Policy and Procedure Manual

Policy No.:   ADM - 20

Effective Date:

TITLE: 
Home Office Set-up and Work protocol
STATEMENT of POLICY:  Staff of the Board on Aging and Long Term Care in certain specified positions may request and, if appropriate, be allowed to work from their home. In this situation, BOALTC will provide necessary office furnishings and equipment and telecommunications lines. Approval of requests for participation in home officing will be at the discretion of the agency supervisory and administrative staff. Staff considered for home officing will have more than one year of position seniority and have demonstrated successful job performance, as documented by the individual's supervisor.
PROCEDURE:

1.
Home officing will be considered only for staff in regional or specialty Ombudsman and Medigap counselor positions.

2.
BOALTC encourages home officing as a means to incur the following benefits to the clients of BOALTC and to the staff:


A.
Enhancement of program efficiency and effectiveness;

B.
Improvement of employee job performance;


C.
Improvement of employee job satisfaction;


D.
Promotion of employee health, wellness, and safety;


E.
Improvement of employee recruitment and retention;


F.
Environmental conservation [improved air quality, reduced demand on transportation resources];


G.
Reduced expenses related to travel, office rent;

3.
Determination of appropriateness to establish a home office.

BOALTC will encourage voluntary participation in the home officing program wherever appropriate and will give fair consideration to any employee’s request to establish a home office. Participation in the home officing will be at the request of current employees with more than one year seniority and at the discretion of the agency administrative and supervisory staff. A home office will be established only with the written approval of the employee’s program supervisor. No employee will be required to establish a home office. 
4.
Care of dependents and others.


Home officing arrangements are not intended to assist in meeting an employee’s child care or other dependent care needs. While conducting official business from a home office, the staff member is not to provide any supervision or care to children, to sick or incapacitated family members, or to any other individual.
5.
Home office considerations.


The following considerations will be used to assess the appropriateness of establishing a home office:


A. 
Whether or not the job functions of the employee can be performed independently, with minimal dependence on support staff and supervision;

B.
Whether or not the specific work activities performed by the employee are sufficiently portable and can reasonably be expected to be performed effectively outside the traditional office setting;

C.
Whether or not the specific work activities involve responsibilities that routinely occur in the field;

D.
Whether or not the work of the employee can be sent to and from the alternate worksite with ease,



and with acceptable levels of speed and confidentiality;

E.
Whether or not the need for routine face-to-face contact with managers, colleagues and others is required;

F.
Whether or not the need to access equipment, materials, files, etc. can be met;


G.
Whether or not the proposed alternate worksite will comply with security and data confidentiality 



requirements;

H. Whether or not the alternate worksite has access to DOA approved telephone, FAX, and internet with sufficient capability to assure remote access to state SASI servers for communication capability.

I. If the alternate worksite is an apartment or condominium building, whether or not the owner or manager has established rules that would restrict the efficient operation of a home office.

J.
If the alternate worksite is an apartment or condominium building, whether or not the proposed office is accessible to potential walk-in clients.

K.
What, if any, furniture in use at the former office can be relocated to the new home office.

I.
Whether or not delivery of supplies can be easily accomplished, is there any issue relating to establishment of a post office box for mail service.
6.
Desired characteristics of prospective home office employees.


Employees who would be considered likely candidates to establish a successful home office will have a number of work-related characteristics in common. This list of characteristics may include:


A.
The employee has demonstrated successful performance in the employee’s current position as evidenced by satisfactory or better ratings on recent performance reviews and has more than one year of seniority in that position;

B.
The employee is self-motivated and responsible;


C.
The employee’s approach to work is focused on results and outcomes;


D.
The employee works independently and possesses effective decision-making capabilities;


E.
The employee does not need continual social interaction or close supervision;


F.
The employee is thoroughly familiar with her/his job requirements;


G.
The employee is knowledgeable of the agency’s policies and procedures;


H.
The employee is able to establish priorities and manage work time efficiently and effectively;


I.
The employee is an effective communicator with her or his team and supervisor;


J.
The employee is adaptable in meeting agency demands;


K.
The employee demonstrates a cooperative and positive attitude with supervisors, colleagues and consumer clients;


L.
The employee is committed to making the home office a successful enterprise.

7.
Characteristics of successful home office supervisors.


Effective supervision is critical to maintaining a successful home office arrangement. Home office supervisors are expected to meet the following criteria:


A.
The supervisor will have an open and positive attitude towards the home office arrangement;


B.
The supervisor will take all necessary steps to ensure the success of the enterprise;

C.
The supervisor will establish clear expectations and measurable performance objectives for each employee working in a home office;

D.
The supervisor will communicate well and regularly with each employee working in a home office;

E.
The supervisor will provide a system for timely and constructive feedback;


F.
The supervisor will solicit and respect employee input when problem-solving;

G.
The supervisor will trust the employee’s ability to perform duties when not in direct contact with the 


       supervisor;

H.
The supervisor will monitor employee performance adequately to ensure effective and efficient delivery of client services.
8.
Procedure for selecting candidates for establishment of a home office.


