GEH-RA

REGULATION Hureouesy coury

Related Entries: EDC-RA, GAA, IGS, IGT-RA

Responsible Office: Division of Human Resources and Talent Management
Teleworking

. PURPOSE

To provide guidance on conditions, responsibilities, and approval processes for
teleworking in Montgomery County Public Schools

RATIONALE

Montgomery County Public Schools (MCPS) recognizes that telework can serve as a
means to recruit and retain excellent employees, provide flexibility, honor professionalism,
and increase productivity when the responsibilities of an employee’s position do not
require direct supervision, in-person collaboration, specialized equipment, or on-site
presence. Telework can also ease traffic congestion, reduce the environmental impact of
greenhouse gas emissions, and conserve office space.

MCPS values the flexibility that telework offers and recognizes the importance of
maintaining strong, in-person relationships that are crucial to our mission. Building and
maintaining strong relationships is fundamental to achieving system goals. In addition, we
believe that relationships are most effectively nurtured through some face-to-face
interactions. This telework regulation is designed to balance the operational needs of our
school system, the professional growth and well-being of our employees, and the fostering
of strong relationships that enhance our effectiveness.

OVERVIEW

A. Telework is an arrangement where an employee works from an alternate work
location.

B. Telework must be approved in advance by the employee’s direct supervisor and

appropriate executive staff member (which includes chiefs, other executive leaders
10f14



GEH-RA

or their designees. Hereinafter referenced as “executive staff member”). A telework
approval does not change the employee’s work hours, compensation, benefits, work
status, or work responsibilities.

Each year, the employee must sign the acknowledgments before the start or
continuation of telework.

Employees approved to telework are subject to all Board of Education policies and
MCPS regulations, procedures, and practices (hereafter referred to as MCPS rules).

Nothing contained in this regulation is meant to conflict with the negotiated
agreements of the respective MCPS employee associations.

Iv. DEFINITIONS

A.

Alternate work location is a non-MCPS location that is identified for completing
the employee’s assigned duties. The alternate work location must be in Maryland,
the District of Columbia, West Virginia, Pennsylvania or Virginia.

Portable duties and responsibilities are those that can be completed with the same
level of effectiveness and efficiency from an alternate location without adding
cost or negatively impacting other employees’ work or the operations of the
office.

Primary work location(s) is the employee’s usual and customary MCPS work
address.

Telework or telecommuting is the practice of working at an approved alternate
work location instead of the primary work location and does not alter the
employee’s duties or work standards/competencies.

1. Recurrent telework occurs when an employee is approved to work from an
alternate work location on a regular, recurring basis.

2. Situational telework occurs when an employee is approved to work from
an alternate work location on an occasional, nonroutine, or irregular basis.

3. Telework does not include work performed during official travel or in the
course of routine, job-required travel to multiple MCPS or partner
worksites. This type of mobile work is distinct from telework performed at
an authorized alternative worksite (e.g., an employee’s home).
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V. PROCEDURES

A.
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Frequency

The nature of the work along with the needs of the team should guide the
supervisor’s decision on the frequency of telework for each employee.

1.

When determining telework frequency, supervisors must balance the
flexibility for the employee with the system’s commitment to effectively
support schools, efficiently maintain operations, and collaboratively work
with our stakeholders.

Supervisors and teams will work together to develop telework schedules for
their team, unit, or department that balance employee flexibility and system,
department, unit, or office needs.

The maximum number of telework days for full-time employees is one (1)
day per week or four (4) days per calendar month; for part-time employees,
the maximum is 25 percent of the allocated full-time equivalency (FTE) per
week and/or pay period.

Employee Eligibility for Telework

1.

An employee’s eligibility for telework will be determined based on
numerous factors including the portability of the employee’s job
responsibilities.

All employees new to a position, even those not new to MCPS, must
complete a period of in-person work before initiating a telework request.
The duration of the in-person period will be determined by the employee’s
direct supervisor and appropriate executive staff member and cannot exceed
six months.

a) The duration of the in-person work must be consistent among
comparable positions overseen by a supervisor, but it can be
different for employees new to a position versus those new to
MCPS.

b) The direct supervisor will communicate the in-person period
expectations at the time the employee is offered the position.
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3. Employees can initiate telework only after they have received approval
from their direct supervisor and appropriate executive staff member, and
signed the telework agreement.

