougan, president of the National Federation of Federal Employees, said including
employees early in telework decisions is key to overcoming management resistance. “The more
employees’ concerns are brought into the implementation process, the smoother the transition will be,”
he said. “Agency and facility-level labor-management partnership councils would be an ideal forum to
get the stakeholders together and work toward a consensus.”

Managers at agencies with good teleworking programs agree on the need for communication.
“It’s really important to have that conversation about clearly defining performance measures,” said
Danette R. Campbell, PTO’s senior telework adviser. “As long as expectations are clearly defined, it

really does not matter where the worker is located.”

Added William D. Spencer, clerk of the Merit Systems Protection Board: “Ultimately, our productivity
stays the same regardless of where people physically do their work, and we watch those numbers very
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closely as part of MSPB’s and individuals’ performance.”

One manager, identified with the e-mail handle “lancepcope,” can’t understand fellow supervisors “who
simply couldn’t trust their employees™ to be productive away from the office.

“Either a report is finished and on time or it isn’t etc.,” “lancepcope” said. “It’s easy to establish
measurable performance goals for many jobs, especially [administrative] support that does not involve
the public.”

But if it’s easy, why don’t more managers do it?

Previous columns by Joe Davidson are available at wapo.st/JocDavidson.
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Teleworking: A good but still-struggling idea

Published: July 13
We asked:

How is teleworking at your agency? Are you eligible? If you telework, what is the experience like? If
you don’t telework but would like to, what’s holding you back? If you’re in the Washington
metropolitan area, where a storm recently knocked out power, were you among those who teleworked?
How did it go?

You said:

My position at the Department of State deems me eligible to telework. We receive strong resistance to
allow us to telework. Only when the Office of Personnel Management declares unscheduled telework
days can we telework. On those days that OPM declares unscheduled teleworking, I have found it
productive and less stressful. | was on scheduled leave during the most recent storm that hit the

Washington metropolitan area. | had power and so did many of my co-workers who did telework.

I don’t understand the resistance from some managers. They don’t seem to understand the benefits of
teleworking to the government and the department.

Meta R. Fitzgerald
State Department

59
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Clinton, Md.

I work for the National Institutes of Health. Outside of a regularly scheduled one-hour meeting each
week, I could do my job totally from my home computer.

My department formally implemented a telework policy last year that allows us to work from home on
an ad hoc basis. However, some supervisors in our department let their staff work from home frequently
while others, like mine, enforce a stricter definition of “ad hoc.”

I have expressed interest about working from home on a regular basis, say one day a week to start. | was
told by my supervisor not to bother applying for that because our department head is very much against
it. He apparently thinks everyone should live close to their job. That’s kind of hard to do when you work
in Bethesda and your wife works in Baltimore. Anyway, I spend an average of two hours driving back
and forth to work every day from Columbia, time that could be used for many more constructive (and
less destructive) things. Saving money on gas would be a nice bonus, also. [ just get irritated when I hear
news reports about the government expanding its telework policies, when in my department nothing
changed — they were just forced to make it official with paperwork, but they’re still against
teleworking.

Name withheld
National Institutes of Health

Bethesda

Although teleworking sounds logical, no one has done a cost-benefit study on whether it has created
work efficiencies and lowered costs. In some personal cases it works well — I am grateful for it myself
on occasion. But what is good for an employee may not be good for the agency. As a non-manager, [
have seen negatives that no one has accounted for.

Here are some:

First, government has historically managed employees” work by time, not product. The entire structure
of personnel management in government has been built around whether the employee was at work
during duty hours, not whether they actually produced a product. Making such a big change as this is
both a structural change (changing and adjusting the working rules) and a cultural one (changing the
way managers and employees interact). It cannot be done overnight.

Second, the claim that government will save money on physical space may be true over time, but it is
unlikely today. A year ago my office moved to a new location with a multi-year lease. Then telework
was announced, and now many cubicles are empty most of the time. Rent is still being paid whether we
are here or not.

Third, there are many scientific studies that show communication is best when done face to face, as
visual, auditory and physical cues work together to enhance meaning and comprehension.

Fourth, government has never been known for its efficiency, and home distractions and IT infrastructure
can create two more impediments to productivity when teleworking. Without work metrics, how would
a manager know if the activities of two small children, a wife, and two elderly parents (as one
teleworking co-worker has at home all day) make him less productive than at the office?
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Telework is a work in progress

By Joe Davidsen, Published: July 9

Teleworking makes sense — dollars and cents.

Promoting the ability of federal employees to work from home can reduce government overhead,
improve employee work-life balance and allow work to continue when government offices need to
close.

Yet many who could, don’t.

It doesn’t work for every government gig, but it almost certainly is a good idea for more federal workers
than (1) those who are allowed to use it and {(2) those who do use it.

An Qltice of Personuel Management (OPM) report on the “Status of Telework in the Federal
Government” indicates that 32 percent of federal workers are eligible to telework. Of those, fewer than
25 percent actually teleworked in September. OPM doesn’t know how many employees teleworked
during the recent period of storms and heat.

The Patent and Trademark Office, where nearly two-thirds of employees work from home, has long
been in the forefront of teleworking among governmental agencies.

“Telework is a well-accepted business strategy and a large part of our culture,” said Danette R.
Campbell, the agency’s senior telework adviser. “Managers realize the positive impact this strategy has
on real estate cost-avoidance, production, recruiting and retaining a highly skilled workforce, and
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continuity of operations.”
That’s not always true across government.

Certainly, many jobs are not compatible with working from home. Nonetheless, government-wide
figures reflect a continuing and unnecessary reluctance by supervisors who believe they can’t manage
those they can’t see.

“For many managers, reluctance to allow telework is rooted in uncertainty about managing individual
performance,” said Justin Johnson, OPM’s deputy chief of staff. “Telework requires a new mind-set, and
it changes the dynamics of the work and the workplace in ways that not everyone feels competent to
manage. All managers need to get more comfortable with managing by results rather than process and
time in the office.”

On paper, teleworking plans look good.

In the report’s introduction, OPM Director John Berrv said agencies representing more than 99 percent
of the federal workforce have included telework “as a critical component of their agency Continuity of
Operations Plans,” which would be used to keep the government operating “‘through hazardous weather,
pandemic or physical attacks that would result in the closure of Government buildings.”

“Telework can make employees more efficient, more accountable, and more resilient in emergency
conditions,” Berry wrote in the report.

But a long-standing problem remains: “Not all managers are comfortable directing employees who
telework,” he added.

The telework law was designed to foster a more consistent and systematic program for government
telecommuting. Yet the amount of telework varies significantly from agency to agency. Some of that is
because of the nature of the work, and some is because of managerial resistance.

Although a great deal of attention has been paid to the benefits of teleworking, less than a third of
federal employees are eligible, according to the report. Of those, 21 percent have a telework agreement
in place.

“[A]s often happens when innovations are introduced, Federal telework faces barriers to full
implementation,” the report says. “Asked to describe ongoing challenges, several agencies reported
resistance among key stakeholders (e.g., managers) as well as technology and security concerns.”

Patricia Niehaus, president of the FFederal Managers Association, said the main reasons for that
resistance are a lack of telework training and worries that managers won’t be able to discontinue
telework 1f necessary.

“Both managers and employees need to be trained on how to handle assignments and accountability
under telework,” she said.

Some departments with low teleworking rates, such as Veterans Affairs and Justice, said the duties of
many employees are not compatible with teleworking, even if they are officially eligible.

Though only 2 percent of VA employees teleworked in September, according to the report, a VA
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statement said the agency’s “ad hoc telework policy ensures participation on those days and for those
circumstances where it is workable.”

At the Defense Department, where 5 percent of employees teleworked in September, “our goal is to
increase the visibility and usage of the telework program and to shift the culture toward one that is
increasingly accepting of telework as an acceptable way of doing business for those in eligible
positions,” said the department’s Leslie Hull-Ryde.

Culture can be hard to change.

As Berry pointed out, “Not all managers are comfortable directing employees who telework.”

Are vou olivible 1o work trom home hui vou don't do 1?7 Tell us wine

Previous columns by Joe Davidson are available at vwapo.st:JocDavidson.
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Telework/Alternative Work Schedules Program
Timeline: 2007-2012

Documents

September 26, 2007: Memo from Joseph Adler to Tim Firestine: Telework Policy Update

November 13, 2007: Memo from Joseph Adler to Duchy Trachtenberg: Montgomery
County’s Telework Program

March 27, 2008: Memo from Susan D. John to Management and Fiscal Policy
Committee: Update Interagency Telework Initiative

e Montgomery County Telework Program Interim Policy

e Montgomery County Interim Telework Program Questions and Answers

September 10, 2008: Memo from Timothy L. Firestine to Executive Branch Department
Directors: Alternative Work Schedules

April 28, 2009: Transportation, Infrastructure, Energy, and Environment Committee:

e Shifted $50,000 from executive’s recommended telecommuting dollars to
continue consultant assistance in the Office of Consumer Protection.

e No additional dollars spent in FY09 or FY'10 for equipment to be used by
employees for telecommuting (deferred $97,500)

e P/T OHR Specialist to Manage Telecommuters (deferred $34,480)

e Alternative Work Week/Telecommuting Survey Results

e As a follow-up to this meeting, Action Plan Developed by OHR

Part-time Telework Coordinator Position advertised and over 130 applications
rated. Five candidates interviewed but due to on-going Reduction in Force no
candidate was selected and position was eliminated due to fiscal constraints.

October 26, 2009: Memorandum from Joseph Adler to Duchy Trachtenberg: Telework
Update -

May 7,2010: Memo ﬂoﬁ% Joseph Adler to Executive Branch Department Diré::;:tors and
Affected Managers: 4/10-Hour Workweek Alternative Work Schedule Program

June 25, 2010: CountyStat evaluates Alternative Work Schedule Implementation and
provides analysis and recommendations.

September 1, 2010: Memo from Joseph Adler to Executive Branch Department and
Office Directors: June 2010 Alternative Work Schedules Report

July 1, 2012: New Montgomery County-MCGEO collective bargaining agreement
language in effect establishing joint committee to develop county-wide (MCGEQO
bargaining unit) Telework program :



OFFICE OF HUMAN RESOURCES

Isiah Leggett . Joseph Adler
County Executive MEMORANDUM Director
September 26, 2007
TO: Tim Firestine, Chief Administrative Officer

FROM: Joe Adler, Director, Office of Human Resour: es

Montgomery County during the Duncan administration, committed to the Metropolitan
Council of Government’s (COG) and the County Council a goal of 20% of eligible employees to
participate in a telework program. In addition, the County Council’s MFP committee requests an
annual update in October, 2007 on the status and progress of Telework in Montgomery County
Government. We are at a cross road; with the change in administration, we need to reestablish
our comrmitment with the senior management team and enlist your support and direction for
Telework in Montgomery County. The following is provided as background.

SUBJECT: Telework Policy Update

In 2005, the Human Resources Directors of Montgomery County, Montgomery County
Public Schools, Montgomery College, Maryland-National Capital Park & Planning Commission,
WSSC and Housing Opportunities Commission developed an interagency operational plan which
addressed important issues surrounding integration of telework including goals, objectives,
definitions, guidelines, position eligibility, employee eligibility, safety of off-site work space,
schedules, program outcomes, and measures. -

Montgomery County Government established an interdepartmental telework committee
consisting of managers from the departments of Health and Human Services, Public Works and
Transportation, Finance, Technology Services, Management and Budget and the Office of
Human Resources. This interdepartmental team addressed Telework policies and procedures and
defined the criteria to determine if a position and an employee meets the eligibility requirement.

The interdepartmental telework committee developed the following material:
e = Interim Telework Program Policy
Work Agreement and Disclosure of Binding Terms
Selecting Positions Eligible for Telework
10 Steps to Telework
Telework Suitability Self-Assessment for employees and supervisors
Workspace Self-certification Checklist and Safety Guidelines
A list of non-bargaining unit positions eligible for telework approved
by their departments.

101 Monroe Street » Rockville, Maryland 20850 » 240-777-5000
www.montgomerycountymd.gov
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In addition, we have offered numerous manager briefings on the benefit of Telework and have
piloted Telework in the Department of Public Works and Transportations, Division of Transit
Services. Although there are challenges to implementing telework, alternative work
arrangements such as telework can be used to attract and retain employees and further the
County’s commitment to staying competitive with private and public sector employers in the DC
metro area. Your direction and support of the telework initiative is critical at this point.

Please let me know if you would like OHR to set up a meeting to discuss this matter in
further detail.

cc: Fariba Kassiri, ACAO

(¢



OFFICE OF HUMAN RESOURCES

Isiah Leggett Joseph Adler
County Executive Director

MEMORANDUM

November 13, 2007

TO: Duchy Trachtenberg, Chair, Management and Fiscal Police Committee

FROM: Joseph Adler, Director, Office of Human ResourcesW

SUBJECT: Montgomery County’s Telework Program

I am pleased to update the MFP committee on the County’s implementation of Telework..

Progress has been slow with the transition of administrations; we made little progress over:the past -

year. However, County Executive Leggett is commuitted to telework and sees this as one of several
integral components to meeting the objectives of “Keeping Montgomery Moving”. The Ofﬁce of
Human is committed and will work with departments in the identification of posmons and.
changing organizational cultural. s

As mentioned in our previous report; an interdepartmental Telework team assisted in developing -
policies, procedures and materials; we will continue the use these materials in promoting telework:

e Interim Telework Program Policy

e  Work Agreement and Disclosure of Binding Terms

e Selecting Position Eligible for Telework

e 10 Steps to Telework

e Telework Suitability Self Assessment for employees and supervisors
s Workspace self-certification Checklist and Safety Guidelines

We are committed to the success of Telework in Montgomery County and will work with senior
management to accomplish our goal.



MFP COMMITTEE #3
March 31, 2008

MEMORANDUM
March 27, 2008
TO: Management and Fiscal Policy Committee
FROM: Susan D. J ohn, Legislative Analyst Lgf

SUBIJECT:  Update — Interagency Telework Initiative

Today the Committee will receive an update from County agencies on the status of
efforts toward the Interagency Telework Initiative. The following individuals are expected to
brief the Committee and participate in the discussion:

» Karen Plucinski, Office of Human Resources (OHR), County Government
» Ginger Corpuz, Montgomery County Public Schools (MCPS)

~ »  Patrick Mattingly, Housing Opportunities Commission (HOC)
¢ Yvonne McKinney, Washington Suburban Sanitary Commission (WSSC)

BACKGROUND

On September 14, 2004 the County Council adopted a resolution supporting the
Interagency Telework Initiative and calling for an interagency operational telework plan as well
as regular progress updates (©1-2). This resolution also references the Council’s endorsement of
the Metropolitan Washington Council of Government (COG) goal of having 20 percent of
eligible employees participating in telework programs by 2005. The original operational plan
that the agencies produced in response is also attached (©3-4). It included common definitions
and principles, targets, and measurement information to be used by each agency. It also
specified those areas in which agencies would need to create their own distinct approaches and
policies. All agencies provided a written update in 2005, and the Committee additionally

discussed the County Government’s program in March 2006, February 2007, and November
2007.

CURRENT INFORMATION

Attached in the packet are the most recent 2007 written updates from several agencies
(©12-36). Not all have responded to requests for information. As soon as updates become



available, they will be provided to the Committee. Participation numbers have not changéd
significantly for those agencies that provided updates from November 2007 figures.

TRENDS

The number of approved teleworkers has not changed significantly since the last update
before the Committee in November 2007. There have been significant changes since data were
first reported to the Committee in February 2006. The County Government lost all its
teleworkers over the past two years, while MCPS has significantly increased its participation.

Agency February 2006 | November 2007 | March 2008 | Change From
Feb. 2006

MCG 15 0 0 -15

MC 61 71 1o }iC

MNCPPC 12 15 | ‘

MCPS 10 69 68 +58

HOC 6 4 4 -2

WSSC 0 n/a 0 0

AGENCY UPDATES

County Government: The Office of Human Resources (OHR) has indicated that the
Executive Department directors were briefed in January 2008 on the Telework program at a
senior management meeting. A tentative plan was developed that would have OHR meet with
department managers to discuss telework options for non-represented employees. Teleworking
was placed on hold as the County attempts to abolish over 200 positions through a combination
of reduction in force (RIF) and a retirement incentive. Teleworking will again be addressed on
April 3, 2008, at a meeting of the Human Resources directors of all five County agencies.

County Government intends to implement teleworking once the focus on RIF is completed (see
©12). -

Housing Opportunities Commission: Currently there are four participants in its telework
program. HOC indicates both supervisors and staff view teleworking favorably (see ©13-24).

Maryland-National Capital Park and Planning Commission: M-NCPPC did not respond
to a request for updated information.- As of November 2007, the Planning Department has about
800 employees, of whom 15 telework at least one day per week.

Montgomery Collége: Montgomery College did not respond to a request for updated
information. As of November 2007, the College’s telework program had grown by 31 percent
over the past year, with 71 employees participating in the program.

Montgomery County Public Schools: MCPS reports that its number of teleworkers
increased from 13 in FY07 to 68 in FY08. Managers, supervisors, and employees worked



together over the past year to identify positions that would be eligible for teleworking. MCPS
should provide its update letter at the meeting (see ©25-36) '

Washington Suburban Sanitary Commission: WSSC does not have a teleworking
program in place. WSSC indicates it will reexamine flexible work arrangements, of which
teleworking is one, in FY09.

DISCUSSION ISSUES

The agencies’ participation rates have remained relatively static over the past year. In
order to boost participation, Committee members may wish to consider whether the definition
of teleworking should be changed in an attempt to capture employees who have informal

teleworking arrangements. Those who telework fewer than two days per month are not counted
in current data.

Agencies may wish to identify employees who may be able to telework certain parts of
the year. For example, MCPS has significant seasonal changes in work functions. Does MCPS
have any employees who could more easily telework during the summer months? Do other
agencies have similar seasonal or functional changes that might facilitate partial-year
teleworking? As part of redefining what constitutes teleworking, Committee members may
wish to consider whether agencies should identify seasonal or functional changes that occur

during the year and whether some groups of employees may be able to telework during these
periods.

This packet includes the following: ‘ O#
Resolution 15-743, Interagency Telework Initiative 1-2
Interagency Operational Telework Plan, November 2004 3-11
2008 Agency Updates:
County Government 12
Housing Opportunities Commission A 13-24
Montgomery County Public Schools 25-36

F:\John\Packets\MFP\Agency Telework Programs - Update 03-31-2008.doc



Resolution No.: 15-743

Introduced: September 14, 2004
Adopted: September 14, 2004
COUNTY COUNCIL

FOR MONTGOMERY COUNTY, MARYLAND

By: Management and Fiscal Policy Committee

SUBJECT: Interagency Telework Initiative

Background

1. In April 2003, the Council adopted Resolution 15-112, officially endorsing the
' Metropolitan Washington Council of Government’s (COG) goal of 20% of eligible
employee participation in telework programs by 2005 for Montgomery County. The
resolution indicated that the County Council would work with the business community to
broaden business participation in telework efforts and requested that each County agency
develop a plan to achieve the COG telework goal.

2. The Management and Fiscal Policy Committee has received regular status reports on
telework efforts in County Government, Montgomery County Public Schools (MCPS),
Maryland-National Capital Park and Planning Cornmission (M-NCPPC), Montgomery
College, Washington Suburban Sanitary Commission (W, SSC) and the Housing
Opportunities Commission (HOC).

3. At the most recent status report on June 21, 2004, all agencies reported that they are
working on telework initiatives. Agencies without existing programs are developing
telework policies and identifying eligible positions for telework, and some have piloted
or are planning to pilot telework programs. Agencies with existing programs are
updating them and considering ways to expand them. The County Government's Office
of Human Resources reported that agency Human Resources directors view telework as a
priority and have expressed interest in an Interagency Telework Initiative.

4. The Management and Fiscal Policy Committee supports an Interagency Telework
Initiative. Recognizing that each agency may have some unique needs, the Committee
recommends that the Initiative include, to the extent possible, uniform telework policies.

5. The Committee supports general telework goals of increasing productivity, decreasing
traffic congestion, and making it easier for employees to balance work and family. The
Committee recommends that the Initiative include uniform data collection and reporting
requirements to track progress in meeting these general goals, and to provide basic
information about telework participation in each agency.



resolution:

1.

Resolution No.: 15-743

Action

The County Council for Montgomery County, Maryland approves the following

The Council requests that the Human Resources directors of County Government,
MCPS, M-NCPPC, Montgomery College, WSSC, and HOC develop an
interagency operational plan for telework implementation and maintenance.

The plan should cover the topic areas in the attached draft
proposal; include a timeframe for implementation steps; review the
status of each agency’s telework efforts to date; to the extent
possible, include uniform telework policies; and specify uniform
data collection and reporting requirements to track progress in
meeting general telework goals and to provide basic information
about telework participation in each agency.

Using the attached draft as a guide, the Human Resources directors
should complete an outline for the plan by December 1, 2004,
including target dates to circulate a first draft, review and comment
on the draft, and complete a final plan.

For calendar year 2005, each agency should provide semi-annual reports on its
telework efforts to the Council, including data about telework participants, the
mmpact of telework on commuting, productivity, and work/life balance, and the
status of agency participation in the Interagency Telework Initiative. After 2005,

each agency should provide an annual report including the same categories of
information.

This is a correct copy of Council action.

)

%Mz‘
M

A. Edgar, ZMC
Clgrk of the Council
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OFFICE OF HUMAN RESOURCES
Joseph Adler

Douglas M. Duncan
County Executive ‘ ' Director

MEMORANDUM
November 30, 2004

Mearilyn Praisner, Chair, Management and Fiscal Policy Committee

TO:
Howard Denis, Lead Councilmember for Persermel Issues

FROM: Joseph Adler, Director
Office of Human Resourc,

012332

SUBJECT:  Interagency Telework Initiative

On behalf of the Interagency HR Directors, enclosed is an Interagency
Operational Telework Plan that includes uniform telework policies, data collection, and reportmg
requirements to track progress. Under separate cover, each Agency will submit information

about their telework initiative and participation.

To ensure successful administration of the Interagency Telework Program, we
have established a cross-functional implementation teamn that will meet on a regular basis to
assess progress and share ideas. We also share your interest in encouraging County agencies to
implement or expand participation in telework programs but may find the Metropolitan
Washington Council of Government’s goal of 20 percent of eligible employee participation a
challenge to meet by 2005 based on agency priorities and staffing levels.

In addition to the Interagency Operational Telework Plan, enclosed is
Montgomery County’s implementation and phase in plan for Telework. If you have any
questions or would like additional information, please let me know.
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INTERAGENCY TELEWORK PROGRAM FOR COUNTY AGENCIES
OF MONTGOMERY COUNTY, MARYLAND

Overview

The Interagency Telework Program for County Agencies is an initiative by County Human
Resources directors to establish an operational plan for telework implementation and
maintenance. Agencies participating in the Program include the Montgomery County
Government, Montgomery County Public Schools (MCPS), the Maryland National Capital
Park and Planning Commission (M-NCPPC), Montgomery College, the Washington Suburban
Sanitary Commission (WSSC), and the Housing Opportunities Commission (HOC).

Under the auspices of the Interagency Telework Program, County Agencies shall engage in
a collaborative effort to meet the goals of the County Council for Montgomery County,
Maryland to allow 207% of eligible agency employee’s to participate in a telework program
by the year 2005, as established by the Metropolitan Washington Council of Government's
(COG). A significant number of positions will not be eligible fo participate in a
sponsored Telework program due to the nature of the job (i.e. teachers, bus
operators, public safety, maintenance, services & trade, highway service personnel
and employees who provide direct service fo customers).

Orqganizational Structure for Implementation and Ongoing Administration

To ensure successful administration of the Interagency Telework Program, agency
representatives shall establish a cross-functional implementation team that will meet ona
regular basis to assess the progress of each agency telework program.

Background
An Interagency Telework team has met a total of six times since October 22, 2004 to

identify uniform telework policies, data collection and reporting requirements to track
progress and develop an interagency operational plan for telework.

Program Guidelines

The following Interagency Operational Telework Plan will serve as a guideline for County
Agencies to administer and measure the success of their telework programs. Working
within the confines of the Interagency Operational Telework Plan, County Agencies shall
have the authority to administer their telework programs, policies, and procedures in
accordance with their unique organizational needs. Accordingly, employees who participate

in an Interagency Telework Program will be subject to the policies and procedures of their @
Agency's individual telework program.

-
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Interagency Operational Telework Plan

Template

Definition:

Telework: Under the Interagency Operational Telework Plan, County
Agencies define Telework as working at home or at another work site instead
of traveling to an agency office. Telework is a work alternative available to
eligible employees when it would benefit both the agency and the employee.

Alternate workplace: A work site other than the employee’s traditional office
setting; which could include the employee’s residence, telework center, or
satellite office.

Eligible Employees: Employees eligible to telework must be in a job identified
by the employee’s supervisor and senior management as being suitable for
telework. Eligible employees must also have deomostrated evidence of
satisfactory work performance.

Teleworker: Under the Interagency Plan, a teleworker is a person who, for at
least two days or more per month, works at home or at an approved offsite
location to produce an agreed upon work product.

Program Goals
and
Objectives

Teleworking is a Community friendly program, which provides an altermnate
work arrangement for employees while supporting the mission of the Agency.

Telework supports national and regional environmental efforts to improve air
quality through a decrease in the number of vehicle cold starts and a
corresponding reduction in traffic and mileage by teleworkers who would
otherwise commute.

By providing flexible work arrangements such as telework, County Agency's
afford employees opportunities to enrich their lives by gaining quality time
otherwise lost as a result of lengthy commutes.

In addition to enabling employees to balance work and family obligations and
by assisting in the community effort to reduce outdoor air pollution
attributable to automobile travel, telework may ultimately help to retain
excellent employees, provide a way to conserve scarce office space, and
lend support during emergency contingency plans.

%)



Program
Policies /

Guidelines

Employees who participate in an Interagency Telework Program are subject
to all County Agency policies and procedures including, but not limited to
those regarding confidentiality; disclosure of information; conflict of interest;
and acceptable use of information technology resources.

