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Telework Program GUIDANCE
I.
POLICY

Generally, any occupation/job involving portable work can be considered for inclusion in the Division of Waste Management (DWM) telework program.  Using established criteria management will decide whether a position and/or employee is eligible to participate in the telework program. In addition, individual Sections within DWM may have requirements in addition to those listed in this policy.  Participation in the program is voluntary for Employees and at the discretion of management and/or the employee’s supervisor.  Termination of an agreement by management is not a grievable issue under the personnel policies. Withdrawal from the program can occur after providing sufficient advance notice to ensure management and employees adequate time to plan for reversions back to a regular work environment and schedule.  Employee’s compensation and benefits will not change simply as a result of participating in the telework program.

A telework agreement will be required for all participants and evaluation questionnaires should be completed by the supervisor and the employee periodically throughout the duration of the program.  All participants and their supervisors shall attend required training sessions.  Each organization may provide all equipment (subject to availability) within the parameters of governing laws, rules and regulations deemed necessary by the supervisor for work assignments.  Participants' assignments may include either work requiring telecommunications capabilities or work that can be performed without technological support.  Employees who wish to participate in the telework program must first complete the Telework Application Form (Attachment 1) and obtain supervisory approval.

This policy was developed by the DWM telework committee and approved by DWM management. Please send any comments you have to the telework committee c/o Mark Wilkins. 

II.
RESPONSIBILITIES

A.
Employees participating will:  

1.
complete work agreements;  

2.
observe agreed-upon hours of work in accordance with established DWM policies; 

3.
observe policies and procedures that normally apply to the official duty 
      workplace including those for requesting leave and use of government equipment only for official purposes; 

4.
check their voice mail every two hours at a minimum or more frequently, if required;
5.
be willing to give other government staff their home phone number; 
6.
be present in the office at least three full days a week; and
7.
schedule meetings so that teleworking has no negative impact on the work unit, other positions, or projects.
B.
Supervisors will:  

1.
select the employees to participate in the program; 

2.   ensure performance standards and measures are in place for work performed at 

      and away from the official duty station;  

3.   assign appropriate work to be performed at the alternate duty station; and
4.   maintain records and information to evaluate the program. 

C.
Approving officials will evaluate the impact of the program on the efficiency and effectiveness of work operations within their organization.  The approving official is the Division Director or his designee.  The Telework Program activities will be periodically reported to the Office of State Personnel. 

III. 
GUIDELINES

A.
Employee Participation.  The program is targeted to employees whose duties could be performed away from the official duty station.  Participation is voluntary, with supervisory approval.

B.
Selection Criteria.  Selection of participants for this program is a key activity from both individual and organizational standpoints.  The criteria used to select participants will depend upon a number of interrelated issues namely:

1.
The Employee shall
a.
have an overall performance rating of very good or better and received supervisor approval;

b.   have clearly defined performance standards and measurements and keep the supervisor informed of progress and/or problems;

c.   be willing to sign and abide by a written telework agreement;

d.   be able to provide an adequate alternative work location with sufficient space, access to a telephone, and without undue interference which could impair productivity;

e.   have a history of self-starter characteristics, independent work,   motivation, dependability, excellent time management skills, and high level productivity;

f.   be able to deal with isolation, be results oriented, and comfortable setting priorities and deadlines;
g.
have a full understanding of the operations of the office, the organizational structure and the specific requirements of the telecommutable job;
h.
understand that teleworking an option granted by management; and 
i.
participate in surveys and focus groups.
2.
The Supervisor should
a.
be confident the employee can do the job without constant face-to-face supervision;
b.
have a results-oriented management style, establish clear, measurable objectives and desired results, and provide timely and constructive feedback;
c.
be flexible and allow new approaches and solutions if needed, and keep an open, positive attitude toward teleworking;
d.
facilitate open communication among the members of the team, including the supervisor, teleworker, co-workers and support staff.

e.
attend orientation sessions for managers and supervisors;
f.
attend scheduled training sessions;
g.
sign and abide by a long term Telework Agreement (Exception:  occasional, intermittent, and short-term periods); and
h.
participate in surveys, focus groups, and evaluation.
C.  
Position Criteria. A position will not be approved for teleworking if other positions are negatively impacted. Appropriate telework positions are those with the following characteristics:  

1.
work activities are portable and can be performed as effectively outside of the office; 

2.
job tasks are easily quantifiable or primarily project-oriented; 

3.
job responsibilities include reading and/or processing tasks;  

4.
security of data including sensitive, non-classified, privacy act concerns, etc., can be adequately assured; and 
5.
workflow can be scheduled and controlled.
D.  
Work Agreements.  Each employee must sign a telework agreement (Attachment 2) that covers the terms and conditions of the telework program.  The work agreement constitutes an agreement by the employee and supervisor to adhere to applicable guidelines and policies.  The telework agreement documents the length of the agreement, the employee’s telework schedule, the duties and performance measures, the equipment issued for teleworking, and the signatures of the employee, supervisor, Section Chief, and Division Director (or his/her designee).  


The telework agreement must be reviewed at least annually by the employee and the supervisor.  At the supervisor’s discretion, the agreement may be renewed with supervisor approval only.  Any minor changes to the agreement may be noted on the original with the initials of the employee and the supervisor and the date of the change.  If the employee needs major changes to the agreement or at the request of the supervisor, a new telework agreement shall be completed and signed by appropriate managers.
The original signed telework agreement will be kept on file with DWM Human Resources. 

E.  
Work Schedules.  Work hours away from the office will vary depending upon the individual arrangements between employees and their supervisors.  However, each work agreement should provide for a minimum of three full days at the official duty station.  This will ensure that the employee is available in the office during the week for face-to-face meetings, access to facilities, etc.  Telework schedules must identify the days and times the employee will work in each work setting.  Work schedules can parallel those in the office or be structured to meet the needs of participating employees and their supervisors. 

Management reserves the right to alter the employee’s established work schedule to accommodate peak workload office demands or for any other office purpose, with advance notification.


The employee shall provide a copy of the work schedule to their supervisor, their administrative support and post a copy outside their office/cube.  Employees will update Office View Pro or other means used by the official duty station to reflect their telework schedule and will update their voice mail daily to reflect their schedule.  All changes to the schedule must be approved, in advance, by the supervisor.  

This agreement does not restrict the employee’s right to change schedules in accordance with existing policies.  If a permanent change of the schedule is approved, the schedule on Page 1 of the telework agreement will be changed accordingly and initialed by both employee and supervisor.

Types of telework options available include:
1.   Regular.  Regular telework is scheduled for one or two days per week as agreed upon by the supervisor and the employee.