4. Employees who do not wish to telework are not required to telework.

5. This regulation applies to all employees in all FTE positions and all
temporary part-time (TPT) employees.

C. Telework Approval Consideration

1. Approval of telework is done at the discretion of the direct supervisor and
the appropriate executive staff member.

2. Determination of the number of days of telework per month is at the
discretion of the direct supervisor and executive staff member up to the
established maximum.

3. Generally, an employee’s request for telework should be approved unless

their supervisor or executive staff member can demonstrate a documented
performance concern or can articulate a reasonable operational need to deny
the request. However, supervisors will also take the following factors into
account when considering telework requests, determining the telework
frequency, and identifying telework schedules are as follows:

a) The employee’s alternate work location must be located in
Maryland or one of the states listed in section IV. above.

b) Data security must be maintained.

C) Portability of employee’s work. In order to determine whether an
employee’s work is portable, supervisors should consider:

d) The nature of the tasks to be performed remotely.
€) The employee’s ability to perform the work remotely.

f) Whether the work to be performed remotely is measurable and can
be evaluated against performance deadlines.

g) Whether working remotely would negatively impact operations,
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collaboration or customer service.

h) Whether the employee is able to sustain ongoing meaningful
engagement related to their work.

1) The employee’s record of work performance.

Supervisors and executive staff members will maintain consistency and
equity within the unit when approving telework requests. Differences in
decisions should have explanations such as the impact of unit operations,
employee performance, employee experience, team effectiveness, or
portability of tasks.

Telework Request and Review Process

1.

A telework request may be submitted by an employee at any time during
the year. The telework request indicates the employee’s interest in
participating in telework. By submitting the telework request, the employee
acknowledges that telework is a voluntary program both for MCPS and the
employee, and the arrangement can be terminated by either party. Approval
of the telework request is not an employment contract nor a guarantee of
employment.

An employee who wishes to be considered for telework must complete and
submit MCPS Form 425-58, Request to Telework, to their direct supervisor.

The telework request must be approved before the initiation of telework.

Within ten (10) business day, both the direct supervisor and executive staff
member will review the request and sign MCPS Form 425-58 indicating
approval, with revisions, or denial. A request that is denied must include a
written rationale for the recommendation using the criteria set forth in
section C. above. The signed form will be returned to the employee.

Together with the employee, the supervisor determines the telework
schedule.

Once the telework request form has been executed, the employee must
sign the telework acknowledgments. The request and agreement must be
completed annually.

For situational telework, the request must be completed for each telework
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instance.

Telework Request Denial

1.

An employee whose telework request is denied, may file a grievance in
accordance with their respective association’s negotiated agreement or a
complaint using one of the established MCPS processes.

An employee who files a grievance or complaint based on the denial of a
telework request must return to in-person work throughout the duration of
the grievance or complaint process.

Situational Telework on Non-instructional Days for School-based Staff

1.

A school-based employee must adhere to the guidelines established in the
employee association negotiated agreement regarding telework on non-
instructional days.

A school-based employee may request situational telework on non-
instructional days where the work location options are not determined by
the current employee association negotiated agreements.

Telework Schedule

1.

The employee’s telework schedule will be established as part of the
approval process. The schedule will identify the days of the week and duty
day start and end times for teleworking.

The employee’s alternate telework location must be within Maryland or one
of the states set forth in section IV. Changes in work location resulting in
the employee working in a different approved state must be recorded on
MCPS Form 425-58, Request to Telework, and submitted to the employee’s
supervisor and approved before implementing any change in work location.

Employees approved for recurrent telework are expected to follow a
consistent schedule. Any temporary changes to the telework schedule must
have prior approval from the direct supervisor. Permanent changes to the
telework schedule will require a new MCPS Form 425-58, Request to
Telework.

If a school/office closure or an event requiring in-person attendance occurs
on a regularly scheduled telework day, the employee will not unilaterally
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decide to telework a different day that month. However, supervisors and
employees may agree on a temporary schedule change.

If the employee is on leave on a regularly scheduled telework day, the
employee will not unilaterally decide to telework on a different day that
month. Similarly, if an employee is on leave on a regularly scheduled in-
person day, the employee will not work on site on a scheduled telework day.

A telework schedule may not be adjusted to extend leave.