Telework is not a formal, universal employee benefit but an alternative
method of meeting the needs of a County Agency. Since felework is a
privilege, agencies have the right to refuse to make telework available to an

employee and to terminate a telework arrangement with adequate notice to
the employee.

Employees may be restricted or limited if participating in other altemate work
schedules. ‘

Employees participating in an Interagency Program will “telework” two or

more days per month, up to the maximum allowed per Agency, and report to
the office for work the other days.

Each County Agency will identify and determine which positions are eligible
to participate in Telework based on job requirements and the needs of the
department within each County Agency. While an employee’s position may
be eligible for Telework, a determination of whether the employee meets the
employee eligibility criteria, the work space requirements, and the skills
required for successful teleworking must also be evaluated.

Employees in eligible positions who wish to participate in the Telework
Program will be required to complete a Telework Application. The
application will be reviewed and approved by the employee’s immediate
supervisor and senior management as defined by each County Agency.

Salary, benefits, and job responsibilities do not change as a result of
teleworking. Employees will work their approved work schedule.

Telework employees agree to perform only official duties and not to conduct
personal business while on work status in the home office. Personal
business includes, but is not limited to, caring for dependents or making
home repairs, etc. '

Each Agency will have its own Telework application, agreement, and

procedures that meet the business needs of that particular agency for the
purpose of employees Teleworking.




Telework is a cooperative arrangement between the County Agency and the

Position . - -
Eligibili employee. The arangement is voluntary and its approval is based on a
igibility review of the departmental work program, the employee’s job duties and
performance level, as well as the proposed alternate work site.
The County Agency identifies eligible positions based on the:
= essential functions of the position and its ability to perform off-site
with only e-mail and phone support;
=  work performance for the position can be measured in a telework
arrangement;
= proprietary information of the County Agency can remain confidential;
and
= ability to maintain or improve service delivery to internal and external
customers.
Participation in telework opportunities will vary among departments, offices,
and units, depending upon the needs of the particular area and the function
and responsibilities of the position.
Employee Employees must have demonsirated evidence of satisfactory work
e performance. :
Eligibility

Employees must have proven competencies in critical areas to perform
successfully in a telework environment, including the ability to work
independently and plan and carry out assignments with little assistance or
direction from others. It is the responsibility of the supervisor to assess
whether the employee has developed these skills within the scope of his/her
position. Candidates must have:

Strong time management skills
Strong communication skills
Ability to prioritize

Proficiency with technology

N @



Safety of Off-
Site
Work Space

Employees participating in the telework program must designate a specific
work space for use for telework. The designated work space must be
maintained by the employee in a clean, professional, and safe condition.

The employee's off-site work space will be considered an extension of the
Agency's work space. The Agency reserves the right to inspect the work
space upon 24 hours notice. Workers’ Compensation liability is limited to
the designated work space as opposed to all areas of the home.

In the event of an injury at the off-site location, the employee shall
immediately (as circumstances permit) contact his/her supervisor.

Equipment

Employees participating in the telework program may be responsible for
the cost, purchase and maintenance of office equipment and supplies
necessary to properly furnish the work space used for telework to include

utilities, telephone, internet connections, and related costs at the off-site
location. ‘

The purchase of equipment solely for the purpose of permitting an
employee to function in a teleworking environment will be determined by
each County Agency depending upon resources and business needs.

Consumable office supplies typically used by the employee in the course of
business at a County Agency will be provided with the prior, written
approval of their immediate supervisor.

Program Support
(IT: Training and
Performance
Evaluation)

Each Agency will idehtify technology required to support telework and
address identified needs of eligible employees of that particular agency.

Each Agency will identify training required to sUppor‘[ telework and address
identified needs of eligible employees and their supervisors. If applicable,
Agencies will partner to pool resources.

Teleworkers will be held to the same performance evaluation standards as
other employees within each Agency. -




Telework
Schedule,
Hours and
Availability

A regular telework schedule must be established and approved by the
immediate supervisor prior to beginning a telework schedule. The amount
of time the employee is expected to work per day or per pay period will not
change due to participation in the telework program.

A telework schedule may include one, two or more days per month (up to
the maximum days allowed by each agency) of work at home or at an
alternate work site. Longer telework schedules may be approved for a
limited period on an exception basis. Employees shall not perform
personal business or activities during designated work hours.

Employees who have a telework schedule may cease teleworking by
notifying their supervisor in advance of terminating the work arrangement.
Supervisors may terminate the telework arrangement with adequate notice
to the employee.

Employees who telework must be available by telephone and/or e-mail
dunng scheduled work hours.

Participants in the telework program are required to have a telephone.
Employees may be required to check voice mail and e-mail messages on a
regular basis.

The supervisor retains the right to require an employee who teleworks to
commute to the office on a regularly scheduled telework day should the
work situation warrant such an action. This situation is expected to be only
an occasional occurrence. If the employee is frequently required to retum
to the office during a regularly scheduled telework day, the supervisor may
re-evaluate the compatibility of the employee’s position and job
responsibilities with teleworking.

Employees participating in the telework program will continue to follow the
Agency’s times and attendance standards and adhere to their approved
work schedule, including work hours, while teleworking.

if a telework employee is unable to work when scheduled to work off-site, ‘
the employee will notify the supervisor and report hours worked and use of
applicable leave for hours not worked.

Telework employees must obtain advanced supervisory approval before
performing work in excess of their regular work schedule. Any overtime
work must be pre-approved by the appropriate supervisor.

Employees who telework are required to submit bi-weekly time sheets in
accordance with the normal schedule.




Program
Evaluation and
Outcome
Measures

YYY ¥ Y VVVYV

To ensure consistency in evaluating Agency telework programs and
reporting on the impact telework has on commuting, productivity, and
work/life balance, County Agency’s shall collect the following information
annually from each teleworker, using a uniform questionnaire:

Name, title, department, etc.

Worksite location(s) on non-telework days

Number of miles between employee’s home and the worksite (one way)
Means of transportation on non-telework days

(drive alone, carpoolfvanpool, transit - bus or rail, bikefwalk)

Usual commute routes on non-telework days (as applicable to the top
ten commuter routes in the Washington D.C. Metropolitan area)

Type of telework site

(home, telework center, satellite office, other)

Address of telework site

Number of days employee is scheduled to telework per month
Number of miles from employee’s home to the telework site {one way)

Based on the information collected above, each County Agency shall report

the following information to the Management and Fiscal Policy Committee
on an ongoing basis:

Number of employees in positions eligible to telework
Number of active teleworkers
The average number of days employees are scheduled to telework
per month :
Total number of days employees teleworked overall
Average number of miles traveled between teleworker's homes and
worksites (one way) on non-telework days
Means of transportation on non-telework days
Top ten commuter routes typically traveled by teleworks on non-
telework days (as applicable to the Washington D.C. Metropolitan area)

YV VY YVYY

The Interagency Telework Team will develop and administrator a
standardized survey to be completed by teleworkers and supervisors of

teleworkers every other year to collect and report on the following
information:

Performance and productivity impacts

Planning and scheduling impacts

Communication and work team impacts

impact on balancing work/iife issues

Impact on job satisfaction

Changes in telework status and reasons prompting those changes

YVVYVYY




Montgomery County Telework
Implementation and Phase in

December 2004

For the purposes of this program, the
scope of employees includes full-time
and part-time unrepresented in the
executive and legislative branch of
County government.

January - February 2005

Create an interdepartmental Telework
team to:
* review policies, procedures and
communication
» assist and guide managers in the
identification of positions
= define IT support
* refine Informational Packets for
Teleworkers and supervisors

March 2005

Promote and enlist departmental support
for teleworking.

March - April 2005

Partner with interested depariments in
the identification of suitable positions.

March - April 2005

Department Directors or designee will
identify and determine which positions
are eligible to participate based on job
requirements and the needs of the
organization.

May - June 2005

Develop an "Orientation to Teleworking”
for employees and supervisors.

July 2005

Teleworker enter an agreement




OFFICE OF HUMAN RESOURCES
Isiah Leggett

Joseph Adler
County Executive : -

Director

MEMORANDUM

March 25, 2008

TO: Duchy Trachtenberg, Chair
Management and Fiscal Police Committee

(157

Program

FROM: Joseph Adler, Director
Office of Human Resources

SUBJECT: Montgomery County’s Telework

Executive department directors were briefed in January 2008 on the
Telework program at a Senior Management meeting. The County Executive reiterated
his support for Telework and other alternative work schedules. A tentative plan was
developed whereby OHR would meet with County department managers to discuss the

options available to them for non-represented employees to move forward with this
initiative.

Urnfortunately the County’s budget and revenue crisis has intervened,
causing this initiative to be placed on hold. As you are aware, the County intends to
abolish over 200 positions through a combination of Reductions in Force (RIF) and a
retirement incentive. Both OHR and other Executive departments have been focusing on
developing procedures to make this contraction of County government as painless as

possible under the circumstances, thus making it difficult to discuss altemative work
schedules.

A meeting of the Human Resources directors of all five County agencies is
scheduled for April 3, 2008. At that session, the issue of Telework and alternative work
schedules is on the agenda for possible roll out in FY09. In previous meetings of this
group, all agencies expressed support for the concept, but each wanted to fashion their
program to suit their unique needs. Itis our desire to revive and implement this initiative
once the focus on RIF is completed.

Please contact me at 240-777-5100, or 5010, if you wish to discuss further.
Thank you for your patience and understanding.

101 Monroe Street » Rockville, Maryland 20850 « 240-777-5000
www.montgomerycountymd.gov
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10400 Detrick Avenue

: L HOUSING » ézgf%?o Ol\éiaryland 20895-2484
HOCS® OPPORTUNITIES
COMMISSION

OF MONTGOMERY COUNTY, MD

March 24, 2008

The Honorable Duchy Trachtenberg, Chair
Management and Fiscal Policy Committee
Stella B. Wemer Council Office Building
100 Maryland Avenue

Rockvilte, MD 20850

Dear Ms. Trachtenbérg:

Thank you for your continued interest in the Housing Opportunities
Commission Telework Program.

As reported to the MFP Committee in HOC's last Telework Update in
November 2007, HOC completed its Telework Pilot Program June 30, 2006.
Effective July 1, 2007, HOC established Telework as a standard work schedule
alternative for employees in eligible positions.

Since the November 2007 Telework Update, HOC has reassessed all
agency positions for telework eligibility. With three years of agency experience
managing the “telework” employee, the reservations of supervisors and division
directors on having staff telework has waned. The completed reassessment
increased the number of job classifications eligible for telework from 13 to 17 and
the number of eligible positions from 28 to 34. In addition, three newly
established job classifications will be studied over the next six months to
determine whether or not the work of these positions may be performed through
telework.

As a point of reference, HOC has a total active complement of 351
employees. Many of the positions provide direct service to residents of
Montgomery County on a daily basis and for that reason are not eligible for
telework, Due to the responsibility of managing employees, supervisors are not
eligible to telework.

Since one of the fundamental objectives of telewark is to reduce traffic, it
should be noted that HOC has approximately ninety emiployees working on a O
| §3
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Housing Opportunities Commission

Compressed Work Schedule. These employees fulfill their work schedule by
reporting to work nine days over a two week period, instead of ten. This
arrangement also eliminates their commute from the county roadways.

HOC will be revising the home computer requirements for HOC staff in
the near future. To eliminate the possibility of viruses being uploaded from a
personal home PC to the HOC network, HOC currently issues telework
employees lap top computers for use at home and in the office. The laptops are
to be used for HOC business only and are equipped with appropriate virus
defense software to protect the network. In addition, since HOC laptops are
configured by HOC, it helps eliminate the potential problems with
communications and transmissions for personal home computers which may not
have as compatible software.

Looking forward, HOC is converting its Network to a Citrix environment.
The Citrix environment will no longer require telework employees to utilize HOC
provided equipment. Through Citrix, users use a web interface to log into the
network and virtually use their personal computer only as a tool to communicate
information (key strokes) and visualize their actions through the monitor. Simply
put, Citrix allows users to run applications at work from anywhere in the world.
Users have real time access to run applications as fast as if they were in the
office. The need for local PC virus protection is eliminated because the user
does not run applications on their pc but runs applications live on the HOC
network. This change reduces the agency expense of providing laptops or other
PC related equipment for telework employees and increases transmission speed
and security from the network to the home office.

HOC remains committed to studying Telework and will continue to be an
active participant in the Telework Initiative Program.

Sincerely,

D. Scott Minton
Executive Director

HOC Telework Statistics:

No. 0898 P

FY2005 FY2006 FY2007 FY2008
Number of Telework 3 5 6 4
Participants B
Average Commute Time 55mins. |55 mins. |44 mins. | 52.5 mins
| (one-way) V
Average Commute Distance | 13.7 miles | 22.8 miles | 20.6 miles | 28 miles
(one-way)
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1. Purpose and Scope

The Housing Opportunities Commission recognizes that employees often
struggle to balance work and personal life obligations in order to meet all of their
responsibilities. Family friendly policies, such as telecormmuting or “telework”,
can provide alternate work arrangements for employees which enable them to
meet these responsibilities. Telework also provides benefits o the Agency in
enhanced recruiting and retention of employees as well as improvement in
productivity and service delivery.

The Executive Director has authorized a Telework Program. The goal of
all telework arrangements is to maintain or increase individual employee
performance and to provide equal or better service to the clients and customers
of the Agency. '

In addition to the benefits for the Agency, telework provides a means for
employees to maximize their contribution to their family as well as the Agency
through less commute time. Telework supports national and regional
environmental efforts to improve air quality through a decrease in the number of
vehicle cold starts and a corresponding reduction in traffic and mileage by
teleworkers who would otherwise commute.

The Executive Director has designated positions within the Agency that
meet the fundamental standards for teleworking. Employees in these positions
are eligible to participate in the Telework Program.

Participants in the Telework Program “telework™ one day each week and
report to the office for work the other four days. Telework Program participants
are not eligible to work a Compressed Work Schedule.

While an employee’s position may have been selected for the Program, a
determination of whether the employee meets the employee eligibility criteria, the
work space requirements, and the skills required for successful teleworking must
also be evaluated.

Employees in selected positions who wish to participate in the Telework
Program must submit a completed Telework Application. The application will be
reviewed by the employee’s supervisor and the division director. All telework
arrangements must be approved by the Executive Director.

b
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Employees approved by the Executive Director for participation in the
Telework Program will complete a Telework Agreement. Telework participants
and their immediate supervisors are required to attend a training session on
Telework provided by the Human Resources Office. The Information Technology
Division also provides training on computer related issues prior to the employee
beginning the telework schedule. Training must be completed prior to a telework
arrangement being implemented.

All Telework employees will be rated consistent with the performance
expectations outlined in their Performance Plan and Review document,
Telework is intended to be a transparent arrangement. Teleworkers and
supervisors should maintain constant awareness of its effect on position
responsibilities and proactively adapt to minimize any regular affect on the work.

In an effort to have a comprehensive evaluation of the program, all
participants selected for the program will be requested to complete a Telework
Assessment each year. The Telework Assessment serves as a resource for
HOC to gather information on the telework program. It also provides a review
point for the employee, supetvisor and division to assess the success of the
telework arrangement. The Telework Assessment also serves as the renewal
application for telework.

All telework arrangements are approved for a one year period. Telework
participation may end due to any of the foliowing conditions:

¢ The employee no longer meets the qualifications for the Telework
Program, or

¢ The employee's supervisor requesis {o end the employee'’s
telework arrangement because it has affected the employee's
performance negatively or the department's service level declines
as a result of the employee’s participation in the Telework Program,
or

+ A telework participant requests to discontinue their participation in
the Telework Program.

To properly document and evaluate all reasons for discontinuation from

the Telework Program, completion of a Telework Discontinuation Form is
required.

The final determination as to whether an employee or position is eligible to
participate or continue in the Telework Program shall be the responsibility of the
Executive Director and shall not be subject to grievance.
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IL Telework

Telework is the employee’s performance of duties and responsibilities of
their position from a “home office” setting. It is important that the chosen location
be conducive to the work to be performed and free from unnecessary
distractions. ‘HOC provides standards for the telework location in the section on
*Work Space”.

Not all positions and not all emplayees are good candidates for telework.
Some positions require direct face to face contact with clients or direct service
that can only be done in person or at a specific work location. In some cases, a
position’s duties and responsibilities may be restructured so that duties and
assignments that can be performed through a telework arrangement are done in
that manner and duties not suited to telework are performed in the traditional
work setting.

It is also important to recognize that the telework location is not intended
to duplicate the flexibility of the traditional work setting. Under no circumstances
are work related meetings to be conducted at an employee’s home.

The key to a successful telework arrangement is individual proficiency with
the tools and equipment that enable the employee to be productive while
teleworking including the ability to manage and prioritize the work requirements
independently.

To request telework an employee must complete a Telework Application
and forward it to their supervisor. The Telework Application will guide employees
and supervisors through a review of the essential components of a position, the
competencies of the employee, and equipment and space necessary for a
successful telework arrangement.

Telework employees agree to perform only official duties and not to
conduct personal business while on work status in the home office. Personal
business includes, but is not limited to, caring for dependents or making home
repairs,etc. ‘ :

8
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liL. Eligibile Positions

For the purposes of the Telework Program, the Housing Opportunities
Commission has developed the standards listed below for the determination of
position eligibility.

®

Are the essential functions of the position able to be performed off-
site with only e-mail and phone support.

Can work performance for the position be measurable in a telework
arrangement. '

Does thé position work independently and plan and carry out
assignments with liftle assistance or direction from others.

Can confidentiality of proprietary information of the Housing
Opportunities Commission be maintained.

Can service delivery to the clients and customers of the position,
internally and externally, be maintained or improved.

Can service delivery to the clients and customers of the department
to which the position is assigned be maintained or improved.

Supervisory staff is not eligible for participation in the Telework Program.  The
following positions have been approved by the Executive Director for the
Telework Program (Updated March 2008Y:

Division

Positions

Executive

Internal Auditor

Human Resources Specialist

Human Resources Coordinator
Programmer/Analyst — Information Technalogy

Sr. Programmer/Analyst — Information Technology
Special Assistant to the Commission

Webmaster — Information Technology

Finance

Accountant |
Accountant i}
Assistant Budget Officer

Housing Management: Asset Manager

Housing Resources Financial Analyst

Management Analyst

Real Estate Development | Sr. Financial Analyst

Housing Acquisition Manager

Resident Services Management Analyst |

Management Analyst ||

Be
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Employees in the above positions may request to participate in the
Telework Program by completing a Telework Application. The Application allows
the employee to respond ta several questions concerning the duties and
responsibilities of their position. The questionnaire is designed to assist the
employee, supetvisor and division director in studying the essential functions of
the job in order to determine how the duties and responsibilities of the
employee’s position can be performed through a telework arrangement and to
address any service concerns.

Restructuring of the position’s duties and responsibilities within the
position to develop a warkload that can be accomplished through telework is
allowable provided it does not negatively impact upon service delivery or
performance. However, a position's duties and responsibilities may not be
altered. For example, removing a task from a telework candidate and assigning
it to another employee in order to meet the standards for the Pilot is not
acceptable.

The Telework Application serves as a valuable tool in the Executive
Director’s final selection of an employees participation in the Telework Program.

IV. Ellgihle Employees

In addition to the duties and responsibilities of the position, employees
must meet the following conditions and standards to be eligible for the Telework
Program:

« The employee must be a Career or Term Employee and have a
current Performance Rating of “Fully Successful” or above in their
assigned position. _

¢ The employee must not currently be on probation for performance
or disciplinary reasons.

« The employee must not be involved in disciplinary process,
including Sick Leave Restriction.

Also, employees must have proven competencies in critical areas to perform
successfully in a telework environment. It is the responsibility of the supervisor to
assess whether the employee has developed these skills within the scope of their
position to be a successful telework candidate:

s Strong time management skills
« Stfrong communication skills

7l
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» Ability to prioritize
« Proficiency with technology
+ Meet the Work Space Requirements

V. Computer Requirements

Employees participating in the HOC Telework Program will be issued
HOC owned laptops (replacing their HOC desktops). The laptops will have all

software and hardware required by telework employees to connect to the HOC
network.

Telework employees must be able to troubleshoot routine problems
independently or with only phone assistance from the Information Technology
division. The Information Technology division will not send technicians to the off-
site location to perform service.

In addition, the Information Technology Office strongly recommends that
the computer have broadband access. Communicating with HOC's network
through a modem is highly inefficient and will result in slow transmission of
response and data files. Teleworking through a modem is discouraged.

Candidates selected for the Telework Program will be required to aitend a
class provided by the Information Technology Office to familiarize themselves
with configuration and troubleshooting standard telework problems.

V1. Work Space

Employees participating in the Telework Program must designate a specific
work space for use for telework. The designated work space must be maintained
by the employee in a clean, professional, and safe condition. To assure that
these conditions are met, the following standards apply:

« Entryways to the work space must be clear of obstructions at all times.

+ The office space must be neat, clean, and free of obstructions.

» The work space must be free of potential hazards that could cause

" physical harm such as frayed wires, bare conductors, loose wires,
exposed wires to the ceiling, frayed or torn carpeting seams; uneven floor
surfaces, etc.

» Electrical outlets must be properly grounded and three pronged. Surge
protectors may serve this purpose.

¢ Phone lines, electrical cords, and extension wires must be properly
secured behind furniture to ensure no danger of entanglement.

« Lighting must be sufficient for reading and writing.
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HOC retains the right fo inspect the work space upon twenty-four hours notice
for the purpose of determining that the work space meets the standards set forth
above and is safe and free from hazards.

The employee's off-site work space is also considered an extension of the
Agency's work space. Therefore, the Agency maintains liability for job-related
accidents that occur in the off-site work space during the employee’s working
hours. Please note that Workers Compensation liability is limited to the
designated work.space as opposed to all areas of the home. HOC assumes no
responsibility for the employee’s personal property. Work related meetings are
not to be conducted at an employee’s home under any circumstances.

In accordance with HOC’s Incident/Accident procedures, accidents occurring
at the telework location must immediately be reported to the Human Resources
Office and the employee’s direct supervisor. The employee is also required to
complete an incident/Accident Report and forward the completed form to their
supervisor within one business day, their division director and Chief of Staff
within 24 hours of the incident. Any accidents occurring in a telework location will
include an inspection of the work site.

Vil. Office Equipment

Employees participating in the Telework Program will be responsible for
the cost, purchase and maintenance of additional office equipment and supplies
necessary to properly furnish the work space used for telework. Consumable.
office supplies typically used by the employee in the course of business at HOC
will be provided by HOC. If in doubt, the employee is advised to discuss their
needs with their supervisor.

HOC will provide standard consumable office supplies. However, supplies
will not to be delivered to the telework location by HOC. It is the responsibility of
the employee to pick up the supplies at HOC offices and transport them to the
telework location.

Vill. Work Scheduls/Time and Attendance

The employee and supervisor must agree on which day of the week day
the employee will telework. Telework arrangements must be structured around
circumstances which require the physical presence of the employee in the
traditional work setting. For example, critical processes that can only be
performed at the traditional work location, or standing meetings in which the
employee's physical presence is required.
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Consideration should also be given to the work flow of the empfoyee’s
position, and the work flow of the department to which the employee is assigned
to ensure that performance or service will not be negatively affected. -

Participants in the Telework Program must adhere {o the Telework Work
Schedule that is approved. In addition, the supervisor may require the employee
to report to the traditional work setting on planned telework days as needed.

Employees in the Telework Program continue to follow the Agency's
Times and Attendance standards and adhere to their approved Work Schedule,
including work hours, while teleworking. Telework employees must obtain
advance supervisory approval before performing work in excess of their regular
work schedule. As always, Overtime and accrual of Compensatory Time Leave
must be approved by the employee's supervisor in advance. Working overtime
without such approval may result in termination from the Telework Program

and/or other appropriate action. Requests for leave use must also be approved
in advance.

Participants in the Telework Program have a designated day each week in
which they telework and are expected to adhere to the Telework Schedule
approved.

With prior supervisory approval, employees may change the day during a
specific week in which they telework. Employees may also telework on
additional days during a specific week with prior approval of the Division Director.
All instances in which an employee teleworks more than two days in a given
week must be reported to the Chief of Staff.

IK. Customer Service, Performance & Telework

All HOC employees are required to maintain the Customer Service
standards for the Housing Opportunities Commission. When an application for
Telework is submitted, it is important that Telework participants and their
supervisors discuss the effect of telework on customer service.

Telework employees and their supervisors must develop standard
procedures to assure no loss in service delivery as a result of telework. In
addition to the external customer, telework creates a new dynamic in provndmg
customer service to other HOC employees.

Employees participating in the Telework Program are expected to provide
the same level of service as would be provided as though they were in the office,
including reviewing and responding to e-mail and phone messages. Supervisors
and telework applicants should also consider the manner of communication
between each other while the employee is teleworking.

74
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Office of Human Resources
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland )

August 29, 2007

MEMORANDUM

To: Mr. Larry A. Bowers, Chief Operating Officer

From: Susan F. Marks, Associate Superintendent

Subject: Recommended Telework Positions and Employees for FY 2008

The purpose of this memorandum is to submit telework position and employee recommendations
for your review and approval, and to provide information about the current state of the telework
program. This year, 68 applicants are being recommended for approval, 9 of whom teleworked
during FY 2007. The number of applicants 1s a significant increase over the 13 employees who
telecommuted last year.

The following positions are included in this recommendation:

o Assistant for Assessment and Data Collection (0746)
o Consulting Teacher (1008)

o Consulting Principal (0555)

s Data Management Coordinator (6775)
e Fiscal Assistant II (5030)

e Fiscal Assistant V (4850)

e [T Systems Engineer (5270)

e IT Systems Specialist (5160)

e Psychologist ( 0933)

e Pupil Personnel Worker (0931)

e Professional Growth Consultant (5175)

Once positions are approved, we will send an application and Teleworker Agreement to the
employee’s supervisor to complete and return to my office. Employees approved to telework
and their supervisors will participate in telework training conducted by Hia Kim, supervisor,
directory services team and Ginger Corpuz, assistant to the associate supenntendent Office of
Human Resources on one of the following dates:

Date : Lab Time

September 25, 2007 1 CTI 12:30 pm. ~  3:30 p.m.
September 27, 2007 4 CTI 9:00 am. - 12:00 p.m.
October TBD TBD TBD

2



Mr. Larry A. Bowers 2 ~ August 30, 2007

The outcomes for the training include a review of telework and IT information and expectations
which is outlined on the attached draft agenda.

