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A. Purpose:
Teleworking is defined as the practice of working at home or in an appropriate remote work environment instead of working at the employee’s primary County workplace, for a limited period of time. Cumberland County considers teleworking to be a viable, flexible work option when both the employee and the position are suited to such an arrangement. Teleworking must be approved by the respective department head, and may be reviewed, revised or ended at any time. Employees on an approved Telework assignment must comply with all County policies, regulations and procedures. Teleworking is not an entitlement, nor is it a County-wide benefit for all County employees, and the availability of teleworking does not change the terms and conditions of employment with the County. 
B.  Schedule and Work Hours:
Telework hours may differ from regular office work hours, and any deviation from the employee’s regular in-office work schedule must be specified in writing. Teleworking will not be conducted as part of an employee’s routine schedule, but may be approved as needed and requested by the employee. The amount of time the teleworker is expected to work per day or per pay period will not change due to the employee teleworking during that time. Teleworkers are required to account for all time worked in accordance with the County’s Human Resources policy and related timekeeping procedures. Teleworking employees who are not exempt from the overtime requirements of the Fair Labor Standards Act will be required to accurately record all hours worked.  Hours worked in excess of those scheduled per day and per workweek require the advance approval of the teleworker’s supervisor, as is consistent with the County’s Overtime policy. 
C. Compensation and Benefits:
The employee’s compensation and benefits will not change due to teleworking. 
D. Job Responsibilities:
Supervisors will monitor task assignments and the related degree of successful completion. Teleworkers must be available by phone and email during their regular work hours. Employees who are teleworking must also be available for staff meetings and other meetings deemed necessary by their supervisor or department head. If necessary, the employee may need to be available in person. 
E. Equipment and Supplies 
Appropriate equipment (including hardware, software, modems, phone and data lines and other office equipment) will need to be identified by the employee and their supervisor. Equipment supplied by the County will be maintained by the County. Equipment supplied by the employee may only be used if deemed appropriate by the County; all such equipment will be maintained by the employee. Equipment supplied by the County is to be used for business purposes only. Additional requirements may vary, depending on the nature of the work and the equipment needed to perform the work. All County equipment will be returned to the office as necessary for the employee to perform their work in the normal work location. Office supplies will be provided by the department as needed. 
F. Expenses:
The County is not responsible for costs associated with the setup of the employee’s remote work office, such as remodeling, furniture, lighting, additional equipment (such as data, wifi connection, or other communication charges), or repairs or modifications to the employee’s remote work space. 
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