Situational telework may not be used to extend leave.

For inclement weather or emergency closure situations, all employees are
expected to act in accordance with the decisions announced by MCPS and

in accordance with guidance established in the employee associations’
negotiated agreements for inclement weather school closure days.

Telework Monitoring

1.

4.

Supervisors will maintain a list of employees who have requested telework,
the response to each employee’s request, and all required documentation
has been submitted by each employee. The list will be provided to the
supervisor’s chief and the Division of Human Resources and Talent
Management (DHRTM) on August 1 and February 1 of each year. A chief
may request this list from the supervisors at any time throughout the year.

Supervisors will maintain the telework schedules for all of their employees.

Supervisors will assign and evaluate the work of their employees.
Employees approved to telework and their supervisors will have agreed
upon processes to manage tasks and responsibilities. Upon request, an
employee approved to telework will be required to submit a work plan to
the supervisor, including tasks, responsibilities, and deliverables.

DHRTM will maintain a master list of employees approved to telework.

Telework Continuation

1.

Each year, employees must submit MCPS Form 425-58, Request to
Telework, and sign acknowledgments. The telework renewal will supersede
any prior agreement and approval.
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An employee’s approval to telework is valid only for the job or position
held at the time of the approval. An employee who changes a job, job
location, or full-time equivalency (FTE) allocation must submit a new
telework request to their direct supervisor.

A supervisor or executive staff member new to an office will meet with
employees in that office to discuss currently approved telework. The
supervisor or executive staff member must follow the telework adjustment
or termination process should the supervisor or executive staff member
choose to change the telework schedule for any of the employees.

An employee may choose to terminate teleworking at any time. If an
employee wishes to terminate the recurrent telework, written notification
must be provided to the direct supervisor at least ten (10) business days prior
to the employee’s return to in-person work.

Telework Adjustment or Termination

1.

The option, opportunity, and frequency of telework are at the discretion of
the employee’s direct supervisor and executive staff member.

While teleworking, the employee is bound by all established Board policies
and MCPS rules. If performance issues arise, the professional growth
system will be used in the same way as it is with employees who do not
telework. An employee who is subject to disciplinary action, whose
performance evaluations do not meet standard or competency, or who is
placed on a formal or informal performance improvement plan may have
the telework program adjusted or terminated.

The supervisor or executive staff member may terminate telework
immediately if the employee violates the provisions of this regulation or
fails to abide by any established Board policies or MCPS rules. Before
termination of approved telework based on conduct, the supervisor must
meet with the employee to discuss the rationale for the decision and, if
applicable, give the employee an opportunity to remedy the situation.
Telework termination must be communicated to the employee in writing.

An employee who files a grievance or complaint based on telework
termination must return to in-person work throughout the duration of the
grievance or complaint process.

An employee who has had their telework opportunity terminated based on
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conduct may submit a new request for telework after the employee’s next
scheduled evaluation.

The supervisor or executive staff member may immediately adjust or
terminate the employee’s option to telework if some or all of the work
responsibilities are determined to no longer be portable or there is a change
in the operational needs of the office.

The frequency approved for telework may be adjusted by the direct
supervisor or executive staff member at any time in response to
organizational needs.

Employee Work Product, Schedule, and Availability

1.

The employee’s duties, obligations, responsibilities, salary, benefits, and
conditions of employment with MCPS remain unchanged, including
attendance at all regularly scheduled meetings. While teleworking, the
employee shall be available during approved telework duty day hours for
communication through such methods as phone, email, or other appropriate
communication methods, and will respond promptly, as if at the primary
work location. Schedule changes may be made at the supervisor’s
discretion. In every case, the operational needs of MCPS shall take
precedence over telework.

Responsiveness and transparency to the public should not be affected by
telework. Employees approved to telework should make every effort to
have interactions with the public appear the same, whether they are at the
primary work location or teleworking, and must meet established service
timelines.

If access to required connectivity is unavailable at the alternate work
location on a scheduled telework day, the employee is expected to report to
the primary work location that work day.

If an employee who typically teleworks on a given day is needed to attend
a meeting, hearing, event, or meet with a client in person, the employee is
expected to attend. An employee should be prepared to report to the primary
work location when given at least 24 hours’ notice based on operational
need.

