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Executive Summary

The Administrative Director of the Courts requests that the Judicial Council consider and
approve one of the following options concerning telecommuting. In addition, the Administrative
Director confirms that all 85 telecommuting staff are currently in compliance with the existing
policy and has prepared a report containing options for consideration by the Judicial Council.
The report contains options to: (1) eliminate all forms of telecommuting; (2) eliminate regular
telecommuting and only allow for limited ad hoc telecommuting under special circumstances; or
(3) permit telecommuting by approving a restructured and more restrictive telecommute policy,
which contains controls for approving, monitoring, and, if necessary, rescinding participation. If
the revised telecommute policy is approved, a follow-up report will be provided to the Judicial
Council in one year.

Previous Council Action

In August 2012, the Executive and Planning Committee (E&P) recommended that the Judicial
Council direct the Administrative Director of the Courts to require compliance with the
requirements and policies of the AOC Personnel Policies and Procedures Manual, including
compliance with the rules limiting telecommuting, specifically concerning Policy 8.9 Working
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Remotely (Telecommuting). As a response to that directive, the Administrative Director
confirmed that all 85 telecommuting staff are in compliance with the existing policy and, in
consultation with the AOC Executive Office and office directors, proposed amendments to the
policy to address implementation and compliance concerns stated in a report presented by E&P
to the council at its August 31, 2012, meeting.

At its December 2012 meeting, E&P further proposed an amendment to Judicial Council
directive 26 to enlarge its scope to include the question of whether a telecommute program
should remain in force. The proposed revisions to Policy 8.9 and options outlined in this report
respond to the amended directive for discussion at the council’s February 2013 meeting.

Current Status

There are 85 regular employees in compliance with the current Policy 8.9 who have been
approved for telecommuting within the AOC. The chart below lists the eight AOC offices that
currently participate in the program.

S 0
Participating Offices Count of Participating % of TotaI.AOC
Employees Population
Center for Families, o
Children & the Courts 21 3.76%
Center for Judiciary o
Education and Research 11 1.53%
Court Operations Special o
Services Office 9 1.25%
Criminal Justice Court o
Services Office 3 42%
Informatlon Technology 19 2 65%
Services Office
Judlqal Council Support 1 14%
Services
Legal Services Office 11 1.53%
Trial Court Liaison Office 4 .56%
Grand Total 85 11.84%

The following ten offices do not currently participate in the regular telecommuting program.

Non - Participating Offices

Judicial Branch Capital
Program Office

Office of
Communications

Special Projects Office

Fiscal Services
Office

Office of Governmental
Affairs

Trial Court Administrative
Services Office

Human Resources
Services Office

Office of Security

Office of Administrative
Services

Office of Real Estate &

Facilities Management




Of the 718 regular employees only 85 regular employees have been approved to participate in
the program, representing 11.84 percent of the AOC regular workforce. The remaining 633
regular employees work the standard workweek in an assigned AOC work location.

Duties approved for telecommuting

Office leadership have considered and approved regular telecommute schedules depending upon
various job responsibilities, including performing legal research, drafting legal opinions,
analyzing data, writing reports, and providing network support/administration. Examples of such
duties/responsibilities include:

e Legal research to update legal publications, course curricula, and online courses

e Research, data analysis, and report writing connected with advisory committee or other
group work

e Configuring, administering, and supporting network and server infrastructure

e Creating lesson plans, developing PowerPoint presentations, and meeting via phone with
planning committees

e Writing content for online courses, writing scripts for broadcasts (for both judges and
court staff), and drafting reports

e Writing, editing, and generating technical documents

e Preparing and reviewing grant applications, including the preparation of budget sheets
and forecasts

Duties not approved for telecommuting

Not all employees have been deemed suitable to participate in the telecommute program due to
the nature of the work assigned. Employees who have been deemed ineligible for a regular
telecommute schedule include those whose job responsibilities require them to be present in the
AOC offices. Examples of such duties/responsibilities include:

e Processing of daily Court-Appointed Counsel compensation claims (which requires
specialized software and face-to-face interaction with Accounting staff)

e Handling daily intake of retired judge assignment requests (which requires access to
specialized software and constant telephone access)

e Processing of payroll or benefit information (which requires restricted access to the State
Controller’s Office system) and employee relations interactions (which are best handled
in a face-to-face meeting)

e Setting up new computers, delivering them to employees, repairing malfunctioning
computers, and processing end-of-life equipment for reutilization/disposal

e Coordinating logistics for judicial education programs (which requires being available to
a number of CJER staff)

e Managing the logistics of securing meeting rooms, lodging, and other requirements for
education programs and meetings

e Hands-on consulting with other employees in specific subject matter areas, such as
instructional design or WebEx support



Additional reasons why employees have not been allowed to telecommute include:

e Employees on a performance improvement plan who require supervision, assessment,
and development on site
e Managers and supervisors who need to be available to their staff on as-needed basis

Options for Consideration and Policy Implications

Option 1: Eliminate all forms of telecommuting

If this option is approved by the Judicial Council, Policy 8.9 would be eliminated and
telecommuting, both on a regular schedule and on an ad hoc basis, would no longer be permitted
in the AOC.

Benefits of adopting option 1

Improved perception/reputation. By eliminating all forms of telecommuting, AOC staff will
be available at all times to assist their customers within the Supreme Court, Courts of Appeal,
and the trial courts. The AOC has been under public scrutiny to reform and restructure its current
practices/policies. Elimination of the telecommuting program enables the AOC to strengthen its
reputation with the trial courts and the public.

Ability to supervise employees on site; employee availability. Under a telecommuting
program not strictly managed and controlled by a centralized oversight group, there may be a
perception of little to no supervision of employees on telecommuting arrangements. By
eliminating this option, it eliminates this perception and thereby ensures that all employees on
site are properly supervised by their supervisor or manager. Elimination of the telecommuting
program will have AOC employees at an AOC worksite on a standard work schedule, with the
exception of the one day per month mandatory furlough.

Consistency with most written trial court policies. Most trial courts have not adopted a formal
telecommute policy for their employees. Elimination of the policy places the AOC on equal
terms with the trial courts and reduces the perception of unavailability.

All offices treated the same regardless of the nature of work. The wide latitude of
telecommuting arrangements within the AOC, as allowed under the current Policy 8.9, has
resulted in different applications of the policy across all offices. By eliminating the ability to
telecommute, employees will be treated the same regardless of their duties and responsibilities.

Challenges of adopting option 1

Reduced motivation potentially leading to reduced performance. The ability to telecommute
is a very important job benefit to those who participate in the program. Complete elimination of



the program could result in less-motivated employees, which could have a direct effect on job
performance and productivity.

Retention issues—potential for losing quality workforce. In the San Francisco job market
most employers, public and private, allow for remote working. If the work from home program is
eliminated, it could result in a loss of quality employees to competing employers. It could also
influence future ability to recruit quality individuals in a competitive job market.

Employees will perceive this as another take-away. Over the past four years employees have
endured several changes in the workplace that have been perceived by the employees as “take-
aways.” While many changes have been a direct result of the economic downturn, others, such as
this program, are “no-cost” benefits. Removing such a benefit would most likely be perceived by
employees as yet another take-away, with a corresponding direct impact on employee morale.

Potential increased commute cost to employees. Employees who currently work remotely are
relieved of the time and cost of commuting for the day(s) they work from home. For example, a
commuter from the East Bay could save 45 minutes each way to and from work, as well as $6 to
$10 per day in transportation costs. An individual participating in a one day per week remote
work assignment would have an increased cost of $24 to $40 per month and will spend
approximately 6 additional hours per month commuting.

Ability of the AOC to offer comparable employee benefits in the competitive San Francisco
labor market. AOC HR contacted employers within the San Francisco Bay Area to determine
what, if any, telecommuting programs they offer to their employees. Of the public entities
contacted, the City and County of San Francisco, Superior Court of San Francisco County, San
Francisco State University, and University of California, San Francisco offer some form of
telecommuting. Of the private entities contacted, Adobe, Charles Schwab, Gap, Inc., and Yahoo!
also offer some form of telecommuting. Based on information gathered, it appears that remote
working has become a standard practice among major San Francisco employers and is a highly
desired benefit of job seekers. To continue to be competitive in the San Francisco labor market, it
is critical to develop and maintain programs that meet the business needs of the organization to
attract and retain quality staff.

Option 2: Eliminate regular telecommuting and only allow for limited ad hoc
telecommuting under special circumstances

If this option is approved by the Judicial Council, Policy 8.9 would be revised to only allow for
limited, ad hoc telecommuting not to exceed two days in any given month. In this option
telecommuting would only be allowed under special circumstances that would meet the business
needs of the AOC. For example, an individual who is on vacation at home and unable to come to
the office is required to complete an unexpected project by close of business. That individual
could be approved to work from home on that day so the project can be completed and the
individual credited with the work time utilized.



Oversight of this option would be granted to office leadership, with monthly ad hoc telecommute
reports submitted to the Human Resources Services Office for tracking and review. A quarterly
utilization report would be provided to the Administrative Director.

Benefits of adopting option 2

Improved perception/reputation. Elimination of regular telecommuting and the restriction of
the program to only include remote work on an ad hoc basis may reduce the negative perception
of the AOC telecommuting program. This restriction of the telecommuting program enables the
AOC to strengthen its reputation with the trial courts and the public.

Allows for flexibility in meeting critical business needs. While this option does not provide for
a regularly scheduled work from home day, it does provide the AOC with the ability to approve
limited, one-time, as-needed remote work that would meet a specific, critical business need.

Consistent with some trial court practices. While many trial courts do not have a formal
written remote work policy, some trial courts do allow an ad hoc type of work from home
program. Some trial courts have allowed staff to work from home to complete a report, a project,
and research or data analysis in a quieter, less interrupted setting.

Challenges of adopting option 2

Negative perception/reputation. The AOC has been under public scrutiny to reform and
restructure its current practices/policies. Allowing for even ad hoc telecommuting does not
completely address the perception that the AOC is unavailable to address trial courts’ needs in a
timely fashion.

Reduced motivation leading to reduced performance (for individuals who have lost a
regular telecommute schedule). The ability to telecommute is a very important job benefit to
those who participate in the program. Elimination of the regular remote work program and
replacing it with a much more restrictive ad hoc program could result in less-motivated
employees and could have a direct effect on job performance and productivity.

Retention issues—potential for losing quality workforce. In the San Francisco job market
most employers, public and private, allow for regular remote working. If the work from home
program is reduced to an ad hoc program, it could result in a loss of quality employees to
competing employers. It could also influence future ability to recruit quality individuals in a
competitive job market.

Employees will perceive this as another take-away. Over the past four years employees have
endured several changes in the workplace that have been perceived by the employees as “take-
aways.” While many changes have been a direct result of the economic downturn, others, such as



this program, are “no-cost” benefits. The severe restricting of such a benefit would likely be
perceived by employees as yet another take-away potentially having a direct impact on employee
morale.

Potential increased commute cost to employee. Employees who currently work remotely are
relieved of the time and cost of commuting for the day(s) they work from home. For example, a
commuter from the East Bay could save 45 minutes each way to and from work, as well as $6 to
$10 per day in transportation costs. An individual participating in a one day per week remote
work assignment would have an increased cost of $24 to $40 per month and will spend
approximately 6 additional hours per month commuting.

Option 3: Permit telecommuting by approving a restructured and more restrictive
telecommute policy, which contains controls for approving, monitoring, and, if
necessary, rescinding participation in the telecommute program

If this option is approved by the Judicial Council, Policy 8.9 would be revised to the more
restrictive policy outlined below.

The proposed Policy 8.9 contains a number of revisions that, if incorporated, address many of the
concerns raised. For example, it narrows the scope of the telework policy to nonsupervisory
positions, limits the number of days a person can utilize ad hoc or regular telecommuting, and
prohibits a combination of ad hoc and regular telecommuting.

Further, to address accountability issues, it includes tracking procedures. AOC employees
approved for a regular remote work schedule must complete a remote work log for each day that
they work remotely. The remote work log must be provided regularly to the supervisor for
review of work progress during remote work days. Additionally, HR would provide a review of
the application process and provide recommendations to the Administrative Director or designee
for final consideration/approval. This process is designed to ensure that all participants meet and
adhere to policy guidelines.

Comparison between current and proposed

The goal is to design a program that is in the best public interest and that benefits the employees,
while addressing the challenges identified, i.e., how to measure productivity for the employees
who work from home, how to determine what positions are suitable for telecommuting, and how
to fairly implement the policy.

The chart below illustrates the differences between the current policy and the proposed policy:

Criteria Current Policy Proposed Policy

After 6 months of

After 12 months of employment
employment

Employment eligibility

Restricts “Home” location to one in

Limits definition of “Home” location | None T et 6P ST




Limits number of regularly
scheduled telecommute days

Limits participation in regular
remote work program

Limits participation in ad hoc
telecommute days

Consideration/review process

Factors for approval consideration

Approval authority

Allowable exceptions

Work logs maintained

Tracking of ad hoc telecommute
days

Frequency of productivity
monitoring

The amended policy recognizes the potential benefits of an organized, managed remote work
program, and the revisions reflect an emphasis on accessibility, transparency, and consistency.
The final amended policy includes two key components that address these themes: availability of
staff to address inquiries from internal customers, the courts, and the public; and the assignment
of a centralized unit to oversee and manage the telework program.

Benefits of adopting option 3

Increased productivity. Overall productivity may be improved because the more desirable and
attractive working conditions result in higher levels of employee motivation. A number of



companies that have implemented telecommuting in the workplace have seen increased
productivity in their employees.!

Work/life balance and employee motivation. Employees perceive the remote working
opportunity as a workplace benefit. Employees appreciate and will recognize the efforts by the
AOC to maintain attractive work benefits in a challenging economic time.

Work environment. The nature of work appropriate for remote working situations is best served
in quiet, uninterrupted settings where quality thinking can occur. The lack of interruptions can
not only expedite the completion of a project, but can also increase the quality of the finished
product.

Increased monitoring. The utilization of work logs demonstrates the quality and quantity of
work performed, which can potentially lead to an increase in productivity.

Employee retention and recruitment. Several employees have expressed that this “benefit” is
an important aspect of their decision to be employed at the AOC. In the San Francisco job
market most employers, public and private, allow for remote working. This option could allow
the AOC to recruit quality individuals in a competitive job market.

Emulates state policies and legislation that encourage utilization of telecommute programs.
Government Code section 14200.1(b): “It is the intent of the Legislature to encourage state
agencies to adopt policies that encourage telecommuting by state employees.” The standard
template for telecommute policy utilized by the state agencies is provided on the Department of
General Services website at: http://www.dgs.ca.gov/dgs/ProgramsServices/telework.aspx

Challenges of adopting option 3

Perception of monitoring, supervising, and evaluating off-site employees. Under any
telecommuting program, there may be a perception of little to no supervision of employees on
telecommuting arrangements. Telecommuting may make it more challenging to review the work
product on a regular basis to ensure productivity standards are being met.

Limits face-to-face interaction/exchange of information. Working from home could reduce
the interpersonal, collaborative relationships necessary for the development of a sound work
product.

Impacts on non-telecommuting employees. If regular telecommuting is continued, the AOC
will continue to have employees whose job responsibilities prohibit them from participation. For
these employees there may be a perception of disparity.

! Telework Research Network, “Pros and Cons” (October 22, 2008), www.teleworkresearchnetwork.com/pros-cons
(as of Jan. 22, 2008).




Information on current telecommute practices, public and private

The Telework Research Network (TRN) is an independent consulting and research organization
that publishes findings related to workplace flexibility. In June of 2011, the TRN published a
report entitled The State of Telework in the U.S. (see Attachment D) ,? which integrates a large
number of studies, surveys, and censuses to present the current state of telework in the United
States. The report encompasses both the private and public sectors, as well as the resulting
benefits of telework. According to the report, telecommuting is in much wider use in the private
sector than in the public sector. However, use of telecommute (also referred to as telework)
programs has increased in recent years in the public sector. A 2011 report also by TRN reviews
the benefits and challenges of telecommuting in the California government workforce. While
many of the cost-saving considerations would not apply to the AOC, the concept of remaining
competitive and attracting a new generation of government leaders and talented staff is a
fundamental goal of the AOC.? (See Attachment E.)

The TRN reports on their website that companies that implement telecommuting policies have
seen a notable increase in productivity by their employees. Best Buy, British Telecom, Dow
Chemical, and many others show that teleworkers are 35 to 40 percent more productive than
non-telecommuters. More than two-thirds of employers have reported increased productivity
among their teleworkers. Sun Microsystems’ experience suggests that employees spend 60
percent of the commuting time they save performing work for the company. JD Edwards
teleworkers are 20 to 25 percent more productive than their office counterparts. American
Express workers produced 43 percent more than their office-based counterparts, and Compaq
increased productivity by 15 to 45 percent.*

Because of technological advances in recent years, many employers, especially in the private
sector, have found that enabling employees to telecommute has resulted in improvements in
employee productivity, morale, and retention.

In addition to increased productivity, other benefits to both the employer and the employee have
been associated with offering telework programs. These benefits include reduced absenteeism,

retention of high-level employees who might otherwise choose to leave public employment due
to work schedule inflexibility, and reduced commuter costs (see Lister & Harnish, infra, note 2).

2 K. Lister and T. Harnish, The State of Telework in the U.S.: How Individuals, Business, and Government Benefit,
Telework Research Network (June 2011).

3 K. Lister and T. Harnish, The Bottom Line on Telework: California Government Workforce, Telework Research
Network (September 2011).

* Telework Research Network, “Pros and Cons” (October 22, 2008), www.teleworkresearchnetwork.com/pros-cons
(as of Jan. 22, 2008).
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Relevant telecommuting legislation
In recognition of the benefits of telecommute programs, legislation has been passed at the federal

level and in the state of California encouraging telecommute programs for employees in
positions where telecommuting is viable. The report 2012 Status of Telework in the Federal
Government (see Attachment F) gives a detailed account of how the Telework Enhancement Act
of 2010 has transformed federal telework.”

In California, in 1990, Assembly Bill 2963 (Klehs; Stats. 1990, ch. 1389) added sections 14200
through 14203 to the Government Code, entitled “the State Employee Telecommuting Program,”
authorizing state agencies to establish telecommuting programs as an element of transportation
management programs. Four years later, Assembly Bill 2672 (Cortese; Stats. 1994, ch. 1209)
amended section 14201 and added section 14200.1 to the Government Code “to encourage state
agencies to adopt policies that encourage telecommuting by state employees.” (Gov. Code, §
14200.1(b).) Section 14200.1 sets forth legislative findings, declarations, and intent:

(@) The Legislature finds and declares the following:
(1) Telecommuting can be an important means to reduce air pollution and traffic
congestion and to reduce the high costs of highway commuting.
(2) Telecommuting stimulates employee productivity while giving workers more
flexibility and control over their lives.
(b) Itis the intent of the Legislature to encourage state agencies to adopt policies that
encourage telecommuting by state employees.

As amended, section 14201 deletes the earlier authorization and replaces it with a requirement
that each state agency “shall review its work operations to determine where in its organization
telecommuting can be of practical benefit to the agency [and] develop and implement a
telecommuting plan as part of its telecommuting program in work areas where telecommuting is
identified as being both practical and beneficial to the organization.”

