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	PURPOSE:
	As required by 25 NCAC 1C .0801 and Section 3, Page 14.1, of the State Human Resources Manual and this resource guide sets forth procedures and criteria for permitting certain employees of North Carolina State Government to work alternative work schedules or alternate work locations for all or part of the work week in order to reduce the traffic flow into Raleigh, NC during peak commute hours at the beginning and ending of each work day (Monday – Friday). The following outline provides information for agencies and universities to establish internal policies and procedures that identify the criteria for employee eligibility for participation as well as the requirements and expectations for alternative work schedules and/or telework. 
http://www.ncdot.gov/fortifync/
http://www.ncdot.gov/fortifync/_resources/docs/Fortify_Fact_Sheet.pdf
http://www.gotriangle.org/
http://www.ncga.state.nc.us/EnactedLegislation/Statutes/PDF/BySection/Chapter_126/GS_126-74.pdf
http://www.osbm.state.nc.us/files/pdf_files/BudgetManual.pdf



	scope:
	This Resource Guide applies to all employees of the State of North Carolina who work or travel to Raleigh NC during the life of the 40/440 Fortify Project. 


	A.  DEFINITIONS:  Terms used within this resource guide are here defined as follows: 

	1.
	Alternative Work Schedule: A work schedule which allows an employee to complete work in a 40 hour work week and do so on a different work time schedule than the traditional 8:00 -5:00pm work schedule.


	2.
	Alternative Work Schedule Agreement: A document that the employee and supervisor both sign attesting to the conditions of the alternative work schedule and agreed upon by both parties. The signed original will be placed in the employee’s personnel file in the Department’s Human Resources Division. 



	3. 


	Teleworking: A flexible work arrangement in which supervisors permit employees to perform certain job duties away from their central workplace in accordance with established performance expectations and other approved or agreed-upon terms. Telework does not include work performed at home on a temporary basis where the employee has not established a suitable home office. Telework, or working from home, is a work option available to interested employees meeting the eligibility criteria defined herein. The decision to allow any individual employee to telework is ultimately wholly within management’s discretion; denial or termination of participation in the telework program is, according to the Office of State Human Resources, not an issue for which any employee may file a grievance.



	4.
	Telework Agreement: A document that the employee and supervisor both sign attesting to the conditions of telework agreed upon by both parties. The signed original will be placed in the employee’s personnel file in the Department’s Human Resources Division. 



	5.
	Duty Station: The physical location to which an employee’s work hours, travel expenses and the like are referenced. Here a teleworker’s work location, or home, would be considered the duty station. If the employee’s home address changes, a new agreement must be executed. 



	6.
	Suitable Home Office: A space in the home, free from distractions and equipped with all equipment necessary to complete tasks assigned for telework. This should include, at least, a table or desk, a chair, a desktop or laptop computer, a fax/printer/scanner, Internet access, a telephone and adequate lighting. Teleworkers must organize and store State information away from family access and must secure access to information on their personal computer. 


	B.  ELIGIBILITY CRITERIA FOR AN ALTERNATIVE WORK SCHEDULE (AWS) OR TELEWORK (TW):  To be eligible for participation, an employee must meet or exceed the following criteria regarding job description, job performance standing, and experience. However, any supervisor may, at his or her discretion, disallow an employee from AWS or TW if he or she believes said employee is not a suitable candidate. 

	

	1.
	Fair Labor Standards Act (FLSA) Considerations –In general employees who are subject to the overtime provisions of the FLSA may be considered for alternative work schedules but not telework unless the nature of the job would allow for full productivity by the employee and appropriate work production monitoring by the supervisor. 

	2.
	Job Titles and/or work units: Each Agency will determine the positions or job titles eligible for AWS or TW consideration. Unlisted job titles may be considered for participation in the future with approval from the Agency Head or designee. 



	3.
	Employee Performance Rating:  An employee annual performance rating must not fall below the required standard while the employee is working an AWS or TW. Eligible employees must be self-motivated and self-disciplined, have the proven ability to work independently, manage distractions, and establish and meet deadlines. 