If you have any questions, please contact Ms. Ginger Corpuz, assistant to the associate
superintendent, Office of Human Resources at 301-279-3900.

SFM:ces
Afttachments
Copy to:

Ms. Corpuz
Ms. Kim

Approved:

Larry A. Bowers, Chief Operating Officer

i
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Teleworking

PURPOSE

Montgomery County Public Schools (MCPS) supports teleworking as an effective way to
improve employee productivity, reduce the amount of time employees spend commuting to
and from work, ease traffic congestion, reduce the environmental impact of car emissions,
and promote a balance between home and work.

BACKGROUND

As technological capabilities have increased, the possibilities for working from remote
locations have increased. Teleworking can increase employee productivity when there is a
beneficial match between the needs of MCPS and the employee. Teleworking has the
possibility to contribute to a more effective workforce when a balance between home and
work is promoted.

DEFINITIONS

A, Teleworking, or telecommuting, is the practice of working from a remote work place,
such as home or an approved alternate location, instead of commuting to a
designated office.

B. Designated office is the employee’s usual and customary MCPS work address.

C. An approved telework position is an existing position class that has been approved
for teleworking by the chief operating officer. The duties and responsibilities of
eligible positions shall be suitable for telework. Individual telework schedules must
fit the needs of managers and employees.

D. Teleworking schedule is a flexible deployment of staff to meet MCPS and employee
needs. Telework may occur on either a regular schedule (one or more days each
week) or episodic schedule (occurring intermittently each month). Teleworking may
be less than full-time, supplemented by working at the designated office.

1of4
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E. Telework locations include the following examples:

1. Homebased is identified as an area in an employee’s residence used for work
during teleworking hours.

2. Approved alternate location is identified as working in a location approved
by MCPS that is not the employee’s designated office or residence.

Hl. PROCEDURES
A. Identification of Approved Telework Positions

1. Each June, the superintendent or his/her designee, deputy superintendents,
chief school performance officer, associate and community superintendents,
and department directors submit to the associate superintendent, Office of
Human Resources, positions proposed for telework. The list of proposed
positions shall include the following:

a. Current approved telework positions that are recommended for
continued approval for telework

b. Additional positions that are recommended for approval for telework

c. Current approved telework positions that are not recommended for
continued approval for telework

2. Each written request must include the current position classification, title, the
name(s) of incumbents, the name of immediate supervisor, and work
location(s), and signatures of the immediate supervisor, appropriate

director/associate superintendent, and appropriate deputy superintendent or
chief operating officer. ’

3. The associate superintendent, Office of Human Resources, consolidates the
requests and submits recommendations to the chief operating officer for
approval. The associate superintendent, Office of Human Resources, notifies
those submitting requests of the decision.

B. Identificétion of Employees for Telework

Managers, supervisors, and employees will work together to evaluate individual jobs
and individual employees based on all of the following factors:

20f4
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The employee’s desire to telework
The employee’s history of work performance

The employee’s demonstration of an ability to work effectively and
independently :

The nature of the work performed and the work products required
The tools necessary to perform the work

Scheduling issues

The off-site job location

Ability to manage work hours and employee expenses

The employee is currently in a position approved for telework

Teleworking Compensation, Job Classification, and Employee Duties and
Responsibilities

All applicable federal, state, and local laws, and MCPS policies apply to teleworkers.

Telework Agreements

1.

Teleworking at MCPS is a management option, not an employee right. Itisa
voluntary option extended to employees with the clear understanding that
every job and every employee may not be adaptable for remote work.
Telework is not an option that an employee can demand or has a right to
expect. It is, instead, an option that management uses whenever there is
agreement between the employee and the appropriate director/associate
superintendent that it is most appropriate for the situation and circumstances.

This is a voluntary program both for MCPS and the employee, and the
arrangement can be terminated by either party.

The associate superintendent, Office of Human Resources, shall send a
Telework Application and Telework Agreement form to the supervisor of the
approved employee. The employee shall complete the application and
Telework Agreement form and obtain the approval and signatures of the
immediate supervisor, appropriate director/associate superintendent, and
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appropriate deputy superintendent or chief operating officer. The completed
Telework Agreement form shall be sent to the associate superintendent,
Office of Human Resources.

4. Employees in approved telework positions who are requesting approval to
continue teleworking shall complete a new Telework Agreement form each
year after being notified that the position has been approved for telework.

Training

Teleworkers and their supervisors will participate in specialized telework training,
including strategies, expectations, commitment, and logistics.

Authorized Expenses

Managers or their designees may authorize expenditures using established
procedures and based on available funding for office equipment, software,
communication devices, including long distance charges related to MCPS business
and office supplies needed by teleworkers at their remote work place.

User Responsibilities for Computer Systems and Network Security

MCPS retains ownership of all equipment provided for telework. When MCPS
equipment is used at a rernote work place, the employee is financially responsible for
that equipment if it is lost, stolen, or damaged because of that employee’s
negligence, misuse, or abuse in accordance with Regulation IGT-RA. The use of any

personal equipment by the employee for purposes of telework is done solely at the
employee’s risk.

Teleworkers must protect information and resources against theft, unauthorized
access, tampering, and loss in accordance with Regulation IGT-RA: User
Responsibilities for Computer Systems and Network Security.

Regulation Histery: New Regulation August 23, 2006
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Montgomery County Public Schools

Teleworker Agreement

This Agreement establishes the respective obligations of the parties under the Montgomery
County Public Schools (MCPS) telework program. The employee has volunteered to work as a
teleworker at a location other than the designated headquarters, such location being described in
this Telework Agreement.

This Agreement is not an employment contract or a guarantee of employment. .The
unenforceability of any provision of this Agreement shall not affect the remainder of the
Agreement.

Both parties will abide by the MCPS policies and regulations and any changes thereto.

Teleworking, or working from a management option that MCPS may choose to make available
to some employees when a mutually beneficial situation exists. Teleworking is not an employee
benefit. Telework may be approved when there is agreement between the employee, supervisor,
and associate superintendent or designee that it 1s appropriate for the situation and circumstance.
Decisions on both the positions and individuals are solely at the discretion of management, based
on the factors set forth. The telework arrangement can be terminated by either the employee or
MCPS at any time, using the process outlined in the Agreement. Termination of an employee’s
participation in the telework program is not, by itself, grounds for an administrative complaint or
subject to appeal.

Work Location

The terms “remote work location” or “remote workplace” shall mean the employee’s home or
any field or satellite office location approved by the employee’s supervisor. The term
“designated headquarters” shall mean the employee’s usual and customary MCPS work address.

The site chosen as the employee’s remote workplace must be approved by MCPS. A layout of
the proposed remote workspace, furniture, equipment, and electrical outlets shall be submitted to
MCPS for approval and attached to this Agreement. The employee agrees that MCPS may make
on-site visits to the remote workplace during the teleworker’s work hours. Any visits shall be
made at a mutually agreeable time for the purpose of picking up or delivering work, equipment,
materials, evaluating the teleworking arrangement, or checking or maintaining MCPS-owned
equipment.

The employee must work at the designated headquarters or other assigned location when not at
the remote workplace. The employee’s supervisor shall ensure that the employee has an
adequate work area when at the designated headquarters.

T
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Supplies and Equipment

MCPS may, at its sole discretion, choose to purchase equipment and related supplies for use by
the employee or may permit the use of employee-owned equipment. Cost of supplies purchased
by the employee shall not be reimbursed without prior approval.

The decision as to the type, nature, function, and/or quality of electronic hardware, computer
software, data, and telecommunications equipment used shall rest entirely with MCPS. The

decision to remove or discontinue use of such equipment, data, and/or software shall rest entirely
with MCPS. '

The employee shall use only approved communication software when connecting with the
MCPS network.

The Agreement states the understanding between MCPS and the employee and applies to
teleworkers in general.

Equipment, software, and supplies provided by MCPS for use at the remote workplace shall be
limited to use by authorized persons for purposes related to official MCPS business, including
self-developmental training and tasks sponsored by MCPS.

Employee agrees that all MCPS-owned data, software, equipment, facilities, and supplies will be
properly protected and secured. MCPS-owned data, software, equipment, and supplies shall not
be used to create employee-owned software or personal data. MCPS software shall not be

duplicated. Products and programs developed while teleworking for MCPS shall become the
property of MCPS.

In the event of equipment failure or malfunction, the employee shall immediately notify MCPS
so that the equipment may be repaired or replaced, as necessary. In the event of delay in repair
or replacement, or any other circumstances under which it would be impossible or impractical

for the employee to telework, the employee will be assigned other work and/or assigned to
another location, at the sole discretion of MCPS.

In the event that legal action is required to regain possession of property owned by MCPS, the
employee shall pay all costs incurred by MCPS, including attorney’s fees, should MCPS prevail.

Work Hours and Compensation

The employee’s supervisor shall validate the employee’s time and work accomplished at the
remote workplace.

Schedule changes may be made at the supervisor’s discretion. In every case, the operational
needs of MCPS shall take precedence over telework.

&
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Work hours and vacation schedules shall conform to existing policies and procedures and the
terms of this Agreement. Before overtime is worked, approval must be obtained from the
appropriate primary account manager or director. The employee’s salary, retirement, benefits,
and state-sponsored insurance plans remain unchanged.

Safety and Liability

The employee and MCPS liability and obligations shall be governed by all applicable federal,
state, and local laws and regulations.

MCPS does not assume liability for loss, damage, or wear of employee-owned equipment. The
employee is responsible for proper operation of MCPS equipment and shall be liable for any
damage or loss caused by the employee’s intentional wrongful or negligent act. The employee is
not required to insure MCPS-owned property; however, any loss of MCPS property that is paid
by the employee’s homeowner’s policy will be reimbursed to MCPS.

The employee shall designate a workspace within the remote workplace and shall maintain this
workspace in a safe condition—free from hazards and other dangers to the employee and
equipment.

The employee shall maintain the same environment in the remote workspace as he or she would
at the designated headquarters. Employees are subject to the same MCPS policies, regulations,
and procedures, regardless of the work location.

Furniture, lighting, environmental protection, and household safety equipment incidental to use
of MCPS equipment, software, and supplies shall be appropriate for its intended use and shall be
used and maintained in a safe condition, free from defects and hazards.

The employee shall notify the supervisor immediately in case of injury.

Employee Duties and Obligations

" The employee shall be held responsible for official documents and shall be subject to
disciplinary action for any loss of these documents that is attributable to the employee’s actions

or negligence.

The employee shall comply with all applicable laws, policies, regulations, and instructions
regarding ethics, conflicts of interest, and confidentiality.

The employee shall participate in all before, during, and after telework surveys, legislative
Inquiries, reports, or analyses relating to telework for MCPS. Inquiries will be governed by the
Maryland Open Records Act.

The employee shall comply with all MCPS rules, policies, regulations, procedures, instructions,
telework guidelines, and this Agreement. The employee understands that violation of such may

(B
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result in cancellation of this Agreement and/or disciplinary action, up to and including
termination of employment.

Assignment

Following are the conditions for teleworking agreed upon by the teleworker and his/her supervisor:

1. The employee agrees to work at the following location(s):

2. The employee will telework  days per week or as agreed upon with the supervisor.

3. The employee’s work hours will be as follows or as agreed upon with the supervisor:

4. The employee agrees to come into the headquarters location for meetings with a minimum of
hours advance notice.

5. The following MCPS-owned or employee-owned equipment will be used by the employee at
the remote work location(s):

Description Company # Serial #

The employee is financially liable for loss or damage to this equipment if the loss or damage
results from the employee’s negligence, intentional act, or failure to exercise reasonable care,

safeguarding, maintenance, or service of this equipment.
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6. The following is the arrangement agreed upon for handling telephone calls made by the
teleworker from the remote work location for MCPS business:

7. The employee agrees to obtain from the office all supplies needed for work at the remote
work place. Out-of-pocket expenses for supplies will be reimbursed only upon prior
approval by the supervisor.

8. Additional conditions agreed upon by the teleworker and the supervisor are as follows:
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Termination of Agreement

This Agreement shall remain in effect for one fiscal year or the balance of a fiscal year unless
terminated by either party under the terms set forth in this Agreement.

This is a voluntary program. MCPS reserves the right to terminate the Agreement at any time for
any individual employee or as a program (with 10 working days notice) if the telework program

is canceled or if MCPS needs are no longer being met.

In cases of termination for cause, this Agreement may be terminated without prior notice,
according to MCPS policies and regulations.

The employee may terminate this agreement at any time with 10 working days notice.

MCPS will not be held responsible for costs, damages, or losses associated with the termination
of this Agreement.

Upon termination of this Agreement by either party, the employee shall return to MCPS all
notes, data, reference materials, sketches, drawings, memoranda, reports, records, equipment,
supplies, and all other MCPS documents in the employee’s possession or control.

I affirm by my signature below that I have read this agreement and understand its subject matter.

Employee Signature | Date
Supervisor Signaturé '''''' Date
Associate Superintendent Signature Date
Deputy Superintendent Signature | Date
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Montgomery County Telework Program
Program Policy o

.

Purpose.

This policy provides implementation guidelines for operation of the Montgomery County
Government's Telework Program. The intent of the Program is to promote telework as a
legitimate alternative for managers, supervisors and employees, enable departments to remain
functional during emergency shutdown; and improve the recruitment and retention of high quality
employees through enhancements to employees’ quality of life.

Background.

Increasing traffic congestion, advances in telecommunications, and changing social needs have
increased the need for alternative work arrangements. In 2004 the Interagency Telework
Program for County Agencies was established to create an operational plan for telework
implementation and maintenance. Through this initiative County Human Resources directors will
collaborate in an effort to meet the goal of 20% of eligible agency employees teleworking by the
year 2005, as established by the Metropolitan Washington Council of Government's (COG).

Agencies participating in the Program include the Montgomery County Government, Montgomery
County Public Schools (MCPS), the Maryland National Capital Park and Planning Commission
(M-NCPPC), Montgomery College, the Washington Suburban Sanitary Commission (WSSC), and
the Housing Opportunities Commission (HOC).

Definitions.

Eligible Employees: Full-time and part-time non-bargaining unit employees in the Executive
and Legislative branches of the County who are in a telework approved position, have
successfully completed their probationary period and have a “successful” performance rating, or
have performed at a successful level under an established performance plan at a minimum of six
months are eligible to apply to telework.

Eligible Position: An occupational job class determined by a department head in conjunction
with department managers and supervisors to be eligible for telework. Individuals in eligible
positions may apply for, but are not guaranteed, the option to telework.

Episodic Telework: The employee teleworks on an irregular basis. These arrangements
will accommodate a business cycle or projects amenable to being performed at home, rather than
in an office setting.

Main Office: The location of the employee’s primary workspace and place where the employee
normally performs work duties.

Regular Telework: The employee teleworks on a regularly scheduled basis. These
arrangements will involve recurring tasks that occur on a monthiy basis.
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Remote workplace or location: A work site other than the employee’s fraditional office setting
such as the employee’s residence.

Telework: Telework is defined as working from a remote work location or workplace instead of
traveling to the main office. It is a work alternative available to eligible employees when it would
benefit both the agency and the employee.
Telework Coordinator: An individual in the Office of Human Resources responsible for
providing departments with technical assistance; maintaining telework records and reports; and
gathering and analyzing data on the Telework Program.
Teleworker: A person who, for at least two days a month, works from their home to produce an
agreed upon work product.

IV. Objectives

The objectives of the Telework Program are as follows: ' -

= To further support the County’s efforts in promoting the organization as an employer of
choice.

= To support national and regional efforts to reduce fraffic congestion.

* To provide employees with opportunities to enrich their lives by gaining quality time
otherwise lost as a result of lengthy commutes through flexible work arrangements such
as telework.

» To further enhance employee recruitment and retention efforts.

» To reduce absenteeism, sick leave, and late arrivals; and increase productivity.

= To improve emergency contingency plans.

V. Policy.
Eligibility. Full-time and part-time non-bargaining unit employees in the Executive and Legislative
branches of the County who are in a telework approved position, have successfully completed
their probationary period and have a "successful” performance rating, or have performed at a
successful level under an established performance plan at a minimum of six months are eligible
to apply. to telework.

The department head in conjunction with department managers and supervisors will identify
positions appropriate for telework based on the:

» essential functions of the position and its ability to perform off-site with only e-mail and
phone support;

= work performance for the position can be measured in a telework arrangement;
» results and productivity can be effectively measured with limited supervisory observation;

= proprietary information of the County department or division can remain confidential; and
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« ability to maintain or improve service delivery to internal and external customers.

An employee in a position eligible for telework is not required to telework and has the right to
refuse to telework if the option is made available to them. Similarly, all telework requests are
subject to recommendation by the manager or supervisor and approval by the Department Head.

A teleworking employee may be restricted from participating in other altemative work schedules.

An employee in the Office, Professional, and Technical (OPT) and Service, Labor and Trades
(SLT) bargaining units represented by MCGEO/Local 1994 and employees in the police
bargaining units represented by the Fraternal Order of Police Lodge 35 and the firefighter
bargaining units represented by IAFF Local 1664 are nof eligible for telework.

Participation. Telework is a voluntary cooperative arrangement between the County and the
employee. An employee who participates in the Telework Program is subject to all County
policies and procedures including, but not limited to those regarding confidentiality; disclosure of
information; conflict of interest; and acceptabie use of information and communications
technology resources.

Training. Training is mandatory for all employees eligible to apply for telework interested in
teleworking. The employee must attend the training with their manager or supervisor before
completing the Manager/Supervisor-Employee Telework Agreement. The training will provide
employees, managers and supervisors with guidance on how to maximize the benefits of
felework and will include information on the application process, teleworker roles and
responsibilities, instructions on proper ergonomic positioning of furniture and tips on how to
ensure the safety of the employee's home office.

Work space. The employee must designate and maintain a clean, safe workspace that is
adequate for work and free of obstructions and distractions at the employee’s residence.

An employee must not conduct meetings with customers or co-workers at the employee’s
residence. When a meeting is scheduled on a day the employee is scheduled to telework, the
employee must go to the office to attend the meeting or make alternative arrangements.

An employee injured while working from the employee’s residence should follow established
County procedures for reporting on-the-job injuries. The County is not liable for injuries to third
persons, family members or both in and around the employee’s residence.

Telework Schedule and Availability. A telework schedule may include two or more days per
month at an employee’s residence. The number of days per week or month is a decision to be
made by the manager or supervisor in conjunction with the employee. A telework schedule,
including specific days and hours, must be agreed upon by the manager or supervisor and the
employee. This schedule must include a meal period and breaks. The manager or supervisor
and employee must also agree on what should happen if an employee’s scheduled telework day
falls on a holiday or the employee uses leave on or before a scheduled telework day. The
amount of time an employee is expected to work per day or per pay period will not change due to
participation in the telework program.

An employee must be available by phone, email or both during the scheduled telework hours,
with the exception of the meal period and breaks. A teleworking employee may be required by
the employee’s manager or supervisor to come into the office during a scheduled telework day.
The employee must comply with this requirement.
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The telework agreement may be suspended or the number of hours or days per week or month
the employee teleworks may need to be revisited should office coverage become a problem due
to changes in work demands or office staffing.

An employee must not perform personal business or activities during designated telework hours.
Personal business or activities include, but are not limited to caring for dependents or making
home repairs. :

Work performance. An employee’s job responsibilities will not change due to participation in the
Telework Program. The manager or supervisor may require the employee to submit regular

status reports to help judge work performance. A decline in work performance or a decline in
service to the employee’s internal and external customers may result in termination from the -
Telework Program.

A teleworking employee will be held to the same performance evaluation standards as other
employees in the County.

Overtime, Leave and Compensation. An employee must continue to follow the County’s times
and attendance standards and adhere to the employee’s approved work schedule, including work
hours, while teleworking. If an employee becomes sick at any time while teleworking, the
employee is required to immediately report the sickness to the employee’s manager or supervisor
and use sick leave to cover those hours not worked. If an employee must take some other form
of leave, the employee is required to request leave from the employee’s manager or superwsor
immediately and use the leave to cover those hours not worked.

An employee must get advanced manager or supervisory approval before performing overtime
work.

An employee’s compensation and benefits will not change due to participation in the Telework
Program.

An employee must submit bi-weekly timesheets in accordance with the normal schedule.

Inclement weather. During a general emergency in which the main office is closed, a non-
essential employee scheduled to telework will not be required to work remotely.

During a liberal leave period a non-essential employee scheduled to telework must work remotely
during that period. If the employee chooses not to work remotely on a scheduled telework day
during a liberal leave period the employee must notify the employee’s manager or supervisor of
the employee’s leave status and use vacation leave to cover those hours not worked.

Code Red Air Quality Days. An employee is strongly encouraged to telework during a code red
air quality day. Managers or supervisors and employees will be notified at least 15 hours in
advance of a code red air quality day. Following the announcement of a code red air quality day
the employee must immediately discuss the work the employee will perform on that day with the
employee’s manager or supervisor. A manager or supervisor must not allow an employee to
telework on a code red air quality day if the manager or supervisor and employee do not agree on
a telework work plan before that day.

Equipment. An employee is responsible for the purchase, installation and maintenance of all
equipment (e.g. computer, standard software, desk, printer, telephone, separate data line etc.)
used for telework. The employee is responsible for ensuring that the chair used is fully adjustable
with lumbar support and the workstation is properly adjusted
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An employee must have a phone and may be required by their manager or supervisor io check
voice mail messages on a regular basis.

Su pplies. An employee may take supplies needed for work at the telework location from the
employee’s main office with supervisory approval. The employee will not be reimbursed for out-
of-pocket expenses for supplies regularly available at the main office.

Confidentiality. An employee is responsible for protecting the security and integrity of data,
information, and paper files used when teleworking.

Data collection. An employee and the employee’s manager or supervisor must participate in
studies, inquires, reports or analyses relating to telework at the County’s direction.

VI. Procedure.

Application Procedure. Employees eligible to apply to the program must undergo the
application process to determine if the employee is eligible to participate in the program.

An eligible employee must complete the Telework Program application process detailed in 10
Steps to Telework to determine if they are eligible to participate in the Program.

Approval. If the manager or supervisor and employee agree on a mutually beneficial telework
arrangement, the manager or supervisor must forward a copy of the Manager/Supervisor-
Employee Telework Agreement to the department director. If the manager or supervisor and
employee do not agree on a mutually beneficial telework arrangement, the manager or supervisor
must forward a copy of the agreement with a summary of the points on which the manager or

. supervisor and employee agreed and disagreed attached to the agreement and forward to the
department director. The department director must review the materials provided and approve or
disapprove the employee’s request to telework; or make suggestions on the points the manager
or supervisor and the employee disagree on to help them reach agreement on a telework
arrangement. If the request is not approved, the department director must give the employee the
reason for not approving the request. The department director’s decision is final and is not
grievable. '

Renewal. An employee in conjunction with the employee’s manager or supervisor will be
required to complete renewal paperwork annually.

Change in status. An employee will be required to complete a new set of application materials if
the employee’s job and manager or supervisor changes. The employee must first check the
eligible list to make sure the job is an approved telework position. The employee must then
perform at a successful level under an established performance plan for a minimum of six months
before completing a new set of application materials. If the employee is approved to telework, the
agreement under the employee’s former manager or supervisor, job or both will be terminated
and replaced by a new approved agreement.

If an employee’s manager or supervisor changes but the employee’s job does not the employee
must share the telework agreement packet with the employee’s new manager or supervisor.

If an employee’s job changes but the employee’s manager or supervisor does not, the employee
must first check the eligible list to make sure the job is an approved telework position. If the job is
eligible, the employee will not be required to complete a new set of application materials if their
job changes but their manager or supervisor does not.
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Termination. Telework is not a formal, universal employee benefit but an alternative method of
meeting the needs of the County. Since telework is a privilege, departments have the right to
refuse to make telework available to an employee and to terminate a telework arrangement with
notice to the ernployee. A teleworking employee has the right to terminate a telework
arrangement with notice to the employee’s manager or supervisor.

If termination is initiated by the manager or supervisor, the manager or supervisor must give the
employee 10 working days prior notice. If initiated by the employee, the employee must give the
manager or supervisor 5 working days prior notice. The Notice to Terminate Telework
Agreement form must be completed and signed by both the manager or supervisor and employee
regardless of who initiates the termination. The employee will be responsible for returning all
supplies and work products in a timely manner once an agreement is terminated. An employee
may apply to participate in the Telework Program again after their telework agreement has been
terminated. The length of time an employee must wait before applying to the program again is at
the discretion of the employee’s manager or supervisor.

VIl. Responsibilities.

Employee. _
Follow the provisions in the Monfgomery County Telework Program Policy.

Work with their manager or supervisor to come to an agreement on, and observe the terms and
conditions of the telework agreement.

Follow all applicable laws, rules, regulations, policies and procedures to ensure the security and
confidentiality of official documents and records.

Manager and Supervisor.

Encourage active communication via E-mail, voice mail, and telephone between teleworkers and
main office staff to ensure adequate interaction.

Ensure that telework does not burden main office staff through equitable distribution of workload
Review teleworking employee’s work plan prior to employee’s scheduled telework day(s).
Periodically evaluate the effectiveness of the telework arrangement.

Encourage employees to telework during code red air quality days.

Department Director.

Periodically evaluate the effectiveness of telework in the department by meeting with managers

or supervisors managing teleworking employees.

Department of Technology Services
TBD

Risk Management
Provide training on proper ergonomic positioning of office furniture and tips on office safety.

Office of Human Resources.
Designate a telework coordinator to serve as the lead administrator of the Telework Program.

. . (2
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Provide employees and managers or supervisors with technical assistance.

Coordinate the training of employees eligible to telework and managers or supervisors with
eligible employees.

Maintain and update the Montgomery County Telework Program policies and guidelines and
application and promotional materials.

