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SUBJECT:
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SECTION:
Employee Services/Programs
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 I.
PRACTICE


A.
Statement of Policy and Purpose



The Department of Military Affairs recognizes the need for, and the value of, creating flexible work schedule options to meet workload demands and to attract and retain a qualified and diversified work force.  The Work-at-Home Program enables DMA managers, within the categories noted below, to authorize temporary work at home.



This program is not intended to accommodate space problems or temporary employment, or permit employees to carry out routine work functions in their homes on an ongoing basis.  Further, the duties and responsibilities of some positions may preclude participation in this program.



Because the circumstances may vary depending on the employee's situation, each request will be handled on a case-by-case basis.



Requests for temporary work at home of up to three consecutive workdays require only verbal approval by the Supervisor.  Those over three consecutive workdays require a formal written agreement signed by the employee and the Supervisor.  Those exceeding ten consecutive workdays also require the approval of the appropriate Directorate or Division Administrator.  Regardless of the duration, all agreements require prior approval, and written work-at-home requests require review and approval by the Director of State Human Resources (SHR).



The Work-at-Home Program will be administered in accordance with the provisions of the Fair Labor Standards Act, Americans with Disabilities Act, federal Family and Medical Leave Act (FMLA), Wisconsin Family and Medical Leave Act (WFMLA), Wisconsin Administrative Code, and collective bargaining agreements, as applicable.


B.
Employee Eligibility



The Work-at-Home Program is available to accommodate the following types of temporary situations:



1.
Parents of newborns or recently adopted children.



2.
Employees with temporary medical problems or physical disabilities.  (For permanent disabilities, refer to the Affirmative Action Plan section on Reasonable Accommodations.)



3.
Extended illnesses of immediate family members involving severe and potentially terminal situations.  ("Immediate family" for temporary work-at-home purposes is defined as children, step-children, foster children, grandchildren, spouse, parents, parents-in-law, step-parents, grand-parents, foster-parents, siblings, sibling spouses, or other relatives residing in the employee's household.)



4.
Short-term projects involving heavy workload on an infrequent basis to meet work deadlines on important projects where the normal job setting during normally scheduled work hours will prohibit timely completion.



Because work performance problems require more frequent attention and/or supervision, only those employees who have a proven good performance record may participate in this program.  Normally, employees who are currently on probation are not eligible to participate in the program.


C.
Work-at-Home Criteria 



The Work-at-Home Program is effectuated by individualized agreements between the employee and Supervisor, made prior to implementation of work at home.  For work-at-home situations longer than three consecutive workdays, formal written agreements between the employee and supervisor made prior to implementation are required.  The agreement takes into consideration factors such as the peculiarities of the job, existing workload demands, adequate staffing, work safety, customer service, etc.  In all cases of work at home, the employee will be covered by the Department's work rules and the Code of Ethics.  Additionally, any work-related accidents must be reported to the supervisor as soon as possible.  Although each work-at-home situation is unique, the following elements outline the basic core features in a Work-at-Home agreement.



1.
Duration:  Work-at-home situations will not exceed six months in duration.  (If a longer period is desired, an additional period of up to six months may be approved at a later date.)  The agreement may be terminated at any time by the employee.  A Supervisor may terminate the work-at-home agreement if it is determined that work quality, productivity, customer service, communication, or any other aspects of the arrangement do not meet management standards.  Should the agreement be terminated, the employee may be authorized at the Supervisor's discretion and in accordance with family and medical leave laws, contractual and/or administrative rules, to take leave without pay or paid leave (vacation, personal holidays, sick leave, compensatory time, and/or sabbatical leave) for the remainder of the agreement period, or may be required to return to the normal worksite.  Whenever possible, two weeks written notice will be given prior to termination of the work-at-home agreement.



2.
Work Scheduling:  The employee and Supervisor will establish a written schedule specifying the number of work hours, days of work, and location. Work shall be performed during the scheduled period without generating any overtime or differential pay (night, weekend, callback, standby, holiday), unless prior written supervisory approval has been granted.




The work schedule may be revised during the course of the agreement.  The employee must continue to complete and submit the "Employee Weekly Time Report" timesheets on a weekly basis.