Unintended negative consequences of telecommuting

According to the 2012 Status of Telework in the Federal Government report (see Attachment F,
page 52), telecommuting can also have unintended negative consequences. Those cited in the
report include the following:

e Potential for social and career isolation

e Reduced performance as a result of employee isolation

e Missed opportunities for meeting colleagues to allow for unplanned or serendipitous
knowledge exchange

e Reduce overall sharing in workplaces

> U.S. Office of Personnel Management, 2012 Status of Telework in the Federal Government: Report to the
Congress (June 2012).
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Implementation Requirements, Costs, and Operational Impacts

Option 1 implementation requirements. If option 1 is approved, the AOC will take the
necessary steps to eliminate Policy 8.9 from the AOC Personnel Policies and Procedures
Manual and will work with offices to inform current telecommuting staff and transition
employees to perform their duties at an AOC worksite on a standard work schedule. No other
implementation requirements are needed.

Option 2 implementation requirements. If option 2 is approved, the AOC will take the
necessary steps to amend Policy 8.9 to eliminate regular telecommuting and only allow AOC
employees to telecommute on an ad hoc basis, based on special circumstances. HR will
communicate the amended policy to all AOC staff and initiate steps to transition current regular
telecommuting staff to perform their duties at an AOC worksite on a standard work schedule. As
previously indicated, HR has developed a process to track, monitor, and report on the use of ad
hoc telecommuting within the AOC.

Option 3 implementation requirements. If option 3 is approved, the AOC will implement the
proposed amended Policy 8.9 establishing strict controls and allowing for the approval,
monitoring, and, if necessary, rescinding of telecommuting arrangements. HR will communicate
the amended policy to all AOC staff and initiate steps to transition current regular telecommuting
staff to be in compliance with the amended policy. HR has developed a process to track, monitor,
and report on the use of regular and ad hoc telecommuting within the AOC. If this option is
approved by the Judicial Council, a report on the status of telecommuting in the AOC will be
provided in one year for review and further consideration.

Attachments

1. Attachment A-1: Present Policy 8.9, Working Remotely (Telecommuting)

2. Attachment A-2: Proposed Amended Policy 8.9, Working Remotely (Telecommuting)
3. Attachment B: Working Remotely Application Forms

4. Attachment C: Remote Work Log

5. Attachment D: 2011 The State of Telework in the U.S.

6. Attachment E: 2011 The Bottom Line on Telework: California Government Workforce
7. Attachment F: 2012 Status of Telework in the Federal Government report
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ADMINISTRATIVE OFFICE OF THE COURTS Policy 8.9
PERSONNEL POLICIES AND PROCEDURES

Policy Number: 8.9

Title: Working Remotely (Telecommuting)

Contact: Human Resources Division, Policy Development Unit
Policy

Statement: The AOC’s Remote Work Program provides employees the

opportunity to work from home when doing so is
consistent with business needs and the employee’s job
functions, as authorized by the employee’s division
director.

Contents: (A) Purpose of Remote Work Program
(B) Applicability
(C) Request and Approval Process
(D) Remote Work Schedules
(E) The Home Office
(1) Work Environment
(2) Office Equipment
(3) Information Security
(4) Health and Safety
(F) Other Employee Rights and Responsibilities
(G) Termination and Renewal of Remote Work
Assignment

(A) Purpose of Remote Work Program

The AOC recognizes the potential management and personal benefits available
through a carefully planned and managed remote work program. When consistent
with business needs and the employee’s job functions, the AOC provides employees
with a remote work option. Employees participate in the remote work program when,
on a periodic basis, during their scheduled work hours, they perform their usual job
duties from home. This policy does not intend to cover employees working remotely
due to work-related travel.

(B) Applicability

Only AOC employees (regular or temporary, full-time or part-time, exempt or non-
exempt) may apply to participate in the remote work program.

(C) Request and Approval Process

An employee may initiate a request to participate in the remote work program by
submitting a completed Remote Worker Self-Assessment and Remote Work
Application to his or her supervisor. The supervisor will review the request and make
a recommendation to the division director to approve or decline the request.
Approval of a remote work arrangement is at the discretion of the division director.
In making this determination, the division director will consider work-related criteria,
including:

e The employee’s job functions and feasibility of performing work away from
the office;



ADMINISTRATIVE OFFICE OF THE COURTS Policy 8.9
PERSONNEL POLICIES AND PROCEDURES

e Degree of supervision required;

e The performance and work habits of the employee;

e Business needs, including work demands of the employee’s unit; and
e Suitability of proposed home work environment.

A request to participate in the remote work program may be approved only when the
division director determines that, while working remotely, the employee can perform
all the duties and responsibilities of the position in a productive, efficient, and
satisfactory manner that is consistent with the needs of the organization. Employees
with performance, attendance, or other work-related deficiencies, or whose jobs by
their nature are not suitable for remote work, will not be approved for a remote work
arrangement.

Requests to work remotely as a reasonable accommodation for a disability will be
evaluated consistent with applicable law. Such requests should be directed to the
employee’s supervisor or the Human Resources Division, Integrated Disability
Management Unit.

The Remote Worker’s Agreement and Remote Work Checklist must be signed as
indicated before remote working begins.

(D) Remote Work Schedules

Employees (including supervisors and managers) may be approved to work remotely
as follows:

e During the first three months of employment, employees are not eligible to
participate in the remote work program.

e After three months of employment, employees are eligible to request to
work remotely up to a maximum of four days per month.

e After six successful months of participation in the remote work program,
employees are eligible to request to work remotely up to a maximum of
eight days per month.

Any exceptions to the above scheduling guidelines are at the discretion of the
division director, in advance consultation with the Director of Human Resources.

The remote work schedule applicable to a particular employee will be set by the
supervisor before remote working begins. Remote workers must be available during
the standard workday from 8 a.m. to 5 p.m., Monday through Friday (Hours of Work,
policy 4.4(A)), or alternative schedule as approved by their supervisor, to the same
extent as if working in the office. The remote work schedule may be modified, with
supervisor approval, as needed:

e Remote workers may request approval for time off in the same manner as if
not working remotely.

e With prior approval, remote workers may attend medical, dental, and
business appointments on remote work days.



ADMINISTRATIVE OFFICE OF THE COURTS Policy 8.9
PERSONNEL POLICIES AND PROCEDURES

e For non-exempt employees, any overtime work must be authorized in
advance and in writing (Hours of Work, policy 4.4(C)(1)).

 If an employee is needed in the office on a regularly scheduled remote work
day, the employee must forgo the remote work day.

An employee may also be approved to work remotely on an “ad hoc” basis (i.e., not
on a regular basis), which may arise due to special projects, the demand for
expedited work products, or other business or personal needs.

(E) The Home Office
(1) Work Environment

Remote workers are responsible for maintaining a safe and productive work
environment. Dependent care arrangements must be made so as not to
interfere with work. Personal disruptions must be limited to the same extent as
when working in the employee’s primary work location.

(2) Office Equipment

The AOC will provide a laptop, subject to availability, for purposes of working
remotely. Maintenance, repair, and replacement of AOC-owned equipment
issued to remote workers is the responsibility of the AOC. The remote worker,
however, must provide adequate care and protection of the equipment. (Use of
AOC Property, policy 8.8(B)). In case of equipment malfunction, the remote
worker must notify his or her supervisor immediately. Expenses for purchases,
supplies, and repairs to personal equipment will not be reimbursed. Remote
workers must restrict access to AOC-provided office equipment from family
members and others.

The remote worker must also observe the following

e The remote worker is responsible to provide appropriate Internet
connectivity in order to perform work duties. DSL or cable-based service
is normally acceptable for this purpose.

e AOC-issued laptops must be brought into the office a minimum of once
per month, and as requested, to assure the necessary technology and
security updates are installed. The Information Services Division does
not provide technology support for use of personal equipment for
working remotely.

e Any software installed on AOC-issued laptops remains the property of
the AOC and is subject to all applicable copyright laws and rules and
regulations on the use or reproduction of software.

e Upon termination of a remote work assignment or employment, or
when requested by the supervisor, the employee must return all AOC
property, including software.

Computer support for remote workers is available from the Information Services
Helpdesk during the hours of 7:30 a.m. — 6:00 p.m. Remote workers may
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request assistance by submitting an on-line service request to the AOC Service
Portal, or contacting the HelpDesk at (415) 865-4080 or helpdesk@jud.ca.gov.

(3) Information Security

Network and information security are important considerations when working
remotely. Remote workers are expected to maintain the security, privacy, and
confidentiality of information when working at the home work site or
transporting data to and from work sites, including:

< Remote workers must follow all organizational data retention, backup
and security procedures.

< Remote workers must restrict access to confidential and personal
information from family members and others. (Use of AOC Property,
policy 8.8(D)).

e Access-restricted material and data must remain secured, and cannot
be taken out of the official work location without supervisory approval.

Some AOC applications will be restricted to on-site access for security reasons.
Other data may be unavailable to remote workers for technical reasons. For
example, remote access to network drives is only available to employees
approved and provided resources for access.

Remote workers must report any potential breach of AOC information security
immediately to the Information Services HelpDesk.

(4) Health and Safety

Remote workers are responsible for ensuring that their home offices comply with
health and safety requirements. The AOC may decline an employee’s request to
work remotely or may terminate a remote work assignment based on safety
considerations. The home office may be inspected by the AOC, by appointment,
for compliance with health and safety requirements.

If an employee incurs a work-related injury while working remotely, workers'
compensation law and rules apply. Consistent with AOC’s Workers’
Compensation Insurance, policy 6.6, employees must immediately notify their
supervisor, or if their supervisor is not immediately available, the Human
Resources Division, Integrated Disability Management Unit, of any work-related
injury and complete all required documents.

(F) Other Employee Rights and Responsibilities

Remote workers maintain the rights and responsibilities set forth in AOC policies and
procedures to the same extent as if not working remotely. In particular, employees
must comply with Technology Use, policy 8.6, and AOC Computer Use Best Practices.
In addition to AOC requirements on time reporting (Hours of Work, policy 4.4(D)),
remote workers may be required to submit work logs of time spent and work
performed while working remotely, at the discretion of their supervisor.
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(G) Termination and Renewal of Remote Work Assignment

Participation in the remote work program is voluntary. Either the employee or the
AOC may terminate participation in the remote work program at any time, for any
reason. Failure to abide by the policies and procedures set forth in this policy may
result in immediate termination of an employee’s remote work assignment.

The Remote Work Application should be discussed and renewed annually, as well as
when there is a change in the remote worker’s or supervisor's position, or any other
change that may impact the remote work arrangement. A remote work arrangement
must not be continued when it is not in the best interests of the AOC or the
employee.

Participation in the remote work program is approved based on specific criteria
considered by the division director on a case-by-case basis. As circumstances may
change over time, employees previously participating in the remote work program
are not assured of a remote work assignment when returning from a leave of
absence or after a job transfer.
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Policy Number: 8.9 (Proposed)
Title: Working Remotely (Telecommuting)

Contact: Judicial and Court Administrative Services Division,
Human Resources Services Office

Policy
Statement: The AOC’s Remote Work Program authorizes employees
to work from home only when doing so is consistent with

business needs and the employee’s job functions, as
authorized by the Administrative Director.

Contents: (A) Purpose of Remote Work Program
(B) Regularly Scheduled Remote Work
(1) Applicability
(2) Request and Approval Process
(3) Remote Work Schedules
(4) Remote Work Log
(C) Ad Hoc Remote Work
(D) The Home Office
(1) Work Environment
(2) Office Equipment
(3) Information Security
(4) Health and Safety
(E) Other Employee Rights and Responsibilities
(F) Termination and Renewal of Remote Work
Assignment

(A) Purpose of Remote Work Program

When consistent with business needs and the employee’s job functions, the AOC
provides employees with a remote work option. Employees participate in the remote
work program when, on a periodic basis, during their scheduled work hours, they
perform their usual job duties from home. The terms “working remotely”,"work
remotely”, and “remote worker” as used in this policy refer to the performance of
usual job duties at home. Home locations for purposes of this policy shall be in the

state of California.

Suitability to participate in the remote work program is based, in part, on an
employee’s job classification and the nature of the work to be performed by the
employee. Those factors alone may compel disapproval of an application to
participate in the remote work program.

The AOC recognizes the potential organizational and personal benefits available
through a carefully planned and managed remote work program. Both the state and
federal government have recognized the positive impacts of remote work programs
that include reductions in air pollution, traffic congestion and the costs of highway
commuting. Additionally remote working can provide employees with more flexibility
in their schedules resulting in increased productivity and employee morale.
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This policy covers two types of remote work options:

(1) Regularly scheduled (which allows employees to work from home on a regular,
ongoing basis, as described in Section (B) (3) of this policy), and

(2) “Ad hoc” (occasional, one-time approval to work from home, as described in
Section (C) of this policy).

Employees working in more than one location, other than the home, due to work-
related travel, and/or working from multiple AOC offices or court locations, are
considered to be working in the office. This Remote Work Program Policy does not
apply to that activity.

Requests to work from home as a reasonable accommodation for a disability will be
evaluated consistent with applicable law. Such requests should be directed to the
employee’s supervisor and approved by the Human Resources Services Office (HR),
Integrated Disability Management Unit.

(B) Regularly Scheduled Remote Work
(1) Applicability

Only non-supervisory AOC employees (regular or temporary, full-time or part-time,
exempt or non-exempt) may apply to participate in the remote work program on a
regularly scheduled basis.

(2) Request and Approval Process

An employee may initiate a request to participate in the remote work program on a
regularly scheduled basis by submitting a completed Remote Worker Self-
Assessment and Remote Work Application to his or her supervisor. The supervisor
will review the request and make a recommendation to the office leadership. Office
leadership will submit the request with a recommendation to Human Resources.
Human Resources will review the request to ensure that the application meets all
applicable policy criteria. HR will submit the request with a recommendation to the
Executive Office for consideration. Approval of a remote work arrangement is at the
discretion of the Administrative Director or designee.

Step 1 — Office Leadership Review

A request to participate in the remote work program must be reviewed by the
employee’s office leadership, who will determine if the employee, while working from
home, can perform all of the duties and responsibilities of the position in a manner
that meets the needs of the organization. When considering a request to work from
home, all of the following factors will be considered:

e Nature of Work
The type of work performed by the employee.

e Quantity of work
How much work can get done from home?
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e Quality of work
How well can the work be completed from home?

e Timeliness
Can timelines be met when working from home?

e Ability to handle multiple priorities
Is it possible to successfully multitask when working from home?

Employees must also demonstrate suitability of the proposed home work
environment.

Employees with performance, attendance, or other work-related deficiencies, or
whose jobs by their nature are not suitable for remote work, will not be approved for
a remote work arrangement.

Step 2 — Human Resources Services Office Review

Completed remote work applications reviewed by the originating office’s leadership
shall be submitted to HR for additional review.

HR will review applications to ensure that signatures have been obtained; the
agreement is consistent with the parameters of AOC policies and procedures; and
the employee’s duties and responsibilities align to the five factors noted previously.

Any remote work agreement that is not complete, does not have all required
signatures, or is outside of the scope of policies will be returned to the originating
office for review. Remote work schedules may not begin until the remote work
agreement has been approved by the Administrative Director or designee.

Step 3 — Administrative Director or designee’s review

The Administrative Director or designee will review the remote work agreement and
determine whether to approve or deny. If the remote work agreement is approved,
HR will notify the Office Leadership of the approval and a start date can be
coordinated with the employee.

(3) Remote Work Schedules

Employees (excluding supervisors, managers, assistant directors, and directors) may
be approved to work from home on a regularly scheduled basis as follows:

e During the first 12 months of employment, employees are not eligible to
participate in the remote work program.

e After 12 months of employment, employees are eligible to request to work
from home up to a maximum of one day per week in any given week.

If approved, the remote work schedule applicable to a particular employee will be set
by the supervisor before remote working begins. Remote workers must be available
during the standard workday from 8 a.m. to 5 p.m., Monday through Friday (Hours
of Work, policy 4.4(A)), or alternative schedule as approved by their supervisor, to
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the same extent as if working in the office. The remote work schedule may be
modified, with supervisor approval, as needed:

e The remote work assignment may be suspended or terminated at any time,
for any reason at the discretion of the office leadership. If a remote work
assignment is suspended or terminated the HR work coordinator must be
notified immediately.

e If an employee is needed in the office on a regularly scheduled remote work
day, the employee must forgo the remote work day. Employees cannot
“make up” missed remote work days.

¢ Remote workers must request approval for time off in the same manner as if
not working from home.

e With prior approval, remote workers may attend medical, dental, and
business appointments on remote work days.

e For non-exempt employees, any overtime work must be authorized in
advance and in writing (Hours of Work, policy 4.4(C)(1)).

(4) Remote Work Log

AOC employees approved for a regular remote work schedule must complete a
remote work log for each day that they work from home. The remote work log must
be provided regularly to the supervisor for review of work progress during remote
work days. Employees who do not satisfactorily complete a remote work log or their
assignments during remote work days may have their remote work assignment
suspended or terminated at the discretion of the office leadership.

© Ad Hoc Remote Work

An employee of the AOC (including managers and supervisors) may alternatively be
approved to work from home on an “ad hoc” basis (i.e., not on a regular basis),
which may arise due to special projects, the demand for expedited work products, or
other business or personal needs. The employee’s office leader may approve ad hoc
work from home on a case-by-case basis. Each office will submit a monthly report of
ad hoc remote work to the HR remote work coordinator. Quarterly reports will be
submitted to the Administrative Director. Approval to work remotely on an ad hoc
basis does not require submission of the forms referenced in Section (B)(2) of this
policy and does not confer eligibility to work from home on a regularly scheduled
basis.

“Ad hoc” remote work occurrences are limited to two days per month in any given
month. Employees who are participating in the regularly scheduled remote work
program may not, at the same time, work from home on an “ad hoc” basis.

The supervisor or manager recommends approval of the ad hoc remote working
request and submits to his or her office leadership. Office leadership may approve
the ad hoc remote work and record the usage on a monthly report that will be
submitted to HR. HR will collect that data and provide quarterly utilization reports to
the Administrative Director.
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(D) The Home Office
(&) Work Environment

Remote workers are responsible for maintaining a safe and productive work
environment. Dependent care arrangements must be made so as not to
interfere with work. Personal disruptions must be limited to the same extent as
when working in the employee’s primary work location.

(@)) Office Equipment

The AOC will provide a laptop, subject to availability, for purposes of working
from home. Maintenance, repair, and replacement of AOC-owned equipment
issued to remote workers is the responsibility of the AOC. The remote worker,
however, must provide adequate care and protection of the equipment. (Use of
AOC Property, policy 8.8(B)). In case of equipment malfunction, the remote
worker must notify his or her supervisor immediately. Expenses for purchases,
supplies, and repairs to personal equipment will not be reimbursed. Remote
workers must restrict access to AOC-provided office equipment from family
members and others.