Provide the Management and Fiscal Policy Committee with information on the status of telework

in the Montgomery County Government on an on going basis.

VIIl. Program evaiuation and outcome measures.
An employee and an employee's manager or supervisor must participate in all studies, inquires,
and analyses of the Telework Program. Data complied may be made available to the general
public, organizations, businesses, and the press.
Evaluation and outcome measurements. Under the guidelines set by the Interagency Telework
Program for County Agencies, the County must collect the following information annually from each
teleworker, using a uniform questionnaire:
= Name, title, department, efc,;
=~ Worksite location(s) on non-telework days;
» Number of miles between employee’s home and main office;
= Means of transportation on non-telework days;
» Usual commute routes on non-telework days;
= Type of telework site;
= Address of telework site:
=  Number of days employee is scheduled to telework per month; and
= Number of miles from employee’s home to the telework site.
Based on the information collected above, the County must report the following information to the
Management and Fiscal Policy Committee on an ongoing basis:
= Number of employees in positions eligible to telework;
= Number of active teleworkers;
= The average number of days employees are scheduled to telework per month;

= Total number of days employees teleworked overall;

= Average number of miles traveled between teleworker’'s homes and main office on non-telework
days;
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= Means of transportation on non-telework days and

= Top ten commuter routes typically traveled by teleworks on non-telework days.
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Montgomery County Interim Telework Program
Questions & Answers

About Telework

What is felework?

Telework is defined as working from a remote work location or workplace instead of fraveling to a
department or division office. A successful teleworking employee is just a productive as employees
working in the main office.

What are the benefits of telework?

There are numerous benefits to teleworking for both the employer and the employee. For the employer
benefits include: strengthened employee recruitment and retention, reduced absenteeism, sick leave,
and late arrivals, and enhanced public recognition as an innovative community partner. For the
employee: reduced long, congested commutes making late arrivals a thing of the past, improved

productivity resulting from fewer interruptions and distractions, and improved balance between work and
family life.

Who else is teleworking?
With the launch of its Telework Program, the Monigomery County Govemment will be joining a number
of other county governments across the country providing their employees with the opportunity to work

remotely such as, Fairfax County, Virginia, Westchester County, New York, and Los Angeles County,
California.

How the Montgomery County Telework Program Works

What is the Montgomery Counfy Telework Program?

The Montgomery County Telework Program is a community friendly program that provides an alternative
work arrangement for employees. .

What is the duration of the interim period?
The interim period for the Telework Program will be for-one full calendar year.

Is telework a new benefit for County employees?
No. Telework is not a formal benefit, nor is it an entitlement; rather telework is an arrangement that the
County may choose to make available to some employees when a mutually beneficial situation exists.

ELIGIBILTY

Am | eligible to apply the Monfgomery County Telework Program?

Full-time and part-time non-bargaining unit employees in the Executive and Legislative branches of the
County who are in a telework approved position, have successfully completed their probationary period
and have a “successful” performance rating or befter, or have performed at a successful level or better
under an established performance plan at a minimum of six months are eligible to apply to telework.

An employee eligible to apply to the program must undergo the application process to determine if s/he
eligible to participate in the program (see 10 Steps to Telework for more information on the application
pProcess).
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Are bargaining unit employees eligible to apply in the Montgomery County Telework Program?
Employees in the Office, Professional, and Technical (OPT) and Service, Labor and Trades (SLT)
bargaining unit represented by MCGEO/Local 1994 and employees in the police bargaining unit
represented by the Fraternal Order of Police Lodge 35 and the firefighter bargaining unit represented by
IAFF Local 1664 are nof eligible for telework.

If I am eligible to telework am I required fo participate in the Telework Program?
No. An eligible employee is not required to telework and has the right to refuse to telework if the option
is made available to them.

How are positions eligible for telework identified?
Department directors in conjunction with managers and supervisors will identify eligible positions using
guidance on how to select positions from OHR.

APPLICATION PROCEDURE

What is the application procedure?
An eligible emnployee must complete the Telework Program application process as detailed in 70 Sfeps fo
Telework. :

Will | be required to renew my felework agreement?

Yes. If the Telework Program continues beyond the year long interim period an employee, in conjunction
with the employee’s manager/supervisor, will be required to complete renewal paperwork annually. An
employee and the employee's manager/supervisor will be required to complete the Telework Renewal
Request form and the employee must complete the Information for Data Collection form. The Telework
Location & Schedule and the Workspace Self-Certification Checklist and Safety Guidelines for the
Telelwork location form must also be completed if the employee's telework location and or schedule have
changed.

How many days a week/month may | telework?

This is a decision to be made by the manager/supervisor and the employee. A regular telework
schedule, including specific days and hours, must be agreed upon by the manager/supervisor and the
employee. The Office of Human Resources recommends that employees telework at least two full work
days a month.

How fong am I required to parficipate in the Telework Program?

There is no minimum or maximum amount of time an employee is required to participate in the program.
Teleworking employees and their manager/supervisor may terminate the telework agreement at any time
with or without cause and with notice.

What is the procedure for ferminating a telework agreement?

If termination is initiated by the manager/supervisor s/he must give an employee 10 working days prior
notice. If injtiated by an employee s/he must give his/fher manager/supervisor 5 working days prior
notice. The Nofice fo Terminate Telework Agreement form must be completed and signed by both the
manager/supervisor and employee regardless of who initiates the termination. An employee will be
responsible for returning all supplies and work products no later than 10 business days from the date the
termination is approved by the department director.

If my telework agreement is terminated may | apply fo participate in the Telework Program again?
Yes. An employee may apply to participate in the Telework Program again after their telework
agreement has been terminated. The length of time an employee must wait before applying 1o the
Program again is at the discretion of the employee’s manager/supervisor.
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If my manager/supervisor changes but my job does nof, do I need fo complefe a new sef of
application materials?

No. A teleworking employee will not be required to complete a new set of application materials if their
rnanager/supervisor changes but their job does not. A teleworking employee is responsible, however, for
sharing his/her telework agreement packet with her/his new manager/supervisor. 1t is at the dzscretlcn of
the manager/supervisor fo continue or terminate the telework agreement.

If my job changes but my manager/supervisor does nof, do I need fo complefe a new sef of
application maferials?

First, a teleworking employee must check the eligible list to make sure the job is an approved telework
position. [f the job is eligible, the employee will not be required to complete a new set of application
rnaterials if their job changes but their manager/supervisor does not. itis at the discretion of the
manager/supemsor tfo continue or terminate the telework agreement.

If my job and manager/supervisor changes, do I need to complete a new set of application
materials?

Yes. First, a teleworking employee must check the eligible list to make sure the job is an approved
telework position. If the job is eligible, the employee must perform at a successful level or better under
an established performance plan for a time period determined by his/her manager/supervisor before
completing a new set of application materals if their job and manager/supervisor changes.

OVERTIME, LEAVE AND COMPENSATION

Will | be eligible for overtime when teleworking?

An employee who is “non-exempt” for FLSA purposes will be required to get advanced supervisory
approval before performing overtime work.

What do | do if | become sick or need to take some other form of leave during a scheduled
felework day?

If an employee becomes sick during any of the hours regularly scheduled for teleworking, the employee
is required o immediately report their sickness to their manager/supervisor and use sick leave o cover
those hours not worked. If an employee must take some other form of leave, the employee is required to’

request leave from their manager/supervisor immediately and use the leave to cover those hours not
worked.

Will my compensation and benefits change if | parficipate in the Telework Program?

A teleworking employee's compensation and benefits will not change due to participation in the Telework
Program.

PROGRAM EVALUATION

Will there be an evaluation of the program?

In order to track the progress of the Telework Program and properly address the needs of teleworking
employees the Montgomery County Government will periodically conduct evaluations of the program.
Participants of the Telework Program will be required to participate in all studies, inquires, and analyses.

REMOTE OFFICE LOCATION
Where can | telework?
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At this ime an employee approved to telework may only work from a workspace designated for telework
in their home.

May I work anywhere in my home when fteleworking?

An employee must designate suitable workspace in their home for teleworking. See the Work Space
Self-Certification Checklist and Safety Gwdelmes for the Telework Location for information on what a
suitable workspace Is.

Am | required fo have homeowner’s insurance or renter’s insurance in order fo parficipate in the
Telework Program? ‘

No. An employee teleworking from her/his home will not be required to have homeowner's or renter's
insurance. An employee should find out whether or not their hormeowner or renter’s insurance policy
covers teleworking prior to participating in program.

May I meet with customers or co-workers in my home when teleworking?

A teleworker may not conduct meetings in their home. When a meeting is scheduled on a day an
individual teleworks, the employee must go to the office to attend the meeting or make alternate
arrangements (e.g. conference call).

Whaft should I do if injured while working at my remofe office?
An employee injured while working from her/his home should follow established County procedures for
reporting on-the-job injuries.

How will teleworking affect my current dependent care sifuation?
Telework is not a substitute for dependent care. An employee may, however, be able to use the
flexibility permitted by telework to maintain work responsibilities while caring for dependents.

May I bring confidential information fo my remofe office?
The manager/supervisor and employee must develop a plan to ensure the confidentiality of proprietary
information before the employee takes it to their home.

I do not have a computer, can | telework?
Depending on the type of work to be performed, an eligible employee may not need to use a computer
while teleworking. ;

Will the County provide me with equipment (i.e. compufer, printer, software} fo telework?
No. The County will not provide an employee with equipment to telework. Employees will be responsible
for purchasing, installing, and maintaining equipment for their remote office.

May I bring supplies from the main office fo my remote office?

A teleworking employee may get all supplies needed for work at their remote office from their main office
with manager/supervisory approval. Out-of-pocket expenses for supplies regularly available at the main
office wiil not be reimbursed.

Do | have to submit something that outlines the tasks | plan fo work on while teleworking?
An employee may use the Work Plan Template to facilitate a discussion with their manager/supervisor
on the work to be perforrmed while teleworking.

Wiil | be able to access the network remofely using a virtual private network (VPN)?
Yes. Please see the Technology Requirements and Procedures form for more information.

Will I be reimbursed for placing business related long distance phone calls from my home?
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No. Employees will be responsible for paying the cost of business related long distance calls. Please
see the Technology Requirements and Procedures form for more information

What are the fax implications of fe[eworhng‘?

Tax implicatiuons related. to the employee’s home work space are the resposibility of the employee You
may Consult IRS Publication 587, “Business Use of Your Home” for information on tax implications.

What forms do | need to complete if | switch from one fype of remofe office fo another?
If the location of your remote office changes you will need to provide the Office of Human Resources and
your manager/supervisor with the address and phone number for the office.

TRAINING

Will I receive fraining on how fo successfully telework?

Training is mandatory for all eligible employees interested in participating in the Telework Program. The
employee will be required to aftend the training with their manager/supervisor before completing the
Manager/Supervisor-Employee Telework Agreement. The training will provide employees, managers,
and supervisors with guidance on how to maximize the benefits of telework and will include information
on the application process, teleworker roles and responsibilities, instructions on proper ergonomic
positioning of furniture and tips on how to ensure the safety of the employee’s home office.

Will manager/supervisors receive training on how fo successfully supervise teleworking
employees?

All managers/supervisors with non-bargaining unit employees will be required to attend training on how
to manage teleworking employees successfully.

What Successful Teleworking Is

What are the characteristics of a successful teleworker? ‘
Successful telework employees tend be those with strong time management skills, exceptional

communication skills, the ability to work mdependenﬂy, prioritize workload and are technologically
literate.

What fype of management sfyle is conducive to successfully supervising teleworkers?
Successful managers of teleworkers are typically those who communicate well with their employees,
measure perforrnance by results, and are able to define specific tasks and expectations. Other
management characteristics include a positive attitude toward teleworking, an ability to trust the

employee's ability to telework, good organization and planning skills, an ability to establish clear
objectives, give reqular formal feedback and is flexible.

Will productivity decrease if employees work from a remote location unsupervised?

Survey results from employee participants in past telework programs show a marked improvemenits in
productivity. Productivity increases because employees have fewer distractions and interruptions, work
at their best imes, and avoid the stress of the commute to work.

What kind of adjustments in the main office will be needed to ensure that telework is successful?
Flexibility on the part of the manager/supervisor and employee, as well as staff at the main office is the
key. The Manager/supervisor-Employee Telework Agreement will help to facilitate a discussion
regarding necessary adjustments that will need to be made on the part of the manager/supervisor,
employee and the main office. :

Additional Information
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Who may I confact for additional information about the Telework Program?

You may contact NAME, Telework Coordinator, in the Office of Human Resource’s at (240) 777-5000.

Information about the program can also be found on-line in the HR Resource Library at WEBSITE
ADDRESS

Where may I find more information about telework in general?
There are a number of websites with information about telework. Here are a few you may want to

explore:

Commuter Connections
htip://www.mwcoqg.org/commuter/Bdy-Telework. hitml

Commuter Choice, Maryland Dept of Transportation
hitp://www.e-mdot.com/CommuterChoice/Resources/Copy MDresources

Mid-Atlantic Te!ecommuting Advisory Council
http://iwww. midatlantictelework.com/

International Telework Association and Council (ITAC)
hitp://www.telecommute.org/

Revised September 13, 2006 -6 -



http:http://www.telecommute.org
http:http://www.midatlantictelework.com
http://www.e-mdot.com/CommuterChoice/Resources/Copy
http://www.mwcoq.org/commuter/Bdy-Terework.html

Montgomery Government County Interim Telework Program

SELECTING POSITIONS ELIGIBLE FOR TELEWORK

Instructions: Use this worksheet to identify eligible positions for telework.

Position Title

Department

Division

Does the position meet the following criteria?

D

[l

0

service delivery to the internal and external customers will be maintained or improved;
the position is a non-bargaining unit position;

the essential functions of the position can be performed off-site with only e-mail, VPN
(virtual private network), and phone support;

access to necessary reference materials is available through photocopying, faxing, or electronic
transfer of documents

work performance for the position can be effectiveiy measured in a telework
arrangement;

results and productivity can be effectively measured with'limited supervisory observation;
and A

proprietary and confidential information of the County department or di VISiOn can
mamtamed as confidential.

If the position meets all of the criteria above, the position is eligible for telework. Please note

that selecting positions eligible for telework is different from approving employees for telework
(see the Interim Telework Program Policy for more information).
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Montgomery County Interim Telework Program
10 STEPS TO TELEWORK

Step 1

Siep 4

Read the Montgomery County Interim Telework Program Policy and the Montgomery
County Inferim Telework Program Questions and Answers and educate yourself on
telework and the County’s program. If you meet all of the following criteria you are eligible
to apply to telework and may proceed to Step 2: (1) are a non-bargaining unit employee,
(2) are in a telework approved position, (3) have successfully completed your probationary
period and have a “successful” pen‘ormance rating or better, or have performed at a
successful level or better under an established performance plan at a minimum of six
months.

Complete the Telework Suifability Self-Assessment. If you score a 27 or higher, forward
the form fo your manager/supervisor and proceed to Step 3.

Meet with your manager/supervisor to discuss the results of your self-assessment and the
results of the Manager/Supervisor Assessment of Employee Suitability for Telework (this
meeting should occur within 10 days of the employee submitting the Telework Suitability
Self-Assessment to his/her manager/supervxsor) If your manager/supervisor
recommends that you participate in telework training go to Step 4. If your
manager/supervisor does not recommend that you participate in telework fraining you and
your manager/supervisor should discuss the skills you will need to develop and/or
enhance to be successful in telework.

Forward the Telework Suitability Self-Assessment and the Manager/Supervisor
Assessment of Employee Suitability for Tefework to your Department Director. The
Department Director will approve or disapprove you to participate in telework training. If
you are approved go to Step 5. If you are disapproved; you and your manager/supervisor
should discuss the skills you will need to develop and/or enhance to be successful in
telework.

(Note: Where applicable a Division Chief/Manager may need to review the

manager/supervisor's recommendation before it is forwarded to the Department Director
for approval)

Attend telework training with your manager/supervisor.

Complete the Manager/Supervisor-Employee Telework Agreement with your
manager/supervisor (this agreement should be completed within 10 days from the date of
the telework training). One of two scenarios will result from completion of the agreement:

(1) If you and your manager/supervisor agree on a mutually beneficial telework
arrangement, a copy of the agreement must be forwarded to the Department Director.
The Department Director will review the materials provided and approve or disapprove ’
you for {elework; or

(2) fyou and your manager/supervisor do not agree on a mutually beneficial telework
plan, a copy of the agreement with a summary of the points on which you and your
manager/supervisor agreed and disagreed must be forwarded to the Department Director.
The Departrment Director will review the materials provided and approve or disapprove

Revised 8.13.2006 -4
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Step 7

you to telework; or make suggestions on the points you and your mahager/supervisor
disagree on to help you reach an agreement on a telework plan.

If you are approved go to Step 7. If you are disapproved, ybu and your
manager/supervisor should discuss the skills you will need to develop and/or enhance to
be successful in telework.

(Note: Where applicable a Division Chief/Manager may need to review the agreement
before it is forwarded to the Department Director for approval)

If approved complete the following forms and go to Step 8: -

= VPN Request form (Note: Complete the VPN request form only if you need VPN
access. If you request VPN access and are disapproved you will need to determine
how to meet the VPN requirements or re-evaluate the work you will perform while
teleworking, i.e., performing tasks that do not require VPN access. Be sure to read the
Technology Requ;remenfs & Procedures form and use the form to determine your
technology needs for telework.)

~  Work Space Self-Certification Checklist and Safety Guidelines for the Telework
Location

= Telework Work Location and Schedule
= [nformation for Data Collection

» Telework Agreement and Disclosure of Binding Terms

Use the Telework Forms Checklist to make sure you have completed all of the application
materials. Make 2 copies of all application materials. Forward the original set fo the
Telework Coordinator in the Office of Human Resources, forward a copy of the set to your
manager/supervisor and keep a set for your own records

Create a telework work plan and submit it to your manager/supervisor for review. (Note:
Although this is optional, employees are strongly encouraged to complete the Work Plan
Template. Your manager/supervisor may require you to submit regular status reports to
help judge work performance)

Begin teleworking.

Revised 8.13.2006 ' _o.
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INFORMATION FOR DATA COLLECTION

Insfructions: In order to frack the progress of the Telework Program and properly address the needs of
teleworking employees the Montgomery County Government will periodically conduct evaluations of the
program. As a participant of the Telework Program you will be required to be a part of all studies,
inquires, and analyses of the Program. Please complete the questions below.

Note: Click on the shaded boxes and enfer the requested data; the boxes will aufomatically expand.
Double click the gray boxes and select “checked.”

Employee Name

Position Title
Department Division
Remote office address

Main office address

1. How long have you been in your current position? years/ months
2. What is you most recent Performance Rating?

3. Are you currently on another flexible work schedule? [ JYes [] No

a) If yes, please name

b} Do you plan fo continue this schedule in addition to teleworking? [ ] Yes [ ] No

4. What are your primary job responsibilities?

5. Are you responsible for providing direct service to customers? [ JYes [ JNo

a) If yes, what effect of service delivery to your custorners do you anticipate if you telework?
(please describe)

6. Are you responsible for supervising or supporting staff that provide direct services to customners?

[Jyes [INo

a) If yes, what effect of service delivery to the staff you supérvise or support do you
anticipate if you telework? (please describe)

7. What type of telework will you do? [] Regular [_] Episodic

a) If regular, how many days per month are you scheduled to telework?

Revised 9.13.2006 -1 - ]
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b) What day(s) will you telework? (please check all that apply)

[] Monday [ ] Tuesday [ ] Wednesday [.] Thursday [_] Friday
8. What types of tasks will you perform while teleworking? (check all that apply)
[] Analysis ] Data Management [_] Contract Preparation/Review
[ ] E-mail [ ] Phone Work ] Programming
'[] Research [_]Word Processing ] Writing

[] Other (please describe)

9. Will you need to transfer electronic and/or paper files to and from your telework site?

[1Yes[]No

a) If yes, do the files contain sensifive information that will require you o protect the security and
integrity of the files? [ ] Yes [ ] No

10. What benefits do you expect to gain from teleworking? (please check all that apply)
[ ] Reduce time spent commuting to and from my primary office.

[ ] Increase productivity by working in a quieter work environment

[ 1 improve work-life balance

[] Other (please describe)

11. What benefits do you expect your department or main office to gain from you teleworking?
(please list)

12. What type of support will you need from your supervisor in order for {o be most effective while
teleworking? (please describe) :

13. What is the ohe-way distance from your home the main office? ! miles

14. What time do you typically leave home to get to the main office? ~ minfhr

15. What time do you typically leave the main office to get to your home? min/hr

16. How long is your commute on average: From home to work? hrs mins
From work to home? hrs mins

17. What is your primary mode of travel to and from the main office?
[ ] Drive alone [ ] Car or Van Pool [ Public Transportation []Walk or Bike
[] Other (please describe)

18. What is your primary commute route?

Revised 9.13.2006 . -2
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TELEWORKER WORK LOCATION AND SCHEDULE

Instructions: Using the Manager/Supervisor-Employee Telework Agreement, please complete
Parts 1 & 2.

Note: Click on the shaded boxes and enfer the requested data; the boxes will automatically expand.
Double click the gray boxes and select “checked.”

Employee Name Position Title
Manager or Supervisor Name

Department Division

PART 1 Location
Main Office Address
Main-Office Phone
Remote Office Address

Rempote Office Phone

PART 2 Type of Telework
[] Regular [] Episodic

If reqular please complete the schedule below.

MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY

Hours

Daily
Lunch
Period and
Breaks

Location

— S

*For location please use "R” for Remote Office and "M” for Main Office
File:

Original- OHR

Copy- Manager/Supervisor, Employee

Revised 9.13.2006 -
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TELEWORK PROGRAM FORMS CHECKLIST

Please use the following checklist to ensure that you have completed the required telework forms prior to
submitting original copies of your telework application materials fo the Office of Human Resources.

Telework Suitability Self-Assessment

Manager/Supervisor Assessment of Employee Suitability for Telework
Manager/Supervisor-Employee Telework Agreement

Workspace Self-Certification Checklist and Safety Guidelines for the Telework Location
Telework Work Location & Schedule

Information for Data Collection

Telework Agreement and Disclosure of Binding Terms

Technology Requirements and Procedures

O 00 00O OO0 B

Telework VPN Access Request Form

Revised 9.13.2006 1. @
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TELEWORK TECHNOLOGY GUIDELINES

Note: this document Is a working draft

Instructions: This form should be read and understood by an employee who: 1) has been approved for telework by their department director,
and 2) will access email, network drives, or voicemail remately. Complete the requirements sections to determine if you meet the technology

requirements. Keep this document for your records. You DO NOT have to submit this document.

REQUIREMENTS (please check): ! *PROCEDURE ,'i" ' . "
] Any computer with Internet service and Internet Instruction;
Explorer web browser,

(1) To access email via OWA (Qutiook Web Access)

goto
hitp://mall.montgomerycountymd.gov.

(2) Click "Accept”. Enter your user name and
password (Note: this user name and password is the
same as the one you use to log-in to your main office
computer).

Please note that some full Qutlook client features will
not be avallable when using OWA. The full Outlook
client is available only at the main office or, if using a
County-owned laptop that is used as your primary
main office computer.

Remote Access— VPN Computer (any one of these is acceptable) Instructions:
~ []County Primary PC or Laptop
includes: ] County Secondary PC or Laptop (1) Once you receive approval to telework from your
Access to County public file (] Personal PC or Laptop department director complete the VPN Request
folders, Email, specified ] : Form. A copy of this form is available in Qutlook
servers, Internet and special | [_] Operating System (all of these are required) under, Public Foiders/All Public Folders/MCG/VPN or
applications. -Windows 98, ME, 2000 or XP ~ you may call the IT Help Desk at 270-777-2828 to
~300 MHz Pentium (minimum) request the form. |
| -64 MB memory (minimum) _ [f
. -10 MB free disk space (minimum) (2) Send the completed VPN Regquest form by emall ’
*A VPN license fee of . -Internet Browser (Internet Explorer Version 6.0 or | to your manager/supervisor for VPN access
$200.00 will be charged for | better). approval, Your manager/supervisor will approve or {

-1
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each employee requesting

VPN access. Internet Service (any one of these is acceptable)
(] Cable Modem

**Access o unigue []DSL

departmental applications (] ISDN

may be granted by your (] T1 or higher

departmental IT contact. (dial-up is not permitted for VPN access)

Virus/Spyware protection (any one of these is

acceptable) ‘
[] Symantec Antivirus [ Spybot
] McAfee ] Adaware
(] TrendMicro [_] Other SpyWare:
[ Other AV:

Access to unique departmentat applications ("speclal”
computer applications)

disapprove you for VPN access. If approved your
manager/supervisor will submit the form to the IT
Helpdesk at helpit@montgomerycountymd.gov and
copy departmental IT contact on the emall.

(3) If approved for VPN access you will receive
instructions from the IT Helpdesk on how to
download and set up VPN on your computer,

[IYes [ INo
If yes, explain:
YVoicemall ] Phone with volcemail or answering machine (a | Instructions:

second line is optional)

(1) Dial 240-777-1010 or 1-800-343-7880 to access
the County's voicemail system, ‘

(2) Once in the system, press #, and then enter your
mailbox number and security code to listen to your
voicemail messages.

(3) To contact other County employees, enter their
five diglt extension number immediately after entering
the system or after checking your voicemail, enter 9
then 0 and enter the employee’s five digit extension
number. (Note: If your call is sent to the employee's
voicemail and you wish to contact another employes

Revised Seplember 13, 2008 -2 .
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!l instead, you may dial the five digit extension of }

another employee. Also please note that only
extensions that begin with “7" or "3" may he
| accessed using these instructions.)

Additional information:

Technical Support:

Telework technical support matrix. Refer to the following technical support matrix to find your corresponding support resources.