	4.
	Employee Experience: Employees with “probationary” or “trainee” appointments may be considered for alternative work schedules but should not be permitted to telework.


	5.
	Employee Required Training: All supervisors of AWS and TW and all approved employees shall be provided training on the subject of AWS and TW as deemed necessary by management. 



	6.
	Employee Appeals: Instances of employees meeting all eligibility criteria being denied the opportunity to AWS or TW may be addressed by senior management. 



	7.
	Potential Benefits of AWS and TW: Possible benefits include better office coverage, extended service hours, enhancement of staff morale, reduced tardiness and absenteeism, increased employee ability to better manage personal life, increased productivity because an employee may choose to work during their own peak times. 


	C.  CONDITIONS/TERMS FOR ALTERNATIVE WORK SCHEDULES  OR TELEWORK:

	
	

	1.
	Application to AWS or TW: Any employee desiring to AWS or TW must complete the Agreement form. The form must be signed by the employee, supervisor, and division head. Approved and signed forms will be filed in the employee’s official personnel file in the agency’s Division of Human Resources. 


	2.
	Performance/Performance Monitoring: Any employee who works an alternative work schedule or teleworks shall be evaluated using the same criteria as for employees who do not. AWS and TW employees are responsible for meeting the expectations contained in their Work Plans. The teleworker’s work plan must not differ in any respect from those of office-based employees with the same job functions. Office-based employees shall not be penalized with extra duties to which teleworkers are not subject to perform. Scheduled home visitation between the teleworker and the immediate supervisor is encouraged; however, unscheduled visits by the supervisor are permissible during normal business hours and should be expected. All other business meetings shall be scheduled and held in state facilities. 



	3.
	Expectations: A signed Telework Agreement, between each teleworker and his/her supervisor, and a current dated home office photograph are required within 30 days after TW. The following arrangements are also defined: 



	a.
	Location: Telework sites must be located within North Carolina. 



	b.
	Compensation and Benefits: An employee’s compensation and benefits will not change when he or she teleworks. 



	c.
	Safety and Liability: Each teleworker must agree to establish a suitable home office that is free of recognized safety and health hazards. Agency assumes responsibility and liability only for the teleworker in the event of a job-related incident or accident during work hours. Job-related accidents or incidents during telework hours shall be reported immediately to the supervisor and the Workers Compensation Administrator in Human Resources. The teleworker must allow agents of the Department to investigate and/or inspect the telework site if necessary. Notice of inspection and/or investigation will be given to the teleworker. 



	d.
	Restricted-Access Materials: Teleworkers shall agree to establish division-approved security procedures in order to ensure confidentiality and security of information, i.e., a filing system or computer access. 



	e.
	Work Hours: The supervisor retains authority to designate which days and/or how many days per week an employee may telework in accordance with state and federal law. The Supervisor will designate the employee’s scheduled work hours. 

	i.
	Because the teleworker’s official duty station is the home address, the teleworker shall be paid for time involved in travel between the telework site and any work site including the central work site (the regional or state office) for any supervisor approved work related activity. Travel mileage between the telework site and any work site will be reimbursed for any supervisor approved work related activity.  See page 121 of the NC State Budget Manual 
http://www.osbm.state.nc.us/files/pdf_files/BudgetManual.pdf


	ii.
	The teleworker shall attend job-related meetings, training sessions, and conferences as requested by the supervisor. Adequate notification shall be provided the teleworker. Teleconferencing shall be employed whenever possible as an alternative to requesting attendance at short-notice meetings. 



	iii.
	The teleworker will be contacted by the supervisor if the central work site is closed due to an emergency or inclement weather. The teleworker may continue to work at the telework site. If an emergency occurs at the telework site, such as a power outage, the teleworker shall notify the supervisor as soon as possible. The teleworker may be assigned to the central work site or an alternate work site during this time. 



	iv.
	The earning of overtime must adhere to agency policy and be pre-approved by the employee’s supervisor. 



	f. 
	Availability: Each teleworker must agree to remain fully capable and available to perform expected duties while teleworking. During agreed-upon work hours or specific core hours of accessibility, the teleworker must be generally reachable by telephone with a voicemail capability. If a job requirement, a fax machine and pager also will be necessary.