2.   Medical.  DWM may allow certain employees with serious medical disability and/or life threatening conditions to work at home, on a full or part-time basis. Medical conditions may include, but are not limited to, recovery from serious injury or surgery, recovery from cancer treatments, communicable disease, and AIDS-related situations. 

3.   Flex.  Flex time will continue to be available to employees who are participating in the telework program as long as the teleworker is in the office a minimum of three days per week. 

F.
Position and Performance Issues
1.   Position Descriptions.  Changes to position descriptions should not be required, unless the telework arrangement changes the actual position duties.  Minor modifications may be made to reflect the supervisory controls or work environment factors.

2.   Performance Standards.  Existing performance standards and agreements will be used to measure performance.  Supervisors will review critical elements and performance standards with employees to determine what is expected of the employee prior to working at the alternate duty station and periodically during the program to determine the effectiveness of work performed at the alternate duty station.

G.        Time and Attendance Issues 
1.
Hours of Duty.  Employees may work standard schedules or follow alternative work schedules depending upon the agreement between the employee and the supervisor.  The days of work at the alternate duty station are selected by the supervisor and the employee.  Completely unstructured arrangements where employees work at home at will are not permitted.  Normal work hours, including a non-paid lunch period of at least 30 minutes, are:

a.   Regular - five 8-hour days, Monday through Friday, on one of the standard shifts.  Scheduled hours of duty at the alternate work station should fall within Department of Environment and Natural Resources' (DENR's) policy for standard working hours.

b.   Flex time - as described in the Division's flex time policy as long as the teleworker is in the office for a minimum of three full (eight hour) days per week.
2.   Leave.  The policies for requesting annual leave, sick leave, or leave without pay remain unchanged. Employees are responsible for requesting leave in advance from the supervisor.

3.
Certification and Control of Time and Attendance.  Proper monitoring and certification of employee work time is critical to the success of the program. DWM's policy for certification of time and attendance requires supervisors with employees working at remote sites to provide reasonable assurance that they are working when scheduled.  Reasonable assurance may include occasional supervisory telephone calls, occasional visits with a 24-hour notice by the supervisor to the employee's work site, and determining reasonableness of output for the time spent. Employee’s time and attendance will be recorded on DENR’s monthly time sheet.  Employee’s supervisor will certify time and attendance for hours worked. 
Employee will continue to work in existing pay status while working at his/her alternate duty station.  An employee who works overtime that has been ordered and approved in advance will be compensated in accordance with applicable regulations.  By signing this agreement, employee agrees to obtain proper approval for overtime work.  Failure to adhere to proper approval for overtime work may result in the employee’s removal from the telework program or other appropriate action.

4.
Administrative Leave, Dismissals, Emergency Closings.  Although a variety of circumstances may affect individual situations, the principles governing administrative leave, dismissals, and closings remain unchanged.  The ability to conduct work, whether at home or at the office, determines when an employee may be excused from duty.

H. Health, Safety and Worker’s Compensation. 
The Division’s Workplace Health and Safety Policy is applicable where ever an employee is engaged in work activities. Therefore, Employees are required to adhere to the Division’s Health and Safety Policy when teleworking. To assist the employees in adhering to the Division’s Health and Safety Policy, Attachment 5 “Alternative Duty Station Hazard Assessment” is included. While it is not required that this attachment be completed, it is encouraged. 
Injuries that are the direct result of work activities may be covered by the Worker’s Compensation Act, including injuries occurring at an official alternate duty station. Any accident or injury must be brought to the immediate attention of the employee’s supervisor. The supervisor with assistance from the safety officer shall investigate all reports immediately following notification, which may include a site visit for the purpose of the investigation.

Because the teleworker’s workplace is an extension of the agency’s workplace, the State’s liability for job-related accidents will be extended during the teleworker’s approved work hours at the designated work location. However, it continues to be the responsibility of the employee to recognize workplace hazards and take steps necessary to abate them.

I.
Facilities Issues
1.   Alternate Duty Station Space.  Employees participating in the telework program should have a designated work space or work station for performance of their duties.  Requirements will vary depending on the nature of the work and the equipment needed to perform the work.  At a minimum, an employee should be able to easily communicate by telephone for the purpose of work-related communications.

2.   Alternate Duty Station Utility Expenses.  DWM is not responsible for operating costs, including incremental utility expenses, home maintenance or any other incidental costs associated with the use of the employee’s alternate duty station. 
3.   Miscellaneous Expenses.  Costs associated with the copying of work-related materials, fax charges, express mail, etc. will not be reimbursed by DWM. Employees participating in telework should complete these duties at their official duty station, using DWM equipment, services, and materials.

J.
Telecommunications and Equipment
1.
Telephone.  DWM will provide telephone credit cards for employees working under an approved telework agreement for business-related long distance and toll phone calls on their personal phone.  Employees may obtain DWM telephone calling cards through their supervisor.

2.   DWM Property and Equipment.  DWM-owned property and equipment may be used by employees in their private residences, provided the equipment is used only for official business.  Strict adherence to regulations concerning the safeguarding and removal of equipment from the official duty station is essential.  Prior approval must be obtained from the employee's supervisor before any property is removed from the official duty station.

3.   Software/Hardware Policy.  The Division shall provide one copy of the standard desktop software including personal productivity tools (MS Word, Excel, etc.), web browser, antivirus and other required software to be installed on the employees state-owned computer. All software, hardware and other state-owned equipment is subject to the state, department and division personal use policies. To insure hardware and software security, all software used for teleworking must be approved by the supervisor and manager before installation and comply with agency requirements.

4.   Technical Support.  Information technology (computer) technical support for teleworkers shall be the same as for central or regional office employees. Technical support staff will not make house calls nor provide consultation or other services for personally owned equipment except that as is necessary to connect to the central office server, transfer files and communicate.

5.   Internet Service.  Teleworkers may utilize any existing dial-in services provided by the State or elect to purchase an internet service provider service at their own expense. The division may elect to pay for additional telephone lines, Internet service provider or telecommunications equipment if it is a cost benefit to the state.
K.
Other Issues
1.   Privacy Act, Sensitive or Classified Data.  Decisions regarding the proper use and handling of classified and sensitive data, as well as records subject to the Privacy Act, are delegated to individual supervisors who permit their employees to telework.  

2.   Liability.  Advice and assistance regarding injury and property loss involving legal claims or liabilities should be referred to the safety officer or employee's supervisor.   

      DWM is not liable for damages to an employee’s personal or real property during the course of performance of official duties or while using DWM equipment in the employee’s alternate duty station.