If an urgent or emergency situation arises on a day that an employee is
scheduled to telework, on the request of the supervisor or chief, the
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employee will be expected to report to the primary work location or to
another MCPS facility. In the case of such an emergency or urgent situation,
as much prior notice as possible will be provided to the employee.

Time and attendance when teleworking are recorded in the same manner as
they are when at the primary work location. Employees must abide by the
MCPS rules governing leave and overtime.

While teleworking, if an employee becomes sick or for any other reason
cannot fulfill the work responsibilities, the employee must immediately
notify the supervisor and use leave, in accordance with MCPS rules.

The employee must request and take leave on regularly scheduled telework
days, in accordance with established MCPS rules and each negotiated
agreement.

Overtime is not to be worked during a telework day, unless it is approved
in advance by the employee’s supervisor using formal overtime approval
processes.

Failure to obtain approval for leave and overtime may result in termination
of the teleworking agreement and/or disciplinary action.

Work performed at the alternate work location is considered official MCPS
business. The employee shall be held responsible for maintaining the
confidentiality of all MCPS records, documents, work products, and
correspondences and for safeguarding such records, documents, work
products, and correspondences from loss, destruction, or unauthorized
access.

No employee engaged in teleworking is permitted to conduct face-to-face
MCPS-related business at the alternate work location except through
electronic means.

Workplace

1.

The employee agrees to designate a workspace in the approved alternate
work location for the purpose of teleworking and will maintain this area in
a safe condition, free from hazards and other dangers to the employee and
equipment.
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All job-related accidents must be reported immediately (and no later than
the next working day) to the employee’s supervisor for investigation.
Compensability of work-related injuries sustained by an employee in their
alternate work location will be determined using the same factors as
employees working on site.

Given adequate notice, MCPS may make on-site visits to or otherwise
monitor the approved alternate work location during the employee’s
approved telework hours, for the purpose of picking up or delivering work,
equipment, or materials; evaluating the teleworking arrangement; checking
or maintaining MCPS-owned equipment; and inspecting whether the
remote workplace is safe and free from hazards.

Performance Evaluation

The evaluation of an employee’s job performance while teleworking shall be based
on current MCPS performance expectations, competencies, and standards, as
outlined in the Professional Growth Systems.

Laws, Regulations, and Policies

All applicable federal, state, and local laws; Board policies; and MCPS rules
apply to employees participating in the telework program.

Supplies and Equipment

1.

MCPS may, at its sole discretion and using established procedures, choose
to purchase equipment and supplies for use by the employee or may permit
the use of employee-owned equipment. The decision as to the type, nature,
function, and quality of electronic hardware, computer software, data, and
telecommunications equipment used shall rest entirely with MCPS.

The cost of any equipment or supplies purchased by the employee shall not
be reimbursed without prior written approval.

Employees may use MCPS-owned supplies and equipment at the approved
alternative work location, with the prior approval of their supervisor,
provided the supplies and equipment will be used for work-related purposes
only.

MCPS retains ownership of all equipment provided for telework. When
MCPS equipment is used at an alternate work location, the employee is
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financially responsible for that equipment if it is lost, stolen, or damaged
because of that employee’s negligence, misuse, or abuse, in accordance
with Regulation IGT-RA, User Responsibilities for Computer Systems and
Network Security.

All equipment and supplies provided by MCPS remain the property of
MCPS and must be returned promptly to MCPS after the employee’s
participation in the telework program or at the time of the employee’s
separation from MCPS.

Repair and maintenance of employee-owned equipment used for telework
is the responsibility of the employee, as is the cost of any Internet Service
Provider required to access MCPS email and other network or information
systems.

User Responsibilities for Computer Systems, Network Security, and Data
Security

1.

While teleworking, the employee must follow the same security and privacy
practices that are required at the primary work location. MCPS may require
additional security protections on personally owned devices. Employees are
required to inform MCPS immediately if equipment with MCPS data is lost
or stolen.

The use of any personal equipment by the employee for purposes of
telework is done solely at the employee’s risk.

An employee who teleworks must protect information and resources against
theft, unauthorized access, tampering, and loss, in accordance with
Regulation IGT-RA, User Responsibilities for Computer Systems and
Network Security. Employees are prohibited from copying certain data onto
personally owned computers or other personal devices.