The remote worker must also observe the following

e The remote worker is responsible to provide appropriate Internet
connectivity in order to perform work duties. DSL or cable-based service
is normally acceptable for this purpose.

e AOC-issued laptops must be brought into the office a minimum of once
per month, and as requested, to assure the necessary technology and
security updates are installed. The Information Technology Services
Office does not provide technology support for use of personal
equipment for working from home.

e Any software installed on AOC-issued laptops remains the property of
the AOC and is subject to all applicable copyright laws and rules and
regulations on the use or reproduction of software.

e Upon termination of a remote work assignment or employment, or
when requested by the supervisor, the employee must return all AOC
property, including software.

Computer support for remote workers is available from the Information
Technology Services Office Helpdesk during the hours of 7:30 a.m. — 6:00 p.m.
Remote workers may request assistance by submitting an on-line service
request to the AOC Service Portal, or contacting the HelpDesk at (415) 865-
4080 or helpdesk@jud.ca.gov.

(€)) Information Security
Network and information security are important considerations when working
from home. Remote workers are expected to maintain the security, privacy, and

confidentiality of information when working at the home work site or
transporting data to and from work sites, including:
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¢ Remote workers must follow all organizational data retention, backup
and security procedures.

e Remote workers must restrict access to confidential and personal
information from family members and others. (Use of AOC Property,
policy 8.8(D)).

e Access-restricted material and data must remain secured, and cannot
be taken out of the official work location without supervisory approval.

Some AOC applications will be restricted to on-site access for security reasons.
Other data may be unavailable to remote workers for technical reasons. For
example, remote access to network drives is only available to employees
approved and provided resources for access.

Remote workers must report any potential breach of AOC information security
immediately to the Information Technology Services Office HelpDesk.

“4) Health and Safety

Remote workers are responsible for ensuring that their home offices comply
with health and safety requirements. The AOC may decline an employee’s
request to work from home or may terminate a remote work assignment based
on safety considerations. The home office may be inspected by the AOC, by
appointment, for compliance with health and safety requirements.

If an employee incurs a work-related injury while working from home, workers'
compensation law and rules apply. Consistent with AOC’s Workers’
Compensation Insurance, policy 6.6, employees must immediately notify their
supervisor, or if their supervisor is not immediately available, the Human
Resources Services Office, Integrated Disability Management Unit, of any work-
related injury and complete all required documents.

(E) Other Employee Rights and Responsibilities

Remote workers maintain the rights and responsibilities set forth in AOC policies and
procedures to the same extent as if not working remotely. In particular, employees
must comply with Technology Use, policy 8.6 and AOC Computer Use Best Practices.

D) Termination and Renewal of Remote Work Assignment

Participation in the remote work program is voluntary and it is a privilege. Either the
employee or the AOC may terminate participation in the remote work program at
any time, for any reason or no reason at all. Failure to abide by the policies and
procedures set forth in this policy may result in immediate termination of an
employee’s remote work assignment. Any suspension or termination of a remote
work assignment must be immediately reported to HR.

It shall be the continuing duty of the office leadership in each office, in which one or

more employees telecommute, to assess the performance of each such employee by
adhering to the terms, conditions, and standards of this policy.
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Approval to participate in the remote work program is only valid for the fiscal year in
which it is approved. Remote Work Applications must be renewed and approved by
the Administrative Director or designee each fiscal year, on or before June 30, as
well as when there is a change in the remote worker’s or supervisor's position, or
any other change that may impact the remote work arrangement. Remote workers
who wish to continue their current remote work arrangement without modification
are only required to complete the Remote Work Application form (Attachment II) to
request renewal. A remote work arrangement must not be continued when it does
not meet the business needs or help accomplish the mission of the AOC.

All regularly scheduled remote work arrangements must be approved by the
Administrative Director or designee. Approval to participate in the remote work
program is based on specific criteria considered by the employee’s office leadership
and the Human Resources Services Office, on a case-by-case basis. As circumstances
may change over time, employees previously participating in the remote work
program are not assured of a remote work assignment when returning from a leave
of absence or after a job transfer.
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Remote Worker Self-Assessment

A successful remote worker has particular traits, a job suitable for working remotely,
and a remote work office or location that’s conducive to work. Read each of the
numbered sections below, and check the box that most accurately describes you or your
situation. Your self-assessment will help you decide whether a remote work
arrangement is right for you. See the bottom of page 3 for help in evaluating your self-
assessment.

1. Please answer the questions below honestly and candidly by selecting “always,”
“usually,” “sometimes,” or “not really.”

Some- Not

Please choose the most accurate option for each Always .
times Really

description below.

A | Are you self-motivated, self-disciplined, and able to work
independently?

B | Can you complete projects on time with minimal
supervision and feedback?

C | Are you productive when no one is checking on you or
watching you work?

D | Do you have strong organizational and time-management
skills and are you results-oriented?

E | Will you remain focused on your work while at home, and
not be distracted by television, housework, or visitors?

F | Do you manage your time and workload well, solve many of
your own problems, and find satisfaction in completing
tasks on your own?

G | Are you comfortable setting priorities and deadlines and do
you keep your sights on results?

O] O |0|0|0|0|0
Ol O |0|0j00|0] £
O] O |0|0|0|0|0
O] O |0|0|0|0|0

2. Please answer the questions below honestly and candidly by selecting “yes” or

“no.’
Please answer yes or no to the following questions. Yes No
A | Are you comfortable working alone and disciplined enough to leave work at @) @)
quitting time?
B | Can you adjust to the relative isolation of working at home? O O
C | Do you have the self-control to work neither too much nor too little? O O
D | Can you set a comfortable and productive pace while working at home? @) @)
E | Are you knowledgeable about policies and procedures of the AOC and your ®) ®)
division?
F | Have you been on the job long enough to know how to do your job in ®) ®)
accordance with policies and procedures of the AOC and your division?
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Question 2. Continued...

Please answer yes or no to the following questions. Yes

G | Do you have well-established work, communication, and social patterns at
your assigned office?

H | Have you and your supervisor discussed whether coworkers would have
additional work when you work at home and, if so, how the work would be
handled?

I | Have you determined how to provide support to coworkers while working at
home?

J | Do you have an effective working relationship with coworkers?

K | Have you evaluated the effects of your remote work days and those of your
coworkers in maintaining adequate in-office communication?

Are you adaptable to changing routines and environments?

|-

Have you demonstrated an ability to be flexible about work routines and
environments?

N | Are you willing to come into your assigned office on a regularly scheduled
remote work day if your supervisor, coworkers, or customers need you
there?

Are you an effective communicator and team player?

o)

Do you communicate well with your supervisor and coworkers and are you
able to express needs objectively and develop solutions?

Have you developed ways to communicate regularly with your supervisor
and coworkers that you can use when you work remotely?

o O

Current job performance is a strong indicator of your potential success as a
remote worker. Consider how any problems or developmental needs evident
in your last performance evaluation might affect your remote work
experience. Are you successful in your current position; do you know your
job well; and do you have a track record of performance?

O |00 OO0 O |0
O |Ol00 O/0000Ol O |08

3. Do you have the right job for a remote work arrangement? Check all of the
examples below that apply to your position.

Job responsibilities that can be arranged so that there is no difference in the level of
service provided to the customer

Minimal requirements for direct supervision or contact with the customer

Low face-to face communication requirements with the ability to arrange days when
communication can be handled by telephone or e-mail

Minimal requirements for special equipment

Ability to define tasks and work products with measurable work activities and
objectives

Ability to control and schedule work flow

O Oooogad
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4. Do you have the right tasks for a remote work arrangement? Check all of the
examples below that apply to your position. Please add any additional tasks that
are appropriate to your position.

|:| Analysis |:| Auditing reports
[ ] Budgeting [ ] calculating

|:| Contacting customer |:| Data entry

|:| Design and Graphics work |:| Dictating

[ ] Document review [ ] Editing

[ ] Evaluations [] Field visits

|:| Planning |:| Preparing contracts
|:| Project management/planning |:| Reading

|:| Recordkeeping |:| Research

|:| Telephoning

|:| Word Processing

Writing

[l

5. Do you have an appropriate home work environment? Check all of the examples
below that apply to your work environment.

|:| A safe, comfortable work space where it is easy to concentrate on work

|:| The level of security required by the agency

|:| The necessary office equipment and software that meet agency standards

|:| A telephone, with a separate home office line if required, or a cell phone or pager
|:| Household members who will understand you’re working and won’t disturb you

Are you the right kind of worker?

If your answers provided in Question 1 and 2 are “Always’ or ““Yes,”” you’re the kind of
employee likely to be successful at working remotely.

Do you have the right kind of job?

You should be able to check every item under Question 3. You should be able to check
enough boxes under Question 4 so that you can successfully work remotely.

Do you have the right home environment?

You should be able to check every item under Question 5.

3
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Instructions: Employee completes application and gives to the supervisor, who conducts a
preliminary review, and then discusses application with the Office Leadership, who reviews
request and recommends approval or denial. If the Office Leader approves the request the
application is reviewed by Human Resources where a recommendation is made to approve or
deny based on policy. The request is then submitted to the Administrative Director or
designee for final approval or denial.

If approved, Human Resources will return the approved request to the Office Leadership with
a recommended start date.

The supervisor then meets with employee to discuss the outcome of the request.
Remote Work agreements are valid for one fiscal year and must be renewed every July
regardless of the official start date.

Employee information:
Name: Office phone:

Office: Supervisor:

Proposed remote work location must be in the State of California:
Home Address: City:

Remote work location phone: Fax:

Pager: Cell:

Remote work location e-mail:

Remote work statistics:
How long have you worked for the AOC? : years months

Hours of travel time saved per week:
Day of the Week Requested as a remote work day: (Circle One)
Mon Tues Wed Thurs Fri

Typical types of tasks or assignments to be completed on remote work days (Please see
list of tasks in question number 4 of the Remote Work Self Assessment Form):




Dependent care:

Attachment 11

Do you have dependents requiring care during remote work hours?

Yes No

If yes, would you have dependent care to relieve you from primary-care responsibilities

during remote work hours?
Yes No

Supervisor Recommendation [J Recommend Approval
Reason (If denial is recommended):

[ ] Recommend Denial

Supervisor:

Office Leader Recommendation [1 Recommend Approval
Reason (If denial is recommended):

[] Recommend Denial

Office Leader:

HR Recommendation [J Recommend Approval
Reason (If denial is recommended):

[] Recommend Denial

HR Representative:

Administrative Director or designee decision:

[ Approved [] Denied

Signature:

To be completed by Human Resources Services Office:

Recommended Start Date:




Attachment I11

Administrative Office of the Courts
Remote Worker’s Agreement

The AOC will pay for the following expenses:

e Charges for business-related telephone calls and faxes
e Maintenance and repairs to AOC-owned equipment

Claims will be submitted on a Travel Expense Claim along with receipt, bill, or other
verification of payment of the expense.

The AOC will not pay for the following expenses:

e Maintenance or repairs to personal equipment

e Internet connection

» Utility costs (e.g., electricity, gas) associated with the use of the computer or
occupation of the home, or for the cost of adding an additional telephone line

e Equipment and supplies (these should be requisitioned through the office)

e Travel from the remote work location to your assigned office

e Travel while working remotely (unless the travel is for an approved business purpose)

| agree that the AOC is not liable for damages to my property while working remotely.
The AOC is also not liable for any injuries or claims by others at the remote work
location.

| agree to carry out the steps needed for good safety and security in the home-office
setting. | agree to check with my supervisor when matters of security or confidentiality
are at issue.

I have read and understand the AOC’s policy on Working Remotely and agree to comply
with that policy and its procedures.

Remote Worker: Date:

Offices: Please submit the signed Remote Worker’s Agreement to the Human
Resources Services Office, Labor & Employee Relations Unit, and retain a copy for the
supervisor’s file.
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Remote Work Checklist

Name of Remote Worker:

Name of Supervisor/Manager:

o 0~ w P

Employee has read the orientation documents and the Working Remotely policy.
Employee has an approved remote work schedule.

Equipment issued by the AOC is documented.

Performance expectations have been discussed and are clearly understood.
Assignments and due dates are documented.

Requirements for adequate and safe office space at home and the Safety
Checklist for Remote Workers have been reviewed with the employee and the
employee certifies that those requirements have been met.

Requirements for care of equipment assigned to the employee have been discussed
and are clearly understood.

Employee is aware of the responsibility to ensure the security and
confidentiality of information used in the course of working remotely.

In addition to the employee’s supervisor and other management personnel,
the following personnel is authorized to have the employee’s remote work
location phone number:

10. Employee has read and signed the Remote Worker’s Agreement.

Remote Worker: Date:

Supervisor/Manager: Date:

Offices: Please submit the signed Remote Work Checklist to the Human Resources
Services Office, Labor & Employee Relations Unit, and retain a copy for the supervisor’s

file.
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Safety Checklist for Remote Workers

The following checklist is recommended for use by each remote worker in organizing an
alternate work site. The remote worker must review this checklist with his or her
supervisor before working remotely. The remote worker and supervisor are encouraged to
work together to ensure the safety of the alternate work site.

Work Site

Remote worker has a clearly defined work space that is kept clean and orderly.

The work areais adequately illuminated with lighting directed toward the side or
behind the line of vision, not in front or aboveit.

Exits are free of obstructions.

Supplies and equipment (both AOC and employee-owned) are in good condition.

The areaiswell ventilated and heated.

Storage is organized to minimize risks of fire and spontaneous combustion.

All extension cords have grounding conductors.

Exposed or frayed wiring and cords are repaired or replaced immediately upon
detection.

Electrical enclosures (switches, outlets, receptacles, junction boxes) have tight-fitting
covers or plates.

Surge protectors are used for computers, fax machines, and printers.

Heavy items are securely placed on sturdy stands close to walls.

Computer components are kept out of direct sunlight and away from heaters.

Emer gency Preparedness

Emergency phone numbers (hospital, fire department, police department) are posted
at the aternate work site.

A first aid kit is easily accessible and replenished as needed.

Portable fire extinguishers are easily accessible and serviced as needed.

An earthquake preparedness kit is easily accessible and maintained in readiness.
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Ergonomics

Desk, chair, computer, and other equipment are of appropriate design and arranged to
eliminate strain on all parts of the body.

Easy Ergonomics for Desktop Computer Users, published by the California
Department of Industrial Relations, is available for easy reference at the alternate work
site.
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Telecommuting Log Sheet

Name:

Instructions

Please complete a telecommuting log each week, sign it, and submit a copy to your manager. On the log please indicate the
work you have scheduled to be done while telecommuting, the actual work you were able to complete, and the time it took
you to complete that work.

For example, for October 18" you may have scheduled:

- Creating a 20 minute powerpoint presentation (from scratch),

- Writing 15 confirmation letters, and

- Drafting a proposed civil law institute program.

However, you were only able to:

- Complete the powerpoint presentation, and
- Draft the proposed civil law institute program

within a normal working day of eight hours.

The confirmation letters are not done and could be completed during your next telecommuting day.
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INTRODUCTION

The purpose of this paper is to shed light on when and
where work is done in the U.S., how that’s changed in
recent years, and where the trend might be headed.

But there’s a problem. “The task of trying to make sense of
the various government sources of work at home data is a
Statistical Vietnam,” said Bruce Phillips while he was senior
fellow at the National Federation of Independent Business
Research Foundation. “The data goes in, but you can’t get
it out.”

Part of the problem is a matter of terminology. So to make
sure there’s no confusion, the focus of this report is on
those who work at home (or in some cases elsewhere) and
are not self-employed—neither as a sole proprietor or in an
incorporated business)—in other words, employees who
telecommute, or ‘workshift’ as some say. To avoid con-
stant repetition throughout this paper, unless otherwise
noted, the words ‘work-at-home’ (WAH) and the term
‘workshift’ refer to employees who fit the above conditions.

No one would disagree that the U.S. workforce is increas-
ingly mobile. But, beyond that broad statement, we know
little about the rate of increase in mobility —how often peo-
ple are out of the office, where they are, and what they’re
doing. For that matter, there’s no agreed-upon method of
defining who they are.

Do you include an employee who takes work home on
weekends as someone who works from home? What
about a plumber who has an office at home, but earns his
living only when he’s on the road? Does it matter whether
a person who works at home is employed by a private
company, employed by the government, or is self-
employed? What about an unpaid family worker, do we
include him or her? How do you categorize a mobile work-
er who works at client locations, in their car, or at a coffee
shop? Does someone who works remotely one day a
week belong in the same statistical bucket as someone
who works at home all the time?

If we could answer these questions and collect consistent
data about how and where people work, it would help
business leaders:

» Better understand their facilites’ needs, increase
workspace efficiency, and reduce real estate overhead

» Evaluate their IT readiness and the communications,
collaboration, and technology needs of their workforce

» Effectively integrate employee mobility into hiring, training,
and management paradigms

» Develop and market products and services that support
remote work

» Better address the special needs of the disabled, of military
families, and of caregivers

For city, state, and federal leaders, a better understanding
of workforce mobility could help them:

» Evaluate the extent to which home-based work can reduce
traffic  congestion and greenhouse gases in their
communities

» Solve regional issues such as outbound workforce
migrations, talent shortages, and labor force mismatches
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Understand the ROI of broadband investments
Reduce the offshoring of jobs
Encourage populations to work and shop where they live

Help establish laws to encourage home-based work and
abolish those that discourage it

Help understand the role that work-at-home programs
could play in transportation demand management, energy
conservation, and greenhouse gas emissions

Reduce un- and under-employment
Increase productivity
Save money

now, some of the most informative data about when

and where people work have been buried in nearly impen-
etrable jungle of databases. We've hacked our way
through them, and made some surprising discoveries.

We hope you’ll find The State of Telework in the U.S. both
interesting and informative. What's more, we hope it will
leave at least some of you wanting more because there is
still much we don’t know about the growing population of
anytime, anywhere workers.

KEY FINDINGS

Unless otherwise noted, all telecommuter statistics refer to
non-self-employed people who principally work from
home.

Forty-five percent of the US workforce holds a job that is
compatible with at least part-time telework.

v

Fifty million U.S. employees who want to work from home
hold jobs that are telework compatible though only 2.9
million consider home their primary place of work (2.3% of
the workforce).

v

v

The existing 2.9 million US telecommuters save 390 million
gallons of gas and prevent the release of 3.6 million tons of
greenhouse gases yearly.

If those with compatible jobs worked at home 2.4 days a
week (the national average of those who do), the reduction
in greenhouse gases (51 million tons) would be equivalent
of taking the entire New York workforce off the roads.

v

The national savings would total over $900 billion a year;
enough to reduce our Persian Gulf oil imports by 46%.

v

The energy saved annually from telecommuting could exceed
the output of all renewable energy sources combined.

v

Regular telecommuting grew by 61% between 2005 and
2009. During the same period, home-based self-
employment grew by 1.7%.

v

» Based on current trends, with no growth acceleration,
regular telecommuters will total 4.9 million by 2016, a 69%
increase from the current level but well below other
forecasts.

Seventy-six percent of telecommuters work for private
sector companies, down from 81% in 2005—the difference
is largely attributable to increased WAH among state and
federal workers.

v

Using home as a ‘reasonable accommodation’ per the
Americans with Disabilities Act, 316,000 people regularly
work from home.

v

» The typical telecommuter is a 49-year-old, college-
educated, salaried, non-union employee in a management
or professional role, earmning $58,000 a year at a company
with more than 100 employees.
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Relative to the total population, a disproportionate share of
management, professional, sales and office workers
telecommute.