3.
Tax Benefits.  Generally, no expenses are allowed for alternate duty station or work space unless used exclusively as a principle place of business. Employees who believe they may be entitled to tax deductions should consult their tax advisor or the Internal Revenue Service for information on tax laws and interpretations.

4.  
Pay and Benefits.  All pay, special salary rates, leave and travel entitlement will be based on the employee’s official duty station.
5.
Child/Elder Care. Telework is not a substitute for child or elder care.  Based on experience, care of young children or an elder is likely to disrupt work.  Teleworking employees must have appropriate child or elder care available other than the employee.

L. 
Evaluation
Evaluation of this program is critical to determine the feasibility and desirability of telework as a work arrangement.  Employees and supervisors will be surveyed to evaluate their perceptions of the impact of the telework arrangement.  The DWM program will be evaluated on a routine basis and results distributed to all staff.  

IV.  
TERMINATION AND TRANSFER ISSUES

A.
Suspension or Termination
1.
An employee may suspend or terminate his/her telework arrangement at any time without prejudice.

2.
An overall performance rating of “good” or “below good” automatically suspends or terminates an employee's telework arrangement.

3.
Management retains the right to suspend or terminate an employee's telework participation if performance standards and measurements are not met, the employee does not abide by the telework agreement, or it no longer benefits the organization to have the employee telework.

4.
Termination of an agreement by management is not a grievable issue under the personnel policies.

5.
When a telework employee decides to terminate participation or is terminated or suspended from the program, the employee and the supervisor will complete the termination form (Attachment 3).  The supervisor will retain a copy and the original will be forwarded to Human Resources.
V.
Employee Procedure to Begin Telework 
1.
Complete Telework Application Form (Attachment 1) and submit to supervisor. Supervisor will approve or reject application. If approved, proceed to item 2.

2.
Complete Telework Agreement (Attachment 2). Supervisor will sign and submit to Section Chief and then Division Director for signature. Once all signatures are obtained, the supervisor and employee will retain copies and the original is submitted to DWM Human Resources for record retention.   
VI.
        Frequently Asked Questions

GENERAL

1.
WHAT IS TELEWORK?

    
 A flexible work arrangement in which supervisors direct or permit employees to perform their job duties away from their central workplace, in accordance with their same performance expectations and other approved or agreed-upon terms.  It does not include work performed at a temporary work-site for limited duration.

2.
WHAT TYPES OF JOBS ARE ADAPTABLE TO A TELEWORK PROGRAM?
•
Easily quantifiable task (data/word processing)

•
Project-oriented tasks 

•
Reading/processing tasks (evaluating proposals and reports, conducting research)

3.
WHAT IF AN EMPLOYEE NEEDS TO WORK AT HOME OCCASIONALLY?
Short-term infrequent periods of work at home can currently be approved under existing supervisory authorities.  Some situations where temporary telework arrangements may work well include the following:

•
During the convalescence of a short term injury or illness.

•
When the work office itself is not useable, e.g., during office renovation.

•
Maternity or paternity reasons.

•
Special projects of short duration or of an infrequent or occasional nature.

4.
WHAT ABOUT THE TELEWORK PROGRAM AS A MEANS TO ACCOMMODATE DISABLED PERSONS?
The telework program is an excellent way to accommodate individuals who are mobility-limited.  Technological advances enable us to support the disabled person with equipment that accommodates the individual's impairment.  

5.
WHY SHOULD DWM ALLOW TELEWORK?
Telework can reduce space requirements and associated costs; aid in the reduction of air pollution; enable offices to work more efficiently; target labor markets such as handicapped individuals; increase ability to attract and retain employees in critical occupations and positions; and reduce commuter traffic and parking congestion.
6.
WILL DWM RESOURCES BE MADE AVAILABLE FOR THE PROGRAM?
Possibly.  The supervisor will determine what DWM resources are available.

7.
IF I WORK AT HOME CAN I PROVIDE ALL OF MY OWN CHILD CARE OR ELDER CARE SERVICES?
Telework arrangements can provide valuable assistance in the management of work/family schedules, but it is not a substitute for child/elder care.  Based on experience in both the private and public sector, the care of young children is likely to disrupt work.  Telework employees must have appropriate child/elder care available.

8.
IS THERE A DOCUMENT THAT CLARIFIES EMPLOYEE AND MANAGEMENT ROLES AND RESPONSIBILITIES IN TELEWORK?
Telework supervisors and employees will sign work agreements to ensure they fully comprehend what is expected.

BENEFITS
1.
SPECIFICALLY, WHAT ARE THE BENEFITS OF A TELEWORK PROGRAM?
Typical benefits are:

Management Benefits

•
Reduction in office space requirements, parking facilities and transportation costs.

•
Increased productivity.

•
Decline of absenteeism.

•
Accommodation of trained employees with health problems while they are still able and want to work.

•
Attraction and retention of skilled employees and reduction in employee turnover rates.

•
Expands labor pool, provides access to disabled.

•
Improvement of communications between supervisor and employee.


•
Improvements in employee effectiveness and morale.

•
Provides forward-looking management image.
Employee Benefits

•
Increased productivity.


•
Improvement of communications between supervisor and employee.

•
Reduced commuting time.

•
Increased flexibility to coordinate work schedules with personal and family priorities.

•
Reduction in costs for transportation.

Societal Benefits

•
Reduction in commute trips and traffic congestion.

•
Reduction in air pollution and conservation of transportation fuels (energy conservation).

•
Improved employment opportunities for the disabled and mobility-restricted.

2.
WILL PRODUCTIVITY GO DOWN IF AN INDIVIDUAL IS NOT BEING OBSERVED AT WORK?
Private industry has found that productivity is often increased when an individual works off site, partly because of fewer interruptions and partly because the individual typically has a strong incentive to prove the benefits to the employer of off-site work.  For additional information regarding the effect on productivity see the October 1997 Feasibility Study by the Office of the State Auditor.

PARTICIPATION IN THE PROGRAM
1.
WHY WOULD MANAGERS WANT TO PARTICIPATE?
Telework is a management program that may increase productivity and improve morale.  Telework provides greater flexibility and serves as a valuable retention tool.

2.
WHY WOULD EMPLOYEES WANT TO PARTICIPATE?
To save commuting time, reduce transportation costs, reduce interruptions and increase productivity.

3.
DOES AN EMPLOYEE HAVE A RIGHT TO WORK AT HOME?
No, participation in the telework program is not a right.  Management is responsible for deciding if the position is one that is appropriate for off-site work and for examining both the content of the work and the performance of the employee.  
4.
CAN A SUPERVISOR REQUIRE AN EMPLOYEE TO WORK AT HOME?
No, participation in the telework program is entirely voluntary on the part of the employee.