Issue County-owned Primary County-owned Secondary or | Non-County owned computer |
Computer Non-seat Computer f
Hardware IT Helpdesk Department IT Staff or No Support ‘
Hardware Maintenance
. : Contract
ISP/Internet Connectivity No Support No Support No Support
AD Login/PC Login IT Helpdesk [T Helpdesk | IT Helpdesk
VPN Access Problem IT Helpdesk Department T Staff No Support
OS and Standard Application | IT Helpdesk Department IT Staff No Support
Software
Home LAN/Printer No Support No Support No Support

*Standard Application Software includes Microsoft Office, Internet Explorer, Symantec AntiVirus, IBM Pcomm and Juniper,

County-owned primary computer. Technical support for an employee using County owned primary computer is available via the |T Help Desk
at 240-777-2828 during normal business hours, Employees should contact the [T Help Desk for work-related issues only. If a problem cannot
be resolved remotely, employees must schedule a time to bring computer to IT Help Desk for trouble shooting. The IT Help Desk will not visit
an employee's telework location to trouble shoot under any circumstances, IT Help Desk will only support telework at an employee’s

registered primary telework location. Secondary home, hotel room, Starbucks and Silver Spring WiF{ are not supported under this program. |T
Help Desk does not support home network and/or Internet connection at home. Limited support is available if you are accessing a mainframe

. application via the VPN,

County-owned secondary or non-seat computer. Technical support for an employee using a secondary or non-seat County computer is ONLY
available via the employee’s department IT staff. Employees should only contact department IT staff for work-related issues. If a problem
cannot be resolved remotely, employees must schedule a time to bring laptop to department [T staff for troubleshooting. The department [T
staff will not visit employees’ telework location to trouble shoot under any circumstances. Department IT staff will only support telework at the
employee’s regastered primary telework location. Secondary home, hotel room, Starbucks and Siiver Spring WiFi are not supported under this

AR e Fala¥ul
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program. Department IT staff does not support home network and/or Internet connection at home. Limited suppert is available if you are
accessing a mainframe application via the VPN.

Non-County owned computer: Technical support is not available {o an employee using a non-County owned computer while teleworking.
In order to keep VPN connectivity secure, periodic security checks may be performed on an employee’s PC. If your computer fails a security
check, a warning screen, detailing the requirement that your computer does not meet will appear.

Termination of the Telework Agreement _
If your telework agreement is terminated, you or your supervisor should nctify the IT Helpdesk by email at helpit@montgomerycountymd.gov.

@ Revised Septernber 13, 2006 -4 -
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TELEWORK SUITABIL!TY»SELF—ASSESSMENT

Instructions: This self-assessment will evaluate your suitability for telework by identifying your strengths
as well as barriers that you may need to overcome. Complete the assessment and forward it to your
manager/supervisor. Your manager/supervisor will complete the Manager/Supervisor Assessment of
Employee Suitablity for Telework. You and your manager/supervisor will be required fo meet fo discuss
the results of the two assessments. Based on your manager/supervisor's review of the two assessments
and your discussion with her/him, he/she will recommend or not recommend that you participate in
telework training. The assessments will then be forwarded to the Department Director who will approve
or disapprove you for the fraining. (Note: In some departments manager/supervisor's decision will need
to be reviewed by a Division Chief or Manager before it is forwarded to the Department Director)

Note: Double click the gray boxes and select “checked.”

Employee Name Position Title
Manager or Supervisor Name

Department Division

PART 1 Self-Assessment
Please complete the following 4 tables to determine whether the characteristics of your job, and your skill
set, work style and attitude are suitable for telelworking. Rate yourself on each of the factors below by

circling the appropriate category (i.e. low, medium, high). Add up each column and calulate the grand
- total for each of the 4 factors.

1. Job Characteristics

JOB CHARACTERISTICS Low Medium High
Adaptability of current job fo telework 1 .2 3
Amount of face-face contact with co- 1 2 3
workers or team required .
Amount of face-face contact with 1 2 3
customers/clients required
Degree to which communications via 1 2 3 -
phone is required
Degree to which communications via e- 1 2 3
mail is required '
Degree to which communications via fax is 1 2 3
required '
Amount of in-office reference materials, 1 2 3 N
databases or other resources required
Amount of work done using confidential 1 2 3]
information

124
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2. Skill Factors

SKILL FACTORS Low Medium High
Organizational and planning skills 1 2 3
Project management skills 1 2 3
Time management skills and ability to 1 2 3
structure time in an unstructured
environment ,
Ability fo set goals for self and follow 1 2 3
through on them
Self-discipline/ability to manage potential 1 2 3
friction between personal and work
commitments
Communications skills: verbal ) 1 2 3
Communications skill: written - 1 2 3
Ability 1o initiate contact with manager or 1 2 3
supervisor
Level of technol literacy 1 2 3
e s = 27 ]
3. Work Style Factors
WORK STYLE FACTORS Low Medium High
Ability to work productively without needing 1 2 3
supetrvision or frequent feedback
Tendency fo ask for advice or input when 1 2 3
| needed
Discipline regarding work commitments 1 2 3
Ability to thrive in isolated work 1 2 3
environments with no co-workers present _
Self-motivation, self-discipline, ability to 1 2 3
avoid procrastination
Ability to work confidently in unfamifiar or 1 2 3
constantly changing situations
Independence/ability to self-manage 1 2 3
Ability to manage supervise staff remotely 1 2 3
(please complete if you are a manager or
supervisor)
Ability to meet deadlines 1 2 3
Reliability regarding work commitments 1 2 3
= /30 |
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4. Affitude Factors

ATTITUDE EAGTORS ' Low Medium - ) High
Desire for schedule flexibility 1 2 3
Willingness fo try new ways of working 1 2 3
!nter_est and en‘thusivasm abput telgworkin 1 , 2 3 )
LT =__ /8 |

Total Score: /90

PART 2 Interpreting Your Score

Score Recommendation

0-26 You need to develop your skills extensively and gain
experience on the job before starting a telework
arrangement.

27-58 ‘ You have good potential to be successful in telework,

although you may need training, support and/or experience
to overcome any personal or other barriers before starting to
telework. :

59-30 You should be solidly successful in telework and your
success is likely to increase over time as you gain
experience and overcome any personal barriers.

PART 3 Employee Signature

Employee Signature ' Date

File:
Original- OHR
Copy- Manager/Supervisor, Employee
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MANAGER/SUPERVISOR ASSESSMENT OF EMPLOYEE
SUITABILITY FOR TELEWORK

Instructions: When you receive the Telework Suitability Self- Assessment from an employee eligible to
apply to telework you will need to complete this form. The purpose of the assessment is to evaluate the
employee's readiness for telework. Please be sure to refer to the employee’s performance evalution
before completing the assessment. Once completed you must meet with the employee to discuss the
results of the two assessments (this meeting should occur within 10 days of the employee submitting the
Telework Suitability Self-Assessment to his/her manager/supervisor). Based on a review of this
assessment and the Telework Suitability Seif-Assessment, and your discussion with the employee you
will recornmend or not recommend that the employee participate in telework training. The assessments
should then be forwarded to the department director who will approve or disapprove the employee for
telework training. (Note: In some departments manager/supervisor's decision will need to be reviewed
by a Division Chief or Manager before it is forwarded to the Department Director)

Note: Click on the shaded boxes and enfer the reqUesfed data; the boxes will aufornatically expand.
Double click the gray boxes and select “checked.”

Employee Name Position Title
Manager or Supervisor Name

Department Division

PART 1 Manager!SupewiSor Assessment
Please complete the following 4 tables to determine whether the characteristics of your employee’s job,
and skill set, work style and attitude are suitable for teleworking. Rate your employee on each of the

factors below by circling the appropriate category (i.e. low, medium, high). Add up each column and
calulate the grand total for each of the 4 factors.

1. Job Characteristics

JOB CHARACTERISTICS Low Medium High-
Adaptability of current job to telework 1 2 3
Amount of face-face contact with co- 1 2 3
workers or team required ' '

Amount of face-face contact with 1 2 3
customers/clients required

Degree to which communications via 1 2 3
phone is required

Degree to which communications via e- 1 2 3
mail is required

Degree to which cornmunications via fax is 1 2 3
required

Amount of in-office reference materials, 1 2 3 O
databases or other resources required ]
Amount of work done using confidential 1 2 3
Revised 12/21/2005 -1-
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L : 24 ]
2. Skill Factors
SKILL FACTORS Low Medium High
Organizational and planning skills 2 3
Project management skifls 2 3
Time management skills and ability to 2 3
structure time in an unstructured
environment ,
Ability to set goals for self and follow 2 3
through on them _ )
Self-discipline/ability to manage poteritial 2 3
friction between personal and work
commitments
Communications skills: verbal 2 3
Communiecations skill: written 2 3
Ability to initiate contact with manager or 2 3
supervisor
Level of technology literacy 2 3
TR
M‘%&-:—u R e S XA / 27
3. Work Style Factors
WORK STYLE FACTORS Low Medium High
Ability to work productively without needing 2 3
supervision or frequent feedback
Tendency to ask for advice or input when 2 3
needed
Discipline regarding work commitments 2 3
Ability to thrive in isolated work 2 3
environments with no co-workers present
Self-motivation, self-discipline, ability to 2 3
avoid procrastination
Ability to work confidently in unfamiliar or 2 3
constantly changing situations
iIndependence/ability to self-manage B 2 3
Ability to manage supervise staff remotely 2 3
(please complete if you are 2 manager or
supervisor)
Ability to meet deadlines 2 3
Reliability regarding work commitments 2 3
130 |
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4. Attitude Factors

ATTITUDE FACTORS Low Medium High
Desire for schedule flexibility 1 2 3
Willingness fo fry new ways of working 1 2 3
Interest and enthusiasm about tel

5]

Total Score: /90

PART 2 Interpreting the Score

Score Recommendation

0-26 ’ Your employee needs to develop his/her skills extensively
and gain experience on the job before starting a telework
arrangement. ‘

27-58 Your employee has good potential to be successful in

telework, although s/he may need training, support and/or
experience to overcome any personal or other barriers
before starting to telework.

59-90 Your employee should be solidly successful in telework and

his/her success is likely to increase over time as s/he gains
experience and overcomes any personal barriers.

PART 3 Manager/Supervisor recommendation o attend telework training

[ ] Recommend
] Do not recommend

{f not recommended, please sfate reason:

Manager/Supervisor Signature Date

Revised 12/21/2005 -3
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PART 4 Division Chief/Manager Review (if applicable)
In some departments the manager/supervisor's recommendation will need to be reviewed by a Division
Chief or Manager before it is forwarded fo the department director for approval.

Notes:

Division Chief/Manager Signature Date

PART 4 Department Director Approval

Department Director’s Approval: |_] Approve
Disapprove

If disapproved please state reason:

Department Director’s Signature , Date

File:
Original- OHR
Copy- Manager/Supervisor, Employee

Revised 12/21/2005 : -4 -
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Montgomery County Interim Telework Program
Program Policy

Hi.

Purpose.

This policy provides implementation guidelines for operation of the Montgomery County
Government’s Interim Telework Program. The intent of the Program is to promote telework as a
legitimate alternative for managers, supervisors, and employees, enable departments to remain
functional during emergency shutdown, and improve the recruitment and retention of high quality
employees through enhancements to employees’ quality of life. This policy is subject to periodic
review and revision and may be terminated at the County's discretion.

Background.

Increasing traffic congestion, advances in telecommunications, and changing social needs have
increased the need for alternative work arrangements. In 2004 the Interagency Telework
Program for County Agencies was established fo create an operational plan for telework
implementation and maintenance. Through this initiative County Human Resources directors will
collaborate in an effort to meet the goal of 20% of eligible agency employees teleworking by the
year 2005, as established by the Metropolitan Washington Council of Governments (COG).

Agencies participating in the Pyrogram include the Montgomery County Government, Montgomery
County Public Schools (MCPS}, the Maryland-National Capital Park and Planning Commission

(M-NCPPC), Montgomery College, the Washington Suburban Sanitary Commission (WSSC), and
the Housing Opportunities Commission (HOC).

Definitions.

Eligible Employees: Full-time and part-time non-bargainirig unit employees in the Executive
and Legislative branches of the County who are in a telework approved position, have
successfully completed their probationary period and have a “successful” performance rating or
better, or have performad at a successful level or better under an established performance plan
for a minimum of six months are eligible to apply to telework.

Eligible Position: An occupational job class determined by a department head in conjunction
with department managers and supervisors to be a telework approved position. Individuals in
eligible positions may apply for, but are not guaranteed, the option te telework.

Episodic Telework: An employee teleworks on an irregulér basis. These arrangements

will accommodate a business cycle or projects amenable to being performed at home, rather than
in an office setting.

Main Office: An location of the employee’s primary County Government workspace and place
where the employee normally performs work duties.

Regular Telework: The employee teleworks on a regularly scheduled basis. These
arrangements will involve recurring tasks that occur on an ongoing basis.

Revised September 13, 2006 -1-
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Remofe workplace or location: An employee’s residence only.

Telework: Telework is defined as working from a remote work location or workplace instead of
traveling to the main office. It is a work alternative available to eligible employees when it would
benefit both the agency and the ernployee.

Telework Coordinaftor: An individual in the Office of Human Resources responsvible for
providing departments with technical assistance; maintaining telework records and reports; and
gathering and analyzing data on the Telework Program.

Teleworker: A person who, for at [east two days a month, works from their home to produce an
agreed upon work product.

IV. Objectives
The objectives of the Telework Program are as follows:

= To further support the County's efforts in promoting the organization as an employer of
choice.

= To support national and regional efforis to reduce traffic Co'hgestion,

» To provide employees with opportunities to enrich their lives by gaining quality time
otherwise lost as a result of lengthy commutes through flexible work arrangements such
as telework.

= To further enhance employee recruitment and refention efforts.

* To reduce absenteeism, sick leave, and late arrivals; and increase productivity.

=  To improve ermergency contingency plans.

V. Policy.

Eligibility. Full-time and pari-time non-bargaining unit employees in the Executive and
Legislative branches of the County who are in a telework approved position, have successfully
completed their probationary period and have a “successful” performance rating or better, or have
performed at a successful level or better under an established performance plan for a minimum of
six months are eligible to apply to felework.

The department head in conjunction with department managers and supervisors will identify
positions appropriate for telework based on:

= ability to maintain or improve service delivery to internal and external customers:

= the essential functions of the position and its ability to be performed off-site with only e-
mail, VPN (virtual private network), and phone support;

~ whether access to necessary reference materials is available through photocopying,
faxing, or electronic transfer of documents;
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= whether work performance for the position can be effectively measua’ed in a telework
arrangement;

= whether results and productivity can be aﬁecttvely measured with limited supervisory
observation; and

= whether proprietary and confidential information of the County department or division can
maintained as confidential.

An employee in a position eligible for telework is not required to telework and has the right to
refuse fo telework if the option is made available to them. Similarly, all telework requests are
subject to recommendation by the manager or supetvisor and approval by the Department Head. R

A teleworking employee may be resfricted from participating in other alternative work scheduies.

An employee in the Office, Professional, and Technical (OPT) and Service, Labor and Trades
(SLT) bargaining units represented by MCGEO/Local 1984 and employees in the police
bargaining unit represented by the Fraternal Order of Police Lodge 35 and the firefighter
bargaining unit represented by IAFF Local 1664 are not eligible for telework. '

Duration of Interim Period. The interim period for the Telework Program will be for one full
calendar year.

Participation. Telework is a voluntary cooperative arrangement between the County and the
employee. An employee who participates in the Telework Program is subject to all County
policies and procedures including, but not limited, to those regarding confidentiality; disclosure of
information; conflict of interest; and acceptable use of Couni’y~owned information and
comrnunications technology resources.

Training. Training is mandatory for all eligible employees interested in participating in the
Telework Program. The employee must attend the training with their manager or supervisor
before completing the Manager/Supervisor-Employee Telework Agreement. The training will
provide employees, managers, and supervisors with guidance on how to maximize the benefits of
telework and will include information on the application process, teleworker roles and
responsibilities, instructions on proper ergonomic posiﬁonfng of furniture and tips on how to
ensure the safety of the employee’s home office.

Work space. An employee must designate and maintain a clean, safe workspace that is
adequate for work and free of obstructions and distractions at the employee’s residence.

An employee must not conduct meetings with customers or co-workers at the employee’s
residence. When a meeting is scheduled on a day the employee is scheduled to telework, the
employee must go to the office to attend the meeting or make alternative arrangements.

An employee injured while working in the workspace designated for telework in the employee’s
residence should follow established County procedures for reporting on-the-job injuries. The
County is not liable for injuries fo third persons, family members or both in and around the
employee’s residence, except for injuries that result from an employee’s conduct while the

employee is acting within the scope of County employment (as long as the employee is not acting
maliciously).

Telework Schedule and Availability. A telework schedule may include two or more days of

work per month at an employee’s residence. The number of days per week or month is a
decision to be made by the manager or supervisor in conjunction with the employee. A telework

@
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schedule, including specific days and hours, must be agreed upon by the manager or supervisor
and the employee. This schedule must include a meal period and breaks. The amount of time
an employee is expected to work per day or per pay period will not change due to participation in
the telework program.

The manager or supervisor and employee must also agree on what should happen if an
employee’s scheduled telework day falls on a holiday or the employee uses leave on or before a

scheduled telework day.

An employee musf be available by phone, email or both during the scheduled telework hours,

" with the exception of the meal period and breaks. A teleworking employee may be required by
the employee's manager or supervisor to come into the office on a scheduled telework day. The
employee’s manager or supervisor must make this requirement known to the employee prior to
the employee’s scheduled telework day. The employee must comply with this requirement. A
supervisor, however, must not require an employee to come to the office at anytime during the
employee’s telework day.

An employee must not travel o a meeting (neither at the main office nor at another location) from
the employee’s residence at anytime during the employee’s telework day.

The telework agreement may be suspended or the number of hours or days per week or month
the employee teleworks may need to be revisited should main office coverage become a problem
due to changes in work demands or office staffing.

An employee must not perform personal business or activities during designated telework hours.
Personal business or activities include, but are not limited, to caring for dependents or making
home repairs.

Work performance. An employee's job responsibilities will not change due to participation in the
Telework Program. The manager or supervisor may require the ernployee to submit reqular
status reports to help judge work performance. A decline in work performance or a decline in
service to the erhployee’s internal and external custorners may result in termination from the
Telework Program.

A teleworking employee will be held to the same performance evaluation standards as other
employees in the County.

Overtime, Leave and Compensation. An employee must continue to follow the County's work
schedules, attendance, and hours of work standards, and adhere to the employee’s approved
work schedule, including work hours, while teleworking. If an employee becomes sick at any time
while teleworking, the employee is required to immediately report the sickness to the employee's
manager or supervisor and use sick leave to cover those hours not worked. If an employee must
take some other form of leave, the emnployee is required to request leave from the employee’s
manager or supervisor immediately and use the leave to cover those hours not worked.

An employee who is “non-exempt” for FLSA purposes must get advanced manager or
supervisory approval before performing overtime work. FLSA-exempt executive, administrative,
and professional employees who are paid on a salary basis will not be required to keep track of
their working hours during a work day, and these FLSA-exempt County employees will not be
eligible to receive overtime pay.

An employee’s compensation and benefits will not change due to participation in the Telework
Program.
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VI.

An employee must submit bi-weekly time sheets in accordance with the normal schedule.
Inclement weather. During a general emergency in which the main office is closed, a non-
essential employee scheduled to telework will not be required fo work remotely.

During a liberal leave period a non-essential employee scheduled to telework must work remotely
during that period. If the employee chooses not to work remotely on a scheduled telework day
during a liberal leave period, the employee must notify the employee’s manager or supervisor of
the employee’s leave status and use annual leave to cover those hours not worked.

Code Red Air Quality Days. On days when the air quality in the Washington metropolitan area
is considered unheatthful, the Washington Council of Governments (COG) declares a “Code Red
Air Quality Day.” On these days, the public is encouraged to take actions which limit ozone-

providing gases. An employee approved to participate in the telework program is strongly
encouraged to telework during a Code Red Day.

In-order to facilitate telework, the Department of Environmental Protection (DEP) will send an
alert to all eligible County employees and their supervisors by 4:00 pm of the day before a Code
Red Day. Employees can also check the web site www.air-watch.net, managed by COG, which
posts the air quality index and any alerts for the following day. Telework employees are
encouraged to discuss their ability to telework the subsequent day (if it has been identified as a

Code Red Day) with their supervisor. {f the supervisor approves, the employee should telework
that day.

Equipment. An employee is responsible for the purchase, installation, and maintenance of all
equipment (e.g. computer, desk, printer, telephone, , etc.) used for telework at an employee’s
residence. The employee is responsible for ensuring that the chair used is fully adjustable with
lumbar support and that the workstation is properly adjusted (i.e. ergonomically).

An employee must have a phone at the remote workplace, and may be required by their manager
or supervisor to check voice mail messages on a regular basis.

Supplies. An employee may take supplies needed for work at the telework location from the
employee's main office with supervisory approval. The employee will not be reimbursed for out-
of-pocket expenses for supplies regularly available at the main office.

Confidentiality. An employee is responsible for protecting the security and integrity of data,
information, and paper files used when teleworking.

Data collection. An employee and the employee's manager or supervisor must, at the County's
direction, participate in studies, inquires, reports, or analyses relating to telework,

Procedure,

Application Procedure. An employee who is eligible to apply to the Telework Program (please
see the section on “Eligibility”) must complete the Telework Program application process detailec
in 10 Steps fo Telework to determine if they are eligible to participate in the Program.

Approval. If the manager or supervisor and employee agree on a mutually beneficial telework
arrangement, the manager or supervisor must forward a copy of the Manager/Supervisor-
Employee Telework Agreement to the department director for approval. If the manager or
supervisor and employee do not agree on a mutually beneficial telework arrangement, the
manager or supervisor must forward a copy of the agreement, with a summary of the points on

Revised September 13, 2006 -5.

)


http:www.air-watch.net

Montaomery Government County Interim Telework Program
which the manager or supervisor and ernployee agreed and disagreed attached io the
agreement, to the department director. The department director must review the materials
provided and approve or disapprove the employee to telework; or make suggestions on the points
the manager or supervisor and the employee disagree on to help them reach an agreement on a
telework arrangement. If the employee is not approved for telework, the department director
must give the employee the reason for disapproval. The department director's decision is final.

Renewal. If the Telework Program continues beyond the year long interim period an employee,
in conjunction with the employee’s manager or supervisor, will be required to complete renewal
paperwork annually. An employee and the employee's manager or supervisor will be required to
complete the Telework Renewal Request form and the employee must complete the Information
for Data Collection form. The Telework Location & Schedule and the Workspace Self-Certification
Checklist and Safefy Guidelines for the Telelwork location form must also be completed if the
employee's telework location and or schedule have changed.

Change in status. An employee will be required to complete a new set of application materials if
the employee’s job and manager or supervisor changes. The employee must first check the
eligible list to make sure the job is an approved telework position. The employee must then
perform at a successful level under an established performance plan for a minimum of six months
before completing a new set of application materials. If the employee is approved to telework, the
agreement under the employee's former job and manager or supervisor will be terminated and
replaced by a new approved agreement. '

If an employee’s manager or supervisor changes but the employee’s job does not, the employee
must share the telework agreement packet with the employee’s new manager or supervisor. it is
at the discretion of the manager or supervisor to continue or terminate the telework agreement.

If an employee’s job changes but the employee’s manager or supervisor does not, the employee
must first check the eligible list to make sure the job is an approved telework position. If the job is
eligible, the employee will not be required to complete a new set of application materials if their
job changes but their manager or supervisor does not. It is at the discretion of the manager or
supervisor to continue or terminate the telework agreement.

Termination. Telework is not a formal, universal employee benefit but an alternative method of
meeting the needs of the County. Since telework is a privilege, departments have the right fo
refuse to make telework available to an employee and to terminate a telework arrangement at the
discretion of management with or without cause and with notice to the employee. A teleworking
employee has the right fo terminate a telework arrangement with or without cause and with notice
to the employee’s manager or supervisor.

If termination is initiated by the manager or supervisor, the manager or supervisor must give the
employee 10 working days prior notice. If initiated by the employee, the employee must give the
manager or supervisor 5 working days prior notice. The Nolice to Terminate Telework
Agreement form must be completed and signed by both the manager or supervisor and employee
regardless of who initiates the termination. The form must then be forwarded to the department
director for review. Upon termination of the Agreement, the employee will return to a traditional
work arrangement. The employee will be responsible for returning all County-owned supplies
and work products no later than 10 business days from the date the termination is approved by
the department director. .

An employee may apply o participate in the Telework Program again after their telework

agreement has been terminated. The length of time an employee must wait before applying to
the program again is at the discretion of the employee's manager or supervisor.
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Vil. Responsibilities.

Employee.
Follow the provisions in the Monfgomery Counfy Telework Program Policy.
Work with their manager or supervisor to come to an agreement on a mutually beneficial telework
arrangement, and observe the terms and conditions of, the agreement.
Follow all applicable laws, rules, regulations, policies and procedures to ensure the security and
confidentiality of official documents and records.
Manager and Supervisor.
Encourage active communication via e-mail, voice mail, and telephone between teleworkers and
main office staff to ensure adequate interaction.
Ensure, through an equitable distribution of workloads, that telework does not burden main office
staff.
Periodically evaluate the effectiveness of the telework arrangement.
Encourage employees fo telework during code red air quality days.
Department Director.
Periodically evaluate the effectiveness of telework in the department by meetxng with managers
or supervisors managing teleworking employees.
Department of Technology Services
Accept and process requests for VPN access.
Provide employees using a County-owned laptop with technical support via the IT Helpdesk.
Dep; -
Review and “confimm emp!oyee request for Telework based on computer knowledge and
capability. (draft language)
Risk Management
Provide training on proper ergonomic positioning of office furniture and tips on office safety.
Office of Human Resources.
Designate a telework coordinator to serve as the lead administrator of the Telework Program.
Provide employees and managers or supervisors with technical assistance.
Coordinate the fraining of employees eligible fo telework, and the training of managers or
supervisors who have efigible employees.
Maintain and update the Montgomery County Telework Program policies and guidelines and
application and promotional materials.
Provide the Management and Fiscal Policy Committee with information on the status of telework
in the Montgomery County Government on an ongoing basis.
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Vil. Program evaluation and outcome measures. ,
An employee and an employee’s manager or supervisor must parficipate in all studies, inquires,
and analyses of the Telework Program. Data compiled may be made available to the general
public, organizations, businesses, and the press.
Evaluation and outcome measurements. Under the guidelines set by the Interagency
Telework Program for County Agencies, the County must collect the following information
annually from each teleworker, using a uniform questionnaire:
= Name, title, department, etc.;
=~ Worksite location(s) on non-telework days;
= Number of miles between employee’s home and main office;
=« Means of transportation on non-telework days;
= Usual commute routes on non-telework days;
«  Address of telework site;
= Number of days employee is scheduled to telework per month; and
Based on the information collected above, the County must report the following information to the

Management and Fiscal Policy Committee on an ongoing basis:

= Number of employees in positions eligible to telework;

Number of active teleworkers;
= The average number of days employees are scheduled to telework per month;

= Total number of days employees teleworked overall;

« Average number of miles traveled between teleworker's homes and main office on non-telework
days; ‘

=~ Means of transportation on non-telework days and

= Top ten commuter routes typically traveled by teleworks on non-telework days.
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WORKSPACE SELF-CERTIFICATION CHECKLIST AND SAFETY
GUIDELINES FOR THE TELEWORK LOCATION

Instructions: This checklist is designed to assess the overall safety of the workspace you have
designated for telework in your home and to ensure that you are prepared for teleworking. The safety

guidelines are to provide you with information fo assist you with the maintenance of your telework
location. '

Note: Click on the shaded boxes and enfer the requested data; the boxes will autornatically expand.
Double click the gray boxes and select “checked.”