	g.
	Equipment and Software: The telework agreement must list all equipment provided to the teleworker including, but not limited to, computer, software, printer, fax, etc. Agency will provide Internet access, computer, printer, fax machine and various supplies (copy paper, pens, paper clips, etc.). However, Agency will not provide office furniture, including but not limited to a desk or chair. The Agency is not liable for damage to any employee-provided furniture or equipment used for telework purposes. 



	h.
	Participation in Information Gathering Efforts: Each employee who teleworks and each supervisor of teleworkers must agree to furnish information related to telework upon request. 



	i.
	Lateral Transfer and/or Promotion: If an employee laterally transfers from one supervisor to another or is promoted, the original telework agreement must be terminated and if applicable, a new telework agreement be executed between the employee and new supervisor.


	j.
	Dependent Care: Teleworkers must make dependent care arrangements during the agreed-upon telework hours and not act as primary care givers. Teleworkers are encouraged to secure dependent care at a location different from their duty stations.


	4.
	Terms of Employment:



	a.
	All conditions and terms of employment shall remain the same for employees who telework as for non-telework employees.



	b.
	Insert Agency Name policies, rules and practices shall apply to the telework site, including those governing communicating internally and with the public, employee rights and responsibilities, facilities and equipment management, financial management, information resource management, purchasing of property and services and safety. Failure to follow policies, rules and procedures may result in the termination of the telework arrangement and/or disciplinary action.



	5.
	Information Technology:



	a.
	With all computers and other equipment provided by the Department, the teleworker is responsible for the upkeep, maintenance and repair in a timely manner so as not to interfere with productivity. Insert Agency Name will provide technical telephone support but will not travel to telework sites. Teleworkers may be required to bring their computers to the closest Agency office for repair if the problems cannot be fixed over the telephone. Agency cannot provide technical support for an Internet connectivity problem that is not related to agency provided hardware and software. Teleworkers will have to contact their ISP directly to resolve Internet connectivity problems.



	b.
	Teleworkers will be required to have effective communication (e-mail, telephone or pager etc.) during work hours to ensure two-way communication between the teleworker and the employer.



	c.
	Computers must have an approved virus protection program and this virus protection must be kept up to date.
 

	d.
	All teleworkers must comply with state and department information technology policies and procedures.


	6.
	Termination of Telework Agreement:


	a.
	In the event it becomes necessary for a supervisor to terminate a Telework Agreement with an employee, the teleworker must receive written notice of such termination, which includes the date of notice, the reason(s) for the decision and the date by which the employee is expected to return to the office. 


	b.
	Upon termination of the Telework Agreement, the employee shall return to office-based work on the date specified in the notification letter, and in no event later than 14 calendar days from such notification; except for issues related to unacceptable personal conduct.


	c.
	An employee wishing to terminate a telework agreement may not do so until appropriate office space is available.  In addition, an employee who terminates an agreement cannot be subjected to disciplinary action for that reason.



	d.
	All state-owned equipment and supplies shall be returned to the office on the effective date of telework termination. 


	Effective Date:
	


· Example Job Title Eligibility List for Alternative Work Schedule or Telework
Agricultural Safety and Health Bureau 

Agricultural Safety Officer   

Apprenticeship and Training Bureau 

Apprenticeship Consultant

Apprenticeship Supervisor 

Boiler and Pressure Vessels Bureau 

Boiler Inspector

Boiler Supervisor 

Consultative Services Bureau 

Safety Consultant  

Industrial Hygiene Consultant  

Ergonomics Consultant 

Star Consultant 

Elevator and Amusement Devices Bureau 

Elevator Inspector

Elevator Supervisor 

Employment Discrimination Bureau 

Employment Retaliation Investigator 

Mine and Quarry Bureau 

Mine and Quarry Representative 

OSH Compliance Bureau 

Safety Compliance Officer I    

Health Compliance Officer I    

Wage & Hour Bureau 

Wage & Hour Investigator I and II

Wage and Hour Supervisor
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