All official school records, files, and documents must be protected from
unauthorized disclosure or damage. The employee must exercise the same
precaution to maintain confidentiality through proper shredding and
disposal of sensitive data and documents in both printed and electronic
formats.

Regular Duty Day

The employee may not serve in any other paid employment or unpaid service during
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the approved telework duty day. Volunteer work during the approved telework duty
day is not permitted, except as approved by the employee’s direct supervisor.

Child/Dependent Care

Telework is not a substitute for child/dependent care. Employees are expected to
manage caregiving or personal responsibilities while teleworking the same way
those responsibilities are managed while working at the primary work locations.
Dependents who are present at the alternate work location during an employee's
telework hours must not require the employee’s attention during the telework hours.

Tax Implications

It is the employee’s responsibility to determine any tax implications of maintaining
a remote work location. MCPS will not provide tax guidance nor will MCPS
assume any additional tax liabilities or associated expenses. Employees are
encouraged to consult with a qualified tax professional to discuss tax implications.

Salary and Benefits

Telework is not a basis for changing salary or benefits. Employees who are eligible
for overtime pursuant to overtime pay for eligible employees and the Fair Labor
Standards Act can be permitted to telework on an ad hoc basis, with prior approval
of their direct supervisors.

MCPS Liability

MCPS will not be responsible for damages or losses that occur to the employee’s
personal equipment and real property, resulting from participation in the telework
arrangement. Employees remain responsible for all insurance, utility, telephone,
Internet connections, and related costs at the approved alternate work locations.

Worker’s Compensation and Injury Leave

In the event of an injury at the off-site location, the employee shall immediately (as
circumstances permit) contact the supervisor. Employees shall be covered, under
Maryland’s Workers’ Compensation Law, for injuries occurring during the actual
performance of official business/duties while teleworking.

Telework as an ADA Accommodation

Employees who are considered qualified individuals with a disability under the
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Americans with Disabilities Act (ADA) may be granted telework as a
reasonable workplace accommodation if the employee finds it difficult or
impossible to perform the essential functions of their job onsite at their primary
MCPS work location. Under the ADA, a qualified individual can perform those
tasks that are essential to the job, with or without a reasonable accommodation.

Requests for telework as a reasonable accommodation are not automatically
granted. These requests must be analyzed and evaluated under a different legal
framework, not the MCPS telework regulation. This process requires the
employee to submit supporting medical documentation about their disability
and the functional limitations associated with it and to engage in the interactive
process. An employee who seeks telework as an accommodation or
modification must qualify as a individual with a documented disability under
the Americans with Disabilities Act Amendments Act (ADAAA) of 2008 and
must complete the request and provide supporting documentation as outlined
on MCPS Form 270-6, Employee Request  for  ADA
Accommodation/Modification.

Regulation History: New Regulation August 23, 2006; revised December 7, 2021; revised October 23, 2024; revised July 21,
2025.
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MCPS NONDISCRIMINATION STATEMENT

Montgomery County Public Schools (MCPS) prohibits illegal discrimination based on race, ethnicity, color, ancestry, national origin, nationality,
religion, immigration status, sex, gender, gender identity, gender expression, sexual orientation, family structure/parental status, marital
status, age, ability (cognitive, social/emotional, and physical), poverty and socioeconomic status, language, or other legally or constitutionally
protected attributes or affiliations. Discrimination undermines our community’s long-standing efforts to create, foster, and promote equity,
inclusion, and acceptance for all. The Board prohibits the use of language and/or the display of images and symbols that promote hate and
can be reasonably expected to cause substantial disruption to school or district operations or activities. For more information, please review
Montgomery County Board of Education Policy ACA, Nondiscrimination, Equity, and Cultural Proficiency. This Policy affirms the Board’s belief that
each and every student matters, and in particular, that educational outcomes should never be predictable by any individual’s actual or perceived
personal characteristics. The Policy also recognizes that equity requires proactive steps to identify and redress implicit biases, practices that
have an unjustified disparate impact, and structural and institutional barriers that impede equality of educational or employment opportunities.
MCPS also provides equal access to the Boy/Girl Scouts and other designated youth groups.*
It is the policy of the state of Maryland that all public and publicly funded schools and school programs operate in compliance with:

(1) Title VI of the federal Civil Rights Act of 1964; and

(2) Title 26, Subtitle 7 of the Education Article of the Maryland Code, which states that public and publicly funded schools and programs may not