Non-exempt employees are far less likely to work at home
on a regular or ad hoc basis than salaried employees.

Over 75% of employees who work from home earn over
$65,000 per year, putting them in the upper 80 percentile
relative to all employees.

Larger companies are more likely to allow telecommuting
than smaller ones.

Non-union  organizations are more to offer

telecommuting than those with unions.

likely

In a quarter of the nation’s 20 largest metro areas, more
people now telecommute than use public transportation as
their “principal means of transportation to work."

There is no positive correlation between cities with the
worst congestion or longest round-trip commutes and the
extent of telework. For example, among the largest 15
metro areas, New York had the third lowest percent of
regular telecommuters (2.1%).

Among the 15 largest U.S. metro areas, San Diego-
Carlsbad-San Marcos (CA) has the highest concentration of
people who consider home their primary place of work
(4.2%) and Detroit-Warren-Livonia (Ml) has the lowest
(1.8%).

The region with the fastest percentage growth in regular
employee telecommuting was Riverside-San Bernardino-
Ontario (CA)—posting a 77% increase since 2005 (based
on growth relative to the local total population and among
populations with over 1 million workers).

Among the 124 metropolitan areas evaluated, 34% showed
greater five-year growth in regular telecommuters than the
national growth.

The jury is still out on what impact the recession had on
telecommuting. It appears that occasional telework
decreased, and regular telework (at least weekly) increased,
but we won’t know until the 2010 Census data is available.
Whatever the conclusion, the five year telework growth rate
has been significant

The biggest barrier to telecommuting, by a wide margin, is
management fear and mistrust.

METHODOLOGY

Various federal agencies collect information about where
people. The Census Bureau collects data on how people
travel to work, with one option not traveling at all. The Bu-
reau of Labor Statistics (BLS) captures information on
where and when people work. BLS also polls companies
about whether they offer flexible workplace options. The
IRS and the SBA gather information about home-based
businesses. And the Office of Personnel Management
(OPM) tracks telework practices in the federal workforce.

In the private sector, a number of organizations track vari-
ous forms of mobile work, including WorldatWork.

With all that tracking and gathering, you’d think it would be
easy to create a picture of where and when people work.
Unfortunately, it's not. The following is a summary of the
various sources of data used in compiling this paper, along
with an explanation of the limitations of each.

PuBLIC SECTOR DATA

Census / American Community Survey (ACS)

ACS is a nationwide survey conducted annually by the
U.S. Census Bureau. It produces one-year estimates for
geographic areas with a population of 65,000 or more: the
nation, all states, the District of Columbia, all congressional
districts, approximately 800 counties, and 500 metropoli-
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tan and micropolitan statistical areas. About three million
housing unit addresses and 307 million people are repre-
sented in the weighted sample.

ACS asks survey respondents: “What was your primary
means of transportation to work during the survey week?”

» Car, truck, or van - driving alone
» Car, truck, or van - carpooled

» Public transportation

» Walked

» Taxi, motorcycle, or bike

» Worked at home

ACS — Limitations

While the question offers some insight into the WAH work-
force, it falls short of providing useful answers in a number
of ways:

1) While the respondent is also asked whether they work
for a private or public sector organization, if they’re self-
employed, or if they’re an unpaid family worker, that ‘class
of worker’ data is only tied to the ‘means of transportation
to work’ category in a handful of Census Bureau reports.

For example, American Fact Finder, the primary search
tool for Census data, does not allow users to determine
the number of non-self-employed people in the construc-
tion industry who work from home in Millville, New Jersey.
[t could be used to determine in general how many were
self-employed, were unpaid family workers, or were state
government workers. It could also determine how many
people in Millville just worked from home, but it would not
allow you to break out the self-employed.

2) ACS only captures information about people who pri-
marily work at home, not those who do so on an occa-
sional basis—a group far larger than those who do so
most of the time.

3) ACS does not capture information about people who
work remotely from client offices, shared office centers,
coffee shops, their cars, or other ‘third places’.

The Census Bureau occasionally conducts research that
addresses some of these limitations, but they have not
done so since 2004.

Use of ACS Data in This Paper

Because of the limitation of available ACS standard tables
and online query interface, most of the data in this report
was compiled from our own special tabulations of the
Census Public Use Microdata Samples (PUMS)—a statisti-
cally accurate representation of the population based on a
5% micro-sample.

Five-year trend data is based on PUMS one-year esti-
mates from 2005 through 2009, the most recent year
available.

Certain metropolitan areas that were redefined during the
five-year period are excluded from the trend analysis.
Among those with workforces larger than one million peo-
ple; the Denver and Miami metropolitan areas were omit-
ted for this reason.

The statistical validity of changes in the WAH population
obviously diminishes with a decrease in population size. In
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general, the data regarding the total regional WAH popula-
tion is statistically valid, but the data for areas within popu-
lations smaller than a million may not be. For this reason,
we primarily focus on larger metro regions.

Bureau of Labor Statistics (BLS)

Two Bureau of Labor Statistics (BLS) surveys—the Ameri-
can Time Use Survey (ATUS), and the National Compensa-
tion Survey (NCS)—offered some useful material for this
paper. However, the annual BLS survey does not allow
standard searches or produce reports that distinguish the
self-employed from the non-self employed at the industry,
occupation, or other granular levels. The most recent sur-
veys that do separate the self-employed from the rest of
the WAH population cover only 2003 through 2007.

Further, BLS respondents are asked to answer questions
based on where they worked on a particular survey day,
which may or may not be indicative of their regular workplace.

BLS American Time Use Survey (ATUS)

ATUS is conducted annually. It includes, among other
things, information about where and when people work—
at their workplace, at home, or at another location. The
data is collected through telephone interviews.

ATUS — Limitations

ATUS defines the term "working’ as time employed people
spend doing tasks required for a job. A person who reads
work-related e-mail messages for 10 minutes on a Satur-
day is counted as working on that day, as is someone who
worked a 12-hour shift.

ATUS does not distinguish between people who are paid
to work from home and those who simply take work
home.

BLS National Compensation Survey (NCS)

The National Compensation Survey is conducted annually.
[t collects information from companies about the compen-
sation and benefits they offer.

One benefit choice is ‘flexible workplace’. BLS defines this
as: “Permits workers to work an agreed-upon portion of
their work schedule at home or at some other approved
location, such as a regional work center.” They note,
“...such arrangements are especially compatible with work
requiring the use of computers linking the home or work
center to the central office.”

NCS — Limitations

NCS data only indicates who offers a benefit, not who us-
es it, how, or how often.

Their count does not include companies that offer work-
place flexibility on an ad hoc or occasional basis.

Other Federal Data

Data about participation in telework programs within the
federal workforce comes from the annual Status of Tele-
work in the Federal Government— Report to Congress.

PRIVATE SECTOR DATA

WorldatWork

WorldatWork is a non-profit organization with 30,000+
members in 75 countries. Nearly all Fortune 1000 compa-
nies are WorldatWork members. Results from two of their
reports are included in this paper: Telework 2011—A
WorldatWork Special Report and the 2011 Survey on
Workplace Flexibility.

Telework 2011 —A WorldatWork Special Report
Together with The Dieringer Research Group, Worldat-
Work has conducted periodic surveys about ad hoc, oc-
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casional, and regular telework among its members since
2003.

Their Telework 2011—A WorldatWork Special Report
(based on 2010 data) was released on June 23, 2010."

Approximately 1,000 randomly selected U.S. adults were
surveyed for the 2011 report. The data was weighted to
match the current population.

Telework 2011 — Limitations

Because respondents self-reported their business type,
some self-employed respondents may be counted among
employee telecommuters. This may be significant because
according to ACS data, the self-employed population suf-
fered significant declines during the recession, while the
employee telecommuter population grew.

Due to the small sample size, the teleworker segment of
their sample has a margin of error of +10 percent.

Survey on Workplace Flexibility

The WorldatWork 2071 Survey on Workplace Flexibility?
asked its 5,191 global members what types of flexible
work arrangements they offered to some or all employees.
Of this group, 537 responses were included in the results.

Survey on Workplace Flexibility — Limitations

Because WorldatWork’s membership is comprised of a dis-
proportionate share of large employers, (91 percent have
more than 100 employees), their data under-represents small
employers.

WAH TRENDS

ACS data showed that while the growth rate varied from
year to year, the employee WAH population grew 61%
between 2005 to 2009 (see Chart 1).

Chart 1 - Cummulative Increase In WAH
Source: 2006 to 2009 ACS PUMS Data
60%

40%

Growth

20%
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WorldatWork’s Telework 2071 survey (conducted in 2010)
showed that in the wake of a 74 percent increase in the
WAH population between 2005 and 2008, there was a
small decline between 2008 and 2010 (460,000, when
adjusted for the decline in the overall labor market).

Since ACS reports those who consider home their primary
place of work and WorldatWork counts those who work at
home at least one day a month, we won’t know what im-
pact the recession had on multiple-day-a-week telework-
ers until the 2010 ACS data is available.

What is clear is that while the recession may have slowed

the rate of growth of telework, the 5-year picture shows
significant growth.

J

F
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WAH BY CLASS OF WORKER

Across all types of workers, the WAH population grew dis-
proportionately faster than the total workforce (Chart 2).

Chart 2 - Workforce & WAH Growth
2005-2009
Source: ACS PUMS Data
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In 2005, WAH employees totaled 1.5% of the non-self-
employed population. By 2009, an additional 1.1 million
WAH employees boosted that to 2.3% (Table 1, opposite).

Table 1—2005 and 2009 WAH by Class of Worker as a
Percent of Total Workforce by Class of Worker

Class of Worker 2005 2009
Private For-Profit 1.6% 2.4%
Private Non-Profit 1.8% 2.7%
Local Government 0.7% 1.1%
State Government 1.4% 2.2%
Federal Government 0.7% 3.2%

Total 1.5% 2.3%

Source: 2005 and 2009 American Community Survey

The federal government has the highest percentage of
WAH employees within their own population (see Table 1)
though they only account for 5.2% of all WAH employees
(see Table 2, next page).
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Table 2 - 2009 WAH Population by Class of Worker

Employee of: # % of WAH
Private For-Profit 2,225,497 76.0%
Private Non-profit 298,436 10.2%
Local Government 113,007 3.9%
State Government 138,801 4.7%
Federal Government 153,492 5.2%
Total 2,929,233 100.0%

Source: 2009 American Community Survey

Table 3 below shows that in 2005, employees of private
for-profit companies accounted for over 80% of the regular
WAH population. By 2009, largely due to greater adoption
among federal workers, while their total numbers grew, the
private for-profit sector share of WAH employees dropped
to 76%.

Table 3—Work at Home
% of WAH Total by Class of Worker
2005 % of WAH

Class of Worker 2009 % of WAH

Total Total

Private For-Profit 80.7% 76.0%
Private Non-Profit 9.5% 10.2%
Local Government 4.1% 3.9%
State Government 4.1% 4.7%
Federal Government 1.7% 5.2%

Source: 2009 American Community Survey

Private For-Profit Employees

In 2009, 2.2 million employees of private for-profit compa-
nies worked from home the majority of the time. They ac-
count for 76% of all WAH employees, but lag behind other
employer categories in terms of participation rates. And, in
part because it’s harder to achieve a percentage increase
in a large number than it is in a small one, the for-profit
employer population also showed the slowest 5-year
growth (51.6% - see Chart 2 on page 9).

Private Non-Profit Employees

About 300,000 non-profit employees called home their
primary place of work in 2009. They were 10.2% of the
WAH population, and posted the largest growth among
the various employer categories during the recession. This
is perhaps because non-profit organizations suffered more
than others did during the recession, losing both patrons
and investment earnings, and they responded by turning
to more efficient and effective WAH arrangements.

Local and State Government Employees

Local and state government employees together account-
ed for 8.6% of the WAH workforce. They represent the
lowest rates of participation among the various classes of
workers. Some states, including Georgia, Virginia, and Ari-
zona, have passed legislation to increase WAH within their
workforce, but the majority of states have not.

Federal Employees
The WAH standout, in terms of both growth and participa-
tion rates, was the federal workforce. In part for the same
reason the largest group grew the slowest, the smallest
group grew the fastest.

Federal employees who considered home their primary
place of work totaled only 30,000 in 2005. By 2006, that
number had grown by over 400%, though little progress
has been made since that time (see Discussion Section for
details). According to ACS data, 3.2% of federal employ-
ees called home their primary place of work in 2009. By
the government’s own count, while 61% of the 2 million
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federal workers were considered eligible for telework, only
about 100,000, or 5.2% of them did.

Though the federal workforce participation rate is higher
than the rate of all other classes of workers, it’s surprisingly
low considering that since 2000 a federal mandate has
required that every U.S. government employee work from
home to the maximum extent possible.

The original driving force for WAH among federal workers
was the threat of a bird flu pandemic. Since then, Hurri-
cane Katrina, ‘Snowmageddon’, Swine Flu, and other cri-
ses have bolstered the government’s resolve to make tel-
ework a continuity of operations (COOP) necessity.

In the current administration, the push for more federal
telework has moved beyond COOP. Referring to himself
as the Teleworker in Chief in his early days in office, Presi-
dent Obama has lobbied for telework.

In December of 2010, the Telework Enhancement Act
passed through both houses of Congress with bipartisan
support. While no funding was provided in the bill, agen-
cies have been charged to:

Designate a senior manager to coordinate the
agencies’ telework program

Determine eligibility of employees, notify them of
their eligibility status, and enter into written agree-
ments with them for those who wish to telework
Develop and implement telework training pro-
grams for managers and employees

The Office of Personnel Management’s Director, John Ber-
ry, couldn’t have been clearer about his and the current
administration’s support for telework in the agency’s an-
nual report on the status of telework to Congress:®

“. .. | believe telework must be implemented with a focus
on accountability. As the President said at his White House
Forum on Workplace Flexibility last March, ‘It's about at-
tracting and retaining top talent in the federal workforce
and empowering them to do their jobs, and judging their
success by the results that they get—not by how many

meetings they attend, or how much face-time they log...’
Presenteeism, the practice of sitting at one's desk without
working, can be just as problematic as absenteeism. | am
an adamant supporter of telework because workers in an
effective telework program can only be judged by their re-
sults. Those who can't perform and can't improve can't
hide behind their desks. It is up to management to give our
employees clear direction and support, and then trust
them to deliver.” —Message from the Director, 2010 Sta-
tus of Telework in the Federal Government.

While progress has been slow, federal telework is begin-
ning to take hold. In 2010, the Patent and Trademark Of-
fice reported that 55% of its workforce teleworks on a reg-
ular basis. At the National Mediation Board, 43% do so.*

While the Telework Enhancement Act has no real teeth in
terms of sanctions for non-compliance, taken together
with other Presidential directives that call for increased
sustainability, better continuity of operations, transition to
telework-compatible technologies, and reductions in real
estate footprints, we expect to see some real strides in
federal telework in the years ahead.

WAH As A COMMUTER ALTERNATIVE

As a primary means of transportation, not traveling at all
now accounts for 2.3% of the non-self-employed employ-
ee workforce (see Chart 3), and is growing at a far greater
rate than all other modes.
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Chart 3 - Means of Transportation

Source: 2009 ACS PUMS Data
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In a quarter of the nation’s largest 20 metropolitan areas,
more people work at home than travel to work via public
transportation, walking, taxi, motorcycle, or bike (Table 4).

Table 4—Metro Areas Where WAH Exceeds Commuter
Use of Public Trans., Walking, or Taxi/Motorcycle/Bike
(ordered by size)

Dallas-Fort Worth-Arlington TX
Phoenix-Mesa-Scottsdale AZ
Detroit-Warren-Livonia Ml

San Diego-Carlsbad-San Marcos CA

Tampa-St. Petersburg-Clearwater FL

Source: 2009 ACS PUMS Data among populations > 1 million

Top WAH Metro Areas

At the national level, the WAH population grew almost 12
times faster than the general population. In some areas,
such as Riverside, CA, and Tampa, FL, it grew even faster.

Table 5 shows the 10 metro areas with the fastest WAH
growth relative to their total workforce, and the actual
WAH growth within those areas.

Eleven of the nation’s 15 largest metropolitan areas have a
higher percentage of people working from home than the
national average of 2.3%. The San Diego-Carlsbad-San
Marcos area topped the list with 4.2% of the population
working from home most of the time. Detroit and Houston
tied for the bottom slot (Table 6, next page).

Table 5—Largest WAH Growth
Compared to Workforce Growth

Metro Area % Compa
Growth red to
Workfor
ce
Riverside-San Bernardino-Ontario, CA 76.6% 25.5x
Tampa-St. Petersburg-Clearwater, FL 55.0%  18.4x
Salinas, CA 37.5%  18.1x
Chicago-Naperville-Joliet, IL-IN-WI 49.0%  14.1x
San Jose-Sunnyvale-Santa Clara, CA 1202'6 18.4x
Portland-Vancouver-Beaverton, OR-WA 56.6%  11.6x
Pittsburgh, PA 41.8% 9.7X
Minneapolis-St. Paul-Bloomington, MN-WI  34.5% 9.6x
Los Angeles-Long Beach-Santa Ana, CA 38.0% 9.6x
Phila-Camden-Wilmington, PA-NJ-DE-MD ~ 56.2% 9.3x
Phoenix-Mesa-Scottsdale, AZ 65.2% 8.9x

Source: 2005 to 2009 ACS PUMS Data
Rank by growth is relative to the total population growth
among areas with populations > 1,000,000
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Table 6—% WAH in 15 Largest Metro Areas Chart 4 - By Occupation, % Total Employed
Source: 2005 to 2009 ACS PUMS Data Population Compared to % WAH Population
Source: 2009 ACS PUMS Data
San Diego-Carlsbad-San Marcos, CA 4.2%
Atlanta-Sandy Springs-Marietta, GA 3.4% _
San Francisco-Oakland-Fremont, CA 3.1% Management, professional,
and related
Seattle-Tacoma-Bellevue, WA 3.0%
Phoenix-Mesa-Scottsdale, AZ 2.9% -
Service
Riverside-San Bernardino-Ontario, CA 2.7%
Dallas-Fort Worth-Arlington, TX 2.6%
Los Angeles-Long Beach-Santa Ana, CA 2.6% ) _
Sales and office
Washington-Arlington-Alexandria,DC-VA-MD-WV  2.6%
Boston-Cambridge-Quincy, MA-NH 2.5%
Philadelphia-Camden-Wilmington,PA-NJ-DE-MD ~ 2.4% Farming, fishing, and
forestry
Minneapolis-St. Paul-Bloomington, MN-WI 2.3%
Chicago-Naperville-Joliet, IL-IN-WI 2.3% .
Construction, extraction,
New York-N. New Jersey-Long Island,NY-NJ-PA  2.1% maintenance, and repair
Houston-Sugar Land-Baytown, TX 1.8%
Detroit-Warren-Livonia, Ml 1.8% Production, transportation, -
and material moving
Source: 2009 ACS PUMS Data
9 Military
WHO WORKS AT HOME*

More than 70% of the WAH population holds manage-
ment, professional, sales, and office jobs (compared to 0% 10% 20% 30% 40%

61% of the total workforce; see Chart 4, opposite).
H 9% Total Employed Population % WAH Population
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While their numbers are fewer, WAH now has a significant
presence across occupations and industries as well (see
Charts 4 and 5) because most jobs, even manufacturing,
now involve some knowledge work. Thanks to technology,
many in non-traditional WAH occupations and industries
can now work remotely.

