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CONSOLIDATED HUMAN SERVICES


DEPARTMENT OF SOCIAL SERVICES

ONSLOW COUNTY DEPARTMENT OF SOCIAL SERVICES TELEWORK POLICY

Telework allows employees to work at home or in a satellite location for all or part of their work week. Telework is a viable, flexible work option when the Department, employee, and the job responsibilities are suited to such an arrangement. Telework is appropriate for some employees and job positions but not all. Telework is not an entitlement, is not a County benefit, and it in no way changes the terms and conditions of employment. The work week remains the same, Monday through Friday and the hours are determined by the direct Supervisor but will closely mirror the hours of operation of the Department of Social Services.  

A selection process based on eligibility requirements, performance, and Department needs will determine participation. The Telework program can be discontinued at any time if it is felt to be detrimental to the delivery of services to the citizens of Onslow County or at the discretion of the Director.  A Supervisor will recommend termination of an employee’s telework if they find productivity, customer service, time, and/or attendance is below expectations, and/or if there are any identified performance issues.

Due to each program having their own specific needs, requirements and guidelines, the needs of the Department in serving our citizens will be the priority in determining the feasibility of employees teleworking.

As a public Department employing essential personnel, office coverage is required when the Department is open.  Program Managers will determine what office coverage is required during times of hazardous weather or other events.  During these periods, teleworking may not be an option as serving our citizens is the priority.   
A telework arrangement may be discontinued at will and/or at the request of either the employee or the Department. Every effort will be made to provide 30 days' notice of such change to accommodate issues that may arise from the termination of a telework arrangement. There may be instances, however, when no notice is possible.

ELIGIBILITY REQUIREMENTS

The following requirements must be met for an employee to be considered and approved for telework:

· There must be 4 of years satisfactory work history related to the current position the employee holds within the Department

· There must not be any disciplinary actions within the last 24 months

· The employee must receive a recommendation from their direct leadership to include Lead Worker (as applicable), Supervisor, and Program Manager

· The employee must be fully released from the quality control (QC) process

· The employee must have consistently met all processing time lines for the previous 12-month period and have no closed cases in need of documentation

· The employee must be current within seven days on all narratives and documentation
· The employee must have completed all state mandated trainings specific to the job position   
· Due to each program having their own specific needs, requirements and guidelines, the needs of the Department in serving our citizens will be the priority in determining the feasibility of employee teleworking arrangements
REQUIREMENTS OF THE EMPLOYEE

It is not acceptable for employees to provide child or dependent care while engaging in telework.  A child (12 years old or above), or adult or elderly relative, may be at home with the teleworker during business hours, if they are independently pursuing their own activities and do not require the employee’s supervision.

The employee will be required to meet all standards of job performance for her or his classification and comply with the Department's established policies, procedures, and guidelines.

The employee must have a history of maintaining a workload with timeliness and accuracy standards met.  The employee must have consistently demonstrated the ability to work well under minimal supervision and have a thorough knowledge and understanding of the operations of their job position.  The employee must have a history of reliable and responsible accomplishment of work duties and has demonstrated the ability to establish priorities and manage time wisely. 

All employees are required to work an 8-hour workday.  No overtime and comp time may be accrued without Supervisor permission. Lunch breaks are required. 
Telework by any employee must be documented.  Employees teleworking must document all work completed on day sheets.  During the workday, there should be no more than sixty minutes of 990 G time, unless otherwise approved by your supervisor.  Daysheets are required to be completed daily.

Telework employees will be required to attend all unit, Department meetings, and trainings either in person or virtually.   
It is the expectation of Onslow County that employees report to work daily as required by their job description. Telework is the exception and not the rule for employment with the County. The employee agrees to stay current on Department and work-group events and to facilitate communication with clients, patrons, community partners, supervisors, and co-workers who may need to interact with the employee while teleworking. 

Employees teleworking will check their email a minimum of three times during the workday and will respond within 24 hours.  Employees will check their voicemail at a minimum of twice per day and will respond to any issues or concerns within 24 hours.  In the event of a crisis or an immediate concern, the employee is expected to respond immediately and address the identified issue. 