5.
CAN EMPLOYEES VOLUNTARILY WORK EXCLUSIVELY AT HOME?
Successful programs have shown that employees need to spend at least part of the week in the office to minimize isolation and communication problems, facilitate integration of the employee with those in the office, and to ease supervisors' adjustment.  This allows for face-to-face meetings and provides access to facilities not available at the alternative workplace.  Under the current DWM policy employees must be in the office a minimum of three full (eight hour) days per week.

6.
HOW ARE EMPLOYEES WORK SCHEDULES SET?
Employees and supervisors can set schedules in accordance with DENR's policy for standard working hours.

7.
MUST EMPLOYEE BE COMPUTER LITERATE TO PARTICIPATE?
No.  This is not a computer-based program.  The selection criteria are broad enough to include employees who do not work with computers.

8.
CAN A SUPERVISOR PARTICIPATE IN THE TELEWORK PROGRAM?

Generally, the nature of supervisory positions limits the number of days he/she teleworks.

9.
WHO CAN PARTICIPATE?
Supervisors will evaluate applications from employees in their organization who wish to participate.  

10.
WHY CAN'T EVERYONE PARTICIPATE?
All eligible DWM employees that meet the criteria spelled out in the program guidance can participate after receiving supervisor approval and training.  However, not all work is portable and not all people have the characteristics of a good teleworker.


COST FACTORS
1.
WHAT ARE THE COST FACTORS FOR SETTING UP A TELEWORK ARRANGEMENT?
Decisions on this issue must be made by the employee’s supervisor.  Employees must identify tools they will need while working at the alternate work station and ensure that they have access to the necessary reference sources and other materials. 
2.
WILL THE EMPLOYEE BE REIMBURSED FOR UTILITY AND OTHER EXPENSES ASSOCIATED WITH OFF-SITE WORK?
No.  DWM assumes no responsibility for participating employee's expenses related to heating, electricity, water, and space usage.  The exception is for the use of the employee's personal phone for business-related long-distance phone calls.  Employees will use DENR telephone calling cards for long distance calls from their alternate duty station.


SUPERVISORY RESPONSIBILITIES
1.
HOW DO I SCREEN EMPLOYEES FOR THE TELEWORK PROGRAM?
Successful candidates for telework generally have a number of work-related characteristics in common, such as:

•
A history of reliable and responsible discharge of work duties

•
A good understanding of the operations of the organization

•
Trust of his/her supervisor

•
Ability to establish priorities and manage his/her own time

•
A proven track record of personal motivation which is reflected in past performance ratings

2.
HOW CAN I MONITOR WORK WHEN THE INDIVIDUAL IS NOT PHYSICALLY PRESENT AT DWM?
The work would be measured by a performance based standard.  This would involve:

•
Establishing the nature and objective of the task.

•
Setting a deadline or due date.

•
Setting status report/meeting periods.

Measuring the employee's output with his/her prior work history should enable the supervisor to judge the productivity of a participant in the telework program.  A telework program needs both good planning and good management to be effective.

3.
WHAT ABOUT THE IMPACT ON THE OFFICE WHEN SOME EMPLOYEES ARE WORKING AT AN ALTERNATE WORK STATION?
Before an employee begins to work at an alternate work station, certain guidelines must be established to minimize adverse impact on other staff members.  The overall interests of the office must take precedence over working off-site.  A supervisor may require an employee to be on-site on a regular off-site day if the needs of the office require this.  In this situation, travel time to and from the office is not considered working hours.  Telework should not put a burden on staff remaining in the office.  An equitable distribution of workload should be maintained.

4.
WHAT IS THE TELEWORK EMPLOYEE'S OFFICIAL DUTY STATION?
The official duty station for purposes of the telework program is the traditional office.  All pay, special rates, travel entitlements are based on the official duty station.

5.
WHAT IF A MANAGER BELIEVES THE ARRANGEMENT WITH AN EMPLOYEE IS NOT WORKING OUT?
Management has the right to end participation of an employee in the program.  Telework arrangements are not a right or condition of employment.  Because this is a management work option, there is no automatic right of employee to continue participation.  Management may end an employee's participation in the program when the employee's performance declines or if the project fails to benefit organizational needs.  Whenever feasible, DWM should provide sufficient notice prior to the cancellation of the program.

Cancellation of an employee's participation for cause may be immediate and does not require any advance written notice. Termination of an agreement by management is not a grievable issue under the personnel policies.  The employee may also request to end participation, without cause, at anytime.  In this situation, management will make arrangements for the employee to begin working at the official duty station as quickly as possible.


INFORMATION SECURITY AND PRIVACY ACT REQUIREMENTS
1.
WHAT DOCUMENTS CAN BE TAKEN HOME?
Copies of documents or replaceable documents can be taken home.  

2.
WHAT ARE THE PRIVACY ACT CONSIDERATIONS?
Care must be taken to ensure that records subject to the Privacy Act and sensitive nonclassified data are not disclosed to anyone except to those who are authorized access to such information in order to perform their duties. Organizations allowing employees to access records subject to the Privacy Act from a remote work site must maintain appropriate administrative, technical, and physical safeguards to ensure the security and confidentiality of the records. 


PERFORMANCE MANAGEMENT AND POSITION DESCRIPTIONS
1.
IS MANAGING A TELEWORKER DIFFERENT THAN MANAGING AN OFFICE-BOUND WORKER?
The performance plan should be similar to the employee’s current one.  Managers of teleworkers must be able to communicate well with their employees and measure performance by results (not just observation).  Actual work performance should be measurable against quantity or quality norms in order that managers may certify time and attendance records.

2.
DO POSITION DESCRIPTIONS NEED TO BE REWRITTEN?
Basic duties should not change, however the factors of supervisory controls or work environment may change.


TIME AND ATTENDANCE
1.
ARE FLEXTIME SCHEDULES PERMISSIBLE UNDER TELEWORK?
Yes, as defined in DWM's flex time policy.

2.
SHOULD A SPECIFIC SCHEDULE BE SET FOR THE OFF-SITE WORK?
Yes.  The schedule will be set by the supervisor and the employee in the telework agreement.

3.
ARE THERE ANY FAIR LABOR STANDARDS ACT (FLSA) CONSIDERATIONS UNIQUE TO TELEWORKERS?
No.  

4.
CAN AN EMPLOYEE EXTEND WORK HOURS TO ACCRUE RELIGIOUS COMPENSATORY TIME?
Yes, if the employee requests supervisory approval first.
5.
SINCE AN EMPLOYEE IS ALREADY AT HOME, DO THEY STILL NEED TO APPLY FOR LEAVE IN THE SAME MANNER?
Yes.  The rules and procedures for leave administration apply the same regardless of the work site.