Chart 5 - By Industry, % Total Employed
Population Compared to % WAH Population
Source: 2009 ACS PUMS Data
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Mining
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Manufacturing
Wholesale trade
Retail trade
Transportation and
Information
Finance and insurance
Real Estate
Rental and leasing
Arts, entertainment, and
Professional, scientific, and
Management of companies
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Waste Management
Educational services
Health care and social
Arts, entertainment, and
Services
Military
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AGE

ACS data suggests that those who WAH are older than
the average worker. The greatest proportional difference is
among those over 60 (see Chart 6).

This suggests that workplace flexibility is favored by Baby
Boomers, perhaps as a way to slowly edge into retirement.
[t debunks the concept that WAH and workplace flexibility
are only suited to younger, more tech-savvy employees.
And it challenges the myth that flexibility is just for women
with children.

Chart 6 - Telworkers by Age
Source: 2009 ACS PUMS Data
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Whether the age skew is a result of who chooses to work
flexibly or who's chosen to can’t be determined from the
data. Likely two factors are at play here. First, senior work-
ers have had more time to earn the trust that’s essential to
telework. Second, they are less likely to be concerned that
opting to work flexibly will impact their advancement, a
concern that’s frequently cited by younger workers.

INCOME

Over three-quarters of WAH employees earn over $65,000
a year, putting them in the 80th percentile relative to the
total workforce. While some industries, such as the call
center industry offer WAH to the minimum wage workers,
most still treat it as a privilege (see Chart 7, next page).
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Chart 7 - Income Distribution Comparison
Source: 2009 ACS PUMS Data
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EDUCATION

Most employees who work at home have at least a college
degree, and a significant percentage have a post graduate
degree. Again, this reinforces the observation that WAH
jobs are not equally available to all workers (see Chart 8).

Chart 8 - Education Comparison
Source: 2009 ACS PUMS Data
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THE SELF-EMPLOYED

While not the primary focus of this paper, since most gov-
ernment reports (and therefore the media) lump the self-
employed in with the rest of WAH population, it’s im-
portant to understand the impact of their numbers.

A fifth of all self-employed people work from home. They
represent half of those who consider home their primary
place of work and are an important part of the economy
and the WAH population. However, the industries they
represent, their motivations, and their demographics are
very different from those of the employee WAH population.

On a five-year basis, the WAH segment of the self-
employed population grew only slightly (1.7%). When their
numbers are combined with the non-self-employed WAH
population, the combined growth totaled only 23%, com-
pared to the 61% growth of WAH without the self-
employed.

The recession was not as kind to WAH business owners
as it was to the employee WAH population. Both the total
self-employed population and the WAH portion lost ground
in 2008 and 2009 (see Chart 9).

Chart 9 - 2005-2009 Self Employed Population
Source: 2005 to 2009 ACS PUMS Data
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Largely as a result of the increase in the employee WAH
population, the self-employed share of the WAH popula-
tion fell from over 60% to 50% during the past five years
(see Chart 10).

Chart 10 - Self Emp. vs Employees, WAH Trend
Source: 2009 ACS PUMS Data
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WHo OFFERS WAH JoBs?

Data on who offers work at home comes from two
sources, the Bureau of Labor Statistics National Compen-
sation Survey and WorldatWork.

Bureau of Labor Statistics (BLS) conducts an annual Na-
tional Compensation Survey that includes questions about
the benefits offered by companies.” To be counted as a
benefit, it must be permanent and widely available.® The
BLS count does not include ad hoc, occasional, and in-
formal WAH programs, which WorldatWork shows to be,
by far, the most common approach.

BLS SuMmMARY oF WHO OFFErs WAH

In 2010, only 5% of companies reported offering flexible
workplace benefits (see Table 7, opposite). That number
has changed only one percentage point since 2003 (the
first year of the survey).

Table 7— % of Workforce Offered
Flexible Workplace Benefits
Category 2007 2010
Private Companies 5% 5%
Company Size
100+ Employees 5% 7%
Less than 100 Employees 3% 4%
Occupation
Management, Professional & Related 5% 5%
Service 3% 4%
Sales & Office 11% 13%
Natural Resources, Construction & Maint. 1% 9%
Production, Transp., and Material Moving 5% 5%

Union vs. Non-Union
Union n.a. 1%
Non-Union n.a. 5%

Blue Collar vs White Collar
Blue-Collar 2% 2%
White-Collar 5% 6%

Wage Percentile

Lowest 25 Wage Percentile n.a. 1%
Second 25 Percentile n.a. 3%
Third 25 Percentile n.a. 6%
Highest 25 Percentile n.a. 12%

Source: 2010 BLS National Compensation Survey

Again, the reason for this startlingly low number likely lies in
the BLS’s strict guidelines for inclusion as a benefit.

Within the population of those who offer flexible workplac-
es, the BLS data shows (see Table 7):
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» Larger companies offer flexible workplaces more than
smaller ones do.

» Such arrangements are five times more common in non-
union establishments, and three times more available to
white-collar versus blue-collar workers.

» There is a linear relationship between the availability of
flexible workplace options and wages through the third
25th percentile—the higher the wage, the more likely the
availability. But the highest wage earners are twice as likely
to have access to workplace flexibility than the those in the
third percentile are, and 12 times more likely than those in
the lowest wage group.

WORLDATWORK SUMMARY OF WHO
OFFERS WORK AT HOME

WorldatWork’s 2071 Survey on Workplace Flexibility” offers
insight into ad hoc, occasional, and informal WAH practic-
es of its members. To answer the question about which
types of flexible work arrangements members offered to
some or all employees, WorldatWork found:

» 83% offered it on an ad hoc basis (to meet a repair person,
care for a sick child, etc.)

» 58% offered it a least one day a month, but not full time
» 57% offered it at least one day a week, but not full time
» 37% offered it full time

WAH Availability by Exempt vs. Non-Exempt
When asked if they made WAH available to all employees,
the majority did not. All forms of telework were significantly
more available to exempt than non-exempt employees
(see Chart 11)

» 48% offered it ad hoc

» 29% offered it at least once a month
» 28% offered it at least once a week
» 16% offered it full time

WAH Availability by Company Size
In terms of company size, those with 10,000 or more em-
ployees were significantly more likely to offer telework at

Chart 11 - Exempt vs. NonExempt
Source: WorldatWork 2011 Survey of
Workplace Flexibility
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least one day a month to some or all employees than
smaller companies (72-73% versus 52-62%).

Companies with less than 100 employees or those with
10,000 to 20,000 employees were nearly equal in their
offering of telework once a week (63% and 64% respec-
tively). The largest companies (those with over 20,000 em-
ployees) were the most likely to do so (77%).

For the most part, the larger the company, the more likely
they are to offer full-time telework (offered by 56% of the
largest companies and 25% of the smallest).

WAH Availability by Type of Organization

The extent to which WorldatWork’s member companies
offered telework to at least some employees varied by type
of company, with non-profit organizations offering regular
and full-time telework more than any other sector. Publicly
held companies were the second most likely to offer it on a
regular basis (see Chart 12).
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Chart 12 - Telwork Offerings by Type of Organization
Source: 2011 WorldatWork Survey of Workplace
Flexibility
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WAH Availability by Industry

Full-time telework was most prevalent in finance/insurance
and healthcare/social assistance industries (60% and 55%
respectively). It was least available in the manufacturing
industry—though still significantly offered at 24%. This
challenges the commonly held theory that only service
sector jobs are compatible with full-time telework. You
have to look at the work itself to understand if it is compat-
ible with WAH.

Obstacles to Offering Work at Home

When asked to indicate the primary obstacles to telework
(among those who did not offer it), management resistance
was overwhelmingly cited as the most common holdback.
Job incompatibility was second (see Chart 13).

>/=1 day per week “ Full-Time

Chart 13 - Obstacles to Telework
Source: 2009 WorldatWork Telework Trendlines
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This data is consistent with a wide body of research that
shows that while interest in WAH (of any frequency) is very
high among employees and more than half of jobs are
conducive to it, management resistance remains the big-
gest obstacle to WAH.

How OFTEN DO THEY
WORK AT HOME?

BLS data showed a 28% increase in the number of em-
ployees who reported working at home (either as part of
their regular workday or working after hours) from 2005 to
2009.
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The average number of hours worked at home has been
stable at about 2.5 hours a day since 2008 (see Table 8).

Table 8 —Employees Who Performed Work at Home

2005 2006 2007 2008 2009
Employees 14.1m 156m 159m 16.4m 18.0m
% Change 22% 10.6% 1.9% 3.1%  9.8%
% of Pop. 15.4% 16.5% 16.0% 17.0% 17.0%
Avg hrs 2.19 2.27 2.55 2.50 2.50
Source: BLS Time Use Survey
Non-self-employed. Includes unpaid WAH.

Employees in management, professional, and related oc-
cupations worked remotely more than twice as many
hours as other workers did, for a total of about 6.5 hours a
week in 2007.8

While ancient in terms of how far technology has come, a
2004 special BLS supplement to the Current Population
Survey showed the average number of paid WAH hours
among those who have a formal WAH agreement to be
equivalent to 2.4 days a week (see Table 9).°

Table 9—2004 WAH Hours of Work

Hours/Week % Employees
Less than 8 21%
8to 34 35%
35 or more 15%
Average 18.6 hours (2.4 days)

Source BLS Work at Home in 2004 special supplement

WorldatWork asked survey participants: “Thinking of your
normal business hours, how frequently do you work only at
home for an entire day?” In 2008, approximately 16 million
answered with at least once a month. That number has
increased by almost 62 percent since 2005 (see Table 10).

Table 10 5 Yr Growth of WAH at least once a month

2005 2010 5 Year Increase
9.9 million 16 Million 61.6%

Source: WorldatWork surveys 2005 to 2009

WorldatWork also found that teleworkers were doing so
more frequently in 2010 than in 2008. Those who reported
they teleworked almost every day grew from 40 to 45 per-
cent. And those who did do at least once a week, in-
creased from 32 percent to 39 percent. At the same time,
teleworkers reporting they worked from home once a
month declined from 28% to 16%.'° This shift may indicate
that occasional telework is proving itself effective and re-
ducing fears to the point that more frequent participation is
accepted. Alternatively, it might indicate that the fringe tel-
eworkers went back to the office during the recession
while the more frequent participants —those who’d proven
the savings potential, expanded their telework days.

WHERE DO THEY WORK?

In 2007, BLS compiled a special tabulation about where
people worked. It showed that about 7.5% of work was
performed at home and 2.9% was performed in other
places. Again, those in managerial, professional, and relat-
ed occupations did more at home (12.8%) and other plac-
es (3.5%) than other employees in other occupations. '

The latest BLS data does not include other places of work,
but it does show a decrease in work conducted at an of-
fice from 90% in 2007 (a number that had changed little
since 2003) to 87% in 2009.'2

The second most common work location was home. On
days they worked, nearly one in five employed people
spent at least some time working at home (again, this in-
cludes a mix of paid and unpaid work).

Only about 3% of all work hours were performed at other
locations, such as a restaurant, someone else’s home, or
outside.
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WorldatWork found similar numbers. They asked partici-
pants: “Indicate whether you have ever conducted work-
related activities at any of the following types of locations
over the past month.” Home was, by far, the most cited
non-traditional place of work (63%)."® The second most
frequently cited location was in the car (40%). Other fa-
vored ad hoc offices included automobiles, eateries, and
hotels (see Chart 14).

WHO WANTS TO WORK AT
HOME?

While the question was not repeated in 2011, Worldat-
Work’s 2009 Telework Trendlines showed that 50% of

Chart 14 — Remote Work By Location
Source: WorldatWork Telework 2011
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non-telecommuters rated the chance to WAH as four or
five on a scale where five meant they were very interested
in working from home. Only 21% said they would not be
interested at all. Thirty-seven percent said they’'d take a
small pay cut in exchange for being able to work at home
two days a week.'*

There are also some groups of people for whom being
able to telework is more critical. These include the disa-
bled, those with eldercare responsibilities (a rapidly grow-
ing group), military families, and rural workers.

WHO CouLD WORK AT
HOME?

Insight into this question of who could work at home can
be gleaned from a number of studies:
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1) The WorldatWork 20717 Survey on Workplace Flexibility
suggested that employers felt that between 41% and 47%
of jobs were compatible with WAH.'®

2) WorldatWork’s 2009 Telework Trendlines shows that
the 38% of those who did not telecommute felt they had
job-related tasks that could be done at home. Respond-
ents most commonly answered that they felt they could do
up to 40% of their job at home, though almost a quarter
felt they could do 80% or more remotely.'®

3) In 2005, researchers Matthews and Williams (M&W) es-
timated the potential WAH population at 40% of the work-
force (based on 2002 BLS totals).”” They did so by deter-
mining which U.S. jobs were telework compatible, which
they defined as:

» Having an information component

» Being individual vs. group work

» Having clear parameters for evaluation

» Not requiring personal contact with customers

» Not requiring physical work that could only be done on site

On this basis, they included professional specialty, tech-
nical support, administrative support, and half of sales jobs
(assuming that half were non-retail). They excluded man-
agement positions altogether, assuming (incorrectly) that
“managers would not be teleworking in the near future.”

We repeated Matthews and Williams approach using 2010
Labor Force numbers with the following modifications:

» We included a small portion of the populations where there
were already people working at home in occupational
categories that were not included in M&W’s estimate. For
service and production/transportation occupations, we
assumed 5% compatibility. For construction and
maintenance, we assumed 10%.

» For the government workforce, we assumed 61% of jobs
were compatible based on the Department of Labor’s 2009

Report to Congress.”
» For management jobs, we assumed 50% compatibility.

The result of our analysis shows that about 63 million U.S.
employees hold jobs that could be done at home at least
part of the time (45% of the workforce).

Taken together with the conclusions about who wants to
work at home, we arrive at a total of about 50 million peo-
ple as a theoretical maximum for WAH (see Table 11 and
Chart 16). That accounts for 36% of the total workforce or
40% of the non-self-employed workforce.

Table 11 - Breakdown of 63 Million Who Could WAH

# % could WAH
Could, wants to, but doesn’t 30.4M 49%
WAH 1-5 days/month 16.0 M 25%
WAH 3-5 days/week 29M 5%
Doesn’t want to 13.4M 21%

Sources: Telework Research Network, WorldatWork 2011
Telework Survey, 2009 American Community Survey

PROJECTED GROWTH

Over the years, many experts have put forth their predic-
tions for growth of telework.

In 2005, Gartner Dataquest predicted that by 2008 thirty-
six million U.S. employees would telework at least once a
month (27% of the worker population) and 13 million
would work from home at least once a week (10% of the
population).'®

In 2009, Forrester Research reported, “more than 34 mil-
lion U.S. adults telecommuted at least occasionally.” They
added:

“Fueled by broadband adoption, better collaboration tools,
and growing management experience, the U.S. telecom-
muting ranks will swell to 63 million by 2016. Those 29
million new telecommuters lined up five abreast would
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stretch from New York to LA! Leading the surge are occa-
sional telecommuters and regular telecommuters who
work from home between one and four days a week. The
impact of this expanding remote workforce is far-reaching:
It will force firms to expand their digital footprints, harness
new social software, crisply define their culture, and exam-
ine their real estate and energy policies.”®

In February of 2011, Fortune Magazine reported that 82%
of companies that made its annual “100 Best Companies
to Work For” list allow employees to telecommute or work
at home at least 20% of the time.?’

There is no doubt that remote work will continue to grow.
And there’s no doubt that it will soon begin to grow more

quickly as a result of a number of factors, including:
and  collaboration

» Ever improving communications

technologies
Increased high-speed broadband penetration

v

The proliferation of web-based applications

v

» A return of labor and talent shortages that were of key
concern prior to the recession

The needs and wants of an increasingly tech-savvy labor
force

v

The desire for flexible work among retiring Baby Boomers

v

Record-low levels of employee engagement

v

Workforce burnout—a factor that was already a problem
before the recession, but even more so now as a result of it

v

The increasing pressure on working adults to care for aging
parents

v

Increasing sophistication about how to manage and work
with distributed workers and groups of workers.

v

The declining numbers of Baby Boom managers who are
not comfortable with WAH workers as they head off into
retirement.

v

Continued pressures on companies for indirect costs of
office space including real estate, design, management,
and operations.

v

Escalating fuel prices and continued unrest in the Middle
East

v

» Increasing pressure on companies to reduce their carbon
footprint, including the likelihood of financial sanctions

» Continued emphasis on cost containment and bottom line
performance

» The growing recognition of flexibility as a corporate
strategy, not just an HR tactic

» Continual reminders of WAH as a continuity of operations
strategy

» Growing concerns about our underfunded and under-
maintained transportation infrastructure

» Federal budget pressures and government mandates for
the federal workforce including the Telework Act and others
on sustainability, continuity of operations, technology

replacement cycles, real estate management, cloud
computing and others.

The question remains: how quickly will remote work grow?

Clearly, ad hoc and occasional WAH will lead the way.
More than 16 million people already work remotely at least
once a month. Based on the historical growth rate report-
ed by WorldatWork (roughly 12% per year), without any
acceleration, that number will reach the theoretical maxi-
mum of 50 million people by 2018.

If we similarly project the regular WAH population growth,
account for projected changes in the labor force, and as-
sume it continues to grow at its historical growth rate, the
regular WAH population would total 4.9 million by 2016, a
69% increase over its current level—but still a very small
portion of the workforce and well below the forecasts of
others.

CONCLUSIONS

While we acknowledge the barriers to widespread tele-
work, it’s an interesting exercise to project what it would
mean if the 50 million potential telecommuters in the U.S.
worked from home on a regular basis (half time). Based on
our Telework Savings Calculator™, the collective compa-
ny, community, and individual savings would total over
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$900 billion a year. The financial and non-financial benefits
would include:

BUSINESSES WoOULD:*

» Save over $13,000 per person

» Increase productivity by over $466 billion—6 million man-
years

» Save $170 billion in real estate and related costs (assuming
a 20% reduction)

» Save $28 billion in absenteeism (25% reduction) and
turnover (10% reduction)

» Improve continuity of operations
» Avoid environmental sanctions, city access fees, etc.
» Reduce their energy costs and carbon footprint

» Improve work-life balance and better address the needs of
families, parents, and senior caregivers

» Avoid the ‘brain drain’ effect of retiring Boomers by allowing
them to work flexibly

» Be able to recruit and retain the best people

INDIVIDUALS WOULD:?®

» Achieve a better work-life balance

» Recoup almost a week of free time per year—time they’d
have otherwise spent commuting

» Save $2,000-$6,700/year, not including daycare and
eldercare costs or reduced car insurance premiums

» Suffer fewer illnesses

THE NATION WoOULD:*

» Save 281 million barrels of oil a year ($28 billion/year at
$100/barrel)—the equivalent of 46% of our Persian Gulf
imports

» Reduce greenhouse gases by 51 milion tons/year—the
equivalent of the entire New York state workforce off the
roads

» Reduce road travel by 91 bilion miles/year thereby
reducing the strain on our crumbling transportation
infrastructure

» Reduce road congestion and increase the productivity for
non-telecommuters

» Save 77,000 people from traffic-related injury or death

» Improve emergency responsiveness

road work and new office

» Reduce pollution from

construction

» Reduce the offshoring of jobs and homeshore some that
have already been lost

» Provide fuller employment opportunities for special
populations include rural workers, the disabled, and military
families

» Reduce the economic and political vulnerability that stems
from our dependence on foreign oil

» Reduce terrorism targets of opportunity

More than a dozen state and federal legislative initiatives
aimed at encouraging telework have been introduced in
the past three years. Many have been enacted. Federal
transportation monies already fund a handful of state and
local advocacy programs. While this is encouraging, unless
a coordinated approach to telework is taken, well-intended
initiatives risk duplication of effort and cost. Moreover,
without a good understanding of who is already telework-
ing, it will be impossible to measure the success or return
on investment of new programs.

