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	SUMMARY
	Metropolitan Water District of Southern California provides a Telework Program as a workplace option that:

•	Supports hiring and retention strategies
•	Promotes operational effectiveness, fiscal responsibility, and accountability
•	Supports environmental sustainability
· Embraces technology in support of work efficiencies
Participation in this work arrangement by the employee is a privilege (not a right or entitlement) and is revocable.
This policy will be administered in compliance with applicable Federal and State law, consistent with MWD Administrative code, and relevant policies and procedures.  MWD retains all rights and privileges under Administrative Code Section 6103.   
If a provision in this policy conflicts with a provision of the Administrative Code or any applicable memorandum of understanding (MOU), then the applicable provision(s) of the Administrative Code or MOU shall apply. The District may alter this policy subject to meeting with the bargaining units over the practical consequences any proposed change may have on wages, hours, and other terms and conditions of employment.

	
	



	SUPERSESSION
	This operating policy is a new document and does not supersede any other operating policy.



	AUTHORITY
	The General Manager delegates the authority to implement and maintain policies for telework to the Human Resources Group Manager.




	DEFINITIONS
	Alternative work location—a work site other than the employee’s central workplace, where the telework-approved employee performs work. Such location may include but is not limited to the employee’s residence.




	







DEFINITIONS (cont.)
	Central workplace—an employee’s official Metropolitan physical work site, also referred to as “onsite” days
Common Days – assigned days for onsite work at the employee’s Central Workplace to be determined by the General Manager and Group Manager, Department Head or equivalent (herein referred to as “Group Manager”). A schedule of the District-wide Common Days will be reported to and published by Human Resources for District-wide coordination.
Onsite Days –occur at an employee’s central workplace; an MWD location that an employee is assigned for the work day; or another work related location that an employee is assigned (e.g. conference attendance).  
Supervisor—the immediate supervisor of the employee requesting a telework arrangement.
Manager–the next level above the immediate supervisor.
Telework/Telecommuting—a voluntary work arrangement where the employee performs work from an Alternative Work Location. 
Work schedule—an employee’s regularly scheduled work hours during a normal work day.



	POLICIES
	
The General Manager has established a minimum of two (2) onsite days per week for all Teleworkers, and reserves the right to make adjustments as needed based on the best interests of the District. To the extent required by law, any change by the General Manager of the established minimum of two onsite days per week to a new minimum number of onsite days will be subject to meet and confer. The General Manager will designate one common day, which will be the same day for all employees at the District. Group Managers will select a second common day for their group. However, the immediate supervisor may instead recommend differing onsite days for their employee/employees based on operational need that is subject to approval by the Group Manager. Supervisors retain the right to determine what additional onsite work days are necessary to meet operational needs.   
All District employees are eligible to participate in the Teleworking Program based on job duties and work assignments, performance, and operational and business needs.


Supervisor Considerations for Approval:

a. Operational needs of the District and respective Group include but are not limited to:  supporting onsite meetings, inspections, construction, vendors, visitors, tours, collaborative work, workgroup coverage, events; providing support for employees; supporting employees as they begin work in a new team or are new to the District; and other activities to support daily operational needs and that increase efficiency and responsiveness at the District. In no instance shall a denial be retaliatory, discriminatory, arbitrary or capricious.
b. Nature and portability of the employee’s job duties and work assignments.
c. Employee’s current and past job performance, defined as documented absenteeism and an employee’s appealable disciplinary record within the last 12 months.
d. The position’s existing telework schedule.

Employees seeking telework as a reasonable accommodation must contact Human Resources Medical and Accommodations Unit pursuant to Operating Policy E-11. 


	
	



	
	

	
	Workers’ Compensation
Metropolitan staff members are covered by workers’ compensation laws while acting in the course and scope of their job duties while teleworking. Any injury in the course and scope of work must be immediately reported to the supervisor using the typical Metropolitan protocols (Operating Policy E-03). 
The teleworker’s designated Alternative Work Location is considered an extension of Metropolitan’s workspace during core work hours (or overtime) for purposes of workers’ compensation.

Termination of Telework 

Telework may be modified or ended as needed based on operational needs or documented employee performance issues, with 30 business days’ notice. An employee may terminate a Telework arrangement with at least 30 business days’ notice. 


	
	



	RESPONSIBILITIES
	Managers and Supervisors are responsible for:
1. Supervising work occurring onsite and remotely via Telework.  
2. Supervisors retain the right to determine additional onsite days as necessary to meet operational needs. This determination is not considered a denial of a Telework arrangement.
Employees are responsible for:
3. Complying with Telework expectations described in this policy and Telework Procedures.





	REFERENCES
	· Admin Code §6103, District Rights
· Admin Code §6412, Delegation of Executive and Administrative Powers
· All applicable state or federal laws (including Fair Labor Standards Act, California Public Records Act)
· Operating Policy E-11 Disability Management/Reasonable Accommodation
· Operating Policy E-03 Incident Reporting
· Telework Procedures
· Telework Request E-Form
· Memoranda of Understanding (MOU), where applicable




	APPROVAL
	


_____________________________________________________________________________	_________________
      Shivaji Deshmukh, General Manager	Date
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