6.
IS REPORTING TIME AND ATTENDANCE HANDLED ANY DIFFERENTLY?
No.  The requirement is employees complete a monthly time sheet and turn it in to the supervisor.
7.
WHAT HAPPENS IF THE EMPLOYEE IS UNABLE TO PERFORM IN THE ALTERNATE DUTY STATION?
The Telework arrangement should be terminated.

LIABILITY AND WORKERS' COMPENSATION

1.
WHAT ABOUT LIABILITY FOR INJURIES AT HOME?  HOW CAN A SUPERVISOR CERTIFY AN EMPLOYEE'S CLAIM FOR INJURY?
Any DWM exposure to liability would be covered under the Workers' Compensation Act (workers' compensation).  The Supervisor's signature on the request for compensation attests only to what the supervisor can reasonably know, whether the event occurred at an official duty station or at an alternative work site during official duty.  At the official duty station supervisors are often not present when an employee sustains an injury.  Employees, in all situations, bear responsibility for informing their immediate supervisor and safety officer of an injury at the earliest time possible.  

It is also essential for a supervisor to require the employee to designate one area in the home as the official work station.  DWM's potential exposure to liability would then be restricted to that one area.

2.
CAN TELEWORK BE USED TO HELP PUT INJURED EMPLOYEES BACK TO WORK?
Yes.  Telework arrangements can help to put injured employees back to work and off the compensation roles.  Organizations may wish to determine which employees currently on the compensation roles might be able to perform some portion of their work at home.  
Accommodations of special equipment or restructuring assignments may enable an employee to resume work and terminate workers' compensation.

FACILITIES
1.
HOW DO SUPERVISORS ENSURE THAT THE ALTERNATE WORK STATION ARRANGEMENT IS SAFE?
The employee is responsible for ensuring that his/her alternate work station complies with acceptable health and safety requirements.  The supervisor may also have the alternate work station office inspected for compliance with safety requirements when deemed appropriate.  Inspections will be by appointment only.

ATTACHMENT 1
DWM TELEWORK APPLICATION FORM

Employee Name: __________________________
Job Title:________________________
Section:
    ___________________________
Office Phone#:______________________

Supervisor’s Name: _________________________
Office Location: _____________________
Type of work to be performed at alternate work site.  (Please be specific; if more space is needed, use the comments section on the reverse side of the form or continue on a separate sheet of paper.)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I have read and I understand the DWM Telework Policy. 

I believe that my work habits, position, and duties meet the criteria for teleworking as described in the DWM Teleworking Policy.   

I have achieved a VG or O rating on my most recent performance review.  

I am requesting supervisor approval to enter into a Teleworking Agreement.  

______________________________       ________________

     Employee's signature               

  Date

******************************************************************************

ACTION ON APPLICATION

___  Approved         
 ___  Disapproved (Please specify reasons)

_____________________________      __________________

     Supervisor's Signature         

    Date
ATTACHMENT 2

DWM TELEWORK AGREEMENT FORM

Employee Name: ___________________________
   Section/Program: ___________________


Telework Address:
____________________________________
Employment Status










□ Perm
     □ Full-time


____________________________________
□ Prob
     □ Part-time

□ Trainee 

Telework Phone Number(s): _______________________________
□ Time-Limited









Work Schedule:  Employee's official work hours and location are listed below (the employee must be present in the office a minimum of three full (8 hour) days per week):





	Work Week
	Day
	Hours
	Duty Station

	
	
	From
	To
	Official
	Alternate

	#1
	Monday
	
	
	
	

	
	Tuesday
	
	
	
	

	
	Wednesday
	
	
	
	

	
	Thursday
	
	
	
	

	
	Friday
	
	
	
	

	#2
	Monday
	
	
	
	

	
	Tuesday
	
	
	
	

	
	Wednesday
	
	
	
	

	
	Thursday
	
	
	
	

	
	Friday
	
	
	
	


Tasks:  Define tasks to be performed while teleworking.
















Performance Measures: 

Employee performance will be evaluated consistent with the existing Performance Management Work Plan. If needed, additional tracking measures are identified below














Equipment:  List assigned state-owned equipment, furniture, software, etc.  All state equipment and furniture shall be returned immediately following termination of telework agreement.  


	Quantity
	Description
	Model
	Serial #
	Asset #
	Comment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signatures:

□
I have read and I understand the DWM Telework Policy.






□
I have attached a signed, certified true photograph of the work place.  I understand I must maintain a safe, adequate, secure and ergonomically correct work site free from interruptions.

□   
I understand and agree that the State assumes no liability for the use of personal equipment or items used regardless of circumstances.  Any costs and/or losses incurred in the pursuit of teleworking are the responsibility of the teleworker.  



□   
I understand that this agreement may be terminated at any time.
















Employee Signature:
__________________________________ 
Date:___________________

Supervisor Signature:
__________________________________
Date:___________________

Section Chief Signature: ________________________________
Date:___________________

Division Director's Approval: ____________________________
Date:___________________













This Telework Agreement is initially effective from: _____________ to ______________.  
ATTACHMENT 3

DWM TELEWORK AGREEMENT ANNUAL RENEWAL FORM
This Telework Agreement is initially effective from: _____________ to ______________.  This agreement must be reviewed at least annually by the employee and the supervisor.  The agreement may be renewed with supervisor approval only.  At the request of the supervisor or upon a change in work hours or days, a new Telework Agreement shall be completed and signed by all appropriate managers.



	Effective Term of Renewal Agreement
	Employee Signature/Date
	Supervisor Signature/Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ATTACHMENT 4
DWM TELEWORK PROGRAM

PARTICIPATION TERMINATION FORM
EMPLOYEE NAME:          ___________________________               

_________________'s participation in the Telework program is terminating effective _________

because:

Comments/Recommendations:                 
                                                                                                                                                              (Attach additional sheets of paper, if necessary.)

Employee’s signature:   ____________________________
       Dated:
____________________________

Supervisor's signature:
____________________________                          

       Dated:
____________________________

ATTACHMENT 5 

ALTERNATE DUTY STATION 

HAZARD ASSESSMENT CHECKLIST

This checklist is designed to assist employees in assessing the overall safety of alternate duty stations.  

ALL AREAS OF THE HOME
In all areas of your home, check all electrical and telephone cords; rugs, runners and mats; telephone areas; smoke detectors; electrical outlets and switches; light bulbs; space heaters; wood-burning stoves; and your emergency exit plan.