Employee Name: Position Tijle:
Manager or Supervisor Name:
Department: Division:

Remote Office Address:

Remote Office Phone:

PART 1 Work Space Environment
Please check all that apply:

] The work sbace is free of potential hazards that could cause physical harm (frayed wires, bare |

conductors, loose wires, exposed wires to the ceiling, frayed or torn carpeting seams, uneven
floor surfaces).

The electrical outlets are grounded (3 pronged).

The furniture being used (i.e. desk, file cabjnets, shelves, bookcases) is sturdy and adequate for
use,

The rungs and legs of the chair are sturdy and free of loose casters (wheels). |

00 OO

The phone lines, electrical cords, and extension wires are secured.

[

The office space is neat, clean, and free of obsfructions and excessive amounts of combustibles.

There is enough light for reading.
A fire extinguisher is easily accessible from the office space.

There is a working smoke detector within hearing distance of the workspace.

O 0O 0od

The area is free from distractions (i.e. children, pets, etc).
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PART 2 Safety Guidelines

You should use the following recommended guidelines to assist you in a survey of the overall safety and
adequacy of your remote worksite. The following recommendations do not encompass every situation
that may be encountered. You are encouraged to obtain professional assistance with issues conceming
appropriate electrical service and circuit capacity for residential worksites.

1. Develop and practice a fire evacuation plan for use in the event of an emergency.
2. Check your smoke detectors regularly and replace batteries as recommended.

3. Always have a working fire extinguisher at your telework location and check the charge as
recommended.

4. Computers are heavy. Always place them on sturdy, level, well maintained furniture.
5. Take the following into consideration when locating your computer:

= Place the monitor where there will not be any noticeable glare from windows or
lighting. ‘

= Place the monitor at a comfortable height for viewing.

= Locate the computer keyboard and mouse at a height that does not cause wrist
strain.

= Use a surge protector and make sure all cables are grounded.

6. Always power down computers after the workday is over and always turn off all electrical
equipment during thunderstorms.

7. Choose office chairs that provide good supporting backrests and allow adjustments to fit you
cornfortably.

8. Locate computers, phones and other elecftrical equipment in a manner that keeps power cords out
of walkways.

9. Keep your work area clean and avoid clutter, which can cause fire and tripping hazards.

PART 3 Certifications

I certify that all information contained in this checklist is true and complete to the best of my knowledg e, |
understand that any erroneous, misleading or fraudulent information is sufficient grounds for my
preclusion from teleworking. | have read the safety guidelines for the telework location.

Employee Date

File:
Original- OHR
Copy- Manager/Supervisor, Employee

Revised 9.13.2006 -2 -
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TECHNOLOGY REQUIREMENTS

Insfructions: Use this worksheet to assess your technology needs.

Required
1 Computer with Internet access

"0 Phone

O Must be computer Savvy (Capable of resolving own computer problem with minimum or no help)

Optional
0O VPN

The following equipment and software requirements must be met in order to apply for VPN access:

(1) Computer (any one of these is acceptable)
] County Primary PC or Laptop
(1 County Secondary PC or Laptop
] Personal PC or Laptop

(2) [_] Operating Systemn (all of these are required)
-Windows 98, ME, 2000 or XP
-300 MHz Pentium (minimum)
-64 MB memory (minimum)
~-10 MB free disk space (minimum)
-Internet Browser (Internet Explorer Version 6.0 or better)

(3) Internet Service (any one of these is acceptable)
[T] Cable Modem
[1DsL
[ ]ISDN
T3 71 or higher
(dial-up is not permitted for VPN access)

(4) Virus/Spyware protection (any one of these is acceptable)
[T] Symantec AntiVirus [} Spybot

7] McAfee [ ] Adaware
[ 1 TrendMicro ] Other SpyWare:

] Other AV:

Revised 12/21/2005
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Montgomery County _ G TERMS
TELEWORK AGREEMENT AND DISCLOSURE OF BINDIN

Scope of Agreement

v . __,.,—-"/’—v—————‘
This Agreement is by and between the Montgomery County Deparﬁ”@”t of [Depaﬁment Name)
and . the employee.

(Employee Name)

. king
’ - rpfion. TEIEWOT
Teleworking is available only to eligible employees, at the County's SOEB ‘zj'égr As such, no
is not an employee benefit intended to be available to the entire organizatoil-
employee is entitled to, or guaranteed the opportunity to felework.
Policy
. . work Prograim
Employees participating in the Telework Program agree to abide b}’fhe.Tﬁ’; the program, may
and understand that the Telework Program, or an employee’s participalio
be terminated by the County, with or without cause. i
joyee under this
on the Emp gmpioymeﬂt
rk Program.

Other than those different duties and obligations expressly imposed vee's
Agreement, the duties, obligations, responsibilities and conditions of ’E:.mp 0%{3!8\”0
with the County remain unchanged where the employee participates in the

sidence. The

loyee’s and customary

The.terms “remote work location” or “remote workplace” mean the EMP Lsual

. term “main office” for the purpose of this agreement means the Employee’s
County work address. ' .
State o
. 1aws of the
This agreement will be construed, interpreted, and enforced according 0 the
Maryland.

Term of Agreement all calendar year. This
The duration of the Telework Program will cover an interim period of one
Agreement will begin

andend ____ -

. e conditions of
Please initial each ifem to indicatfe that you have read and understand th
the County's Telework Program:

1.1 Termination of Agreement

1 understand that my participation in the Telework Program has been Fiet_
selection process in which | voluntarily completed and submitted application
participate in the Program.

ormined through 2

to terminate the

. upon
thDUt CBUSa:
! ts, damages or

| understand there is no right fo telework and that.the County has the right
Program or this Telework Agreement as per the Telework Policy, with or W .
reasonable notice. | understand the County will not be held responsible fOr «
losses resulting from cessation of my participation as a teleworker.

. whout cause,
I understand that | may request withdrawal from the Telework Program with Of wih
upon reasonable notice to my employer.
e construed as

. th
| understand that this Agreement is not a contract of employment and may no
one.
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1.2 Overtime, Compensation and Leave

| agree to obtain advance managerial or supervisory approval before performing overtime work (if
applicable) or before taking leave. Working overtime without such approval may result in
termination from the Telework Program, other appropriate action or both.

| understand that my compensation and benefits will not change due to participation in the
Telework Program. .

1.3 Work Schedule and Work Status

} understand that my telework schedule will be as designated in the Telework Location and
Schedule form. Any changes to my work schedule record must be agreed to by my manager or
supervisor and approved by the Department Director in advance.

| agree to maintain regular contact with the office and my manager or supervisor on telework days
as established in the Manager/Supervisor-Employee Telework Agreement.

I understand that my manager or supervisor may require me to report to the main office on
otherwise scheduled telework days, with advanced waming.

| understand that | must not travel to a meeting (neither at the main office or at ancther location)
from the my residence at anytime during my telework day. ’

1.4  Work Performance

I agree to perform the duties as provided in the approved Manager/Supervisor-Employee
Telework Agreement. | agree to provide regular status reports as required by my manager or
supervisor to help judge work performance. | understand that a decline in work performance or a
decline in service to my internal or external customers may result in my termination from the
Telework Program.

1.5 Standards of Conduct

I understand that | am bound by all County regulations, policies, and procedures while working at
the remote workplace. Violation of the foregoing may result in my termination from the Telework
Program. -

1.6 Equipment

I agree to be responsible for the purchase, installation and maintenance of all equipment (e.q.
computer, desk, printer, telephone, etc) at my expense, that will be used for telework in the
designated telework workspace at my residence..

1.7 Supplies

I'agree to obtain all supplies needed for work at the telework location from my main office supply
source with manager or supervisory approval, and | understand that out-of-pocket expenses for
supplies regularly available at the main office will not be reimbursed.

1.8 Work Space
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| agree to designate a specific work space in my residence for use for telework that is adequate
for the performance of my official duties. | agree to maintain the work space in a safe condition,
free frem hazards and other dangers to me, as provided in the Telework Program Policy..

| agree to perform only official duties and not to conduct personal business while on work status
at the remote work location. Personal business includes, but is not limited, to caring for
dependents or making home repairs.

| agree to refrain from conducting any on-site work-related meetings at the remote work location.

1.9 Reimbursement ,
{ understand the County will not reimburse me for any expenses | incur (whether for equipment or
supplies) to implement this Agreement. | agree that the County will not be responsible for

operating costs, home maintenance, or any other incidental cost {e.g. utilities, insurance)
whatsoever, associated with the use of my residence.

I understand that the County will reimburse me for expenses authorized by my manager or
supervisor and incurred while conducting business for the County (except for supplies that are

regularly available at the main office); and that all expenses must be approved by my manager or
supervzsor in advance.

1.10  Liability for Injuries

I understand that | am covered under the Maryland Workers” Compensation law if injured in the
course of actually performing official duties at the main office or at the remote workplace. | agree
to notify my manager or supervisor immediately of any accident or injury that occurs at the remote
workplace and to complete any required forms. All claims will be handled according to the normal

procedures for reporting and documenting Worker's Compensation claims. The County agrees to
investigate such a report immediately.

I understand that the County is not liable for damages to my personal or real property while | am
working at the remote work location, except to the extent that the County is adjudicated liable
under Maryland Law.

| understand that | remain liable for injuries to third persons, family rmembers or both on my
private premises, except for injuries that result from my own conduct while | am acting within the
scope of County employment (as long as | am not acting maliciously).

111  Security of Confidential Information

| agree to comply with all County policies and instructions regarding the maintenance of the
security of confidential information. | agree to protect County records from unauthorized

disclosure or damage and will comply with all policy directives governing the disclosure of County
information.

1.12 Data Collection

| agree to participate in all studies, inquiries, reports, or analyses relating to telework for the
County. 1 understand that data compiled may be made avallable to the general public,
organizations, businesses, and the press.

1.13  Training
I understand that | must attend training with my manager or supervisor before | begin teleworking.

1.14  Other Actions

Revised 9/13/2006 -3-
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I understand that nothing in this agreement preciudes the County from taking any appropriate
disciplinary or adverse action against me if | fail to comply with the provisions of this agreement.

Signature

| affirrn by my signature below that | have been given copies of the following documents that
present the County’s policy regarding telework: Telework Program Policy, Telework Agreement
and Disclosure, Manager/Supervisor-Employee Telework Agreement, Workspace Self-
Certification Checklist and Safety Guidelines for the Telework Location, and Teleworker Work
Location and Schedule. | acknowledge that | have, before entering into this Agreement, read the
policy documents identified above. | further acknowledge that | fully understand the content of
these policy documents, and am fully aware that these documents set forth the polices under
which the County operates the telework program.

Employee Signature Date

Original- OHR
Copy- Manager/Supervisor, Employee
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OFFICES O‘F THE COUNTY EXECUTIVE
ROCKVILLE, MARYLAND 20850

Isiah Leggett Timothy L. Firestine
County Executive Chief Administrative Officer

MEMORANDUM

September 10, 2008

TO: Executive Branch Department Directors —
‘ /L’":«!J 7>~%’
FROM: -  Timothy L. Firestine, Chief Administrative Officer >

SUBJECT: Alternative Work Schedules

-Over the last several months, a number of employers in both the private and
public sectors have considered alternate work schedules as a means to lower energy consumption
and to help employees reduce their fuel costs and commuting time. Our current policies,
procedures, and applicable collective bargaining agreement provide us the ability to offer
alternate work schedules to our employees. The County Executive and I are encouraging you and
your management team to explore the four-day work week (10-hour day) for employees in your
departments. The County has worked in collaboration with MCGEO to encourage participation
1n these voluntary opportunities.

The benefits of AWS for the County and our employees are many: reducing fuel
consumption and costs, easing traffic congestion, and helping us meet our regional goal with the
Metropolitan Washington Council of Governments of 30 percent of employees participating in
alternate work schedules. Although the County is not limited in the options that it offers to
employees who express interest in this program, we believe that the four 10-hour day work week
provides the most flexibility in scheduling employees to be out of the office.

We are asking management to aggressively examine operational requirements,
and identify positions where voluntary four 10-hour day workweeks may be offered to employees
and to develop an operational plan consistent with providing quality customer service. We do
understand the challenges of maintaining service delivery and managing flexible work schedules.
However, we believe these challenges can be overcome.

The following criteria will assist you in your operational review and discussions
with supervisors and managerial staff:
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Service delivery to internal and external customers will be maintained;

Operational requirements must be met;

Employee participation is voluntary;

Offices or operations must be covered during normal period of public service five days a
week; :

Success must be measured in relation to departmental headline performance measures;
and

Costs to the County will not be increased.

In order to assist you in the development of an implementation plan, the Office of

Human Resources will conduct a management informational session on September 26 and
September 307, from 2:00 to 3:30 p.m. in the EOB Lobby.! Further, you are strongly encouraged
to contact your assigned human resources specialist on the labor/employee relations team as soon
as possible in order to involve MCGEO in the discussion of how such opportunities shall be
offered to eligible employees within your department.

Please submit an implementation plan to the Office of Human Resources by

October 3, 2008. Your plan should assume a 12-month time span and must include a description
of how success will be measured through utilization of departmental headline performance
measures. At the end of the 12-month period we will reevaluate the program to determine if any
changes are necessary. Attached are two documents to aid in the development of your plan and
an instrument for measuring the environmental impact of the plan. Following a collaborative
review process to ensure plan compliance with the guidelines and utilization of as many
opportunities for four 10-hour day schedules as possible, the department’s implementation plan
will be forwarded to the CAO. Once approved by the CAQ, the Office of Human Resources will
provide managers guidance and next steps to implement alternate work schedules.
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" Sept. 26, 2008 class id #08000
Sept. 30, 2008 class id #08001
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IMPLEMENTATION OF ALTERNATE WORK SCHEDULE

DEPARTMENT
DEPARTMENT HEAD APPROVAL & DATE

Employee’s
Names

Position
Title

Grade

Division

Hours of
Operations

Hours
Employee
Will Work

Implementation
Date

The employees and operations identified above have met the following criteria:

Service delivery to internal and external customers are maintained;
Operational requirements are met;

Employee participation is voluntary;
Normal business hours are maintained;
No additional costs to the County;
Employees have successfully completed probationary period.

Please also attach a description of how the Department will utilize existing departmental
headline performance measures in order to measure the success of alternate work

schedules.



DATA COLLECTION FOR ALTERNATE WORK SCHEDULES

Instructions: To track progress and to properly address the needs of management and
employees participating in the Allernate Work schedule; the Office of Human Resources will

collect data and periodically conduct evaluations. Please complete the questions below.

Employee Name

Position Title

Department / Division

1. What are your primary job responsibilities?

2. Are you responsible for providing direct service to customers? [lyes [1No

a) If yes, what effect of service delivery to your customers do you anticipate?
(please describe)

3. Are you responsible for supervising or supporting staff that provide direct
services to customers? [ ] Yes [ 1No

4. What benefits do you expect to gain from an alternate work schedule? (please
check all that apply)

[ 1 Reduce time spent commuting to and from my primary office.

L] Increase productivity by working in a quieter work environment

[] Improve work-life balance

[ ] Other (please describe)

5. What benefits do you expect your department to gain f'rdm your alternate work
schedule? (please list)

6. What is the one-way distance from your home the work? miles
7. What time do you typically leave home to get to your place of work? min/hr
8. What time do you typically leave work to go home? min/hr

9. How long is your commute on average:
From home to work? hrs mins
From work to home? hrs mins

10. What is your primary mode of travel to and from work?

[ Drive alone [] Car or Van Pool [] Public Transportation
[] walk or Bike [_] Other (please describe)

11. What is your primary commute route?

[ ] Beltway [ ]Route 355} [ ] Route 28
[ Other (please describe)
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Overview

‘ ‘= County Executive Initiative: Promote

“4-10" work week

m Implementation plan due to OHR:
October 3, 2008

m Meet with MCGEO if necessary

m CAO will review and authorize for
departments |


http:departmen.ts

Benefits of Alternate
Work Schedules

Increased morale
Potential for expanded hours of service delivery

Helps County meet the Metropolitan Washington
Council of Governments (COG) regional goal of 30%
of employees participating in alternate work
schedules

Potential economic savings to County:
energy/utilities, demand for parking/work spaces



Loints to Consider

m Service delivery not affected
m Voluntary for all interested employees
m Eligible Employees: all non-probationary

m Can be implemented by:
— Department
— Division
— Facility
— Work Unit
— Job Classification




Points to Consider:
Staff Coverage

s Potential days off for employees
throughout the work week

— not isolated to Monday or Frlday
Days off for employees must be

staggered to allow for consistent staff
coverage throughout the week

= Back-up coverage will have to be
“maintained




Points to Consider:
Effects on ,Leave

£7/

'm Timesheet adjustments

= Sick/Annual/Personal leave taken on
normal work day: 10 Hours

m Holidays




tlext Steps:
mplementation Planning

¢

m Conduct business and staffing assessment
considering department headline measures

m Plan for back-up service delivery
m Survey employees to gauge interest

m Determine selection criteria for interested
employees

m Consult with OHR

m Draft implementation plan with employee
listing and days off planned




Questions?

= Communicate with OHR Labor/
Employee Relations Representative if
you have any additional questions.



T&E COMMITTEE #3,3.1,4,5
April 29, 2009

Worksession

MEMORANDUM

April 28, 2009

TO: Transportation, Infrastructure, Energy & Environment Committee
FROM@Z_{ Keith Levchenko, Senior Legislative Analyst

SUBJECT: Worksession: FY10 Operating Budget and CIP Amendments:
« #3: CIP Amendment: Energy Conservation: MCG
« #3.1 CIP Amendments: Conservation of Natural Resources ,
« #4: Department of Environmental Protection Water Quality Protection Fund
« #5: Non-Departmental Account (NDA) ~ Climate Change Implementation

e e 0 B
Councilmembers should refer to packets from the T&E worksession of April 22 for
background information on the Department of Environmental Protection Budget and
the Climate Change Implementation Non-Departmental Account.

Those expected for this worksession:

DEP Director Robert Hoyt

Stan Edwards, Chief of Environmental Policy and Compliance
Steve Shofar, Chief of Watershed Management

Gladys Balderrama, Manager, Administrative Services (DEP)
John Greiner, Office of Management and Budget

CIP Amendments from March

On March 19, 2009 the County Executive transmitted a package of CIP amendments and
adjustments. Several of these amendments are presented below.

Facility Planning: Storm Drains (Amendment PDF on ©1 )y

The Executive recommends reducing current revenue-funded expenditures by $25,000 in
FY10 (from $250,000 to $225,000) in order to provide additional fiscal capacity in the Operating
Budget. The decrease will reduce the level of effort in the project slightly. However, the
program is driven by storm drainage assistance requests which fluctuate from year to year often



based on weather conditions (the more rainfall, the more requests received). Council Staff
concurs with the reduction.

Facility Planning: Stormwater Management (Amendment PDF on ©2)

The Executive recommends reducing current revenue-funded expenditures by $42,000 in
FY10 (from $425,000 to $383,000) in order to provide additional fiscal capacity. The decrease
will result in slightly less planning work for low impact development projects. However, given
the tight fiscal situation with current revenue, Council Staff concurs with this modest
reduction.

Energy Conservation: MCG (Amendment PDF on ©3)

On March 19, 2009 the County Executive transmitted a package of CIP amendments and
adjustments. Included in this package was an amendment to switch $60,000 of current revenue
funded expenditures in FY09 to bonds. OMB staff verified that the intended expenditures
qualify for bond funding. Council Staff concnrs with this change.

Water Quality Protection Fund
At the worksession on April 22 the Committee expressed support for the Water Quality
Protection Fund (WQPF) budget of the Department of Environmental Protection (DEP) but with

a couple of changes as noted here.

Add funding of a storm drain inventory of MCPS facilities as recuired by the new National
Pollution discharge Elimination System (NPDES) permit.

At the April 22 meeting, DEP staff noted that there may be sufficient surplus funds in the
WQPF in FY09 to accommodate this item without requiring an increase in the WQPC for FY10.
DEP was in the process of completing its 31 Quarter Analysis with OMB and that the
availability of FY09 dollars could be confirmed shortly. ,

Council Staff suggests that OMB update the Committee on April 29 as to the
availability of FY09 dollars in the WQPF. If these dollars are available, then no FY10
action may be required in order for the storm drain inventory of MCPS facilities to
proceed. NOTE: At the April 22 meeting, a cost of 380,000 for the survey was noted. The
latest DEP estimate is $90,000),

Defer increases in Water Quality Protection Charge (WQPC) assessments to the Monteomery
Village Foundation {(and other entities in similar circurnstances) for FY10.

At the April 22 meeting, the Committee discussed concerns raised by the Montgomery
Village Foundation regarding how its WQPC is assessed. The Foundation believes the
assessment of foundation-owned roads (which are publicly used) should be reconsidered or the
method by which the charge is assessed should be modified so that homeowners are assessed



directly for these common areas rather than the Foundation which cannot easily pass these costs
on to its homeowners.

At the April 22 meeting, the Committee expressed support for changes in legislation
and/or regulations that would address these concerns and asked Council and Executive staff to
work to implement appropriate changes in a timely manner. Pending these changes, the
Committee suggested that DEP defer the phase-in of costs to the Montgomery Village
Foundation that were assumed for FY10. The Committee asked DEP for an estimate of the
impact of this deferral on the Water Quality Protection Fund.

DEP Staff are developing a precise estimate for delaying the phase-in and will be
available to discuss this issue on April 29. However, the long-term impacts on the fund will
ultimately depend on what changes are made to County law or regulation.

Non-Departmental Account (NDA) - Climate Change Implementation
(Recommended FY10 Operating Budget Excerpt Attached on ©4)

Table 1:

Climate Change Implemenation NDA Expenditures

] Approved Estimate CE
ftem ' FY09 - FYD9 - FY10
Clean Energy Rewards Program 561,000 561,000 518,000 518,000
Implementation of Sustainability Working Group
Recommendations - 50,000 50,000
Tank Cleaning and Filter Costs to Ready Flest for
B-20 Fue! 47,800 9,800 24,000 24,000
'Energy Audits and Energy Performance
Contracting for County Buildings 666,050 666,050 - -
Climate Protection Plan Consuliant Assistance 104,170 104,170 - -
Consumer Protection Consultant Assistance {o .
work with MD/Fed Govt 50,000 25,000 50,000
Implementation of Telecommuting Action Plan
- BT OHR Specialist to Manage Telecomutters 34,480 34,480 34,760 Defer
- Equipment 97,500 - 87,500 - Defer* |
Totals | 1,561,000 1,400,500 724,260 642,000 |

*T&E recommended shifting $50,000 from the telecommuting dollars o fund Consumer Protection
consultant assistance in FY10.

As shown in the chart above, the T&E Committee supports the Executive’s
recommendations regarding the Clean Energy Rewards Program, Sustainability Working Group
dollars, and additional tank cleaning and filter costs to ready the fleet for B-20 fuel.

The Committee recommended shifting $50,000 from the Executive’s recommended
telecommuting dollars in FY 10 to provide continued consultant assistance in the Office of
Consumer Protection. This support is needed so that the Office can effectively advocate for
issues of concern to Montgomery County residents with regard to State and Federal energy



regulations (consistent with the intent of Bill 35-07, Consumer Protection — Energy and
Environmental Advocacy approved last year).

Implementation of Telecommuting Action Plan

The Committee deferred action on the telecommuting funding (except for the $50,000
shift noted above) but expressed concern with regard to the cost and direction of the effort and
the lack of a detailed action plan as called for in Bill 29-07, Environmental Sustainability —
Climate Protection — Motor Vehicles rates.

Subsequent to the April 22 meeting, Council Staff has worked to identify any
telecommuting discussions that have already occurred at the Council (via the MFP Committee)
and whether this review sufficiently addresses the questions raised by Council Staff on April 22
(see packet excerpt on ©5-6).

On October 27, 2008 the MFP Committee received an update on the Interagency
Telework Initiative. This initiative stems from a Council resolution approved in September 2004
which called for an interagency operational telework plan and regular process updates. The next
update is scheduled for June. The October update included the results of an employee survey
(see ©7) showing that 38 County employees had formal telework arrangements in place. This
number was dwarfed by the number of employees working compressed days (715), 4-10 hour
day workweeks (1,127; including 829 policy officers), and flex-time (331) and was even lower
than the number of employees working 12 hour workdays (45).

Apart from some discussion of teleworking in the context of these other initiatives (such
as the 4x10 workweek) no comprehensive plan specific to telework has been developed. Bill 29-
07 places the responsibility for the development of this plan with the Sustainability Working
Group (SWG). However, this Group’s first focus was the creation of a Climate Protection Plan
by January 15, 2009. Now that the Climate Protection Plan is out, perhaps the SWG can revisit

the telecommuting issue and work (with OHR assistance) on a telecommuting plan that meets the
requirements of Bill 29-07.