The employee has the responsibility to maintain his/her home workspace in a safe condition, free from hazard or other dangers as outlined in the Home Office Safety Checklist. The employee understands staff representing the County may visit the employee’s home workspace for the purpose of determining it is safe and free from hazards. The County does not assume any liability for loss, damage or wear of employee-owned equipment, furniture, etc.

The same security and confidentiality requirements that apply to on-site employees applies to employees who telework. The teleworkers are responsible for ensuring such security and confidentiality. Confidential and restricted information must be protected at your workstation by ensuring all personally identifying information is in a digital format or locked.  

Teleworkers will have a designated workspace agreed to by the Department and maintained by the employee. A suitable physical workspace available in the employee’s home will be a critical factor. Location of employee’s workspace cannot be part of the common areas of the home such as dining room, living room, kitchen, family room or any bedroom that is used for dual purpose. Doors and windows should be locked when the home office is not in use. No one should have access to the home office when it is not occupied by the employee. 

REQUIREMENTS OF THE SUPERVISOR

Communication with the employee teleworking is crucial.  The Supervisor will maintain daily contact with any employee that is teleworking.  Supervisors will communicate with employees teleworking through phone calls, text messages, Microsoft Teams, and email.  

Productivity and performance measures will be determined by the Program Managers and Supervisors.  The Economic Services Caseworker is expected to manage 20% more of a workload than office-based employees.  This will depend on the Unit’s specific needs, caseload sizes, and volume of work at any specific time. Supervisors will monitor work produced by their staff daily.  The following tracking methods will be used by Supervisors to track productivity:

· Day sheets

· Shared drive

· Email notifications of any activity that cannot be tracked by the above 2 methods

· NCFAST keystrokes, as applicable to the position

· Data Warehouse queries as applicable

Adequate coverage for the unit is required at all times, but special accommodations may be needed during vacations, training, FMLA, disasters, etc.  If face-to-face interviews, appointments, conferences, or hearings are needed / required, the teleworker will schedule an office day to meet Department and client needs.  If it is determined the teleworking employee needs to temporarily return to the office due to extenuating circumstances, appropriate space will be given the employee. 

The Supervisor will be responsible for all print jobs by the employee teleworking.

SAFETY & DESIGNATION OF WORK SPACE REQUIREMENTS 

According to the National Fire Protection Association (NFPA), smoke alarms should be installed on every level of your home, including the basement.  The employee has the responsibility to maintain his/her home workspace in a safe condition, free from hazards or other dangers as outlined in the Home Office Safety Requirements. The employee understands staff representing the county may visit the employee’s home workspace for the purpose of confirming it is safe and free from hazards. The county does not assume any liability for loss, damage or wear of employee-owned equipment, furniture, etc.

Teleworkers who work at home will have a designated workspace agreed to by the Department and maintained by the employee at the employee’s sole cost. A suitable physical workspace available in the employee’s home will be a critical factor to ensure confidentiality. Location of employee’s workspace cannot be part of the common areas of the home such as dining room, living room, kitchen, family room or any bedroom that is used for a dual purpose. No one should have access to the home office when it is not occupied by the employee.

EQUIPMENT REQUIREMENTS

Employees will be assigned County equipment at their teleworking location with the approval of their supervisor and ITS. The equipment must be protected against damage, unauthorized use, and may only be used for county business.  County-owned equipment will be serviced and maintained by the County.  Employees must have adequate space to ensure confidentiality and high-speed internet. All employees teleworking must have high speed internet services or an agency mi-fi.  The Department will not reimburse employees for home internet service.  Equipment and supplies provided by Onslow County Department of Social Services:

Hardware:

· Computer and monitor(s)

· Keyboard and mouse

· Surge protector

· Adding machine if needed for the position

· County cell phone or cell phone reimbursement

Software:

· VPN/ Global Protect

· Internal Software needed for the specific job position

· State Systems needed for the specific job position

· Microsoft Office and Teams

· Voicemail to email capability

General Supplies:

· Basic office supplies, as needed
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