CHECK ALL CORDS
QUESTION: Are lamp, extension, and phone cords placed out of the flow of traffic? YES   NO 
RECOMMENDATION: Cords stretched across walkways may cause someone to trip. 

Arrange furniture so that outlets are available for lamps and appliances without the use of extension cords. 

If you must use an extension cord, place it on the floor against a wall where people can not trip over it. 

Move the phone so that telephone cords will not lie where people walk. 

QUESTION: Are cords out from beneath furniture and rugs or carpeting? YES ___ No ___ 

RECOMMENDATION: Furniture resting on cords can damage them, creating fire and shock hazards. Electric cords which run under carpeting may cause a fire. 

Remove cords from under furniture or carpeting. 

Replace damaged or frayed cords. 

QUESTION: Are cords attached to the walls, baseboards, etc., with nails or staples? YES ___ NO ___

RECOMMENDATION: Nails or staples can damage cords, presenting fire and shock hazards. 

Remove nails, staples, etc. 

Check wiring for damage. 

Use tape to attach cords to walls or floors. 

QUESTION: Are electrical cords in good condition, not frayed or cracked? YES ___ NO ___

RECOMMENDATION: Damaged cords may cause a shock or fire. 

Replace frayed or cracked cords. 

QUESTION: Do extension cords carry more than their proper load, as indicated by the ratings labeled on the cord and the appliance? YES ___ NO ___ 

RECOMMENDATION: Overloaded extension cords may cause fires. Standard 18 gauge extension cords can carry 1250 watts. 

If the rating on the cord is exceeded because of the power requirements of one or more appliances being used on the cord, change the cord to a higher rated one or unplug some appliances. 

If an extension cord is needed, use one having a sufficient amp or wattage rating. 

CHECK ALL RUGS, RUNNERS AND MATS
QUESTION: Are all small rugs and runners slip-resistant? YES ___ NO ___

RECOMMENDATION: The Consumer Product Safety Commission (CPSC) estimates that in 1982, over 2,500 people 65 and over were treated in hospital emergency rooms for injuries that resulted from tripping over rugs and runners. Falls are also the most common cause of fatal injury for older people. 

· Remove rugs and runners that tend to slide. 

· Apply double-faced adhesive carpet tape or rubber matting to the backs of rugs and runners. 

· Purchase rugs with slip-resistant backing. 

· Check rugs and mats periodically to see if backing needs to be replaced. 

· Place rubber matting under rugs. (Rubber matting that can be cut to size is available.) 

· Purchase new rugs with slip-resistant backing. NOTE: Over time, adhesive on tape can wear away. Rugs with slip-resistant backing also become less effective as they are washed. Periodically, check rugs and mats to see if new tape or backing is needed. 

QUESTION: Are emergency numbers posted on or near the telephone? YES ___ NO ___

RECOMMENDATION: In case of emergency, telephone numbers for the Police, Fire Department, and local Poison Control Center, along with a neighbor's number, should be readily available. 

· Write the numbers in large print and tape them to the phone, or place them near the phone where they can be seen easily. 

QUESTION: Do you have access to a telephone if you fall (or experience some other emergency which prevents you from standing and reaching a wall phone)? YES ___ NO ___ 

Have at least one telephone located where it would be accessible in the event of an accident which leaves you unable to stand. 

CHECK SMOKE DETECTORS
QUESTION: Are smoke detectors properly located? YES ___ NO___

RECOMMENDATION: At least one smoke detector should be placed on every floor of your home. 

Read the instructions that come with the smoke detector for advice on the best place to install it. 

Make sure detectors are placed near bedrooms, either on the ceiling or 6-12 inches below the ceiling on the wall. 

Locate smoke detectors away from air vents. 

QUESTION: Do you have properly working smoke detectors? YES ___ NO ___

RECOMMENDATION: Many home fire injuries and deaths are caused by smoke and toxic gases, rather than the fire itself. Smoke detectors provide an early warning and can wake you in the event of a fire. 

· Purchase a smoke detector if you do not have one. 

· Check and replace batteries and bulbs according to the manufacturer's instructions. 

· Vacuum the grillwork of your smoke detector. 

· Replace any smoke detectors which can not be repaired. NOTE: Some fire departments or local governments will provide assistance in acquiring or installing smoke detectors. 

CHECK ELECTRICAL OUTLETS AND SWITCHES
QUESTION: Are any outlets and switches unusually warm or hot to the touch? YES ___ NO ___

RECOMMENDATION: Unusually warm or hot outlets or switches may indicate that an unsafe wiring condition exists. 

· Unplug cords from outlets and do not use the switches. 

· Have an electrician check the wiring as soon as possible. 

QUESTION: Do all outlets and switches have cover plates, so that no wiring is exposed? YES__ NO ___

RECOMMENDATION: Exposed wiring presents a shock hazard. Add a cover plate. 

QUESTION: Are light bulbs the appropriate size and type for the lamp or fixture? YES   NO
RECOMMENDATION: A bulb of too high wattage or the wrong type may lead to fire through overheating. Ceiling fixtures, recessed lights, and "hooded" lamps will trap heat. 

· Replace with a bulb of the correct type and wattage. (If you do not know the correct wattage, use a bulb no larger than 60 watts.) 

CHECK SPACE HEATERS
QUESTION: Are heaters which come with a 3-prong plug being used in a 3-hole outlet or with a properly attached adapter? YES ___ NO ___

RECOMMENDATION: The grounding feature provided by a 3-hole receptacle or an adapter for a 2-hole receptacle is a safety feature designed to lessen the risk of shock. 

Never defeat the grounding feature. 

If you do not have a 3-hole outlet, use an adapter to connect the heater's 3-prong plug. Make sure the adapter ground wire or tab is attached to the outlet. 

QUESTION: Are small stoves and heaters placed where they can not be knocked over, and away from furnishings and flammable materials, such as curtains or rugs? YES ___ NO ___

RECOMMENDATION: Heaters can cause fires or serious burns if they cause you to trip or if they are knocked over. 

· Relocate heaters away from passageways and flammable materials such as curtains, rugs, furniture, etc. 

QUESTION: If your home has space heating equipment, such as a kerosene heater, a gas heater or an LP gas heater, do you understand the installation and operating instructions thoroughly? YES ___ NO ___

RECOMMENDATION: Unvented heaters should be used with room doors open or window slightly open to provide ventilation. The correct fuel, as recommended by the manufacturer, should always be used. Vented heaters should have proper venting, and the venting system should be checked frequently. Improper venting is the most frequent cause of carbon monoxide poisoning, and older persons are at special risk. 

Review the installation and operating instructions. 