(a) discriminate against a current student, a prospective student, or the parent or guardian of a current or prospective student on the basis of race,
ethnicity, color, religion, sex, age, national origin, marital status, sexual orientation, gender identity, or disability;

(b) refuse enrollment of a prospective student, expel a current student, or withhold privileges from a current student, a prospective student, or
the parent or guardian of a current or prospective student because of an individual's race, ethnicity, color, religion, sex, age, national origin,
marital status, sexual orientation, gender identity, or disability; or

(c) discipline, invoke a penalty against, or take any other retaliatory action against a student or parent or guardian of a student who files a
complaint alleging that the program or school discriminated against the student, regardless of the outcome of the complaint.**

Please note that contact information and federal, state, or local content requirements may change between editions of this document and shall supersede
the statements and references contained in this version. Please see the online version for the most up-to-date information at www.montgomeryschoolsmd.
org/info/nondiscrimination.

For inquiries or complaints about discrimination against MCPS students***

For inquiries or complaints about discrimination against MCPS staff***

Director of Student Compliance and Appeals

Division of Equity and Organizational Development
850 Hungerford Drive, Suite 200, Rockville, MD 20850
240-740-3215 | SWC@mcpsmd.org

Human Resource Compliance Officer

Division of Human Resources and Talent Management
Department of Compliance and Investigations

15 West Gude Drive, Suite B400, Rockville, MD 20850
240-740-2888 | DCI@mcpsmd.org

For student requests for accommodations under
Section 504 of the Rehabilitation Act of 1973

For staff requests for accommodations under
the Americans with Disabilities Act

Section 504 Coordinator
Division of Specialized Support Services,
School Counseling Services Unit
850 Hungerford Drive, Room 257, Rockville, MD 20850
240-987-8031 | 504@mcpsmd.org

ADA Compliance Coordinator

Division of Human Resources and Talent Management
Department of Compliance and Investigations

15 West Gude Drive, Suite B400, Rockville, MD 20850
240-740-2888 | DCI@mcpsmd.org

For inquiries or complaints about sex discrimination under Title IX, including sexual harassment, against students or staff***

Title IX Coordinator

850 Hungerford Drive, Suite 200, Rockville, MD 20850
240-740-3215 | TitleIX@mcpsmd.org

Division of Equity and Organizational Development, Student Compliance and Appeals

*This notification complies with the federal Elementary and Secondary Education Act, as amended.
**This notification complies with the Code of Maryland Regulations Section 13A.01.07.

***Discrimination complaints may be filed with other agencies, such as the following: U.S. Equal Employment Opportunity Commission (EEOC), Baltimore Field
Office, GH Fallon Federal Building, 31 Hopkins Plaza, Suite 1432, Baltimore, MD 21201, 1-800-669-4000, 1-800-669-6820 (TTY); Maryland Commission on
Civil Rights (MCCR), William Donald Schaefer Tower, 6 Saint Paul Street, Suite 900, Baltimore, MD 21202, 410-767-8600, 1-800-637-6247, mccr@maryland.
gov; Agency Equity Officer, Office of Equity Assurance and Compliance, Office of the Deputy State Superintendent of Operations, Maryland State Department
of Education, 200 West Baltimore Street, Baltimore, MD 21201-2595, oeac.msde@maryland.gov; or U.S. Department of Education, Office for Civil Rights
(OCR), 61 Forsyth St. S.W., Suite 19T10, Atlanta, GA 30303, 404-974-9406 and TDD: 800-877-8339, OCR.Atlanta@ed.gov, 1-800-421-3481, 1-800-877-8339

(TDD), OCR@ed.gov, or www2.ed.gov/about/offices/list/oci/complaintintro.html.

This document is available, upon request, in languages other than English and in an alternate format under the Americans with Disabilities Act, by
contacting the MCPS Office of Communications at 240-740-2837, 1-800-735-2258 (Maryland Relay), or PI0@mcpsmd.org. Individuals who need sign
language interpretation or cued speech transliteration may contact the MCPS Office of Interpreting Services at 240-740-1800, 301-637-2958 (VP)
mcpsinterpretingservices@mcpsmd.org, or MCPSInterpretingServices@mcpsmd.org.
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