State of Michigan

Office of the State Employer
TELECOMMUTING GUIDELINES
Purpose

The purpose of these guidelines is to establish standards for telecommuting.  

Scope

These guidelines address telecommuting as it relates to eligible state classified employees who request and are authorized to: 1) work partially at an assigned office and 2) work partially at home or telecommuting center located in the State of Michigan.  These guidelines do not apply to employees when their home is their official work station or to a position established with the requirement that the person accepting the position telecommute.  These guidelines do not apply to employees who work at home on a short-term basis or as a temporary or permanent reasonable accommodation approved under the Americans with Disabilities Act.
Definitions
Appointing authority:  a) A single executive heading a principal department or autonomous entity; b) A chief executive officer of a principal department or autonomous entity headed by a board or commission; or c) A person designated by any of the preceding as responsible for administering the personnel functions of the department, autonomous entity, or other agency.

Core hours: Those hours that the telecommuter will be required to be available to communicate with the supervisor, co-workers or the public by telephone, e-mail, fax, etc.

Official work station: Is as defined by the applicable collective bargaining agreement or the standardized travel regulations, and is unchanged by these guidelines.

Sensitive data: Those data elements that are governed or restricted in some manner by a federal or state statute, rule, policy or requirement.  At a minimum, sensitive data includes, but is not limited to: name and social security number pair; name and credit card number pair; and, personal health records as identified by HIPAA.  In addition, agencies may assign the sensitive data classification to their data elements.
Standardized Travel Regulations: Regulations issued by the Department of Management and Budget, and approved by the Civil Service Commission, to specify applicable travel expense and reimbursement rates.  

Telecommuter:  An eligible state classified employee with an approved Telecommuting Agreement who performs job responsibilities at more than one of the following locations:  a) official work station, b) home, c) telecommuting center.  

Telecommuting:  A work arrangement in which employees are permitted to perform their job responsibilities away from the official work station, in accordance with approved Telecommuting Agreements.  

Telecommuting Application and Agreement:

The form used to request the opportunity to telecommute, which includes the telecommuting arrangement agreed to by the appointing authority and the employee.

Telecommuting Center:  A place where the telecommuter has been authorized to work by the appointing authority other than their official work station or their home.

General Information

The appointing authority is responsible for determining the methods, means and personnel by which its operations are to be conducted.  Accordingly, the appointing authority has sole discretion to a) identify positions suitable for telecommuting and b) authorize employee requests to telecommute.  

The use of telecommuting depends on operational needs including, but not limited to, the suitability of the duties to be performed, the skills and abilities of employees and their supervisors, and the availability of necessary equipment.  The ultimate goal of telecommuting is to provide flexibility in meeting customer and business needs and enhance the delivery of government services to the State of Michigan.

A telecommuting employee is not permitted to conduct meetings with clients, customers, or other members of the public in the telecommuter’s home or other non-state owned or leased telecommuting center.  The appointing authority may allow meetings to be conducted at a state owned or leased telecommuting center.
An eligible employee may request to telecommute by submitting a Telecommuting Application and Agreement form provided by the appointing authority.  Telecommuting arrangements must be mutually agreed to between the eligible employee and the appointing authority on the Telecommuting Application and Agreement form.  A Telecommuting Agreement may be terminated at any time for any reason by either the employee or the appointing authority.

All appointing authority policies, procedures and work rules applicable to the official work station are also applicable to the telecommuting location.

Eligibility Process 
Upon the request of an employee, the appointing authority will evaluate the suitability of the employee’s position for telecommuting.  Examples of common characteristics of jobs suitable for telecommuting include those with: 

· A high degree of computer, project or analytically-oriented work.

· Well-defined job objectives and output, including the production of deliverables that can be assessed to ensure that desired work is being done.
· Minimal amount of support and non-computerized reference materials needed from the principal department worksite.
· The ability to substitute electronic/telephonic communication for face-to-face contact and schedule in advance any meeting that would require an employee's attendance in person.

· Substantial travel away from the official work station.

· A minimal or flexible need for specialized material or equipment.
If the position is suitable for telecommuting, the demonstrated skills and abilities of the employee requesting to telecommute, as well as those of the employee's supervisor, will be evaluated to determine suitability for telecommuting and help identify possible training requirements.  Examples of skills and abilities of successful telecommuters include being:

· Well-organized, self-motivated, and adaptable. 

· Experienced and well-versed in the organization's practices. 

· Currently successful in the job to be telecommuted. 

· Dependable and trustworthy. 

· Results-oriented and customer-focused. 

· Comfortable with technology. 

· Able to communicate effectively.

· Able to work productively on their own.

Examples of skills and abilities of effective telecommuter supervisors include being able to:
· Empower and trust their employees. 

· Manage by results or output.

· Encourage feedback and communication.

· Effectively problem-solve or facilitate. 

· Support telecommuting as a concept and work to make it successful. 

· Effectively plan and organize their work and the work of subordinates to achieve results. 