However, with no comprehensive telecommuting action plan in place, and concerns
regarding how the recommended FY10 telecommuting dollars would be spent (see packet
excerpt on ©5-6) Council Staff continues to recommend that no additional dollars for
equipment be spent in FY09 or approved for FY10 until a comprehensive telecommuting
action plan is developed and discussed by the Council and the issues associated with it are
addressed. The OHR position, approved but not yet filled in FY09, should remain vacant
and the associated dollars not spent until this discussion can take place.”

Moving Departmental Expenditures Out of the NDA

The NDA was approved late in the budget process last year with funding that was
identified through increases approved in fuel/energy taxes that raised approximately $11.1
million in additional revenue. Most of the new revenue generated was used to temper increases
in property tax rates. However, a portion of the increased revenue was also used to find



elements of this NDA (including $1.0 million for climate change related initiatives and $200,000
inincreased funding for the Clean Energy Rewards Program).

However, an alternative to this approach would be to fund some or all of these items
directly out of department budgets. Council Staff can attest to the difficulty in reviewing an
NDA with multiple departmental leads. The T&E Committee had a difficult time assessing these
issues as well this year. If the items were placed directly in department budgets, then the
Council Committee that knows the department budget best would be responsible for the review.

The tradeoff to allocating this work to departmental budgets is that the expenditures
would not be as prominently earmarked for a particular effort and departments would have
flexibility during the year to reallocate or transfer resources to other accounts, However, the
T&E Committee can seek briefings from departments during the year on issues of interest in
order to keep abreast of what is happening.

Council Staff recommends moving all of the dollars out of the NDA to the respective
departments with the exception of the Clean Energy Rewards dollars. The Council

specifically approves this dollar amount via text in the County Government Appropriation -

Resolution and the intent is that these dollars will be available for this purpose and not
available for reallocation to or supplement from the rest of DEP’s budget. From this
perspective, keeping these dollars in the NDA makes sense. If this is the only item to
remain in the NDA, then the NDA name should be changed to “Clean Energy Rewards.”

Attachments
KML:f\evehenko\dep\fy10u&e followup items 4 25 09.doc



Facility Planning: Storm Drains - No. 508180

Categorty Conservation cf Natural Resources Date Lasi Modified March 18, 2009

Subcategory Storm Drains Reguired Adequale Public Facdlity No

Adminisiering Agency Transporiation Relocation Impact None,

Planning Arez Countywide Slaius On-going

EXPENDITURE SCHEDULE (3000}
Cost Element Total ;31?3 ?f*?é ef?ﬁf-s FYos | FY10 | FYit FY12 FY13 | FYi4 ??;?rﬁ
Planning, Design, and Supervision 47051 3222 B[ 1475 250 225 250 258 250 250 )
Land 118 118 o 0 b 0 D 0 0 G o]
Site Improvements and Utifties 0 D 0 [} i 0 0 i [} 0 o
Consiruction 32 32 0 1] 0 0 o] 0 0 0 )
Other 3 2 1 D 0 0 8] 0 0 0 4]
Total 4,859 3,375 9 1,475 250 225 250 250 250 Z50 M
FUNDING SCHEDULE {$000)}

Current Revenue: General, 4,758 3.274 g 1475 250 225 250 250 250 250} 0
G.0. Bonds 101 101 0 [} 0 [i] ) [} i ) )
Total 4.859 3,375 g 1,475 250 225 250 250 250 250 o
DESCRIPTION

This project provides for the investigation ang analysis of various storm drainage assistance requests inifiated by private cifizens and pubfic agencies. These
requests are refated to the design, construction, and aperation of public drainage faclities where flooding and erosion occur, This project indudes expenditures
for the preliminary and final design and fand acquisition for storm drain projects prior to inclusion in the Storm Drain General project, or as a stand-atone project
. inthe CIP, Pror to fis inddusion in the CIP, the Department of Transportation {DOT) will condud a feasibifity study to determine the general and specific
features required for the project. Candidate projects cumrently are evaluafed from the "Drainage Assistance Request” fist. As part of the facility planning
process, DOT considers cifizen and public agency recuests and undertakes a comprehensive analysis of sform drainage fssues and problems being
experienced in the County. This analysis is used io select areas whete a comprehensive long-team plan for the remediation of a problem may be required. No
construction activities are performed in this profect. When a design is 35 percent complete, an evaluation is performed to determine i right-cfway is needed.
Based on the need for right-of-way, the project may proczed to final design and the preparation of right-of-way plats under this project. The cost of right-of-way
acquisition will be charged to the Advanced Land Acquisition Revelving Fund (ALARF). When designs are complete, projects with a construction cast under
$503,000 will be constructed in the Stonm Drain General projecl. Projects with a construction cost over $500,000 will be constructed in stand-alone projects.
CAPACITY
Projects will be designed {o accommodate the ten-year storm frequency interval,
COST CHANGE
Reduce funding and expenditures for fiscal capacity in FY10.
JUSTIFICATIOR
Evaluation, justification, and cost-benefit analysis are completed by DOT as necessary. In the case of pardicipation projects, the preparafion of drainage
studies and preliminary plans will be prepared by the requestor’s engineer and reviewed by DOT.
OTHER
Before beiny added as & sub-project, concept studies are evaluated based on the following factors: public safety, damage to private property, freq uency of
event, damage to public right-of-way, environmental factors such as erosion, general public benefft, availabilty of right-of-way and 5:1 benefit tost ratio. In the
case of public safety or severe damage ia private properly, the 5:1 benefit (damage prevented) cost ratio can be waived. Drainage assistance requests are
evalualed on a continuing hasls In response to public reguests. DOT maintains a database of complaints.
Consisuctiuon Projects Compiefed: Brookville Rd., Thomfinson Ave., Snider L., Beech Ave., Aramat Dr.
Under Construction: Linden Ln., Eldrid Dr., Johnson Ave. .
Candidate Projects for FYQS and FY10: Town of Glen Echo, Vilzge of Chevy Chase, Whittier Bivd., Marymount Rd., Springloch Rd_, Arrownod Dr.
CTHER DISCLOSURES

- A padestrian Impact analysis has been completed for his project.

- = Expenditures will continue indefinitely.

APPROPRIATION AND COORDINATION

EXPENDITURE DATA Monigomery County Department of

f 3 Environmental Protection

Date F opria " L

F; cﬁ ;g;ate von Fre {300) Maryland-National Capital Park and Planning
Cument Scope FY1a 4,858 Commisdsign . -

- Maryland Department o rvironment

Last FY's Cost Estimate 4884 United States Army Corps of Engineers
Appropriation Request e 755 g:rr‘r’tigzx:ery County Depariment of Permiting
Suppl | Approptiation Request B || utinty Companies

Transter . 0 || Annual Sidewalk Program

Cumuiative Appropriaiion 3,634

Expandifures / Encumbrances 3494

Unencurnbered Balaree 220

Partial Claseowt Tiru FYO? 0

New Pariial Clzseout FYCR o}

Tota! Partal Closeout o

County Councit




Facility Planning: SM -- No. 833319

Category ) Conservation of Natural Resources Dale Last Modified - - Marcch 18, 2003
Subcategory tormwater Management Required Adequeie Public Fachlity Na
Agminisienng Agency Environmental Protection Relosation Impact ‘None:
Planning Area Countywide Status On-going
EXPENDITURE SCHERULE ($000)
Total
CostElement Total | rvoa | bows lovears| FYes | Fr1o | Feat | Bviz | Pris | Prie | oooe
Planning, Design, and Supervision BO83]  4.554 193] 2638 855 363 425 425 425 425 5
Land P 0 0 0 ) 0 0 0 0 ) 0
Site Improvements and Ulilities [ 0 [ 0 [+ o 2 [+ o G 5
Construction 0 0 4] 0 Y 0 0 0 o o 0
Other 42 42 0 Q 0 0 ) 0 [} s} D
Total 8,127 5,006 193 2,938 855 383 425 425 425 425 M
FUNDING SCHEDULE ($000)
Curent Revenue: General 7.200 4,069 183 2,938 855 383 425 425 425 425 0
State Aid 140 140 [ [] 0 0 0 I [¢] [] i)
Stormwater Management Waiver Fees 757 797 0 Q 0 0 [3} 0 0 1] 1]
Total 8,137 5,008 153 2.938 855 3B3 425 425 428 425 1]
DESCRIPTION

This project provides funds for fadiity planning and feasibifity siudies to evaluate watershed conservation needs and identify reredial project alternatives for
stormwater management, stormwater refrofit, low impact design (LID), and stream restoration projects. tn addifion, fadility planning serves as a transifion stage
for a project. Selected projests vary in fype incuding: preparation of walersned consecvation plans assessing stream erosion and habitat: inventories of
aftemative siream restoration and refrofit projects; complementary non-structural measutes o help mifigate degraded stream conditions in rural and developed
watersheds; identification of potential fiood problems and ficod damage reduction measures; and hydrologic, hydraufic, and water quality monitoring and
analyses as required o quantify impacts of watershed development and projects to be implemenied. Fadility planning s a dedsion-making process that
investigates critical project elements such as: usage forecasts; economic, sotial, environmental, and hisloric impact analyses; public parficipation: potential
non-County funding sources; and detailed project cost estimates. Facility planning represents planning and preliminary design and develops a program of
requirements in advatce of full programming of a project.

COSTCHANGE

Reduce funding and expenditures Tor fiscal capadty.

JUSTIFICATION

Facfity planning supports reguirements for watershed assessiments required in the County's National Pollutant Discharge Efimination System {NPDES)
stormwater permi{ for murnicipat stormwater discharges and implements the Countywide Stream Profection Strategy (CSPS, 2008). There is a continuing need
for the development of accurate cost estimates and an exploration of altematives for proposed projects. This project establishes the facilities planning data
and alternatives analyses naeded to identify and set priorties for individual capital projects. Facility planning costs for projects which are uimately included in
stand-alone Project Description Forms (PDFs} are reflected here and not in the resulting individual project  Future individual CIP projects which result from
facifity planning wili sach reflect reduced planning and design costs,

The GEPS identiiied the condition of County watersheds and prioritized subwatersheds for protection and/or resteration. Facility planning studies are targeted
pased on the C8PS.
OTHER
Ongoing projects are in the Muddy Branch, and Great Seneca Creek watersheds. Projects planned for FYD3-10 include: Continuabion of the (reat Seneca
Cregk and Murddy Branch Feasibifity studies; irifiation of the Anacostia Watershed Restoration Plan, and an aulomnated fixed monitoring stzfion operation
required by the National Pollutant Discharge Elmination System permit.
CTHER DISCLOSURES
- The Execufive asserts that this project conforms to the requirements of relevant local plans, as reguired by the Maryland Etonomic Growth, Resource
Protection and Planning Ack
- Expenditures will continue indefinitely.

APPROPRIATION AND COORDINATION

EXPENDITURE DATA Maryland-National Capital Park and Planning

: o Commission
14
1:3;: ;:: gpgfapgat = FYS3 (5000} U. 5. Army Corps of Engineers
c';ﬁem Swiema FY10 8,137 || Washinglon Suburian Sanitary Commission
- - Department of Permitling Services

Last FY's Cost Estimate 8,179 Department of Transportation

Appropriation Request FYio 383

Supplementz] Appropriabon Request [

1| Transfer o .

Cumuilative Appropriation 5,054

Expenditures / Encumbrances 5,553

Unencumbersd Balanze 501

Partial Cinseout Thru Yo7 o]

New Parial Cleseout FYDa 9]

Tow! Parial Closeout D

Cournty Coupci
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Energy Conservation: MCG -- No. 507834

Category General Government Dale Last Modifieg March 18, 2009
Subcategory County Offices and Other Improvements Required Adequale Public Facllity RNo
Administering Agency Genera! Services Relocation tmpact Hone.
Planning Arsa Countywide Status On-going
EXPENDITURE SCHEDULE ($000) .
Cost Element Total ;{hgg : f-ﬁ&‘ 52‘;‘2‘,5 Fros | Fyio | Frit | Pyiz | oevis | Fris 5?;‘12 ]
tanning, Design, and Supervision 270 0 0 270 45 45 45 45 45 45 0
Land 0 0 0 0 0 0 i} 0 i} ] D
Site lmprovements and Utilifes 0 0 0 [} D 0 0 ) D o o
Construction 1,217 Y 7 1,140 240 180 1ED 180 180 180 0
Other . 0 0 0 0 0 0 0 0 0 o 0
Total 1,487 1] 77 1,410 285 225 225 225 225 225 -
FUNDING SCHEDULE ($000)
Current Revenue: General 3 1) 4 o 1) 1] o] 4] 0 o 0
G.0. Bonds 1453 i 73] 1410 285 225 325 235 275 738 5
Total 1.487 [ red 1,410 283 225 225 225 225 228 )
QOPERATING BUDGET IMPACT ($000)
Maintenianes -168 -8 -16 -24 -32 40 -48
Engrgy it -37 -14 -111 -148 ~-185 -222
Nat impact ~945 -45 -390 -135 -1BD | -225 270
DESCRIPTION

This program provides for profitable enerpy conservation retrofits in County-owned buildings. Reftrofits o lighting systems, building envelopes, heating and
cooling confrols, and bojiler efficiency upgrades are provided through this project. A central Energy Management and Control System {ENS) has been instalied
to menitor major buiidings, Energy audifs have been conducted to identify and priortize energy conservalion projects throughout the 35 largest buildings.
Advanted energy-saving technologies are introduced into County facilities as they become economical and refizble. Retrofits 2re performmed during off hours
and do not disrupt services at affected buildings. For new construclion and renovation projects, energy design guidence is provided {o contractors, and energy
budgets are developed and enforced. Utifity costs for County facilities are meanitored in a computer database.
JUSTIFICATION
This program is part of the County's cost-containment program. The projects pay for themselves in & short time, generally one fo five years. The County then
continues io benefit for many years through lower utiiity costs. The program is environmenially respensible in reducing the need for utifity power plants and
decreasing greenhouse gas emissions. The project fulfills the County's voluntary commitment 1o reduce energy use in ali its buiidings under the EPA Energy
Star Bulldings Program. The project is necessary to fulfll the mandate of Monigomery County Code Section 8-14A, Building Energy Dasign Standards.
improvements in lighting and HVAC controls also improve employee comfort and productivity. Major retrofils of these energy ‘echnologies will be made at 21
County facilittes not presently scheduled for renovation. Future maintenance costs are also reduced.
FISCAL NOTE
Replace current revenue with GO bonds In FY08S.
OTHER DISCLOSURES

- " Expenditures will continue indefinitely.

APPROPRIATION AND COORDINATION MAR
EXPENDITURE DATA Energy Conservation Work Program - Energy

Date First Appropriaton Fy7s _aon || DA PSR el Servi

First Cost Estirate epa eni o 13 ervices

Currant Scope FYio 1,487

Last FY's Cost Estimate 1,748 7
Appropriation Request FY10 225 ':q‘
Supplemental Appropriation Request 0 P
(Transter 0 ‘ a\,i Py

AN

Cumutatve Appropriation 382 A ] f
Expenditures / Encumbrancas B0 i }\;;\g,:__, <
Unencumbered Balance 282 T
Partial Clos=out Thru FY07 8,718

New Parfial Closeout FYDB 258

Tolat Partial Closzoul 8,975

County Council g



from the Employees' Retirement System (ERS), Retirement Savings Plan (RSP), Retiree Health Benefit Trust (RHBT), and the
General Fund on behalf of the Montgomery County Deferred Compensation Plan (DCP) -trust funds and are, therefore, not
appropriated here. The Board of Investment Trustees manages the assets of the ERS and RHBT through its investment managers in
accordance with the Board's asset allocation strategy and investment guidelines. The Board also administers the investment programs
for the RSP and DCP. The Board consists of 13 trustees including the Directors of Human Resources, Finance, Management and
Budget, and the Council Staff; one member recommended by each employee organization; one active employee not represented by an
employee organization; one retired employee; two members of the public recommended by the County Council; and two members of
the general public.

FY10 Recommended Chonges - SR ) : . Expenditures
FY09 Approved 1] 0.0
FY10 CE Recommended o 0.0

Boards, Committees, and Commissions

There are approximately 75 boards, commitiees, and commissions, created by law or resolution, which serve the County for a variety
of purposes. These funds provide for the reimbursement of certain expenses incurred by eligible members of boards, committees, or
commissions while on official business and/or for expenses related to the establishment of any new boards, committees, or
commissions.

FY10 Recommended Changes -~ . N Expenditures - 3
FY09 Approved ' 20,000 0.0
Increase Cost: Dependent Care and Travel Reimbursement 7,000 0.0
FY10 CE Recommended 27,000 0.0

Charter Review Commission

Section 509 of the County Charter requires that a Charter Review Commission be appointed by the County Council every four years,
within six months after the Council assumes office, for the purpose of studying the Charter. The Comimission shall report at least
once to the Council on the Commission's activities within one year after appointment. Commission reports shall be submitted no later
than May 1 of every even-numbered year. The reports shall contain recommendations cencerning proposed Charter amendments, if
any. This NDA provides for the expenses of the Commission.

FY10 Recommended Changes

- "
Expenditures

| FY09 Approved ) 150 0.0
Increase Cost: Biennial Cycle Adjustment 1,350 00
FY10 CE Recommended 1,500 0.0

Climate Change Implementation

This NDA provides funding to implement the initiatives the Council adopted in Bills 29-07, Environmental Sustainability - Climate
Protection - Motor Vehicles; 30-07, Buildings - Energy Efficiency; 32-07, Environmental Sustainability - Climate Protection Plan;
and 35-07, Consumer Protection - Energy and Environmenal Advocacy; and to fund the Clean Energy Rewards program established
in County Code 18A-11.

FY10 Recommended Changes : ’ I " Expenditures

FYDY Approved . 1,561,000 0.0
Add: Inifial Implementation of Sustainability Working Group Recommendations 50,000 0.0
Increase Cast: Group Insurance Adjustment . 280D D.0
Technical Adj: Annualization of FY09 Personnel Costs 0 0.5
Decrease Cost: Adjust Clean Energy Rewords Based on Prolected Participation -43,000 0.0
Decrease Cost: Elimination of One-Time ltems Approved in FY09 -B44,020 0.0

| FY10 CE Recommended 724,260 0.5

Closing Cost Assistance

This NDA provides financing for real estate closing cost expenses to assist moderate- to middle-income home buyers. Eligible
first-time home buyers can receive a seven-year oan under the program to help pay the settlement expense of a home purchase. The
maximum amount of loans is the lesser of $7,500 or five percent of the sale price of the single-family residence. The Housing
Opportunities Commission (HOC) administers and operates the program. As part of an arrangement between HOC and the Federal
National Mortgage Association (Fannie Mae), the County has established this account to help defray program operating costs

68-2 Other County Government Functions FY10 Operoting Budget and Public Services Program FY]O—?S%




T&E, April 22, Agenda Item #3 Council Staff Packet Excerpt

Telecommuting Action Plan

Bill 28-07, “Environmental Sustainability — Climate Protection — Motor Vehicles rate”
included requirements to establish a telecommuting action plan with numerical targets for
County employee participation. The exact language of the bill is below:

33-24. Telecommuting.

{8) Definitions. In this Section, the following words have the meanings indicated:

“Director” means the Director of the Department of Human Resources or the Director's desianee.
*Sustainability Working Group” means the Group defined in Section 18A-13.

“Telecommute” means a work arrangement in which some or all of the work is performed at an alternative
work site such as a home or office space near a home.

{b} Telecommuting Action Plan. The [[Directorl] Sustainability Working Group must prepare a

Telecommuting Action Plan that sets out a plan for increasing the number of County employees who
telecommute.

{c) Confents. The Telecommuting Action Plan must:

{1) set numerical goals for the number of County employees who telecommute;

{2) identify the circumstances under which a County employee may telecommute; and

{3) identify procedures that a County employee must foliow to obtain permission to telecommute.

{d) Annual report. The [[Director]] Sustainability Working Group must report to the County Executive and
County Council by [[September 11} January 15 of each vear on the actions taken in the preceding fiscal
year to implement the Telecommuting Action Plan.

As part of the FY09 Budget, $34,480 was inciuded for a part-time position in the Office
of Himan Resources to manage this effort and $97,500 for outfitting 25 employees with laptop
computers, blackberry devices, and network hardware at a cost of $3,900 per employee. The
FY10 budget includes resources to continue the part-time position and to outfit another 25

employees. These costs were first forwarded to the Council during its deliberations on Bill 29-
07.

Council Staff is skeptical of the need for the outfitting costs for several reasons:

1. No telecommuting action plan has been presented to the Council for discussion.
It appears to be premature to invest substantial dollars without an understanding
of the short and long-term program being put in place.

2. Many employees probably already own their own computer equipment and cell
phones and would not need additional equipment purchased at the County’s
expense.

3. Since telecommuting provides a family-friendly benefit (and cost savings in terms
of commuting-related costs to employees) it is not clear why the County should
invest substantial dollars to subsidize an employee for this. Would the County

also be responsible for upgrading this equipment later? What about the monthly
charges for blackberry service? '

)
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4. Tt is not clear why a blackberry device is needed. Employees can use land-line
phones, their own cell phones (perhaps with a reimbursement for business-related
calls), and email services from their own computers.

5. Since this program is requested to be funded in the Climate Implementation NDA,
then a tangible and cost-effective carbon reduction benefit should be realized.
However, in this case, the expenditures requested provide for only a small number
of employees 1o telecommute. If these employees only telecommute part-time
(perhaps once per week or once every two weeks) the environmental benefit for
the investment made is even further reduced. It is not clear that this is the best
investment of dollars to reduce greenhouse gas emissions. The consultant work
with the SWG (mentioned above) may provide some help here in terms of
prioritizing greenhouse gas reduction efforts.

In Council Staff’s experience, the primary impediment to even part-time telecommuting
(other than jobs that preclude telecommuting altogether, such as bus drivers, uniformed public
safety officers, etc..) is the lack of interest in such an arrangement by either an employee or an
employee’s manager, not lack of the necessary equipment.

Council Staff has forwarded these concems to Office of Human Resources (OHR) staff
for comment and requested that they be available to discuss these issues at the T&E worksession.

Absent compelling information from OHR staff, Council Staff recommends that no
additional dollars for equipment be spent in FY09 or approved for FY10 until a
telecommuting action plan is discussed by the Council and the issues associated with it
(including those mentioned above) are addressed. If the OHR position has not been filled
yet, then that position should remain vacant and the associated dollars not spent as well
until this discussion can take place.



Alternate work weekfelcommuting survey resutts

Total Alt.
4x10 Work Telecom- Total % AWW
Compressed Hours  Flex 12 hour Week muting - Positions % AWW & TC
Legislative ]
County Council 4 0 3. 0 7 0 85 8.2%. 82%
Board of Appeals 0 0 [ 0 0 0 4  0.0% 0.0%
Inspector General 0 0 0 0 0 0 5 0.0% 0.0%
[Legislative Oversight 1] 0 0 0 0 0 11 0.0%  0.0%
Merit System Protection Board 0 0 0 0 0 0 2 0.0% 0.0%
People's Counsel 0 0 0 0 0 0 2 0.0% 0.0%
Zoning and Administrative Hearings 0 0 D: 0 0 0 4 00% 0.0%
0 0 0 0. 0 0 i}
Subtotal Leglslative 4 0 3 0 7 "] 113 6.2% 6.2%
Executive : .
Board of Investment Trustees 4 o 0. 0 4 0 6 667% 66.7%
County Executive 0 0 0 0 0 0 . 59 0.0% 0.0%
Board of Elections 0 0 0 0 0 0 28 0.0% 0.0%
Commission for Women 0 0 1 0 1 0 13 1.7% 7.7%
Community Use of Public Facilities 2 0 10 0 12 0 28  42.8% 42.9%
County Attomey 0 0 0. 0 0 0 76 0.0% 0.0%
Consumer Protection 14 1 0 0 15 0 22 68B2% 68.2%
Econamic Development 0 0 2. 0 2 0 53 3.8% 3.8%
Environmental Protection 21 8 0 0 29 2 152 18.1% 20.4%
Ethics Commission 0 0 0. 0 0 0 " 3 0.0% 0.0%
Finance 18 0. g 0 24 2 133 18.0% 19.5%
Housing and Community Affairs 27 0 1] 0 27 [} S0  30.0% 30.0%
Human Resources 0 0 1 0 1 0 84 1.2% 1.2%
Human Rights . 1 3 7 0. 11 8. - 21 52.4% 90.5%
Intergovernmental Relations 1 0 0 0. 1 1 5 20.0% 40.0%
Liquor Control 0 0 0 0 0 0 324 0.0% 0.0%
Management and Budget 0 0 2 0 2 0 34 5.8% 5.9%
General Services 7 112 6 0- 125 0 460 27.2% 27.2%
Public Information 5 0 0. 0 5 1 12 41.7% 50.0%
Public Libraries 1 0. 20 0 21 0 481 4. 4% 4.4%
Transpartation {(DOT) 184 a2, 301 0 306° 0 1428  21.4% 21.4%
Permnitting Services 0 0 0 0 0 0 221 0.0%  0.0%
Recreation 12 2 13 0: 27 1 167 16.2% 16.8%
Regional Services Centers 0 0 0 0 0 0 35 257% 257%
BCC 3 0 0- 0. 3 0
Midcounty 0 0 1- 0 1 0
Silver Spring 0 1 . 0 [0} 1 0
East County 0 0, 0 0 0 0
UpCouhty 0 0 4 0 4 0 ,
Technology Services 0 0 62 0 62 11 177 35.0% 41.2%
Urban Districts 0 0: 0 0- 0 0 33 0.0% 0.0%
Correction and Rehabilitation 0 22. 14 o 38 fi 568 63% 63%
Fire Rescue 15 8 10 [¢] 33 1 1,267 2.6% 2.7%
Health and Human Services 268 13 102 0 383 6 17681 21.7% 22.1%
Emergency Mgt & Homeland Security 0. 3 3 0 6 0 10 60.0% 60.0%
Police 126 829° 18- 45. 1,018 5 1,852 55.0% 55.2%
Subtotal Executive 709 1,094. 312 45' 2,160 38 9,603 22.5% 22.9%
Sheriff 2 33 16 0 51 o] 181 28.2% 282%
Circuit Court 0 i 0 0: 0 0 0 118 0.0% 0.0%
State's Attormey 0 0, 0. 0. 0 o 125  0.0%  0.0%
Subtotal Judiclal 2 33 16° 0 51! 0. 425 12.0% 12.0%
Grand Totl 715 4,427 331 45° 2,218 38 10,141 21.8% 22.2%
o, of Workforce by AWW Category 7.1%  11.1%  3.3%' 0.4%- 21.9% 0.4% 22.2%

@



OFFICE OF HUUJMAN RESOURCES

Isiah Leggett Joseph Adler
County Executive Director

MEMORANDUM
October 26, 2009

TO: Duchy Trachtenberg, Chair
Management and Fiscal Policy Committee

FROM: Joseph Adler, Director W
Office of Human Resources
SUBJECT:  Telework Update

The County Executive and senior leadership continues to be supportive of
all forms of alternate work schedules including telework. During FY 10, OHR will
continue to work with departments on implementing and evaluating all forms of alternate
work schedules. In addition, OHR will be interviewing prospective candidates for a part-

time Telework Coordinator position to promote, monitor, and evaluate telework and other .

forms of alternate work schedules within Montgomery County Government. We expect
to fill the Telework Coordinator position by November, 2009.

