HEALTH PROFESSIONS COUNCIL TELEWORK PLAN

The Health Professions Council (HPC) is committed to its mission and recognizes the value of

flexible work arrangements when they support agency objectives. This Telework Plan outlines

the policies and procedures for telework authorization for HPC employees, in accordance with
Section 658, Government Code, as amended by H.B. No. 5196’

1. Definition and Purpose of Telework

Telework means a work arrangement that allows an employee of a state agency to conduct
on a regular basis all or some agency business at a place other than the employee’s regular or
assigned temporary place of employment during all or a portion of the employee’s established
work hours?.

The administrative head of the HPC, the Director, may enter into an agreement with an
employee authorizing telework®. This program is established to assist the agency in improving
overall work productivity and encouraging employee recruitment and retention®. These
objectives support the statutory purposes of telework: to address a lack of available office
space for the agency or to provide reasonable flexibility that enhances the agency’s ability to
achieve its mission®®°,




2. Telework Authorization and Agreement Requirements

An employee of the HPC shall, during normal office hours, conduct agency business only at
their regular or assigned temporary place of employment unless they have received
authorization to telework under Section 658.011°.

For an employee to be authorized for telework, the

Director must enter into a formal, written telework agreement with the employee’. The
agreement must:

e Bein writing®.
¢ Include the specific reasons telework is being authorized for that employee’.
e State the terms under which the agreement may be revoked'®.

e Berenewed at least once each year after the employee begins telework'".

The telework agreement may be revoked by the HPC at any time and without notice™. The
HPC may not offer telework as a condition of employment'®.

An approved telework agreement does not prohibit the HPC from requiring an employee to
report to their regular or assigned temporary place of employment or another work location
on a day on which the agreement otherwise authorizes telework for a meeting, special event,
or other engagement for which the agency determines in-person interaction is necessary'.




3. Criteria for Telework Eligibility and Position Suitability

The HPC will establish criteria for evaluating the ability of an employee to satisfactorily
perform their job duties while teleworking'™. The

Director will determine eligible positions and employees ' based on the following factors:

e Position Eligibility Criteria (determined by the Director):
o The position involves measurable tasks or projects'.

o Telework is expected to result in increased productivity ™.

o Performance appraisal provides quantifiable assignments and quality feedback
regarding the work'”.

o The work involved is suitable for telework?°.

e Employee Eligibility Criteria (employees must meet):
o A current performance evaluation score of 3.75 or better?'.

o No score of 2.0 or lower on any of the job content factors on the most recent
performance evaluation with supervisor recommendation?.

o No disciplinary action within the last year®.

o The employee works well independently?.




4. Performance Standards and Monitoring Productivity

The HPC telework plan establishes performance standards that ensure a teleworking
employee maintains satisfactory performance®. The program emphasizes production and
project-related deadlines and measures®.

Supervisors are responsible for monitoring an employee’s performance and compliance with
HPC policies and procedures®’. The HPC will maintain a system for monitoring the productivity
of a teleworking employee that ensures the employee’s work remains satisfactory and that the
employee’s duties remain suitable for telework?®.




5. Work Environment, Safety, and Security

The HPC will implement appropriate physical and information security controls at teleworking
sites”’.

e Employee Responsibilities for Work Environment and Security:

o Employees are responsible for providing their own personal computer, broadband
Internet access (DSL or cable modem), web browser, and a telephone with voice mail
for contact during business hours™.

o Employees are responsible for the safekeeping of HPC documents and information
and may be subject to disciplinary action for any loss or unauthorized distribution®'.

o ltis the employee’s responsibility to maintain a proper work environment that is
clean, professional, and safe®****?*2, The employee shall designate a specific area as a
workplace within the remote workplace and maintain it in a safe, secure condition,
free from hazards and other dangers to the employee and equipment®,

o HPC will not be responsible for damages to the employee’s real or personal property,
operating costs, home maintenance, personal telephone line, or any other incidental
costs associated with the use of the private residence®.

o Employees should refer to the Work Related Injury, Health and Safety Risk
Management policy for information and procedures regarding injuries™®.

o Children or other dependents requiring regular attention must be under the care of
another adult while the employee is working at home™.

o Employees are responsible for the proper operation of HPC equipment and shall be
liable for damage or loss caused by negligence, intentional act, or failure to exercise
reasonable care®’.

e HPC Responsibilities and Oversight:

o By participating, an employee consents to and authorizes the manager, supervisor, or
other HPC representative to visit the remote workplace for purposes such as picking
up/delivering work, evaluating the worksite, or checking/maintaining HPC-owned
equipment®,



o

o

The employee’s supervisor or HPC’s Risk Manager may inspect the work location
during the employee’s normal work hours to ensure adherence to ergonomic and
safety requirements®. Worksite may be randomly checked for securing confidential
information®°.

IT staff may randomly check computer security compliance®'.

Information Technology (IT) Controls:

o

All hardware and software used by the employee must be approved by the
Director with input from IT personnel*.

HPC-purchased hardware or software remains the property of the Council and must
be returned upon separation from employment*?.

Products/programs developed by the employee for HPC remain the property of
HPC*,

Employees must follow all security policies in HPC’s manuals, software copyright
laws, and licensing agreements®. HPC-owned software may not be duplicated*.

Employees must use only HPC-approved communication software when connecting
with the HPC network®’.

HPC-owned equipment and software are to be used for HPC purposes only*®.

All state-owned equipment/material assigned to an employee must be inventoried
and tracked according to agency property policies and procedures®.




6. Rules and Disciplinary Actions

A teleworking employee is subject to the same rules and disciplinary actions as any other
agency employee®®. Employees participating in the telecommuting program are subject to all
HPC policies and procedures regardless of their work location”'.

7. Prohibition of In-Person Business at Personal Residence

A teleworking employee is prohibited from conducting in-person business at the employee’s
personal residence®.

8. Plan Publication

As required by law, the Health Professions Council will publish this agency telework plan on
the agency’s publicly accessible Internet website®*.
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