
 

TO:  Champaign County Regional Planning Commissioners 
FROM: Becky Krueger, Human Resources Director 
DATE:  June 19, 2020 
RE:  Safety Policy (COVID-19) and Telework Policy  
 
As a result of the Coronavirus pandemic, the RPC Senior Management team collaborated 
with the States Attorney’s Office and developed a Safety Policy (COVID-19) and a revised 
Telework Policy.  The new policies identify the necessary guidelines to support a safe work 
environment during the global pandemic and provide staff with additional procedures for 
working from virtual offices.  The Safety Policy (COVID-19) was developed to establish 
guidance for employees related to the essential face coverings, social distancing, hand 
washing, temperature taking, and testing while conducting business on behalf of the RPC.   
The Telework Policy was revised to include procedures for employees while working at virtual 
offices or completing work duties at remote worksites.  The new policy provides additional 
details about duty stations, temporary work assignments, travel time, and the equipment 
inventory procedure.     

Please accept this memorandum as a formal request for approval of the Safety Policy (COVID-
19) and the Telework Policy.  
 
The policies are attached for your review.  
 



Telework Policy 

 
Objective 

Telework allows employees to work at home, on the road, or in a satellite location for all 
or part of their work week. The RPC considers telework to be a viable, flexible work 
option when both the employee and the job are suited to such an arrangement. 
Telework may be appropriate for some employees and positions, but not for others. 
Telework is not an entitlement, it is not a company-wide benefit, and it in no way 
changes the terms and conditions of employment with the RPC. The telework 
arrangement is an additional work flexibility that may be approved at the discretion of 
management to accomplish the RPC’s goals and mission. 

Procedure 

Telework can be informal, such as working from home for a short-term project or on the 
road during business travel, or a formal, set schedule of working away from the office as 
described below. Either an employee or a supervisor can suggest teleworking as a 
possible work arrangement. All teleworking arrangements must be approved by the 
division director and are made on a case-by-case basis, focusing first on organizational 
needs. The division director may terminate the teleworking arrangement at any time 
with or without notice. However, every effort will be made to provide the employee 
with at least a 30-day-notice of a change in their primary worksite location. 

Eligibility 

Before entering into any telework arrangement, the employee and their manager, with 
the assistance of the human resources department, will evaluate the suitability of such 
an arrangement, reviewing the following areas: 

• Employee suitability: The employee and their manager will assess the needs and 
work habits of the employee, compared to traits customarily recognized as 
appropriate for successful teleworkers. 

• Job responsibilities: The employee and manager will discuss the job 
responsibilities and determine if the job is appropriate for a teleworking 
arrangement. 

• Equipment needs, workspace design considerations, and scheduling issues: The 
employee and manager will review the physical workspace needs and the 
appropriate location for the telework. 

• Tax and other legal implications: The employee must determine any tax or legal 
implications under IRS, state and local government laws, and/or restrictions of 
working out of a home-based office. Responsibility for fulfilling all obligations in 
this area rests solely with the employee. 

 

 



 

Equipment   

On a case-by-case basis, the RPC will determine, with information supplied by the 
employee and the supervisor, the appropriate equipment needs for each teleworking 
arrangement.  Equipment supplied by the RPC will be maintained by the RPC. 
Furnishings and equipment supplied by the employee, if deemed appropriate by the 
organization, will be maintained by the employee. The RPC accepts no responsibility for 
damage or repairs to employee-owned equipment. The RPC reserves the right to make 
determinations as to appropriate equipment, subject to change at any time. 
Equipment supplied by the organization is to be used for business purposes only. All 
laptops must be stored in a secure location. The teleworker must sign an inventory of all 
RPC property received and agree to take appropriate action to protect the items from 
damage or theft. Upon exiting employment, all agency property will be returned to the 
RPC. 

The RPC will supply the employee with appropriate office supplies as deemed 
necessary. The RPC will also reimburse the employee for business-related expenses, with 
prior approval by a supervisor, which are reasonably incurred in carrying out the 
employee’s job. 

The employee will establish an appropriate work environment within his or her home for 
work purposes. The RPC 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. 

Security 

Consistent with the organization’s expectations of information security for employees 
working at the office, teleworking employees will be expected to ensure the protection 
of proprietary agency and client information accessible from their home office. Steps 
include the use of locked file cabinets and desks, regular password maintenance, and 
any other measures appropriate for the job and the environment. 

Safety 

Employees are expected to maintain their home workspace in a safe manner, free from 
safety hazards. Injuries sustained by the employee in a home office location and in 
conjunction with his or her regular work duties are normally covered by the RPC’s 
workers’ compensation policy. Teleworking employees are responsible for notifying the 
employer of such injuries as soon as it is practical. The employee is liable for any injuries 
sustained by visitors to his or her home worksite. 