3.
Performance Standards/Work Activities:  The Supervisor will establish a written list of tasks and objectives, expected completion times and/or dates, and standards to measure the completed work product.  Expectations and standards must be explained and agreed to by the employee.  Written agreements will specify when and how supervisory reviews of work progress and products will be conducted and documented. Unless otherwise directed, the employee will be responsible for transporting work assignments, supplementary materials, and equipment necessary for assignment completion between the work site and the employee's home.  The employer will provide the employee with materials and supplies necessary to complete work assignments.  The employee will be expected to be available by telephone during scheduled work hours and may be required to attend conferences with the Supervisor.  It also may be mandatory that the employee attend meetings at the work site, enabling the employee to:




a.
Remain current on policies and procedures.




b.
Provide a forum for discussion on the quality, quantity, and timeliness of work products.




c.
Periodically meet with the Supervisor, peers, and customers.




d.
Check specific announcements, bulletins, etc., concerning potential personnel transactions.




e.
Fill out necessary forms for sick leave, vacation, personal holidays, etc.



4.
Expenses and Equipment:  The employee will be responsible for all costs associated with using the work-at-home site unless otherwise specified in writing.  The cost of transporting work assignments will be the responsibility of the employee.  The employee may be provided with necessary state equipment, based on need and availability.



5.
Employee Benefits:  Benefits will continue to accrue commensurate with the number of hours the employee is in pay status.




The employee will notify the Supervisor of the use of any sick leave.  This notice must be given within the first hour of the employee's scheduled work period.  Vacation, personal holiday credits, and compensatory time may be taken as long as the Supervisor has given prior approval.



6.
Application of Collective Bargaining Agreement:  Employees covered by a collective bargaining agreement will continue to be covered by all applicable provisions of that agreement while they are in work-at-home status.



These basic considerations will be contained or referenced in work-at-home agreements.  (See "Sample Outline" made part of this bulletin.)

II.
PROCEDURE

A. For Work-at-Home requests up to three consecutive workdays, the employee and Supervisor will discuss the request, and verbal approval may be granted provided that the employee meets the eligibility requirements and criteria stated above.


B.
For Work-at-Home requests longer than three but no more than ten consecutive workdays, a formal written agreement, as described above, must be jointly signed by the employee and Supervisor and accompanied by the anticipated work schedule and assignments.  These agreements must be routed to the Director of SHR at least one week prior to initiation of work at home.  The Director of SHR will review the proposed written agreement and, if necessary, obtain additional information from the Supervisor.  If the Director of SHR concurs with the proposed agreement, the Supervisor will be so notified.  If the Director of SHR does not concur, the request will be discussed with the Supervisor before a final decision is made.


C.
For a request greater than ten consecutive workdays, the formal written agreement must also be signed by the Directorate or Division Administrator, and routed as in "B" above. 


D.
The Supervisor will then notify the employee whether or not the Work-at-Home request has received final approval.

E. Whenever an employee seeks authorization to work at home in conjunction with the FMLA or WFMLA, the employee must also submit a "Family and Medical Leave Act - Employee Request Form" (DER-DAS-201) to SHR. 

SAMPLE OUTLINE - WORK-AT-HOME AGREEMENT

1.
Duration

(Note the time period, not to exceed six months per agreement.)

2.
Work Schedule

(Note anticipated work times, total work hours, any flexibilities, call-in procedures for variance from schedule, and when an employee will be available for phone contact.)

3.
Performance Standards

(Identify specific list of tasks, objectives, dates for completion, and how work assignments will be transferred.  Identify what mechanisms will be used to ensure work is completed, and when and how supervisory reviews of work progress and products will be conducted and documented.)

4.
Expenses and Equipment

(Note any expenses which the employer will cover and use of agency telephone credit card when making long distance phone calls from home.  Note any equipment the employer will provide, any commitment of human resources to connect computers to office, etc.)

5.
Benefits

(Identify special benefits which the employee receives if different than routine coverage.)

6.
Application of Collective Bargaining Agreement

(Include statement on coverage by a union contract, if applicable.)

7.
Signatures

(I ______________________ acknowledge receipt and agree to abide by the rules relating to my request to temporarily work at home.)

____________________________________________________________________________________________

Employee Signature







Date

____________________________________________________________________________________________

Supervisor Signature







Date

____________________________________________________________________________________________

Directorate or Division Administrator  (for agreements beyond 10 days)


Date

____________________________________________________________________________________________

Director of State Human Resources






Date

cc:
Director of State Human Resources


P-file