Call your local fire department if you have additional questions. 

CHECK WOOD-BURNING HEATING EQUIPMENT
QUESTION: Is wood-burning equipment installed properly? YES ___ NO ___

RECOMMENDATION: Wood-burning stoves should be installed by a qualified person according to local building codes. 

Local building code officials or fire marshals can provide requirements and recommendations for installation. NOTE: Some insurance companies will not cover fire losses if wood stoves are not installed according to local codes. 

CHECK THE EMERGENCY EXIT PLAN
QUESTION: Do you have an emergency exit plan and an alternate emergency exit plan in case of a fire? YES ___ NO ___

RECOMMENDATION: Once a fire starts, it spreads rapidly. Since you may not have much time to get out and there may be a lot of confusion, it is important that everyone knows what to do. 

· Develop an emergency exit plan. 

· Choose a meeting place outside your home so you can be sure that everyone is capable of escape quickly and safely. 

· Practice the plan from time to time to make sure everyone is capable of escape quickly and safely. Remember periodically to re-check your home. 

KITCHEN
In the kitchen, check the range area, all electrical cords, lighting, the stool, all throw rugs and mats, and the telephone area.

CHECK THE RANGE AREA
QUESTION: Are towels, curtains, and other things that might catch fire located away from the range? YES ___ NO ___

RECOMMENDATION: Placing or storing non-cooking equipment like potholders, dish towels, or plastic utensils on or near the range may result in fires or burns. 

· Store flammable and combustible items away from range and oven. 

· Remove any towels hanging on oven handles. If towels hang close to a burner, change the location of the towel rack. 

· If necessary, shorten or remove curtains which could brush against heat sources. 

QUESTION: Do you wear clothes with short or close-fitting sleeves while cooking? YES ___ NO ___

RECOMMENDATION: The CPSC estimates that 70% of all people who die from clothing fires are over 65 years of age. Long sleeves are more likely to catch fire than are short sleeves. Long sleeves are also more apt to catch on pot handles, overturning pots and pans and causing scalds. 

· Roll back long, loose sleeves or fasten them with pins or elastic bands while you are cooking. 

QUESTION: Are kitchen ventilation systems or range exhausts functioning properly and are they in use while you are cooking? YES ___ NO ___

RECOMMENDATION: Indoor air pollutants may accumulate to unhealthful levels in a kitchen where gas or kerosene-fire appliances are in use. 

· Use ventilation systems or open windows to clear air of vapors and smoke. 

QUESTION: Are all extension cords and appliance cords located away from the sink or range areas? YES ___ NO ___

RECOMMENDATION: Electrical appliances and power cords can cause shock or electrocution if they come in contact with water. Cords can also be damaged by excess heat. 

· Move cords and appliances away from sink areas and hot surfaces. 

· Move appliances closer to wall outlets or to different outlets so you won't need extension cords. 

· If extension cords must be used, install wiring guides so that cords will not hang near sink, range, or working areas. 

· Consider adding new outlets for convenience and safety; ask your electrician to install outlets equipped with ground fault circuit interrupters (GFCIs) to protect against electric shock. A GFCI is a shock-protection device that will detect electrical fault and shut off electricity before serious injury or death occurs. 

QUESTION: Does good, even lighting exist over the stove, sink, and countertop work areas, especially where food is sliced or cut? YES ___ NO ___

RECOMMENDATION: Low lighting and glare can contribute to burns or cuts. Improve lighting by: 

· Opening curtains and blinds (unless this causes to much glare). 

· Using the maximum wattage bulb allowed by the fixture. (If you do not know the correct wattage for the fixture, use a bulb no larger than 60 watts.) 

· Reducing glare by using frosted bulbs, indirect lighting, shades or globes on light fixtures, or partially closing the blinds or curtains. 

· Installing additional light fixtures, e.g. under cabinet/over countertop lighting. (Make sure that the bulbs you use are the right type and wattage for the light fixture.) 

QUESTION: Do you have a step stool which is stable and in good repair? YES ___ NO ___

RECOMMENDATION: Standing on chairs, boxes, or other makeshift items to reach high shelves can result in falls. The CPSC estimates that in 1982, 1500 people over 65 were treated in hospital emergency rooms when they fell from chairs on which they were standing. 

· If you don't have a step stool, consider buying one. Choose one with a handrail that you can hold onto while standing on the top step. 

· Before climbing on any step stool, make sure it is fully opened and stable. 

· Tighten screws and braces on the step stool. 

· Discard step stools with broken parts. Remember: Check all of the product areas mentioned at the beginning of the checklist. 

LIVING ROOM/FAMILY ROOM
In the living room/family room, check all rugs and runners, electrical and telephone cords, lighting, the fireplace and chimney, the telephone area, and all passageways.

QUESTION: Are chimneys clear from accumulations of leaves, and other debris that can clog them? YES ___ NO ___

RECOMMENDATION: A clogged chimney can cause a poorly-burning fire to result in poisonous fumes and smoke coming back into the house. 

· Do not use the chimney until the blockage has been removed. 

· Have the chimney checked and cleaned by a registered or licensed professional. 

QUESTION: Has the chimney been cleaned within the past year? YES ___ NO ___

RECOMMENDATION: Burning wood can cause a build up of a tarry substance (creosote) inside the chimney. This material can ignite and result in a serious chimney fire. 

· Have the chimney checked and cleaned by a registered or licensed professional 

CHECK PASSAGEWAYS
QUESTION: Are halls, passages between rooms and other heavy traffic areas well lit? YES ___ NO ___

RECOMMENDATION: Shadowed or dark areas can hide tripping hazards. 

· Use the maximum wattage bulb allowed by the fixture. (If you do not know the correct wattage, use a bulb no larger than 60 watts.) 

· Install night lights. 

· Reduce glare by using frosted bulbs, indirect lighting, shades or globes on light fixtures, or partially closing blinds or curtains. 

· Consider using additional lamps or light fixtures. Make sure that the bulbs you use are the right type and wattage for the light fixture. 

CHECK LIGHTING
QUESTION: Is a light switch located near the entrance to the bathroom? YES ___ NO ___

RECOMMENDATIONS: A light switch near the door will prevent you from walking through a dark area. 

· Install a night light. Inexpensive lights that plug into outlets are available. 

· Consider replacing the existing switch with a "glow switch" that can be seen in the dark. 

CHECK SMALL ELECTRICAL APPLIANCES
QUESTION: Are small electrical appliances such as hair dryers, shavers, curling irons, etc., unplugged when not in use? YES ___ NO ___

RECOMMENDATION: Even an appliance that is not turned on, such as a hairdryer, can be potentially hazardous if it is left plugged in. If it falls into water in a sink or bathtub while plugged in, it could cause a lethal shock. 