Official Duties 

The employee agrees to only perform official duties when on duty at the traditional 
worksite or approved alternative worksite.  The employee acknowledges that telework 
is not a substitute for dependent care. 



Although an individual employee’s schedule may be modified to accommodate 
dependent care needs, the focus of the arrangement must remain on job performance 
and meeting agency business demands. 

Pay and Benefits 

Management agrees that a teleworking arrangement is not a basis for changing the 
employee’s pay and benefits. 

Work Schedule 

Management and the employee agree that the employee will work the same work 
schedule at the alternative worksite that the employee works at the regular office.  
Management determines the day(s) that the employee will work at the alternative 
worksite. Work schedules and hours of duty may be modified as necessary but are 
subject to management procedures and approval prior to the effective date of any 
change. If the employee is designated to telework in an emergency situation, the work 
hours may be subject to change. Emergency schedules will be set based on mission 
needs. 

The employee may be required to return to the traditional worksite on scheduled 
teleworking days based on operational requirements. If a change in the employee’s 
work schedule is necessary, management will afford the employee as much notice as 
possible.  The employee understands that a recall to the office for operational reasons is 
not a termination of the telework agreement. 

Duty Station 

The employee and management agree that the employee’s official duty station is 
based on how often an employee reports to the worksite or approved alternative 
worksite on a regular and recurring basis.  If the employee reports to the traditional 
worksite at least 50% per pay period, the traditional worksite is the official duty station. 
The employee understands that all pay, leave, and travel reimbursements are based on 
the official duty station. With reasonable notice to the employee, management has the 
right to change the workdays at the official duty station or alternative worksite. If the 
employee does not report to the traditional worksite for more than 50% of the pay 
period, the official worksite is the location of the employee’s teleworking site. Exceptions 
to the assigned worksite, whether it is the traditional worksite or telework site, may be 
made during emergencies (including a pandemic) and for short-term situations 
(medical accommodation). 

Time Worked 

Teleworking employees will be required to record all hours worked using the RPC’s 
timekeeping system. Timekeeping is a critical function, which may be performed by the 
individual employee, timekeeper, supervisor, or a combination of these individuals. The 
timekeeping function requires the accurate and timely recording of time and 
attendance data and the maintenance of related documentation. The payroll 



functional objective for time and attendance is to ensure that the attendance of 
employees is accurately recorded and reported in order to compute pay, leave, and 
allowances. 

Supervisors shall insure ensure that: 

1. Individuals recording and approving time and attendance have been properly 
trained. 

2. The recording and approval of time and attendance are performed timely and 
accurately as required by responsible individuals. 

3. All required supporting documentation is available for audit purposes. 
4. Procedural guidance is clear and adequate to ensure that timekeeping and 

attendance certification are correctly performed. 

When approving time and attendance reports, supervisors are representing that, to the 
best of their knowledge, the actual work schedules recorded are true, correct, and 
accurate. Review and approval shall be made by the immediate supervisor most 
knowledgeable of the time worked and absence of the employee involved. 

Leave of Absence  

The employee agrees to follow established office procedures, policy, and regulations 
for requesting and obtaining approval of leave. 

Overtime 

For exempt and non-exempt employees, hours worked in excess of the established 
agency weekly work schedule for those scheduled per day and per workweek require 
the advance approval of the teleworker’s supervisor. Failure to comply with this 
requirement may result in the immediate termination of the telework agreement, 
including progressive discipline. 

Client Services 

All client services should be administered at facilities approved by the division director. 
At no time should in-person client services be conducted at an employee’s home 
office. 

Temporary Teleworking Arrangements 

Temporary teleworking arrangements may be approved for circumstances such as 
inclement weather, special projects or unanticipated emergencies, and business travel. 
These arrangements are approved on an as-needed basis only, with no expectation of 
ongoing continuation. 

Other informal, short-term arrangements may be made for employees on family or 
medical leave to the extent practical for the employee and the organization and with 
the consent of the employee’s health care provider, as appropriate. 



All informal teleworking arrangements are made on a case-by-case basis, focusing first 
on organizational needs.  

Emergency Dismissal or Closure Procedures  

Employees are expected to telework for the duration of an emergency pursuant to a 
pandemic and/or when the traditional worksite or official duty station is closed due to 
emergency situations (snow emergencies, floods, act of terrorism). If the employee is 
unable to work due to illness, dependent care responsibilities, or other personal needs, 
the employee may request available benefit time or a leave of absence. The 
employee may be granted excused absences on a case-by-case basis when other 
circumstances, such as power failure, prevent the employee from working at the 
teleworking site. 
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