Requests to establish a home office will be considered on an individual basis, considering the criteria identified in § 6 of this policy, the need for a home office in the employee’s position, and the appropriateness of the employee’s home as amenable to establishing an office in that structure. Upon selection and approval, a letter of authorization will be filed with the Department of Administration Office of Personnel.
9.
Establishment of the home office.


A.
Health and safety. While the employee is working at home, the agency continues to be concerned with the health, safety and ergonomic soundness of the workplace. Before beginning work in a home office, the employee and the supervisor will complete a review of the office furniture, equipment and layout as it will be used in performance of the employee’s job. This review will focus on safety, ergonomic appropriateness and security of BOALTC furniture and equipment. A written summary of the findings of this review will be signed by both the employee and the supervisor and will be kept on file. This review will be repeated annually.

B.
Equipment and materials. The BOALTC office manager will coordinate purchase, redistribution and acquisition of necessary office furniture and equipment as well as supplies. The employee will provide the office manager with the necessary information regarding telephone and internet service providers in the area. The office manager will coordinate necessary visits to the employee’s home to install computer software. The employee will observe all DET rules relating to establishing and maintaining remote access to government servers. If the communications service providers in the area are unable to deliver connectivity adequate to meet the standards of the agency, and if an alternative method cannot be identified, the home office will not be established. Once delivered and set up, the employee assumes responsibility for the proper use of BOALTC-owned equipment and furniture. Communications and internet service connectivity will be billed directly to the BOALTC central office.


C.
Equipment and information security. Security is a primary concern in the home setting as it is in a 


      traditional office. Employees working in a home office are expected to:



1.
Regularly review their workspace for continuing security awareness. Employees must meet the 


standards set out in this and all other BOALTC policies relating to safety, security and 



confidentiality; 



2.
Safeguard and lock all equipment such as laptop computers, printers, FAX machines, etc.;



3.
Avoid saving any confidential information to a home office computer hard drive; 



4.
Avoid saving any confidential information to a personal computer;



5.
Use BOALTC equipment only for official purposes;



6. 
Establish and use password protection for the employee’s BOALTC-owned computer;



7.
Shred or return any hardcopy confidential information to the BOALTC central office for secure destruction when no longer needed as a record;



8.
Observe state copyrights. No software contained on a BOALTC computer may be duplicated or shared;


9.
Home office employees may not, under any circumstance, use wireless connection to establish internet access from their alternate worksite.

10.
Termination or suspension of a home office arrangement.


The home office arrangement is considered a privilege for the employee and a benefit for the clients of the agency. While it is clearly desirable that a home office arrangement continue once it has been established, any deviation from the standards set out in this policy or any other policy of this agency may be sufficient grounds for revoking the approval to work from home or modification of the specifics of that approval.
11.
Worker’s Compensation, Liability, and Property Damage.


An employee working from a home office is eligible for Worker’s Compensation benefits under Wisconsin Statutes, Chapter 102, while he or she is performing work incidental or connected to employment at their alternate worksite.


An employee is bound by the provisions of Wisconsin Statutes Chapter 893 with respect to claims against her or him arising from the performance of official duties in a home office. The employee is liable to legal defense a payment of judgments as would be the case if the employee were working in a traditional office setting. It is the responsibility of the employee to notify the immediate supervisor and the agency counsel if notice of a claim is presented.


BOALTC property used and maintained in a home office is covered by the state’s self-insurance coverage in the same manner as if the property were used in a traditional office setting. The establishment of a home office does not extend the state’s insurance to the employee’s personal property or to the residence. The state is not responsible for damage to the employee’s personal property resulting from participation in the home officing program. When participating in the home officing program, the employee agrees to hold the state harmless against any and all such claims, excluding Worker’s Compensation claims. 
12.
Other legal and financial issues.


The identification or resolution of any federal, state or local tax issues arising from establishment of a home office are the sole responsibility of the employee; BOALTC does not provide advice or counsel on personal tax issues. Legal and financial issues arising outside the scope of a claim against the employee for work-related actions are exclusively the responsibility of the employee. 


BOALTC is not responsible for any ordinary homeowners’ or renters’ costs associated with establishment of a home office such as utility, maintenance or insurance costs. The employee does not relinquish any entitlement to reimbursement for authorized expenses incurred while conducting business for the agency from the home office.

13. Headquarters city.


For purposes of state DOA travel policies, the employee’s home municipality will be considered the headquarters city. All work-related miles are calculated from the employee’s home.

14.
Acknowledgement.


All staff approved to establish a home officing situation will thoroughly discuss this policy with the employee’s supervisor and will acknowledge receipt and understanding of the document on the attached form.

Approved:
Date: ______________

_______________

Heather Bruemmer

Executive Director 

Acknowledgement  and  Approval
I, ___________________, have requested and been tentatively approved to establish a home office as my regular workstation within the Board on Aging and Long Term Care. I understand that final approval of this change is contingent on a number of factors and specified conditions contained in the policy described below.
I acknowledge the receipt of Board on Aging and Long Term Care policy # ADM-20.

I have reviewed the contents and requirements of this policy with my supervisor or with the Executive Director of the agency and I agree to the specifics of this document. 
Signed:
Date:___________________
_______________________



Home Office Address:

_______________________
________________________

Print Name




________________________

Action Approved by:
Date:____________________

______________________

______________________

Print Name & Title
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