· Unplug all small appliances when not in use. 

· Never reach into water to retrieve an appliance that has fallen in without being sure the appliance is unplugged. 

· Install a ground fault circuit interrupter (GFCI) in your bathroom outlet to protect against electric shock. 

BASEMENT/GARAGE/WORKSHOP/STORAGE AREAS
In the basement, garage, workshop, and storage areas, check lighting, fuse boxes or circuit breakers, appliances and power tools, electrical cords, and flammable liquids.

CHECK LIGHTING
QUESTION: Are work areas, especially areas where power tools are used, well lit? YES ___ NO ___

RECOMMENDATION: Power tools were involved in over 5,200 injuries treated in hospital emergency rooms to people 65 and over in 1982. Three fourths of these were finger injuries. Good lighting can reduce the chance that you will accidentally cut your finger. 

· Either install additional light, or avoid working with power tools in the area. 

QUESTION: Can you turn on lights without first having to walk through a dark area? YES ___ NO ___

RECOMMENDATION: Basement, garages, and storage areas can contain many tripping hazards and sharp or pointed tools that can make a fall even more hazardous. 

· Keep an operating flashlight handy. 

· Have an electrician install switches at each entrance to a dark area. 

CHECK THE FUSE BOX OR CIRCUIT BREAKERS
QUESTION: If fuses are used, are they the correct size for the circuit? YES ___ NO ___

RECOMMENDATION: Replacing a correct size fuse with a larger size fuse can present a serious fire hazard. If the fuse in the box is rater higher than that intended for the circuit, excessive current will be allowed to flow and possibly overload the outlet and house wiring to the point that a fire can begin. 

· Be certain that correct-size fuses are used. (If you do not know the correct sizes, consider having an electrician identify and label the sizes to be used.) NOTE: If all, or nearly all, fuses used are 30-amp fuses, there is a chance that some of the fuses are rated too high for the circuit. 

CHECK APPLIANCES AND POWER TOOLS
QUESTION: Are power tools equipped with a 3-prong plug or marked to show that they are double insulated? YES ___ NO ___

RECOMMENDATION: These safety features reduce the risk of an electric shock. 

· Use a properly connected 3-prong adapter for connecting a 3- prong plug to a 2-hole receptacle. 

· Consider replacing old tools that have neither a 3-prong plug nor are double insulated. 

QUESTION: Are power tools guards in place? YES ___ NO ___

RECOMMENDATION: Power tools used with guards removed pose a serious risk of injury from sharp edges or moving parts. 

· Replace guards that have been removed from power tools. 

QUESTION: Has the grounding feature on any 3-prong plug been defeated by removal of the grounding pin or by improperly using an adapter? YES ___ NO ___

RECOMMENDATION: Improperly grounded appliances can lead to electric shock. 

· Check with your service person or an electrician if you are in doubt. 

CHECK FLAMMABLE AND VOLATILE LIQUIDS
QUESTION: Are containers of volatile liquids tightly capped? YES ___ NO ___

RECOMMENDATION: If not tightly closed, vapors may escape that may be toxic when inhaled. 

· Check containers periodically to make sure they are tightly closed. NOTE: The CPSC has reports of several cases in which gasoline, stored as much as 10 feet from a gas water heater, exploded. Many people are unaware that gas fumes can travel that far. 

QUESTION: Are gasoline, paints, solvents, or other products that give off vapors or fumes stored away from ignition sources? YES ___ NO ___

RECOMMENDATION: Gasoline, kerosene, and other flammable liquids should be stored out of living areas in properly labeled, non-glass safety containers. 

· Remove these products from the areas near heat or flame such as heaters, furnaces, water heaters, ranges, and other gas appliances. 

STAIRS
For all stairways, check lighting, handrails, and the condition of the steps and coverings.

CHECK LIGHTING
QUESTION: Are stairs well lighted? YES ___ NO ___

RECOMMENDATION: Stairs should be lighted so that each step, particularly the step edges, can be clearly seen while going up and down stairs. The lighting should not produce glare or shadows along the stairway. 

· Use the maximum wattage bulb allowed by the light fixture. (If you do not know the correct wattage, use a bulb no larger than 60 watts.) 

· Reduce glare by using frosted bulbs, indirect lighting, shades or globes on light fixtures, or partially closing blinds and curtains. 

· Have a qualified person add additional light fixtures. Make sure that the bulbs you use are the right type and wattage for the light fixture. 

QUESTION: Are light switches located at both the top and bottom of the stairs. YES __ NO __

RECOMMENDATION: Even if you are very familiar with the stairs, lighting is an important factor in preventing falls. You should be able to turn on the lights before you use the stairway from either end. 

· If no other light is available, keep an operating flashlight in a convenient location at the top and bottom of the stairs. 

· Install night lights at nearby outlets. 

· Consider installing switches at the top and bottom of the stairs. 

QUESTION: Do the steps allow secure footing? YES ___ NO ___

RECOMMENDATION: Worn treads or worn or loose carpeting can lead to insecure footing, resulting in slips or falls. 

· Try to avoid wearing only socks or smooth-soled shoes or slippers when using stairs. 

· Make certain the carpet is firmly attached to the steps all along the stairs. 

· Consider refinishing or replacing worn treads, or replacing worn carpeting. 

· Paint outside steps with paint that has a rough texture, or use abrasive strips. 

QUESTION: Are steps even and of the same size and height? YES ___ NO ___

RECOMMENDATION: Even a small difference in step surfaces or riser heights can lead to falls. 

· Mark any steps which are especially narrow or have risers that are higher or lower than the others. Be especially careful of these steps when using the stairs. 

QUESTION: Are the coverings on the steps in good condition? YES ___ NO ___

RECOMMENDATION: Worn or torn coverings or nails sticking out from coverings could snag your foot or cause you to trip. 

· Repair coverings. 

· Remove coverings. 

· Replace coverings. 

QUESTION: Can you clearly see the edges of the steps? YES ___ NO ___

RECOMMENDATION: Falls may occur if the edges of the steps are blurred or hard to see. 

· Paint edges of outdoor steps white to see them better at night. 

· Add extra lighting. 

· If you plan to carpet your stairs, avoid deep pile carpeting or patterned or dark colored carpeting that can make it difficult to see the edges of the steps clearly. 

QUESTION: Is anything stored on the stairway, even temporarily? YES ___ NO ___

RECOMMENDATION: People can trip over objects left on stairs, particularly in the event of an emergency or fire. 

· Remove all objects from the stairway.
