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The State of Alaska Division of Personnel and Labor Relations Telecommuting Policy provides direction and guidance for establishing employee telecommuting arrangements statewide and is the foundation for the Department of Military and Veterans Affairs’ (DMVA) policy. 
Whether or not to allow telecommuting for any group/unit of employees or an individual employee is exclusively a management decision. Telecommuting is an arrangement to permit employees to perform their job duties at an alternate work location in accordance with a Telecommuting Work Agreement (TWA). 
DMVA management may allow participation in telecommuting to the greatest extent possible without diminished services or employee performance. Telecommuting is an arrangement established first and foremost to facilitate the accomplishment of work. 
The DMVA policy does not modify required conformance with all State laws, regulations and policies regarding State employment. Approval of a DMVA telecommuting agreement does not change the conditions of employment or required compliance with other statewide or DMVA policies.
Unless a procedure is explicitly modified and specified in this document, DMVA employees should use the following documents dated 07/09/2020 or later available from the Department of Administration’s (DOA)website to initiate, guide and memorialize agreements.  This is to ensure the most current forms are used:

· Telecommuting Policy: http://doa.alaska.gov/dop/fileadmin/Human_Resource_Services/pdf/TelecommutingPolicy.pdf
· Telecommute FAQ: http://doa.alaska.gov/dop/Recruitment/telecommuteFAQ/
· Telecommuting Request and Work Agreement (Addendum A): http://doa.alaska.gov/dop/fileadmin/Human_Resource_Services/pdf/TelecommuteWorkAgreement.pdf

A few reminders when requesting and approving DMVA telework agreements:
· Telecommuting shall be considered an option at the exclusive discretion of management, not an employee benefit or right
· Employees must have a demonstrated record of timely, consistent attendance with the ability to independently meet deadlines and perform in accordance with communicated expectations and established standards
· Employees are expected to attend scheduled meetings in person, unless they received specific exemptions (supervisors will notify employees if in-person attendance is required)
· An employee may not be eligible to participate in remote work (pursuant to discretion) if: 
· The employee has received formal discipline for performance or conduct or a Performance Improvement Plan (PIP), during the previous 12 months; or 
· The employee has not gained permanent status in their current position (this requirement can be waived with approval from the Deputy Commissioner or Commissioner, as appropriate)
· Divisions are reminded that union represented positions with a telecommuting location outside of the official duty station could be contingent upon a Letter of Agreement being approved between the State of Alaska and an employee’s bargaining unit and could result in a change in salary schedule (if geographical differentials apply). Any such requests must be fully approved prior to implementation of a TWA and if LOA is not approved a TWA will be considered cancelled.


DMVA Approval flow for In-State Telecommuting: 
· Employee initiates request with the required information, per DOA policy to Supervisor 
· If Supervisor approves request, Supervisor submits request to the Division Director or equivalent authority
· A Division Director or higher designee is the responsible DMVA authority to approve telecommuting requests. If the Director or higher designee (Deputy Commissioner or Commissioner) approves the request, the Supervisor and employee complete a written Telecommuting Work Agreement (TWA)
· Both the employee and supervisor must sign the TWA form prior to the implementation of the telecommuting arrangement and must secure written approvals to renew a TWA. Electronic copies of the approved and signed Telecommute Request and Agreement Forms will be submitted to DMVA’s Human Resource Office. 
· The original approved TWA is to be maintained in the division’s supervisory file
· Divisions are responsible for tracking their approved and expiring TWAs.
· Division management is responsible for reporting approved TWAs to DMVA Human Resources Office, in accordance with DOA established frequency and requirements.
· DMVA Human Resource Office is responsible for consolidated tracking and submits logs to the Division of Personnel and Labor Relations (DOPLR) as required
· The Supervisor and Employee will at minimum review routine TWAs at 6 months to evaluate the Employee’s performance while telecommuting (if the Employee is meeting expectations while telecommuting, the TWA can be extended)
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Requests for out-of-State Telecommuting are to include DMVA Deputy Commissioner approval or Commissioner and are to follow DOA established procedures in accordance with DOA policy.
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