THE FEDERAL GOVERNMENT SHOULD:

» Develop cross-agency initiatives to foster state and local
telework advocacy programs. DOE, EPA, DOT, DOL, SBA,
VA, CDC, the Council on Disability, NSA, DOI, DOD, and
even SSA all have something to gain from telework.

» Specifically include telework as a valid transportation
demand management and pollution reduction strategy in
the nation’s transportation and energy policies.

» Collect data from those state and local advocacy programs
that have already proven successful. TeleworkVA, for
example, has a program that offers cash incentives to
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companies that allow their people to work from home.
Other successful models are offered by the federal
government’s own telework programs, The Telework
Exchange, TelecommuteConnecticut, Commuter Challenge
in Seattle, 36 Commuting Solutions in Denver, M-ATAC in
Washington DC, TelCoa, WORKShiftCalgary, the Sloan
Work and Family Network, and dozens of private
practitioners. Sharing information about what has already
been tried and what has worked can save substantial
expense.

Agree on a universally accepted method of verifying and
measuring telework participation. This is particularly
important as public monies are used to fund programs and
as city access fees, commuter taxes, carbon reporting, and
environmental sanctions become realities.

Provide funding for the implementation of the Telework
Enhancement Act of 2010. Passed with bipartisan support,
this legislation is intended to increase telework participation
within federal agencies, but as no funding was associated
with the bill, many agencies are finding it impossible to
comply.

Establish a public-private partnership within SBA to help
small private sector companies evaluate and implement
telework.

Encourage states and local governments to support
telework for their own employees and to encourage private
sector adoption. Progress toward telework goals should be
included in agency head and managers performance
evaluations. Best practices and vendor assessments
should be openly shared between government agencies to
avoid duplication of effort and ensure that poor performing
vendors are not hired elsewhere (think Yelp for
government). Essential telework fundamentals such as IT
and organizational readiness assessments and telework
training (for agency leaders, managers, employees). should
be required for all programs using federal funds to ensure
that programs are not set up for failure. Pre- and post-
telework metrics should be captured to accurately evaluate
program SUcCCess.

Include questions in future American Community Surveys
that allow researchers to easily distinguish home-based
employees, home-businesses, volunteers, and unpaid
family workers across all variables. In addition, questions
should be added to account for mobile employees and to

determine where and how often each class of worker is
working remotely.

» Make ubiquitous high-speed broadband access a priority.
Without uniform access, telework will not be available to
those who need it the most.

» Require that state and local taxing authorities abolish
policies that double-tax home-based workers. New York’s
‘telecommuter tax’ may explain why the NY metro region’s
telework participation rate is so low.

» Offer partial home office tax credits for people who work
from home part time and allow WAH employees to deduct
their home office equipment costs.

» Offer Small Business Innovation Grants (SBIR) to inspire
technology that supports telework.

» Encourage the relaxation of local zoning laws that prohibit
home-based work.

» Evaluate OSHA, Fair Labor Standards, ERISA, and other
employer regulations that impact remote work.

DISCUSSION

WHY DO SOME METRO AREAS HAVE HIGHER
CONCENTRATIONS OF TELEWORKERS THAN
OTHERS?

We expected to find a positive correlation between areas
with the worst congestion or those with the highest levels of
‘extreme commutes' and high levels of telework, but didn't
find such a relationship. We expected to find a correlation in
places where there are telework incentives, but we didn't.

What we see most in the data are places with large popu-
lations of information workers—Detroit is at the bottom of
the list for example. But there are many factors that might
encourage or discourage telework. For example, a long
period of highway maintenance in San Diego, coupled with
a relatively limited public transportation system may have
led to its work at home growth. And while New York is
infamous for its traffic jams, its “telecommuter tax” (essen-
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tially double taxation of telecommuters) most likely dis-
courages participation.

The fastest growth areas may be a result of slow starters,
an example of the "brilliant recovery from a piss poor start"
effect. It's easier to achieve a large percentage increase in
a small space than it is a large one.

WHAT CAUSED THE SURGE IN FEDERAL
WORKERS TELECOMMUTING? IT’S
OBVIOUSLY TOO EARLY FOR IT TO BE THE
TELEWORK ENHANCEMENT ACT.

The huge growth (+400%) all came between 2005 and
2006. Until recently, continuity of operations was the pri-
mary driver of Federal telework. In 2005 both the Oklaho-
ma City bombing and Hurricane Katrina were wake-up
calls. In addition, in part because of Katrina—but also as a
result of increased demand, fuel prices had been steadily
rising. They crossed the $3/gallon barrier in late 2005, and
some people said, “Enough!” Oddly, the $4/gallon barrier
does not seem to have the same impact.

Here's the federal government’s own take on the 2006
growth in telework among federal workers: %

“In the wake of the devastation caused by Hurricane Katri-
na, we have seen the importance of telework in respond-
ing flexibly to emergency situations— in this case, by
providing a tool to help alleviate the issues caused by
steeply rising fuel prices nationwide. Additionally, Con-
gress showed its continuing interest in telework in the
Federal Government through the enactment of Public Law
108-447 in December of 2004, encouraging increased
telework participation in certain agencies.”

WHY IS YOUR FORECAST FOR THE GROWTH
OF TELEWORK SO MUCH MORE
CONSERVATIVE THAN THOSE OF OTHERS

Having worked with a number of companies and govern-
ment agencies in the early stages of their telework pro-

grams, it’s clear that the majority is not ready to make the
organizational culture shift that’s required to manage a
remote workforce. The issue of mistrust—‘how do | know
they’re working’, is huge and not easily overcome. Man-
agement attitudes that were born in the days of sweat-
shops and typing pools still dominate. And even in those
rare organizations where senior management unambigu-
ously supports the concept, lack of middle management
buy-in is the stumbling block.

Oddly, the fact that the majority of information industry
employees are not at their desk most of the time, is some-
thing most companies don’t want to acknowledge. The
tools, training, and technologies that are needed to sup-
port telework, are really just a catch-up on how employees
are working already.

While looming labor shortages, increased pressure from
value chain partners and others to engage in sustainable
practices, rising fuel prices, budget pressures and a variety
of other factors will continue to make telework attractive,
the cultural barriers will not be quickly overcome.
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The Telework Research Network is a consulting and re-
search firm based in San Diego, California that specializes
in evaluating the business case for telework and other
workplace flexibility strategies. They’ve built telework sav-
ings models for the US, UK, Canada, and the US federal
workforce. Hundreds of company and government leaders
have used their proprietary Telework Savings Calculator™
to evaluate the ROI of alternative workplace strategies.

The Telework Research Network’s researchers have syn-
thesized over 500 studies on telework and related topics.
They’ve interviewed the nation’s largest and smallest tele-
work employers and their employees, the telework advo-
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who have invested in the remote work model. Their re-
search has been quoted in Harvard Business Review, The
Wall Street Journal, and scores of other publications.

The Telework Research Network staff is available for con-
sulting and research projects, custom telework and flexible
work modeling for companies and communities, branded
savings calculators, writing, and speaking.

Their research is conducted independently and made pos-
sible by their sponsors. Related white papers include:

Telecommuting: The Bottom Line Impact
Performance Based Management
The Shifting Nature of Work in the U.K.

Visit TeleworkResearchNetwork.com. For more information
contact Kate@TeleworkResearchNetwork.com.
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CITRIX ONLINE

Citrix Online provides secure, easy-to-use online solutions
that enable people to work from anywhere with anyone.
Whether using GoToMyPC® to access and work on a re-
mote Mac® or PC, GoToAssist® to support customers, or
GoToMeeting® to hold online meetings and webinars, our
customers—more ~ 35,000 businesses and hundreds of
thousands of individuals—are increasing productivity, de-
creasing travel costs, and improving sales, training, and
service on a global basis. A division of Citrix Systems, Inc.
(NASDAQ: CTXS), the company is based in Santa Barbara,
California. For more information, visit citrixonline.com.

For a free evaluation of GoToMeeting Corporate, please
visit www.GoToMeeting.com/s/WReval.

For a free evaluation of GoToMyPC Corporate, please visit
www.GoToMyPC.com/compete.
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NEw WAYS oF WORKING

New Ways of Working (NewWOQOW) is a membership organ-
ization of thought leaders from companies and academia
exploring new ways of working such as distributed work,
environmental sustainability and work, cross-cultural work,
innovation, and productivity.

New WOW takes an integrated approach to workplace
change, combining corporate real estate, human re-
sources, and information technology. Members are an in-
triguing mix of experts from the fields of workspace design,
technology and real estate/facilities. www.newwow.net
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New Ways of Working
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INTRODUCTION

State and local government employees are bummed
out, burned out, and stressed out from the endless
struggle of trying to do more with less. To make
matters worse, more than half the state’s most ex-
perienced people are moving toward the door to
retirement. If California expects to attract a new
generation of talented government leaders and staff
workers it needs to find a new way of working, both
figuratively and literally.

This report will show how telework can save gov-
ernment employers up to $11,000 per part-time
telecommuter per year. This new workplace strategy
offers a relatively easy, inexpensive, and popular so-
lution to some of government’s most vexing prob-
lems such as:

attracting and retaining talent
reducing traffic congestion
improving air quality

reducing energy consumption
reducing employee stress

increasing morale

Thanks to advances in technology work no longer
needs to be tethered to time or place. Telework al-
lows substitution of technology for business travel in
general, and telecommuting substitutes technology
for commuter travel specifically. Thanks to these
new ways of working, employers are slowly learning
that when employees are not constrained by where
and when work is done, they’re more productive,
more creative, and more successful.

In the 1970s Jack Nilles, a former NASA rocket sci-
entist, turned his attention to solving the problem of
traffic congestion and coined the terms telework and
telecommuting. At the time, many predicted we’d
soon see an end to the wasteful and inefficient exer-
cise of moving millions of workers back and forth to
work each day.
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Those predictions, and many since, have failed to
materialize. While research shows that about 50
percent of state and local government jobs are
telework-compatible, only 5.3 percent of state work-
ers and 2.5 percent of local workers consider home
their primary place of work. "2

Thousands of organizations and millions of employ-
ees in a wide range of public and private sector jobs
have already successfully adopted a wherever,
whenever approach to work. They’re proof that the
biggest barrier to telecommuting—management
mistrust—can and should be overcome because the
bottom-line benefits are worth the effort. And those
same organizations have perfected and made avail-
able “best practices” that use a combination of
technological and cultural solutions to address the
security, communications, collaboration, managerial,
and social aspects of remote work.

Those leaders have shown that by offering work-
place flexibility and measuring performance based
on results rather than presence, they really can do
more with less: less buildings, less pollution, less
overtime, and less waste. And their employees can
do more with less too—less stress, less distractions,
and less driving.

While worries over weather calamities, earthquakes,
the spread of disease, terrorism, rising fuel prices,
transit strikes, and road closures often spike an in-
terest in remote work, less transient issues are now
driving more widespread adoption.

Talent shortages, changing workforce dynamics, and
employee burnout—key drivers of workplace flexibil-
ity before the recession—are returning with a venge-
ance. Research by Gallup shows than 70 percent of
the workforce is not engaged. As much as 20 per-
cent are either wandering around in a fog, or actively
undermining their co-workers’ success.

The majority of Baby Boomers are at or near the
highest rung of the career ladder they're likely to
achieve. The raises, promotions, and accolades that
once motivated them have been replaced with
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thoughts of retirement, aging parents, mortality, and
“what do | really want out of life?” AARP research
shows that 70 percent want to continue to work, but
they want to do it on their terms. Even now, many
are eyeing self-employment as an option.

Gen X, the first latchkey kids, watched their worka-
holic parents climb the career ladder. They’re inde-
pendent souls because they had to be. They learned
the reality of employer loyalty from seeing their par-
ents struggle through the layoffs of the early ‘80s—a
lesson that's been reinforced in recent years. They
grew up with technology and they value freedom;
and they want to do things their way.

Gen Y grew up questioning their parents; now
they’re questioning their employers. They’re confi-
dent, tech-savvy, happy to communicate virtually
and eager to be part of a team, but they’re not in it
for the gold watch.

The message is clear. This is not your father’s work-
force.

Telework isn’t ‘just’ an HR, IT, corporate real estate,
or sustainability tactic. It's much more. Best prac-
tices show that in order to maximize its potential,
workplace flexibility needs to be part of an organiza-
tion’s culture. It needs to endorsed at the highest
levels, supported by middle management, coordi-
nated across functional areas, and integrated into
everyone’s goals.

Winning employers have already taken steps to
make work flexible; to manage their salaried, hourly
and contingent workforce by what they do, not
where, when or how they do it; and they’ve adopted
the tools and technologies that make flexible work
possible.

California is home to some of the worst traffic, natu-
ral disaster, sustainability, and budget challenges in
the country. Telework offers a solution.
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ABOUT THIS REPORT

While there are benefits associated with all forms of
workplace flexibility, the focus of this paper is on
regular home-based telecormmuting. There are three
reasons for this. First, home-based telecommuting is
the only form about which government data is avail-
able. Second, while working in coffee shops, at te-
lework centers, or other places is popular, home is
by far the most common non-traditional workplace.
And third, regular part-time telework offers the
greatest benefits for all constituents and few of the
drawbacks.

This paper is organized into three sections that
summarize the qualitative and quantitative benefits
of telecommuting for:

Government agencies
Employees, and

the Community at large

The quantitative conclusions in this paper are based
on a Telework Savings Calculator™ built by the Te-
lework Research Network, a consulting and re-
search organization that specializes in evaluating the
bottom-line impact of workplace flexibility for com-
panies and communities.

Using the latest government data and assumptions
culled from a synthesis of over 500 case studies,
scholarly reviews, research papers, books, and other
documents on telecommuting and related topics,
the Telework Research Network has analyzed the
economic, environmental, and societal potential of
telecommuting for the US, the UK, and Canada.
Their unique research has been cited in the Wall
Street Journal, Harvard Business Review, Inc.

magazine, and scores of other publications.

Throughout this report, every attempt has been
made to err on the side of cautious assumptions,
rather than aggressive ones. Data was collected
from the most respected sources and industry ex-
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perts. Where possible, multiple sources were con-
sulted to corroborate the assumptions.

The primary sources of data used in the develop-
ment of the California Public Workforce Telework
Savings Calculator™ include:

American Community Survey / Census
Bureau of Labor Statistics

California Air Resources Board

Booz Allen / GSA Telework Study

US Bureau of Transportation Statistics
US Environmental Protection Agency
National Highway Safety Administration
WorldatWork

Reason Foundation

California Telework Advisory Group

Telework Savings Calculator:
General Assumptions

The following general assumptions provide the basis
for the analysis that follows:

»  Telecommuting frequency: average of 2 days per
week 3

»  Employees who want to telecommute: 79 per-
cent 4

»  Jobs compatible with telework: 51 percent of
state government employees, 48 percent of local
government employees °
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EMPLOYER BENEFITS

The primary financial benefits of telework for em-
ployers come from reduced real estate costs, in-
creased productivity, and reduced absenteeism and
turnover.

REAL ESTATE IMPACT

Traditional offices are expensive, inefficient, inflexible,
and difficult to scale (particularly down). Telework
programs can not only reduce the capital drain of
owning or leasing a building, they can save on elec-
tricity, transit subsidies, parking lot leases, furniture,
supplies, maintenance, security, janitorial, insurance,
taxes, common area expenses, and other related
costs.

In addition, telework can reduce the cost of comply-
ing with disability, environmental, and office safety
regulations. And it can help agencies consolidate
inefficient space.

Through desk sharing, office hoteling, and other
changes to the office footprint, organizations have
found they’re able to save money and, at the same
time, better address the needs of their workforce.

When asked to assess the lasting impacts of the
recession, over sixty percent of respondents to a
New Ways of Working (NewWOW.net) survey re-
ported replacing assigned one-to-one workplace
seats with alternative workspaces.

Videoconferencing, teleconferencing, remote desk-
top technologies, virtual training, and other remote
collaboration technologies are changing the nature
of work. The most progressive organizations are de-
signing their workplaces to increase efficiency, and
promote teamwork. For them, the traditional office is
where people go to collaborate, and employees’
home offices are where people go to concentrate
and get things done.
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“Walking around the offices at Sun Microsystems and

seeing 70% of the desks and offices empty is what sold
me on telework.”

- Scott McNealy, former CEO, Sun Microsystems

Industry Research on Real Estate Savings

The US Patent & Trademark Office avoided $11
million in new real estate expenses through
telework and office hoteling. Over 80 percent of
eligible staff telework telecommute.

The Defense Contract Management Agency,
plans to shed all but 1,000 of its almost 13,000
desktop computers over the next three years, for
an estimated savings of $5 million by 2014.

Sun Microsystems reported saving $68 million a
year in real estate costs, $3 milion a year in
reduced power consumption, and $25 million a
year in IT expenditures with flexible work options
for 17,000 employees.

McKesson Corporation’s telework program saves
$1 million a year in real estate costs.

At Oracle BV, redesigned workspaces, hot-
desking, and electronic access to documents
improved interaction between staff and reduced
space usage from 247 sq. ft. per employee to
140 sq. ft..

Microsoft was able to accommodate 30 percent
more people in the same amount of space
through flexible workplace strategies.

Hewlett Packard, through a combination of
mobile work initiatives and space reconfiguration,
has been able to drive office space utilization
from 35 percent—not atypical in modern offices
—to over 75 percent in just 3 years. They're
desk-sharing ratios range from between 2 to 1
and 20 to 1.

DEGW, a worldwide workplace strategy
consulting firm, reports that based on a survey of
over 60,000 North American employees and their
observations of thousands of workers, the
average knowledge worker spends only about 35
percent of the time at their desk.
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Telework Savings Calculator:
Real Estate Assumptions

»  Average office cost: $6,803 per employee based
on CA Telework Advisory Group data

»  Real estate reduction: 20 percent for two-day-a-
week telework based on U.S. GSA model

»  Electricity savings: none assumed (extra home
office energy usage is, however, shown as an
offset to Employee Savings covered later in this

paper)
The Bottom Line on Real Estate:

$1,360 in annual savings per 2 day a week tele-
worker

Government-wide savings: $563 million a year

PRODUCTIVITY IMPACT

Lack of management buy-in is the most commonly
cited obstacle to the adoption of telecommuting
programs. It's clear that the majority of managers
feel that left unmonitored, employees will not work
as hard as they otherwise would. The facts show
just the opposite to be true.