Equipment, Hardware, Software and Materials
1. Appointing authorities are responsible for determining the business functions that are required for the telecommuter to complete their job. The Michigan Department of Information Technology (MDIT) will be responsible for completing an assessment of the IT hardware, software, network connections and security for the telecommuter to perform those functions.
2. Appointing authorities may provide, at their sole discretion, computer hardware, network connections and security as determined by the assessment of MDIT. 
3. The appointing authority, as determined by MDIT security assessment, may authorize telecommuters to use employee-owned computer hardware equipment, software and other devices deemed necessary to perform assigned work away from the official work location.
4. Employees are not allowed to use employee-owned PCs to access sensitive data nor can the employee place sensitive data on employee-owned storage media.  Accessing sensitive data must be performed while utilizing state-owned equipment.
5. MDIT is responsible for installation, testing, maintenance and repair of the equipment and upgrades of software for state issued equipment.  All such activities must be performed at the official work station unless otherwise authorized.  MDIT will not perform such activities at the employee’s home.  The employee shall follow department protocols regarding services from the State of Michigan Client Service Center.  
6. Equipment, hardware, software and other devices furnished by the employer remains the property of the State of Michigan and subject to the departmental work rules regarding the limitation on personal use.  State-owned software shall not be installed on employee-owned hardware with the exception of the state-owned VPN Client software.  Employee-owned software shall not be installed on state-owned hardware.
7. Telecommuters will return state-owned hardware, software, supplies, documents and other information or property to the official work location prior to termination of the telecommuting agreement or employment.
8. Telecommuters will be responsible for promptly notifying the employer of an equipment malfunction or failure of either state-owned or employee-owned equipment.  If the malfunction prevents the telecommuter from performing assigned tasks, the telecommuter must notify the employer immediately.  The telecommuter will be directed to perform other assignments, assist with the repair or exchange of equipment, or be directed to return to the official work location.
9. State agencies and telecommuters will be responsible for determining the telephone requirements to perform the work and for determining the most cost-effective means for meeting those requirements as well as what expenses will be reimbursed.
Fiscal Responsibilities

Appointing authorities will be responsible for managing the costs of telecommuting within their allocated budget.  Supplies to be provided and costs eligible for employee reimbursement shall be identified in the Telecommuting Agreement and shall not conflict with Standardized Travel Regulations, procurement policies and procedures, or any applicable collective bargaining agreement.

Tax Laws and Zoning 

Federal, state, and local tax obligations resulting from telecommuting are the responsibility of the employee.

Cancellation of Telecommuting Agreement
Cancellation of a Telecommuting Agreement by the employee may be made at any time upon written notice to the appointing authority.  Cancellation of a Telecommuting Agreement by the appointing authority may be made at any time upon written notice to the employee.  If feasible, a fifteen day notice of cancellation will be given.
Discontinuation of Telecommuting Program 

The appointing authority may discontinue use of a telecommuting program for all or part of their department or autonomous agency at any time.

Amendment, Modification or Extension of Telecommuting

Amendment, modification, or extension of a Telecommuting Agreement may be made at any time with written agreement between the appointing authority and the employee. 

Grievance Procedure

The denial of a request to telecommute, cancellation of a Telecommuting Agreement, or the discontinuation of telecommuting is not considered discipline, nor is such action subject to the grievance and appeals procedure.

Work Schedules
1. The supervisor and telecommuter will determine which day(s) and hours during the pay period the employee proposes to telecommute.  The telecommuting schedule will be reviewed, and approved, modified or denied by the appointing authority.
2. Unless other arrangements are made, the telecommuter shall be expected to attend all assigned meetings.  When possible, the schedule of the telecommuter shall be considered when planning meetings.  No work related meetings will be conducted in the telecommuter’s home or other non-state owned or leased telecommuting center.  The appointing authority may allow meetings to be conducted at a state owned or leased telecommuting center.

3. A telecommuter who is scheduled to be working at their home on a day that is declared to be a weather, or other, emergency is expected to work at the telecommuting location as scheduled unless power outages or other unique circumstances preclude such work.
4. If there is an equipment failure or power outage at the telecommuting location on a day the telecommuter is scheduled to work, the telecommuter is expected to report for work at their official work station unless otherwise authorized by their supervisor.

5. A telecommuter who is scheduled to be working at their official work station on a day the official work station is declared closed or inaccessible may be directed by their supervisor to work at their designated telecommuting location.

6. The telecommuter is to perform only official duties and not conduct personal business while on work status at the telecommuting location.  Personal business includes, but is not limited to, caring for dependents and making home repairs.

7. Telecommuters are required to comply with departmental requirements and applicable collective bargaining agreements with regard to illness and absence reporting and the use of leave credits.
Health and Safety

The telecommuting location is considered an extension of state work space only during scheduled telecommuting hours.  All reporting requirements for any injury or illness are extended to the telecommuting location.  
As part of the Telecommuting Agreement, the telecommuter will certify that the At-Home Workspace complies with the At-Home Workspace Health and Safety Standards.  The home telecommuting location must accommodate any equipment to be used in the work performed. The State may inspect the home telecommuting location during telecommuting hours, with reasonable advance notice, to ensure ongoing compliance with the Telecommuting Agreement.

The appointing authority is responsible for insuring state-owned equipment.  The telecommuter has the responsibility for taking appropriate steps to minimize damage to state-owned equipment.

Performance 

Work results and performance measures related to telecommuting must be developed prior to the signing of the telecommuting agreement.  Acceptable work performance is required for continuation of the Telecommuting Agreement.

Orientation
Appointing authorities must provide telecommuting orientation for affected managers, supervisors and telecommuters to ensure successful telecommuting.  This orientation must be provided prior to the implementation of the Telecommuting Agreement.

Departmental Telecommuting Procedure
An appointing authority may establish a departmental procedure to implement telecommuting consistent with these guidelines.   
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