ADOPTED - APRIL 26, 2022

AGENDA ITEM NO. 3

Introduced by the County Services Committee of the:

INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO APPROVE AN ALTERNATE WORK SITE POLICY 

RESOLUTION #22 – 201
WHEREAS, providing flexible work locations has become an important benefit to eligible County employees and a critical recruiting tool for the changing nature of “office work”; and

WHEREAS, providing employees that can successfully complete job functions remotely the option to work from an alternative location can decrease the stress and cost of commuting, improve productivity, and increase overall job satisfaction; and 

WHEREAS, an employee interested in working from an alternate work site per this policy will be required to submit an Alternate Work Site (AWS) Application to their supervisor; and

WHEREAS, supervisors should use the following criteria in assessing AWS Applications:

· The duties of the position must be able to be performed from an AWS

· The employee must not be on probation or under any discipline, unless, in special situations, this requirement is waived by the supervisor

· The employee’s work site is suitable.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners approves the Alternate Work Site Policy, which shall take effect upon approval of this resolution.
BE IT FURTHER RESOLVED, that this policy shall be applicable to all departments of Ingham County.
BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners urges the Elected Officials, as co-employers, to implement this same policy and use this process for their respective offices. 

BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners urges the Courts, who are a separate employer from the County, to implement this same policy and adhere to the provisions in Supreme Court Administrative Order 1998-5 as is relates to consistency with the funding unit’s (Ingham County) policies.

COUNTY SERVICES:  Yeas:  Sebolt, Stivers, Grebner, Celentino, Peña, Maiville, Naeyaert

          Nays:  None     Absent:  None     Approved  04/19/2022
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1. Approved:

Resolution No.

A. Purpose and Applicability
Providing flexible work locations has become an important benefit to eligible County employees and a critical recruiting tool for the changing nature of “office work”.  Providing employees that can successfully complete job functions remotely with the option to work from an alternative location can decrease the stress and cost of commuting, improve productivity and increase overall job satisfaction.

Remote County work shall be exclusively performed at the Alternate Work Site (AWS) work site/location that has been authorized and approved by the County.  Employees must seek pre-approval prior to working from an AWS.  Work from an AWS does not entitle the employee to different work requirements or work day structure; the same productivity level is expected at an AWS as it is at a normal County worksite.
Working remotely from out of the State of Michigan or the country is generally not permitted, except for limited circumstances (such as vacation) and where pre-approval has been obtained from a supervisor. Under no circumstances may an employee work for the County while residing outside of the country. Residing for purposes of this provision means establishing a place to live for a considerable amount of time, as distinguished from vacation or temporary travel.   Employees temporarily working remotely while outside the State of Michigan or country shall be solely responsible for assuring compliance with tax obligations to states and countries outside of Michigan.
Employees interested in working remotely are required to discuss with their supervisor to ensure job functions are suitable for remote work and fill out the Alternative Work Site (AWS) Application.  Work from an AWS is work from a location other than the normal County worksite. Work from an AWS may encompass all of the employee’s work days or only some. 

Elected Officials, as co-employers, and the Courts, who are separate employers from the County although not required, are encouraged to implement this policy as well to provide consistency across all sectors of Ingham County government.
B. Definitions

Terms and phrases used throughout this policy are defined as follows.

1. Alternate Work Site (AWS) means a work location other than the normal County worksite.
2. AWS Application refers to the form found at the end of this policy that employees are required to complete, sign and submit to their supervisor to be considered for remote work. 

C. Procedure
1. Work from AWS

Allowing an employee to work from an AWS is discretionary and will be addressed on a case-by-case basis.  At any time, possibly with little notice, and either based on the standards in this policy or for other operational reasons, an employee working from an AWS may be directed to work from the normal County worksite or may be directed to modify the number of days in a given period that work is performed from an AWS.
2. Applying to Work from AWS

Any employee may request to work from an AWS by completing, signing, and submitting an application. [See attached] (Seamless Doc Link Pending)

Temporary, non-scheduled work from an AWS, not exceeding two days in duration, is allowable with supervisor’s approval without an application.

3. Decision on Application for Work from AWS

An employee’s application for work from an AWS shall be reviewed by the employee’s supervisor. In assessing applications, the division head will be consulted to ensure operational needs will be met. The supervisor shall use the following criteria in assessing applications:
a. The duties of the position must be able to be performed from an AWS.
b. The employee must not be on probation or under any discipline, unless in special situations this requirement is waived by the supervisor.
c. The employee’s worksite is suitable:

i. The worksite is in the employee’s primary residence, or if not, the site is specifically approved by the supervisor.

ii. The worksite has access to employee-provided reliable high-speed internet sufficient to enable work without interruption.
iii. All necessary office equipment other than that provided by the county (e.g., chair, desk, and other furniture) is provided by the employee.

iv. The worksite is safe and the work conditions are conducive to performing necessary tasks.
v. The worksite provides for the confidentiality and security of information per any applicable Ingham County security policies.

d.
Department Heads and the IT Department will determine, with information supplied by the employee  and the supervisor, the appropriate equipment needs (including hardware, software, modems, phone and data lines and other office equipment) for each AWS arrangement.  Equipment requests must have prior department head approval.  


e.
In the case that a supervisor denies an application for work from an AWS, the supervisor will explain the reason for the denial to the employee. 

f.
An employee who has been denied the ability to work from an AWS has the right to appeal the decision to a committee consisting of a member of the leadership team of the affected department who is not subordinate to the supervisor who has denied the AWS request, and the Human Resources Director or their designee.  