Study after study reveals that people who work from
home are more productive than their office counter-
parts. Contributing factors include:

Fewer interruptions: Home-based workers are
not distracted by the many time drains that take
place in a traditional office: morning chatter,
coffee breaks, long lunches, rumor mills, birthday
parties, football pools, etc.

More effective time management: E-mail and
other asynchronous communications can be
time-managed more effectively and are less apt
to include non-work digressions.

Telework Research Network @




Feeling like a trusted employee: A sense of
empowerment and commitment has consistently
shown to be one of the highest contributors to
employee job satisfaction.

Flexible hours: For those who are able to flex their
hours as well as their location, telecommuting
allows them to work when they are most
productive.

Longer hours: Many employees work during the
time they would have otherwise spent
commuting. In fact, overworking is a significant
problem.

Industry Research on Productivity

A study of the return on investment from telework
prepared by management consulting firm Booz
Allen for the US General Services Administration
estimated increased productivity among
teleworkers at one hour per day.

In a 2008 global survey of nearly 2,000
employees, Cisco Systems estimated they could
achieve an annual increase in productivity of
$277 million through telework. They found:

- their teleworkers spend 60 percent of time
they would have otherwise spent commuting
doing work

- 69 percent of employees cited higher pro-
ductivity when working remotely

- 75 percent of telecommuters felt their ability
to meet deadlines improved

- 883 percent said their ability to collaborate
and communicate with co-workers was the
same as or better than being on-site

A Basex survey of over 1,000 information
workers concluded that workplace interruptions
comprise 25 percent of their workday.

A 2010 survey by TELUS Communications found
that 56 percent of respondents thought the
option to work flexibly would motivate them to
work harder.

Alpine Access, one of the largest all-virtual
employers, attributes a 30 percent increase in
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sales and 90 percent reduction in customer
complaints to its home-based agents.

Sun Microsystems (now part of Oracle), found
that teleworkers spend 60 percent of the
commuting time they saved performing work for
the company.

In an IBM study of more than 24,000 global
managers, 80 percent agreed that productivity
increases in a flexible environment.

A Work+Life Fit / BDO Seidman survey of CFOs
showed that 75 percent felt that flexible work
increases productivity.

Best Buy measured an average productivity
increase of 35 percent through its flexible work
program.

Telework Savings Calculator:
Productivity Assumptions

»  Productivity increase: 15 percent on telework
days based Booz Allen / U.S. GSA report

»  Average salary: $76,862 for state government
employees, $77,442 for local government em-
ployees based on American Community Survey
data for telework-compatible jobs

»  Employee benefits overhead: 34.5 percent based
on BLS Data

The Bottom Line on Productivity:

$6,200 annual increase per 2 day a week tele-
worker

Government-wide savings: $2.6 billion a year
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ABSENTEEISM IMPACT

Unscheduled absences cost employers billions.
They necessitate staffing redundancies, increase
overtime costs, inconvenience coworkers and cus-
tomers, impact morale, and reduce productivity.

Telecommuters are absent less often because they:

Are less exposed to sick co-workers

Are exposed to fewer occupational and
environmental hazards

Avoid driving—something OSHA considers to be
the most dangerous part of an employee’s day

Continue to work when they're sick

Return to work more quickly following pregnancy;,
surgery, or extended illnesses

Are able to handle personal appointments
without taking a full day off

Have more time for exercise

Eat better

Perhaps the most important reason they’re absent
less is that they are more satisfied with their job and
therefore less likely to fabricate an illness.

According to the Conference Board of Canada, a
global independent not-for-profit organization fo-
cused on helping businesses strengthen their per-
formance and better serve society, absenteeism is at
the highest level it's been in the 20 years they’ve
been tracking it. Recession-related stress is likely the
blame.

According to Towers Watson, a leading global pro-
fessional services company, the link between healthy
and productivity goes beyond the physical and men-
tal health of individuals to creating a healthy work
environment. They find that organizations with the
most effective health and productivity programs ex-
perience:

11 percent higher revenue per employee
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Lower medical trends by 1.2 percentage points

28 percent higher shareholder returns

Towers Watson also found that excessive work
hours (75 percent), lack of work/life balance (65 per-
cent), and fears about job loss (64 percent) are the
foremost sources of stress affecting organizations
today.

The opposite of absenteeism, presenteeism is costly
for organizations too. The people who drag them-
selves to the office only to make everyone else sick
aren’t doing anyone any favors. Studies show that
the large majority of people go to work when they’re
sick because the company culture, benefits, or poli-
cies—perhaps unwittingly —encourage it.

Industry Research on Absenteeism

Sick leave among state and local government
employees is almost 70 percent higher than that
of the private sector

78 percent of employees who call in sick, really
aren't. They do so because of family issues,
personal needs, and stress

The US federal government’s telework cost/
benefit model estimates a 63 percent reduction in
unscheduled absences per teleworker

The federal government’s telework program was
originally put in place to avoid the spread of
contagious disease

Telework has proven to be the second most
effective method of reducing absences; flexible
scheduling is first

Among those companies that have tried to
reduce work-life conflict, 84 percent say it's had a
positive impact

A Wake Forest University study of over 3,000
employees showed that those with flexible
schedules were less likely to have health
problems that affect their job performance

Companies with the most effective health and
productivity programs have 1.8 fewer days
absent per employee
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"Until cable companies starts giving precise appointments
(not 9am to 1pm), we will always have people sitting at
home waiting on them. The choice is ours, we can have

them productive on work or watching TV."
- John Sawislak, Senior Fellow at the Telework Ex-
change

Telework Savings Calculator:
Absenteeism Assumptions

»  Current absenteeism rate: 2.5 percent based on
BLS data

»  Annual cost per unscheduled absence per per-
son: based on average daily compensation for
local and state government telework-compatible
jobs (American Community Survey)

»  Average reduction in absenteeism: 4 days a year
based on Booz Allen / GSA model

The Bottom Line on Absenteeism:

$1,790 per telecommuter per year

Government-wide savings: $740.7 million a year

ATTRACTION AND RETENTION IMPACT

The majority of state employees who hold manage-
rial or higher positions will be eligible to retire in the
next five years. Among them:

62 percent of Career Executives / Exempts
50 percent of Managers / Supervisors

35 percent of Rank and File

Retaining senior government talent is crucial to
the knowledge transfer process.

The cost of replacing an employee extends far be-
yond the recruiting process; it includes separation
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costs, temporary replacement costs, training costs,
and lost productivity. An employee’s exit can also
lead to a loss of business, coworkers, and organiza-
tional memory. Telecommuting enhances attraction
and retention because it:

Is among the top non-financial benefits desired
by employees

Expands the talent pool beyond geographic
boundaries

Provides access to disabled, rural, and other
difficult to reach workers

Offers alternatives that would have otherwise
kept retirees, parents and senior caregivers out of
the full-time workforce

Prior to the recession, being able to hire and retain
good people was one of management’s top non-
financial concerns. As the recovery continues, reten-
tion and hiring problems will be exacerbated.

In a 2007 report, Deloitte predicted that the govern-
ment sector would be particularly hard hit by talent
shortages in the years ahead. “To become a choice
employer among this emerging workforce, the public
sector must appeal to a population insistent upon a
sociable, flexible, purposeful, and technologically
savy work environment. Certain perceptions of
government work, if not reversed, pose a major ob-
stacle to attracting Gen Y into government. The im-
age of the public sector as a slow-moving, bureau-
cratic monolith, juxtaposed against a fast-moving,
anti-bureaucratic Gen Y, poses a significant chal-
lenge.”

‘In a bad economy, we can hire and retain good employ-
ees with little effort, but as the economy improves (and it
always does), the first sign will be when we lose our good
people. Flexible work rules allow us to keep our best peo-
ple happy even as the competition for their services in-
creases."
- John Sawislak, Senior Fellow at the Telework Ex-
change
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Industry Research on Attraction and Retention

Research by WorldatWork shows that 79 percent
of employees say they would like to work from
home, at least part of the time.

In a 2011 survey of over 2,000 adults conducted
by Mom Corps, more than 40 percent said they
would take a pay cut in exchange for the
opportunity to work from home.

A study conducted by Deloitte at the peak of the
recession found that nearly half of employees
were either looking for a new job or planning to
do so when the economy improved.

In a Cisco survey of 2,600 worldwide employees,
two out of three said they would take a job with
less pay and more flexibility over a higher-paying
job without it. Ninety-one percent of respondents
said telecommuting was somewhat or very
important to their overall job satisfaction.

A WorldatWork survey found that 85 percent of
employers say telework has a moderate to high
impact on employee retention.

Turnover among VIPDesk’s home-based
customer agents is less than 10 percent;
compared to 100-150 percent typical in a
traditionally staffed call center.

Over two-thirds of Schering-Plough Corporation’s
telework program participants say that being able
to telework has been a factor in their decision to
stay with the company.

In a Robert Half / Career Builder survey, 72
percent of employees said flexible work
arrangements would cause them to choose one
job over another; 37 percent specifically cited
teleworking.

That same Robert Half / Career Builder survey
found over half of managers felt that Gen Y
workers are more difficult to recruit and to retain
but noted that they are particularly attracted to
flexible work arrangements (ranked as 8 on a 10
scale for impact on overall job satisfaction).

An AARP study found that 70 percent of Baby
Boomers plan to work for pay after retirement by
seeking flexible work arrangements and part-time
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schedules that allow them to pursue other
interests.

A Cornell University reported that 71 percent of
retired workers who later decided to go back to
work originally retired because of a desire for
more flexibility than their job offered.

BLS data shows that 5.4 million Americans with
at least some college education aren't working.

More than 12 percent of the working age
population is disabled. Accessible-Society.org
reports that a full three quarters of those who are
unemployed cite discrimination in the workplace
and lack of transportation as the major factors
that prevent them from working.

In a nationwide survey, CDW found that forty-one
percent of workers who have the option to
telework are “very satisfied” with their jobs,
compared to only 27 percent of those who are
office-bound.

WorldatWork and other workforce experts
estimate that turnover costs and employer 75
percent of an hourly person’s pay, and between
150 — 200 percent of an salaried person’s pay.

Telework Savings Calculator:
Retention Assumptions

»

Reduction in attrition: 15 percent based on a syn-
thesis of a wide range of studies

Existing voluntary turnover: 9.2 percent based on
BLS data for state and local government jobs

Cost of turnover: 138 percent of salary based on
mid-point of WorldatWork estimates

The Bottom Line on Retention:

$1,980 annual savings per 2 day a week tele-
worker

Government-wide savings: $819 million a year
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OTHER EMPLOYER BENEFITS The Bottom Line
Employer benefits that have not been quantified in State and Local
this report include: Government
Improved continuity of operations Annual Savings:
Reduced transit subsidies
Avoidance of environmental sanctions $11,365 per 2-day-a-week teleworker

Higher community citizenship scores for being
environmentally and labor friendly

Government-wide: $4.7 billion/year

Reduced overtime

Improved customer service

Reduced paper, travel, and technology costs
Reduced ADA compliance costs

Reduced need for overstaffing to accommodate
peak loads

More effective and less expensive 24/7 global
coverage

Avoidance of local labor burnout

Ability to hire people without brick and mortar
presence

Reduced healthcare costs

Reduced vehicle fleet
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EMPLOYEE BENEFITS

Employers aren’t the only ones who benefit from te-
lework. For employees, it saves them two of their
most precious commodities, time and money.

A CDW study found the top reasons federal em-
ployees want to work from home are:

Reduced commute (63 percent)
Greater flexibility (49 percent)
Greater productivity (29 percent)

Saving money (28 percent)

EMPLOYEE FINANCIAL SAVINGS

In a Business Week survey conducted during the
2008 run up in fuel prices, 92 percent of employees
said they were concerned with the high cost of fuel.
Eighty percent of them specifically cited the cost of
commuting to work. Seventy-three percent felt their
employers should take the lead in helping them re-
duce their commuting costs. In the same survey,
two-thirds said they’d take another job to ease the
commute. At the time, fuel was more than a dollar a
gallon cheaper than it is today.

Beyond the cost of gas, telecommuters save on ve-
hicle wear and tear, parking, transit costs, food,
clothing, and more.

Telework Savings Calculator:
Employee Cost Savings Assumptions

»  Gas cost: $3.80 per gallon
»  Gas usage based on EPA standards

»  Parking costs: based on Colliers Parking Survey
(high, mid, low)

»  Food (net of food at home): based on BLS data
(high, mid, low)

»  Clothing: based on BLS data (high, mid, low)
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»  Distance to work: 32 miles round-trip based on
Air Quality Management District data

»  Workweeks per year: 46.6 based on California
Telework Advisory Group data

»  Auto costs (net of gas): based on IRS data

»  Reduction in driving on telework days: 75% per
Air Quality Management District data

»  Breakdown of means of transportation to work
(solo drivers, car/vanpoolers, public transit users,
bikers, walkers, other): American Community
Survey, California government worker data

»  Cost of extra home office electricity (as a reduc-
tion in employee savings): based on data from
the Global Environment and Technology Founda-
tion

Employee Time Savings

In terms of time, twice weekly telework can save be-
tween 1 and 3 workweeks a year—time they’d have
otherwise spent commuting.

And the commute is likely to get worse. According
to the Reason Foundation, if traffic continues to
grow at the current pace over the next couple of
decades, drivers in many of the nation’s cities will be
sitting in daily traffic jams worse than those that cur-
rently plague Los Angeles 8 hours a day. Their
commutes will take almost twice as long.

Telework Savings Calculator:
Employee Time Savings Assumptions

»  Mean round-trip commute: 54 minutes based on
American Community Survey data for California

»  Equivalent days calculation based on 8-hour
days

OTHER EMPLOYEE BENEFITS

Beyond the employee savings we’ve quantified in
this paper, many employees can save on:
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Daycare/eldercare — particularly for those who are
able to adjust their hours around those needs

Serendipity purchases

Office gifts and kitties

Vehicle insurance

Healthcare costs

Other office-related incidentals
In addition, some may qualify for home office deduc-
tions. And some may even be able to relocate to
less expensive communities or avoid selling their real

estate at distressed values in order to take a job in a
new community.

The Bottom Line on Employee Savings:

$1,850 to $4,500 in annual savings per 2 day a
week teleworker per year

8 workdays a year in time they’d have otherwise
spent commuting

Workforce-wide savings: $1.1 billion (based on
mid-level savings)

COMMUNITY BENEFITS

In his book, A Thousand Barrels a Second: The
Coming Oil Break Point and the Challenges Facing
an Energy Dependent World (McGraw-Hill 2007),
Peter Tertzakian, Chief Energy Economist & Manag-
ing Director at ARC Financial Corporation writes:
“Right now, the only thing anyone cares about is the
rising price of energy; but soon we’ll be worried
about potential changes to our lifestyles, the trade-
off between cheap energy and clean energy, the ne-
cessity of building new refineries and power plants in
our backyards, an even the impact on nation secu-
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rity. Our birthright of abundant, reliable energy is
coming to an end.”

“Expanding performance-based telework will save
taxpayer money, ease traffic congestion, save en-
ergy, and help us clean our air," says Auburn City
Council member, Kevin Hanley. "Implementing a
smart telework policy is indispensable in getting
California on the comeback trail."

Telecommuting can reduce our energy usage,
greenhouse gases, and traffic congestion and pro-
vide a significant savings to society.

Telework Savings Calculator:
Energy, Greenhouse Gas (GHG), and Air Qual-
ity Improvement Assumptions

»  Gas savings: as described in the Employee
Benefits section

»  Trip reduction: based on Air Quality Management
District data applied to breakdown of CA gov-
ernment employee means of transportation to
work (per American Community Survey)

»  Imported oil cost = $100/barrel
»  GHG calculations based on EPA standards

»  Air Quality improvements based on California Air
Quality Board standards applied to breakdown of
CA government employee means of transporta-
tion to work (per American Community Survey)

»  Note: U.S. GHG reduction stated in million metric
tons (MMT)

TRAFFIC & ACCIDENT IMPACT

According to TrafficSafety.org, traffic accidents cost
the nation $60 billion a year and result in 3 million
lost workdays. More than a quarter of accidents oc-
cur during the commute to and from work, making it
the most dangerous part of an employee’s day.

Traffic congestion stresses drivers and reduces their
productivity by forcing them to leave more time for
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travel rather than risk being late. It reduces the reli-
ability of transport, which can impact an organiza-
tion’s inbound and outbound shipments. It makes
employers located in high traffic areas less attractive
to employees. It increases idling, which contributes
disproportionately to pollution. And it increases
highway maintenance costs.

At the extreme, traffic congestion can even cause
businesses to opt for more commuter-friendly loca-
tions—a substantial cost to the losing economy.

With traffic congestion comes accidents, the cost of
which doesn’t stop at the repair shop. Other costs
to both consumers and the economy include prop-
erty damage, hospital and emergency care, police,
fire, ambulance, tow trucks, out of pocket costs,
and increased insurance premiums.

Fortunately, lowering traffic volume has a multiplica-
tive impact on congestion. According to a study by
Confederation of British Industry, a mere five percent
decline in traffic volume can cut time lost in conges-
tion by as much as 50 percent.
Telework Savings Calculator:
Traffic and Accident Assumptions

»  Accident incidence and costs: based on Depart-

ment of Transportation and Federal Highway
Administration Standards

OTHER COMMUNITY BENEFITS

Beyond the community benefits quantified in this
report, widespread telecommuting could:

Increase the life of infrastructure including roads
and transit

Improve emergency responsiveness
Reduce road rage

Reduce overcrowding

Revitalize cities by reducing traffic

Increase productivity by reducing travel times
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Provide portable work options for military families

Reduce the offshoring of jobs and “homeshore”
some that have already been lost

Raise the standard of living in rural and
disadvantaged areas

Help bedroom communities retain the commerce
that would otherwise be lost to employer
communities

Reduce terrorism targets of opportunity

Provide employees access to jobs that would
allow them to maximize their potential

Promote inbound talent migration without adding
to local population

Further reduce travel through widespread use of
virtual technologies

Increase workforce mobility.

Annual Bottom Line on Community Savings:

$73 million in accident related costs

1.8 million barrels of oil valued at $181 million
718 million vehicle miles not traveled

53 million fewer trips

330,000 tons of greenhouse gases (equivalent to
60,000 cars)

3,870 tons of air pollutants a year

$253 million in total community savings
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THE BOTTOM LINE

The bottom line on employer savings from 2 day a
week telework by those state and local government
employees with compatible jobs would total
over $4.7 billion a year (see Table 1).

The employee teleworkers would collectively save
another $1.1 billion a year.

All that together with the savings from traffic acci-
dents and oil imports, would total over $6 billion a
year.

The greenhouse gas impact would equate to taking
over 40 percent of Sacramento's solo commuters

off the road.
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Table 1: CA Government
Telework Potential Annual Impact

Employers

Real Estate
Productivity
Absenteeism
Turnover
Total
Employees

Total
Community

Oil Imports
GHG (MMT)
Pollutants (tons)
Trips
Traffic Accidents

Total

Total Impact

State

$168 M

$765 M

$219 M

$243 M

$1.4B

State

$340 M
State

$48.7 M

89,000

1,046

144 M

$19.6 M

$68.3 M

$1.8 Billion

Local

$395 M

$1.8B

$521 M

$576 M

$3.3B

Local

$800 M
Local

$132 M

241,000

2,820

38 M

$53 M

$185 M

$4.3 Billion
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SUMMARY

Telework offers a relatively simple, high return-on-
investment solution to some of the state’s most criti-
cal problems:

Workforce planners see telecommuting as a way
to mitigate the “brain drain” effect of retiring Baby
Boomers.