The County has over 2,053 employees, or 21% of its workforce, currently
participating in alternate work schedules such as compressed, 4;’ 10 work week, telework,
and flexing work hours (see Attachment A).

We will continue to work with County departments to monitor and assess all

Alternate Work Schedules as well as increase the visibility and adoption of these
programs to save energy, protect the environment, and mitigate traffic congestion.

JA:ab

Attachment



ATTACHMENT A

Summary and Action Plan

Alternate Work Schedules
Summary

The Office of Human Resources is leading a County-wide initiative to expand the use of Altemate
Work Schedules (AWS) to save energy, protect the environment, mitigate traffic congestion and to help
employees reduce their fuel cost and commuting time while providing continuous improvement in
customer service.

Since October, 2008, 31 out of 37 Montgomery County departments have implemented AWS.
Twenty-two departments have employees who participate in Four 10-hour Work Day Schedule. The
County continues to implement, on a phased in basis, AWS within numerous County departments.

In FY 10, 2,053 employees are participating in an AWS which 1s a 12% increase over FY09. This
is due to the implementation of 4/10 Work Week. The number of employees participating in Telework has
decreased by 18% from 38 to 31 as more employees have chosen other types of AWS including 4/10 Work
Week, Compressed Work Week Schedule, Flex-time, and 12-Hour Work Week. Overall, in FY 10, over
21% of Montgomery County Government employees are participating in one type of AWS.

The following departments have no staff participating in AWS.

Board of Appeals

Ethics Commission

Legislative Oversight

Merit System Protection Board
People’s Council

Sheriff’s Office

Zoning and Administrative Hearing

A el

Currently the Office of Human Resources is interviewing candidates for a part-time Telework
Coordinator position which is expected to be filled in November, 2009. This individual will be responsible
for developing a County-wide Telework Action Plan and a comprehensive evaluation strategy of all AWS
including the Four 10-hour Work Schedule beginning in January, 2009.



Montgomery County Update on Alternative Work Schedules
(AWS) including 4/10, Compressed Work Schedule, 12-Hour,

Flex-Time, and Telecommuting

Summary
Comparison F'Y 09 vs. FYI10

FY10 FYO09 Comments
Total number of 31 26 19% increase
departments
participating
Total number of 2,053 | 1,832% 12% increase
employees

participating in
AWS

*This figure includes the 221 eligible positions that were
approved and sent to payroll in FY 09-10 as part of the
4/10 work week phased-in implementation.

Number of
Eligible 4/10
positions
approved by
Department,
OHR, CAO

998 960* *Phased-in, 12 month implementation began in 1/09. In
October 2008, anticipated between 955-1,094 positions
would be eligible. Final number of positions approved
was 998.

Number of
Eligible 4/10
positions
approved and sent
to Payroll

221*% | 221% *Phased-in, 12-month implementation began in 1/09 with
staggered departmental implementation spread out over
FY 09-10. Additional departments are continuing to
implement 4/10 Work Week Schedule.

Number of
Employees on
other AWS:
(Compressed
Work Schedule,
12 Hour, or Flex-
time)

1,801 | 1,801

Percentage of
Total Number of

Employees on
AWS

21% | 19% 2% increase Countywide

Number of
Employees
currently
Telecommuting—
Implemented in
nine {9)
departments.

31 38 18% decrease due to employees switching to other AWS
options.




Alternate Work Schedule (AWS)
Action Plan FY10

Fill Part-time Telework Coordinator position to promote, and November 2009
monitor Telework and all altemnate work schedules. Currently

scheduling candidate interviews for the position (screened 122
applicants for the position) with anticipated hire date by end of

November, 2009.

In coordination with County Leadership and Department December 2009
Directors establish the goals and scope of the AWS Program.

Develop comprehensive, county-wide action plan, including January 2010

revision of interim policies for program implementation to
ensure conformance of these programs with County
regulations, collective bargaining unit agreements, and
personnel policies. :

Review and Evaluate 4/10 Work Schedule and other County
AWS Programs. January 2010

Test and implement Telework Computer Based Training (CBT) February 2010
for managers and employees

Develop standard Measures to monitor and assess all AWS. May 2010
e Service delivery
¢ Customer satisfaction
»  Employee morale
»  Productivity
s Cost Savings

Continue to work with targeted departments to identify job July 2010
types best suited {o telecommute or participate in other AWS, '

Develop AWS information programs for managers and special July 2010

events for employees to increase visibility and adoption of
these programs within County departments.




OFFICE OF HUMAN RESOURCES

Isiah Leggett Joseph Adler
County Executive Director
MEMORANDUM
May 7, 2010
TO: Executive Branch Department and Office Directors and Affected Managers

FROM: Joseph Adler, Director
Office of Human Resources W
SUBJECT:  4/10-Hour Workweek Alternative Work Schedule Program
In January 2009, the County officially implemented the 4/10-Hour Workweek
Alternative Work Schedule (AWS) in a pilot program for interested departments. The Office of
Human Resources (OHR) is conducting a survey to gather feedback on the outcomes of the
program from department directors and managers who approved positions and/or supervised
employees who participated in the 4/10-Hour Workweek Schedule Pilot Program.
Your feedback is required to help us assess the pilot program on four criteria:
e Service delivery to internal and external customers are maintaiﬁed
* Operational requirements are met

+ Normal business hours are maintained

* No additional costs to the county

Please take ten minutes to review the effectiveness of the 4/10-Hour Workweek
AWS Pilot Program. To access to the survey, go to: http://vovici.com/wsb.dlV/s/3518g43613

Your cooperation 1s greatly appreciated. If you have any additional questions,
please contact me at 240-777-5100.


http://vovici.com/wsb.d11ls/3518g43G13

Questions and Answers
4 Day / 10 Hour Work Schedule Pilot
September 26, 2008

1. Q: Why is the County encouraging departments to evaluate opportunities to
implement, or expand, the utilization of the four day, ten hour (4/10) work
schedule?

A: The County Executive strongly supports the implementation of a voluntary
4/10 work schedule as a means to lower energy consumption and to help
employees reduce their fuel costs and commuting time. On this basis, department
directors are being asked to aggressively examine their operational requirements
and to identify positions where voluntary 4/10 work schedules may be offered to
employees.

2. Q: Who is eligible to work a 4/10 schedule?

A: With the exception of department directors, all non-probationary fulltime employees
are eligible to be considered for a 4/10 work schedule.

3. (Q: What criteria should be applied in evaluating the ability to grant
employee requests to work a 4/10 schedule?

A: Departments must ensure that operational and programmatic requirements are
not adversely affected by the implementation of a 4/10 work schedule. This
includes: ensuring that normal service delivery to internal and external customers
is maintained; ensuring that normal business hours are maintained; and ensuring
that the action does not result in additional cost (e.g., overtime) to the County.

4. Q: Can I require an employee to work a 4/10 compressed schedule?
A: No. Participation in the 4/10 pilot program is voluntarily.

5. Q: How is overtime determined for an employee working a 4/10 schedule?
A: Non-exempt and Exempt employees, Grade 24 and below, will qualify for
daily OT after being in a pay status for more than 10 hours in a day. Employees,
Grade 25 and above, will qualify for OT after being in a pay status for more than
40 hours in a week. (MLS employees do not qualify for OT.)

6. Q: What happens if a holiday falls on an employee’s scheduled day off?

A: The employee is to be given an alternative day off within the same week as

the holiday. If this is not feasible, the employee is to be credited with 10 hours of
compensatory time.


http:hours.of

7.

8.

QQ: How is leave to be recorded?

A: An employee working a 4/10 work schedule will record 10 hours of leave
(e.g., annual, sick, personal, LWOP, etc.) for a full days absence.

Q: How does a 4/10 compressed work schedule differ from a 9/80

compressed work schedule?

10.

11.

A: The 4/10 compressed work schedule requires an employee to work four 10
hour days in a work week and there are no limitations on when the additional day
off occurs. The 9/80 work schedule requires an employee to work eight, 9 hour
days and one, 8 hour day within a pay period and the extra day off will always
occur on a designated Monday, or a Friday, within the pay period.

Q: Does working a compressed schedule affect my benefits?

A: No.

Q: How long will I be required to work a 4/10 schedule?

A: This is a voluntary opportunity. However, to allow for sufficient time to
evaluate the effect of this action, you will be asked to commit to working the 4/10
compressed work schedule for a 12 month period. At that time, the County will
re-evaluate the program to determine if any changes are necessary.

Q: Is the lunch period included in the 10 hour work schedule?

A: No. Employees will be scheduled for 10% hours, one-half hour of which will
be an unpaid lunch period.
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Alternative Work Schedule Implementation

Analysis & Recommendations

Purpose

The purpose of this report is to summarize analysis related to the 4-10 alternative work schedule
implementation, highlight key findings, and provide recommendations, with the goal of
informing decisions on future implementation of this program. The data used in this report is
from an Office of Human Resources (OHR) administered survey to managers of non-represented
employees.

Service Impacts & Operational Requirements

In general, respondents reported that service and staff coverage has been maintained. However,
there are clearly instances where this is not the case; those specific impacts are more clearly
evident through respondents’ comments.
»  84% of managers (59 of 70) who responded to the survey reported that service delivery to
customers has been maintained or improved.
o Departments with at least 1 respondent reporting a decrease in service delivery:
Finance (FIN), General Services (DGS), Human Resources (OHR), Permitting
Services (DPS), Recreation (REC) Technolo gy Services (DTS), Transportation
(DOT).
= 74% of respondents (51 of 69) reported staff coverage or operations in the department
during normal business hours has either been maintained or increased. o
o Departments with at least 1 respondent reporting a decrease in staff coverage
County Attorney (CAT), Board of Elections (BOE), FIN, DGS, Housing and
Community Affairs (DHCA), OHR, DPS; REC, DTS.
" 65% of respondents (49 out of 75) rated management’s satisfaction with service delivery
as either a 4 or 5 (on a 1-5 scale, with 5 being the most positive).
o Departments with at least 1 respondent who rated satisfaction at a 1: DGS Health
and Human Services (HHS), DTS.

Comments on the survey provide a somewhat different picture of this program. Of the
comments related to service delivery impacts, 29% were positive, 31% were neutral, and 40%
were negative, indicating a mixed bag of perceptions. In particular, specific themes related the
negative impacts were evident, and are as follows:

= This schedule impacted meeting scheduling.

* This schedule impacted leave scheduling.

* More communication and supervision of employees was required.

*  Workload requirements were not met and other employees had to compensate.

= Service was delayed or customer service levels were not met.
There was no pattern when viewing this information through the lens of department type or size.
See Figures 1 and 2 for further detail on respondents’ comments on service impacts.
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Figure 1: Survey Comments Related to Service Impacts (Note: The number of comments does not correspond
to the number of respondents.)

Negative Impacts 18 comments

No Impacts ¥ 14 comments

Positive Impacts 13 comments

0“/:; 5% 10% 15% 20% 25% 30% 35% 40% 45%
) Percent of Respondents’ Comments

Figure 2: Themes of Comments Related to Negative Impacts (Note: The number of comments does not
correspond to the number of “Negative Impacts” comments in Figure 1. Respondents could have reported

impacts under multlple themes ) , . 1 . ,

impacted meet}ng scheduting - :‘ 6 comments

impacted leave scheduling — 3 comments

More .
communicationfsupervision
required

8 5 comments

Workioad not metfincreased §§

for other employees 8 6 comments

Delayed service/decreased E3
tevel of customer service

02 5 comments

0% 5% 10% 15% 20% 25% 30% 35%
Percent of Respondents' Comments

Leave Use

= 34% of respondents (26 out of 76) reported a change in leave use as a result the 4-10
implementation. 46% reported no change and 20% reported that they didn’t know.
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However, this question did not distinguish between a positive and negative change in
leave use, so the comments have been used to answer this question.

* Based on the comments (Figure 3), for the most part, changes in leave use were positive,
in that employees on 4-10 used less unscheduled leave because they scheduled medical
appointments and the like on their off-day.

Figure 3: Survey Comments Related to Leave Use (Note: The number of comments dees not correspond to
the number of respondents.) '

Negative 4 comments

Neutral IEEEEN 2 comments

Positive ‘ ¥ 20 comments

T T il

0%  10%  20%  30%  40%  50%  60%  70%  80%  90%

Percent of Responderits' Cornments ’ A

Labor Costs

" 82%, 84%, and 78% of respondents reported no change in labor costs related to overtime,
shift differentials, or other costs, respectively, as a result of employees on an alternative
work schedule. '

Recommendations

= Investigate Leave Use: Drill further down in leave use impacts by comparing leave taken
by participating employees to those not participating. This would require an analysis of
data in either MCTime or Human Capital Management (Payroll). Upon initial
examination, there is not a designation in HCM that would facilitate this analysis;
therefore a list of employees on this schedule would have to be provided along with their
employee ID (SSN) to filter the data appropriately. This analysis would therefore be
possible, but non-trivial.

s [Investigate Individual Instances of Operational Failure: Using the survey as a starting
point, gather additional information on departments where individual managers are
having service delivery and coverage issues. This information should be used by the
department and OHR to determine 1f the 4-10 work schedule 1s appropriate in these cases.

(US]
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This information may then be used to supplement the current policy with stipulations on
the types of jobs and/or services for which this schedule is unworkable (i.e. call-takers,
IT/administrative support, etc.)

Continue to Implement 4-10 Work Schedule with Stronger Guidance on Documentation:
According to the “Montgomery County Voluntary (“4/10”) Compressed Work Schedule
Application,” the supervisor is charged with evaluating and recommending action on
employee requests to work a compressed schedule according to certain criteria, including

1. Operational requirements must be met.

2. The implementation of the work schedule must not adversely affect or
diminish the department’s ability to provide services during normal business
hours.

3. The implementation of an alternative work schedule must be cost-neutral to
the department.

4. The department must establish the work hours and work days predicated on

* the criteria documented above.
If the criteria for approval are not being met, there is the opportunity for the department
to revert the schedule back to a 5-8 format, as long as notice is given along with the
Teason.

Considering this clear deference to operational needs, it seems that the policy does not
need to be further strengthened on this point. However, it would be helpful to managers
for OHR to issué¢ specific guidelines on how to appropriately document that operational
requirements are not being met, that additional costs are being incurred, and so forth,
This guidance and support from OHR to departments would greatly assist managers to
make the necessary changes to individual employees’ work schedules, while allowing
compliant employees to continue to enjoy this additional work flexibility.

Review Alternative Work Schedule Best Practices: To ensure that Montgomery County
continues to follow accepted best practices related to all the variations of altérnative work
schedules offered, including 4-10, compressed, telecommuting, and flex-time, OHR
should periodically review the practices of other local jurisdictions where these policies
are successful. This review should not only include policies and processes to implement
and maintain these alternative work schedules, but should also take into consideration
how organizations measure the success of these policies.

Provide Training on Effective Alternative Work Schedule Implementation to Managers
and Employees: In consideration of the variety of experiences related to this policy, it
will be important to appropriately educate both managers and employees on how to best
incorporate new work schedules into their operations. For managers, this should include
setting performance expectations for employees, determining operational requirements
and coverage minimums and communicating this to employees, and management rights
related to leave approval. For employees, this should include strategies on how best to
make use of work time before and after standard business hours, and effective
communication with management.



OFFICE OF HUMAN RESOURCES

Isiah Leggett Joseph Adler
County Executive Director

MEMORANDUM
September 1, 2010

TO: Executive Branch Department and Office Directors

FROM: Joseph Adler, Director
Office of Human Resources
SUBJECT:  June 2010 Alternative Work Schedules Report

Attached you will find a report, issued in June of 2010 by CountyStat, regarding
Alternative Work Schedules (AWS) in the County government. The Office of Human Resources
provided CountyStat with assistance in survey question development, data analysis and program
recommendations. OHR will continue to review AWS best practices and provide training to
managers and employees on effective implementation of AWS. If your individual department is
having service delivery or coverage issues, please contact Anita Brady at 240-777-5066 for
additional guidance and support.

We hope you find the information contained in this report useful as your
department evaluates AWS in the coming year.



Alternate Work Schedules
Action Plan

The Office of Human Resources is leading a County-wide initiative to expand the
use of “Alfernate Work Schedules” to save energy, protect the environment,
mitigate traffic congestion and to help employees reduce their fuel cost and
commuting time while providing continuous improvement in customer service.

The following Alternate Work Schedules are curren‘d‘y utilized in Montgomery
County:

» Four-day work week — A schedule, which allows employees to work 10
hours per day fours a week.

o Compressed work schedule — A schedule, which allows employees to
work 9-hour days and have one day off every two weeks.

+ Flextime — A schedule, which permits an employee to choose their
starting and ending time while maintaining service during the County’s
core business hours.

o Telecommuting — A schedule, which permits employee (non-bargaining
unit) to work from home one day every two weeks.

Since October 2008, the Office Human Resources has been working with
operating departments and MCGEO to encourage and expand participation in
the voluntary four 10-hour day workweek. To assist operating departments in
their review and discussions with supervisors and manager ial staff; the foliowing
criteria was estabhshed

Service delivery to internal and external customers will be maintained:

Operational requirements must be met;

Employee participation is voluntary;

Offices or operations must be covered during normal period of public

service five days a week;

s Success must be measured in relation to department headline
performance measures; and

» Cost to the County will not be increased.

The Office of Human Resources is currently working with 26 departments to
phase-in the four 10-hour day workweek for a 12-month time span. The Office of
Human Resources has conducted Alternative Work Schedule Informational
sessions for managers and a Frequently Asked Questions document to assist
managers in implementing this program.



Alternate Work Schedules
Summary and Action Plan

Summary

Telework implemented in nine (9) departments

Total Number of employees 38

An Interdepartmental team developed interim
policies and procedures.

e Interim Telework Program Policy

* Work Agreement and disclosure

e Selecting Positions Eligible for
Telework

o Self- Assessment for employee
and supervisors

» Workspace Self-Certification
checklist and Safety Guidelines

»  Work Plan Template

» Telework Data Collection

Implementing Four 10-hour days in 26
departments since October 2008

e Created and implementing new
payroll procedures for Alternative |
Work Schedules including Four 10-
hour days :

e Conducted Alternative Work
Schedule Informational Sessions
for managers including 4/10 Work |
Week Frequently Asked Questions
Document to assist in
implementing Alternative Work
Schedules. ,

» Estimate number of targeted
employees 955

Action Plan

Fill Part-time position to promote, and monitor March 2009
telework and all alternate work schedules
Establish goals, develop a plan, target several April 2009
departments for a trial period
Develop, test and implement Telework Computer | May 2009
Based Training (CBT) for managers and
employees
Develop standard Measures to monitor and May 2009
assess all Alternate Work Schedules

s Service delivery

e Customer satisfaction

» Employee moradle

» Productivity
Team with targeted departments identify job July 2009

types best suited to telecommute
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Alternative Work Schedule Implementation

Analysis & Recommendations

Purpose

The purpose of this report is to summarize analysis related to the 4-10 alternative work schedule
implementation, highlight key findings, and provide recommendations, with the goal of
informing decisions on future implementation of this program. The data used in this report is
from an Office of Human Resources (OHR) administered survey to managers of non-represented
employees.

Service Impacts & Operational Requirements

In general, respondents reported that service and staff coverage has been maintained. However,
there are clearly instances where this is not the case; those specific impacts are more clearly
evident through respondents’ comments.
=  84% of managers (59 of 70) who responded to the survey reported that service delivery to
customers has been maintained or improved.
o Departments with at least 1 respondent reporting a decrease in service delivery:
Finance (FIN), General Services (DGS), Human Resources (OHR), Permitting
Services (DPS), Recreanon (REC) Technology Services (DTS) Transportatlon
: (DOT} ‘ '
"= 74% of responderits (51 of 69) reported staff coverage or operatlons in the department
during normal business houts has either been maintained or increased.
o Departments with at least 1 respondent reporting a decrease in staff coverage:
County Attomey (CAT), Board of Elections (BOE), FIN, DGS, Housmg and
Community Affairs (DHCA), OHR, DPS, REC, DTS.
®  65% of respondents (49 out of 75) rated management’s satisfaction with service delivery
as either a 4 or.5 (on a 1-5 scale, with 5 being the most positive).
o Departments with at least 1 respondent who rated satisfaction at a 1: DGS, Health
and Human Services (HHS), DTS.

Comments on the survey provide a somewhat different picture of this program. Of the
comments related to service delivery impacts, 29% were positive, 31% were neutral, and 40%
were negative, indicating a mixed bag of perceptions. In particular, specific themes related the
negative impacts were evident, and are as follows:

= This schedule impacted meeting scheduling.

» This schedule impacted leave scheduling.

* More communication and supervision of employees was required.

» Workload requirements were not met and other employees had to compensate.

= Service was delayed or customer service levels were not met.
There was no pattern when viewing this information through the lens of department type or size.
See Figures 1 and 2 for further detail on respondents’ comments on service impacts.
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Figure 1: Survey Comments Related to Service Impacts (Note: The number of comments does not correspond
to the number of respondents.)
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Figure 2: Themes of Comments Related to Negative Impacts (Note: The number of comments does not

correspond fo the number of “Negative Impacts” comments in Figure 1. Respondents could have reported.
impacts under multiple themes.)
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Leave Use

= 34% of respondents (26 out of 76) reported a change in leave use as a result the 4-10
implementation. 46% reported no change and 20% reported that they didn’t know.
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However, this question did not distinguish between a positive and negative change in
leave use, so the comments have been used to answer this question.

Based on the comments (Figure 3), for the most part, changes in leave use were positive,
in that employees on 4-10 used less unscheduled leave because they scheduled medical
appointments and the like on their off-day. :

Figure 3: Survey Comments Related to Leave Use (Note: The number of comments does not correspond to
the number of respondents.)
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Labor Costs

82%, 84%, and 78% of respondents reported no change in labor costs related to overtime,
shift differentials, or other costs, respectively, as a result of employees on an alternative
work schedule.

Recommendations

Investigate Leave Use: Drill further down in leave use impacts by comparing leave taken
by participating employees to those not participating. This would require an analysis of
data in either MCTime or Human Capital Management (Payroll). Upon initial
examination, there is not a designation in HCM that would facilitate this analysis;
therefore a list of employees on this schedule would have to be provided along with their
employee ID (SSN) to filter the data appropriately. This analysis would therefore be
possible, but non-trivial.

Investigate Individual Instances of Operational Failure: Using the survey as a starting
point, gather additional information on departments where individual managers are
having service delivery and coverage issues. This information should be used by the
department and OHR to determine if the 4-10 work schedule is appropriate in these cases.
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This information may then be used to supplement the current policy with stipulations on
the types of jobs and/or services for which this schedule is unworkable (i.e. call-takers,
IT/administrative support, etc.)

Continue to Implement 4-10 Work Schedule with Stronger Guidance on Documentation:
According to the “Montgomery County Voluntary (*4/10”) Compressed Work Schedule
Application,” the supervisor is charged with evaluating and recommending action on
employee requests to work a compressed schedule according to certain criteria, including

1. Operational requirements must be met.

2. The implementation of the work schedule must not adversely affect or
diminish the department’s ability to provide services during normal business
hours.

3. The implementation of an alternative work schedule must be cost-neutral to
the department. )

4. The department must establish the work hours and work days predicated on
the criteria documented above.

If the criteria for approval are not being met, there is the opportunity for the department
to revert the schedule back to a 5-8 format, as long as notice is given along with the
reason.

Considering this clear deference to operational needs, it seems that the policy does not
need to be further strengthened on this point. However, it would be helpful to managers
for OHR to issue specific guidelines on how to appropriately document that operational
requirements are not being met, that additional costs are being incurred, and so forth.
This guidance and support from OHR to departments would greatly assist managers to

. make the necessary changes to individual employees’ work schedules, while allowing
compliant employees to continue to enjoy this additional work flexibility.

Review Alternative Work Schedule Best Practices: To ensure that Montgomery County
continues to follow accepted best practices related to all the vanations of alternative work
schedules offered, including 4-10, compressed, telecommuting, and flex-time, OHR

“should periodically review the practices of other local jurisdictions where these policies
are successful. This review should not only include policies and processes to implement
and maintain these alternative work schedules, but should also take into consideration
how organizations measure the success of these policies.

Provide Training on Effective Alternative Work Schedule Implementation to Managers
and Employees: In consideration of the variety of experiences related to this policy, it
will be important to appropnately educate both managers and employees on how to best
incorporate new work schedules into their operations. For managers, this should include
setting performance expectations for employees, determining operational requirements
and coverage minimums and communicating this to employees, and management rights
related to leave approval. For employees, this should include strategies on how best to
make use of work time before and after standard business hours, and effective
communication with management.