4. Additional AWS Expectations

Employees’ duties, obligations, job responsibilities, standards of performance, and performance appraisals remain the same as when working at the normal County work site. The supervisor reserves the right to assign work as necessary at any time. Employees should not assume any specified time period or duration for an AWS arrangement, and the County/Department Head may require employees to return to regular in-office work at any time. Supervisors are expected to allow work from an AWS fairly across their divisions for employees that are eligible.  Department Heads/managers should monitor AWS work status to ensure their supervisors are implementing the AWS policy fairly and equitably.  Failure to comply with the requirements may result in disciplinary action and/or loss of AWS privileges.
Beyond what is expected of all employees in the conduct to their work, the following are additional expectations for those working from an AWS:
a. Work schedules for AWS employees shall be consistent with operational needs and will be approved by both employee and supervisor.

b. During scheduled work times, AWS employees are expected to be responsive to communication from employees, management and co-workers and will suitably communicate times when they are busy in a meeting or other work commitment, or on lunch or break, or on a pre-planned absence. Employees must also be available to, and have access to transportation if required to immediately report to the normal County worksite.
c. When appearing for a remote meeting, an AWS employee will be dressed professionally, as if attending the meeting in person at the worksite.

d. If something arises, either in relation to technology or personal commitments (such as dependent care), which prevents an AWS employee from completing job tasks, the employee will notify the supervisor immediately, just as if they were on-site.  The supervisor, in consultation with the employee, will determine if the employee is to come on-site to access technology needed for work, the employee is to take paid leave, or some other solution is to be implemented.

e. If unplanned leave is necessary, an AWS employee will contact the supervisor with as much notice as possible.

f. AWS employees must safeguard county resources, including computers and associated equipment, and abide by the Ingham County Acceptable Use Policy (including, but not limited to, that no non-county equipment will be utilized to access county resources and that county resources will not be used by non-county employees or for personal purposes).
g. Employee will have access to answer their office phone remotely.

h. A supervisor may call an employee originally scheduled to work at an AWS to work onsite in the event of a departmental need requiring onsite work.  In the event of this happening, short notice may be necessary. Supervisors should give as much notice as possible and take into 
consideration the employee’s needs to make accommodations. In the event that an employee decides they need to be onsite for a work requirement when they would otherwise be scheduled to work at an AWS, the employee should give their supervisor as much notice as possible of the decision to be onsite.
An employee’s status and schedule to work at an AWS may be subject to change. Permanent changes to AWS schedules or changes anticipated to last more than one week require a minimum of 48 hours’ notice. An employee has the right to appeal a decision for permanent change in status. If an employee determines their AWS schedule needs to be altered or that a permanent return to onsite work is needed, that employee shall give their supervisor a minimum of 48 hours’ notice. 
i. AWS employees who are not exempt from the overtime requirements of the Fair Labor Standards Act will be required to accurately record all hours worked using Ingham County’s time-keeping system.    Hours worked in excess of those scheduled per day and per workweek for a non-exempt AWS employee require the advance approval of the AWS’s employee’s supervisor. Failure to comply with these requirements may result in disciplinary action up to and including discharge from employment and/or revocation of AWS privileges 

j. Employees must request supervisor approval to use vacation, sick, or other leave in the same manner as when working at the employee’s regular work location. 

k. Equipment supplied by Ingham County will be maintained by the County. However, employees are responsible for setting up their own equipment in the home work space. IT will not be setting up the equipment. Should assistance be needed, IT will do their best to support staff remotely, however, if an employee cannot be assisted remotely, an employee may be required to report to the IT Department for assistance. IT will not be traveling to homes to assist employees working remotely.

l. Equipment supplied by the employee, if deemed appropriate by the County, will be maintained by the employee. Ingham County accepts no responsibility for damage or repairs to employee-owned equipment. 

m. The AWS employee must sign an inventory of all County property received and agree to take appropriate action to protect the items from damage or theft. All County property will be returned to the County premises at the end of the AWS arrangement.

n. If the AWS site is the employee’s home, the employee will establish an appropriate work environment within his or her home for work purposes. Ingham County will not be responsible for costs associated with the setup of the employee’s home office, such as remodeling, furniture or lighting, nor for repairs or modifications to the home office space. 

o. Consistent with Ingham County’s expectations of information security for employees working at the office, AWS employees will be expected to ensure the protection of private County information accessible from their AWS. Steps include the use of locked file cabinets and desks, regular password maintenance, and any other measures appropriate for the job and the environment. 

p. Employees are expected to maintain their AWS workspace in a safe manner, free from safety hazards.  AWS employees are responsible for notifying the employer of work-related injuries as soon as practicable. The employee is liable for any injuries sustained by visitors to his or her AWS worksite. 

q. The AWS employee is responsible for any child/dependent care arrangements necessary to meet the job performance and meet County requirements during normal business hours.
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