Human resource professionals see it as a way to
recruit and retain the best people.

Work-life experts encourage it as a way to
address the needs of families, parents, and
senior caregivers.

Employees desire it because it saves time and
money, and improves the quality of their lives.

Baby Boomers see telework as a flexible
alternative to full retirement.

Millennial workers appreciate it as a way to work
on their own terms.

Disabled workers, rural residents, and military
families find it an answer to their special needs.

Environmentalists applaud it because telecom-
muting can significantly reduce greenhouse
gases and energy usage.

Financial managers endorse it for its cost savings
and increased productivity potential.

Urban planners see it as a strategy to fill the
growing gap between transportation system
demand and supply.

Governments see it as a way to reduce highway
wear and tear and alleviate the strain on the
nation’s transportation infrastructure.

Organizations rely on it to ensure continuity of
operations in case of a disaster or pandemic.
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FROM THE EXPERTS

“Other than a stapler and paper clip, hardly anything
about the way work gets done in today’s offices is the
same as it was ten, twenty or even fifty years ago — ex-
cept for the office itself,” says telework expert Gil
Gordon. “The computing and telecommunications revolu-
tion we all now take for granted has taken place in offices
that are largely unchanged from a century ago. The light-
ing is better now and the furniture is more comfortable,
but most organizations are still bringing all the office
workers to the office most if not all of the time. How ar-
chaic! It's time to finally rethink the “where” of office work
just as we have done with the “how” of office
work. Today's government and private-sector office work
in SO many organizations is running like a sports car with
the parking brake on: all that horsepower can’t produce
the results needed with the drag of the same time-same
place office mentality.”

- Gil Gordon, Gil Gordon Associates

“Whether employers want to admit it or not, the nature of
work has already changed and the genie is not going
back in the bottle. If employers expect to compete in the
years ahead, they need to see work as verb, rather than a
noun.”

- Michael Dziak, COO, e-Work.com

"Time and time again leading organizations have demon-
Strated that telework is an effective operating model that
drives direct improvements in employee efficiency and
helps slash operational costs. State and Federal Agencies
are being asked to achieve these same outcomes but are
forced to use a 19th century operating model. The result
is far too often reliance on cost saving measures that
have significant side effects and negative conse-
quences (furlough days, employee layoffs, and abandon-
ing critical programs). Telework can deliver immediate
results for the State, for employees, and for the environ-
ment, without the morning-after headache."

- lan Gover, President & CEO, Better Workplace
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“The savings are real, the business model for telework is
proven. My company alone realized over a billion dollars in
savings. It's important to note that it is not an all or noth-
ing proposition. You may have some workers who only

telework one day a month, others a couple times a week;
the important thing is to find the right balance for each

individual and the needs of the organization. At Sun, we
found that morale and retention were higher with telework
users and that we had higher productivity from them. The
dirty little secret is that they worked more productive
hours and were happier and it was less expensive to
support them.”

- Scott McNealy, co-founder and former CEO of

Sun Microsystems

“We've repeatedly proven that it is possible, even desir-
able to have successful organizations whose employees
are scattered around the countryside. Technology isn’t the
problem (if it ever was). So why do we still stick to the old
ways? Because many of us are still not sure how to get
from that traditional, tense, irritable and frustrated state to
a new relaxed, pleasant and self-fulfilled existence.
Change is scary. So here we are, still making dumb trips.”
- Jack Nilles, president of JALA International (quote
from the foreword to Undress For Success—the
Naked Truth About Making Monday at Home.

“...here’s a deceptively simple action item to put on your
agenda for business growth, working families and a green
future: Make it the norm for everyone to work at home at
least one day a week. That single step could raise pro-
ductivity, save energy, decrease pollution, reduce traffic
congestion, cut household expenses, increase quality of
family life, and keep educated women in the workforce.”

- Roseabeth Moss Kanter, Earnest L. Arbuckle Pro-

fessor, Harvard Business School

“In a knowledge worker economy, we need to focus on
outcome measures of productivity, not attendance or
even output.”

- John Sawislak, Senior Fellow at the Telework Ex-
change
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"If you pick the right people and give them the opportunity
to spread their wings—and put compensation as a carrier
behind it—you almost don't have to manage them."

- Jack Welch, former CEO of GE

“Even though we propose results-based management as
an innovation of the last decade or so, it seems to me
that results have always been the bottom line. Some-
where along the way we started talking about time—
desk-time, face-time, full-time, over-time, as the meas-
urement of what we accomplish and where we accom-
plish it.

“l am a proponent of flexible and effective workplaces
because | believe excellence in management stems from
trusting and empowering each person within an organiza-
tion to do their job to the best of their ability.”

- Patricia Kempthorne, Founder/Executive Director,
Twiga Foundation, Inc.

“Management by walking around is fine for crumby or-
ganizations that don’t trust their employees, but good
companies work with their people to establish goals, they
give them the tools they need to meet those goals, and
then they get out of their way.

- Jack Nilles, JALA and the father of telecommuting

“Supervisors and team leaders may have difficulty figuring
out how to manage employees when they can’t see
them. That’s why a focus on performance outcomes is
critical. Detail what is expected of your staff—work prod-
ucts, availability, communication procedures—and hold
them accountable wherever they are—at the office, the
client’s office, the airport, the beach or at home.”

-Judy Casey, Director at Work and Family Re-

searchers Network

“Telework forces managers to focus on what's important -

efficient and effective work, no matter where it takes

place. ”

- Monica Babine, Senior Associate, Program for
Digital Initiatives, Washington State University Ex-
tension & College of Liberal Arts

Telework Research Network p




ABOUT THE TELEWORK RESEARCH
NETWORK

This report was prepared by Kate Lister and Tom
Harnish from the Telework Research Network, a
consulting and research firm based in San Diego,
California.

The company specializes in evaluating the business
case for telework and workplace flexibility. They have
synthesized over 500 case studies, research papers,
and other documents on the topics. And they’'ve
conducted interviews with the largest and smallest
virtual employers and their employees, telework ad-
vocates and naysayers, top researchers, leaders of
successful telework advocacy programs, and ven-
ture capitalists who have invested in the remote
work model. Their research has been quoted in he
Wall Street Journal, Harvard Business Review, Inc.
magazine and scores of other publications.

Frustrated by organizational reluctance to initiate
workplace flexibility, Lister and Harnish co-authored
a popular press book, Undress For Success—The
Naked Truth About Making Money at Home (Wiley,
2009), to help employees to negotiate, find, or cre-
ate their own home-based work.

The principals of the Telework Research Network are
available for consulting and research projects, cus-
tom telework and flexible work modeling for compa-
nies and communities, branded web-based telework
and flexible work savings calculators, white papers,
and public or virtual appearances.

RELATED WHITE PAPERS INCLUDE:
The State of Telework in the U.S. (April 2011)

Workshift Canada—The State of Telework in
Canada (April 2011)

The Shifting Nature of Work in the UK—The
Bottom Line Benefits (March 2011)
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Results-Based Management—The Key to
Unlocking Talent and Increasing Productivity
(September 2010)

Telecommuting: The Bottom Line Impact (US)
(May 2010)

For more information visit the Telework Research
Network website, or email Kate Lister

It’s time to make the road less traveled
the way to work. ™

ENDNOTES

Tus. Department of Labor, 2009 Report to Congress shows
61 percent of federal employees hold telework-compatible jobs.
The Telework Research Network estimates that based on an
agency by agency assessment of jobs, 48 percent of local gov-
ernment and 51 percent of state government jobs in California
are telework-compatible. This compares to the overall non-self-
employed population compatibility rate of 45 percent for the
U.S. total workforce.

2 American Community Survey, 2009, CA state workers who
worked at home the majority of the time.

3 a) BLS Work at Home Special Report (2004) showed average
of 2.4 days a week; b) Working at home: An update, Perspec-
tives on Labor and Income, Statistics Canada, June 2007. In
2005, teleworkers worked at home an average of 17 hours a
week. ¢) chose 2 days a week because at lower frequencies,
the opportunity for financial savings are minimal.

4 a) WorldatWork.org: 2009 Telework Trendlines shows 79 per-
cent of employees say they would telework if allowed b) 2010
Federal Employee Viewpoint Survey showed only 12.3 percent
of employees chose not to telework.

5 Telework Research Network estimate based on agency by
agency analysis
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Executive Summary

The signing of the Telework Enhancement Act in December 2010 (the Act), set in motion a
transformation of Federal telework that will have the effect of unleashing its potential as a
strategic intervention for supporting agency effectiveness. The Act provides a framework of
requirements designed to ensure a more systematic implementation of telework in Federal
agencies than previously existed and adequate notice to employees of their telework eligibility
status. Satisfying these requirements has meant a fundamental shift in how agency
stakeholders view and implement telework -- from a strictly individual employee benefit to a
strategic organizational change program.

Program Benefits

Telework program benefits extend from the individual to larger communities. Telework’s
potential to enhance work-life balance for individual employees is well documented.
Implemented widely across agencies, telework has the potential to improve quality of life for
communities, for example, by reducing traffic congestion and pollution. Increasingly, however,
the potential for agency benefits drives telework implementation.

e Aligned with agency strategy and mission, telework supports achievement of objectives
increasingly important for operation of an efficient and effective Federal Government,
including cost savings and improved performance, and maximizing organizational
productivity.

e Developed as a strategic program, telework is a powerful agency recruitment and
retention tool with the capacity to improve the competitive position of the Federal
Government for recruiting and retaining the best possible workforce. .

e Leveraged as a management tool, telework mitigates potential disruptions to workplace
productivity (e.g., severe weather).

About the Research

The research described was designed to satisfy content outlined in the Act and provides a
baseline for evaluation of Federal telework programs under the Telework Enhancement Act of
2010. The study for the report draws upon multiple methods (survey, focus groups, and
archival data) and provides a robust picture of telework under the Act through the consequent
integration of key stakeholder perspectives (agencies, employees and program managers). As
in prior reports, the annual agency Data Call provided the core data for the report. However, to
reflect program parameters and measures outlined in the Act, the form of the Call used in 2011
was heavily revised from prior administrations. For this reason, telework program results
presented in this report are not directly comparable to findings reported for prior years.

Results provide an overview of agency efforts and status with respect to implementing
programs as required in the Act, descriptions of how many and how Federal employees
telework, summaries of agency goal-setting efforts, and insights into outcomes related to
telework. Agency data are quite informative and provide a detailed picture of current Federal
telework activities. Program descriptions are particularly valuable and will provide



opportunities for interagency sharing of best practices. However, caution should be exercised
when participation and frequency findings are reviewed. In the absence of a standardized
Governmentwide data collection system or trained data collection staff in all agencies, the final
combined telework participation estimates are unlikely to be reliable.

Finally, many agencies do not have the current systems capacity to collect all requested data
(e.g., situational telework); final participation and frequency numbers may under-report
telework activity, again, with consequences for data quality standards, including reliability.

This same systems limitation must be kept in mind when interpreting results. For example, at
the time of the Call, some agencies had not yet developed databases to track the number of
signed telework agreements. The mismatch between number of agreements and number of
teleworkers reflects this limitation in data collection rather than a failure to ensure signed
agreements.

Telework Program Implementation

The Act included a number of requirements for Federal telework programs. These are outlined
next with results of data collection shown for each.

Findings must be interpreted with respect to the data collection limitations noted above. In
addition, some agencies opted to participate in the Data Call although they were not required
to do so under the Act. In some instances, apparent non-compliance with the Act results when
such agencies elected not to respond to every item.

e Establish a policy under which eligible employees would be allowed to telework. All
agencies responding to the Data Call (87) had established telework policies; 73 percent
of which met the requirements of the Act at the time of the Call. Focus group
participants described the time-consuming effort of revising policy, and the lengthy
internal review processes that made it difficult or impossible to align telework policies
with Act requirements in time to meet the June 2011 deadline.

e Designate a Telework Managing Officer (TMO). Practically speaking, all respondent
agencies had designated a permanent or acting TMO at the time of the Call. The two
that did not were not covered by the Act, and thus not bound to adhere to its
requirements.

e Determine and notify all employees of their eligibility to telework. All reporting
Executive branch agencies governed by Act requirements had notified agency
employees of their eligibility to participate in telework. At the time of the Call, a total of
684,589 agency employees had been determined eligible to telework, representing
almost 32 percent of the 2,165,390 employee population reported by agencies.

e Require a written agreement between an agency manager and each of his or her
employees authorized to telework. While not every agency has systems in place to track
telework agreements, records maintained by the 82 agencies that were able to provide
responses show that a total of 144,851 employees have a telework agreement with
their managers. Agencies renew telework agreements periodically, in some cases,



according to a fixed schedule and, in others, whenever an employee’s supervisor or
position changes.

e Ensure that an interactive training program is provided to eligible employees and their
managers and that the training is successfully completed by employees prior to entering
into a telework agreement (unless specifically waived by the head of the agency). The
web-based training posted on the Office of Personnel Management's (OPM’s) telework
website (www.telework.gov) was the most commonly reported source of training.

o Agencies were asked to report the number of employees and managers who had
received telework training since the signing of the Act. Again, data collection
methods often did not permit points of contact (POCs) to respond to this
guestion. Reportedly, a total of 166,348 employees have been trained since the
signing of the Act in December 2010.

o Of those agencies that track training, the largest number record certificates to
establish training completion (26 agencies).

e Adopt telework as a critical management tool into agency Continuity of Operations Plan
(COOP). At the time of the Call, 75 agencies had included telework as part of their COOP
plans.

While technology enables telework and forms the basis for successful programs, inadequate
technology and data security issues are often mentioned as critical barriers to telework.
Consequently, the Call included questions to assess technology implementation. Results
indicate that more agencies bear the cost of equipping teleworkers (e.g., provide computers to
teleworkers) than services to support telework (e.g., internet). Agencies report that steps are
routinely taken to ensure data security.

Participation in Telework

The Call asked agencies to report telework participation and frequency during September and
October 2011. Although this period of reporting was just a few months after the deadline for
meeting Act requirements, a quarter of all employees deemed eligible to participate were
reported as teleworking. Teleworkers tend to include more females, older employees, and
those with longer agency tenure compared to the Federal population. Evident from the
number of respondents, not all agencies were able to collect requested data.

Total Number of Employees Employees Employees
Employees Deemed with Telework Teleworking
Eligible to Agreements in Sept 2011
Telework
Number of employees in each 2,165,390 684,589 144,851 168,558
category
Number of agency respondents 86 82 82 87



http://www.telework.gov/

Still, as often happens when innovations are introduced, Federal telework faces barriers to full
implementation. Asked to describe ongoing challenges, several agencies reported resistance
among key stakeholders (e.g., managers) as well as technology and security concerns.

How Often Do Employees Telework?

Achieving telework benefits, such as reductions in energy use, often depend upon how
frequently employees telework. The Act also specified the importance of collecting data on the
frequency of telework. As of the Call reporting period, many agencies did not have systems in
place to track the number of days an employee teleworks. Of those agencies that were able to
respond, results indicate fairly low rates of participation tend to predominate, with more than
half of agencies reporting that teleworkers spend 2 or fewer days per week teleworking. Only
27 percent of teleworkers were reported as participating 3 or more days per week.

What Happens When Federal Employees Telework?

The Federal Employee Viewpoint Survey (FEVS) allows teleworking employees to be
distinguished from those employees who are not able to telework because of a barrier (e.g.,
limited technology, not allowed to telework). In comparison to non-teleworkers facing barriers
to telework, teleworkers are more likely to report knowing what is expected of them on the job
and feeling as though they are held accountable for results. Teleworkers also reported a
greater sense of empowerment, higher job satisfaction, and a greater desire to stay at their
current job.

As in the 2010 report, results show that teleworkers and those who choose not to telework
often have similarly favorable work attitudes. It is likely that employees who telework and
those who do not experience similarly high levels of workplace autonomy and control. Both
characteristics have been shown to be related to positive workplace attitudes.

Goals

The Act requires that agencies report an annual telework participation goal and encourages
agencies to set and measure progress towards a variety of other goals. Since this is the first
reporting year under the new law, the participation goals provided in this report pose a
baseline for agency assessments of progress in the 2013 Report to Congress. Of responding
agencies, 41 reported a participation goal as either a percentage or number of employees.
Many agencies were still in the process of setting their participation goals at the time of the
Call, and OPM will continue to work with those agencies over the coming months.

The Act also asked agencies to report results of assessments of any other goals the agency may
have established for telework programs (e.g., emergency preparedness, recruitment and
retention, performance). Emergency preparedness was the most frequently mentioned, while
less commonly reported goals included reduced commuter miles, energy use, real estate costs,
and improved employee performance. While measuring progress towards these goals remains
a challenge, this report details examples of some of the innovative ways in which many
agencies have begun to assess them.



Telework as a Tool for Achieving Social Goals

The Act directed OPM to initiate a review of the research on outcomes associated with an
increase in telework, and make findings available to the public. Included in the appendices to
this report are two reviews of the research literature examining the relationship between
1)telework, energy consumption, and transportation and 2) telework and job availability.
Results of this review suggest a number of practical tips for approaches agencies could adopt to
achieve goals. Examples include:

e Encourage employees with the longest commutes to telework
e Educate employees about how to best save energy while teleworking

e Encourage employers to make telework available to highly sought after and
underserved employees (e.g. employees with high demand expertise, workers with
disabilities, or Wounded Warriors).

Next Steps

OPM will continue to work in a consultative capacity with agencies to facilitate continuous
telework program improvement, advancement of programs, and interagency learning. The
focus in 2012-2013 will continue to be on goal-setting, goal measurement, and evaluation.

To address lingering data reliability issues, OPM has worked closely with payroll providers and
agencies to develop a Governmentwide set of standards for data collection. These are being
implemented by payroll providers and agencies; the resulting automated data collection will be
pilot-tested during the summer of 2012. Findings from the pilot will be included in the next
reporting cycle.
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INTRODUCTION

The signing of the Telework Enhancement Act in December 2010 (the Act) set in motion a
transformation of Federal telework that will have the effect of unleashing its potential as a
strategic intervention for supporting agency effectiveness. Prior to the Act, telework was
largely implemented through case-by-case approval of employees. Under the Act, telework is
implemented as a strategic workplace flexibility offering expanded opportunities for
participation (to the extent it does not diminish employee performance or agency operations),
and the potential to substantially benefit individual employees and agencies alike.

The Act provides a framework of requirements designed to facilitate a more systematic
implementation of telework in Federal agencies than previously existed and adequate notice to
employees of their telework eligibility status. Satisfying requirements has meant a
fundamental shift in how agency stakeholders are asked to view and implement telework --
from an individual employee benefit to an organizational change program. Implemented as a
change program, telework supports achievement of objectives increasingly important for
ensuring an efficient and effective Federal Government, including cost savings and improved
performance.