MONTGOMERY COUNTY
EXECUTIVE REGULATION

Offices of the County Executive ¢ 101 Monroe Street » Rockville, Maryland 20850

Subject . Number
Telework 09-17

Originating Department : - | Effective Date
Office of Human Resources

Montgomery County Regulation on:
TELEWORK
OFFICE OF HUMAN RESOURCES
Issued by: County Executive
Regulation No. 09-17 |
COMCOR No. 33.07.01
Supersedes: Executive Reguiation 16-13, in part
Authority: Montgomery County Code (2004) § 33-7(b)
Council Review: Method (1)
Montgomery County Register Volume 34, Issue 5
Comment Deadline: May 31, 2017

Effective Date;
Sunset Date: None

| Summary: This regulation implements Bill 12-14, Telework, enacted by the Council on July
31, 2014. This regulation amends Section 15 of the Montgomery County Personnel
Regulations to require the Director of the Office of Human Resources to designate
a County telework manager and to provide training for eligible County employees.
The County telework manager will be responsible for providing advice to County
departments, developing a standard telework agreement, and identifying
procedures and training for eligible County employees. The regulation requires the
Chief Administrative Officer to report annually to the County Executive and the
County Council on the County telework program.

Staff contact: Grace Batterden, HR Specialist, Office of Human Resources, 240-777-5081
Address: Office of Human Resources, 101 Monroe Street, 7™ Floor, Rockville, MD 20850

Please use the key below when reading this regulation:

Boldface Heading or defined term.

Underlining Added to existing regulation by proposed regulation.

[Single boldface brackets] Deleted from existing regulation by proposed regulation.
Double Underlining ' Added by amendment. '

[[Double boldface brackets]] Deleted from existing or proposed regulation by amendment.
¥ ook : Existing language unchanged by executive regulation.
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SECTION 15. WORK SCHEDULES, ATTENDANCE AND HOURS OF WORK
15.1 Definitions.

% % *

[0} Telework: A work arrangement in which some or all of the work of a County employee is
performed at an alternative work site, such as a home or office space near a home.

15-2 Work Schedules.

* * *

(d) Telework. A department director may allow an eligible County employee to telework if the
employee has met all the requirements for telework under Section 15-11.

* * * - i

15-11. Telework

(a) Telework guidelines.

[@0)] A supervisor may allow an eligi‘ble employee to telework if the employee has
applied for a telework schedule and has been found to be suitable for telework
under criteria established by the Director of the Office of Human Resources.

2) The Director of the Office of Human Resources will develop policies and
procedures for the implementation of telework in County departments.

3) Eligible County employees should be permitted to telework because telework has
the potential to save energy, mitigate traffic congestion and improve air quality,
enhance the work life experiences of County employees, advance employee
recruitment and retention, and to improve the continuity of operations in severe

()] weather and other emergency conditions.

(b)  Policy on telework.

1) An eligible employee approved for telework must not conduct personal business
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or on-site work meetings at the Remote Work Location listed in the Telework
Agreement, '

2) Telework is not a substitute for dependent care.

3) The telework program is not a reasonable accommodation program. ADA
accommodations must be provided within the guidelines of the Americans with
Disabilities Act.

4 An eligible employee may not telework under an approval for the Family Medical
Leave Act (FMLA). :

(© Procedure for establishing a telework schedule.

(1) An employee must submit a written request to the employee’s supervisor for a
telework schedule.

2) The employee’s supervisor will review the request to telework based on the
suitability of employees in the work unit to telework, the suitability of the
employee to telework and the operational impact on the work unit.

) [€))] An eligible employee and the employee’s supervisor must agree upon a telework

schedule prior to an employee beginning to telework.

@) Requirements for a telework schedule.

6

An eligible employee may be approved to telework if the employee has met all
requirements for the remote work location or alternate work site related to the
availability of technology, security, communication between the teleworker and
the supervisor, and the confidentiality of County-owned information.

An eligible employee may be approved to telework if the employee has
successfully completed the telework training and assessment provided by the
County telewqu manager.

An eligible employee must have an agreed upon work plan and schedule approved
by their supervisor prior to beginning a telework schedule.
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(e) Review of employee request to telework.

[€))] An eligible employee’s application to telework will be reviewed by the

employee’s supervisor and Department Director to determine whether the
employee may telework.

(2) Telework is a privilege and is not a mandatory right for a County employee.

[£3] Appeal of denial of request for telework schedule.

v

@ An eligible employee who has submitted an application to telework and who is
denied an opportunity to telework by the employee’s supervisor may appeal that
decision to the County telework manager.

2) The decision of the County telework manager regarding the denial of an appeal of
an emplovee to telework may be reviewed in accordance with applicable

provisions of MCPR, Section 34 or a collective bargaining agreement.

() Transition to or from a telework schedule.

(@] A County employee who has been approved to telework may return to a regular
schedule.

2) A supervisor may deny an employee the opportunity to continue to telework
where either the employee’s performance or the operational needs of the work unit

have changed and telework is no longer appropriate for the teleworking employee.

Telework is not transferable to other County positions.

=

An emplovee who does transfer to a new County position, may reapply to
Telework after completing six months of performing at a successful level in their

new position.

S

(h) Limits on availability of telework schedules.

[€))] A department director may determine that no employees in an operational unit or a
work unit are in positions that are suitable for telework.

N
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(2) A supervisor may determine that no other employees in a work unit may telework
where operational needs would be adversely impacted by allowing additional
employees in the work unit to telework.

(0] Withdrawal from a telework schedule.

(€8] A County employee who has been approved for telework schedule must notify
their supervisor that they wish to return to regular schedule.

2) A supervisor who has approved a telework schedule for an employee in their work
unit may return that employee to a regular schedule and must provide a basis for
the decision in writing to the employee.

[0} Training

[4))] The Director of the Office of Human Resources, after consultation with the Chief
Information Officer, will develop telework training for eligible County employees
and County managers.

2) An eligible County employee or manager may not telework or be approved to
telework until the employee or manager has completed all telework training and
assessments that have been approved by the Director of the Office of Human
Resources.

(k) Annual report.

1) The Chief Administrative Officer will report to the County Executive and the

County Council by January 15 of each year on the County’s telework program.

2) The Chief Administrative Officer’s annual report will provide information on:

(a) how the telework program is being implemented;

(b) how many employees in each department or office are teleworking in
the preceding vear;
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(©) how many teleworking hours are being worked in each department or
office in the preceding year; and

(d) recommendations on how to improve the telework program.

Approved: Date:
Isiah Leggett, County Executive

Approved as to Form and Legality
Office of the County Attorney

M%/é

Date: é// / 3/}@/ 9’
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