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I.    PURPOSE:	To allow temporary telecommuting agency work to continue core operating business functions and allow essential employees to telecommute utilizing VPN access as assigned or indicated by level of duties.	

II.  POLICY:   The ABN Executive Officer (EO) will determine when to implement the agency closure plan and what level of essential staff are needed (Emergency Plan attached). When the EP is implemented essential personnel are expected to report to work as scheduled or telecommute as instructed by the EO or as otherwise notified. 

Regular leave policies and procedures should be followed for employees who are unable to report to work or telework. 

Additional staff positions may be considered and added to the essential employee listing on a case-by-case basis. 

These arrangements are expected to be short term, ABN EO will continue to monitor guidance from the Governor’s office and state health officials for the continued need for remote work arrangements. Employees should not assume any specified period of time for telework, and ABN may require some and/or all employees to return to regular, in-office work at any time. 
During the telecommuting period the employee will establish an appropriate work environment within his or her home for work purposes. The equipment needs for each employee will be determine on a case-by-case basis. Equipment supplied by the organization is to be used for business purposes only. Consistent with ABN licensee records security for employees working at the office, telecommuting employees will be expected to ensure the protection of ABN licensee and discipline information which is accessible from their home. At no time are records to be store in a vehicle. Telecommuting employees will ensure the return of all documents that are removed from the physical office and nothing will be destroyed off site in accordance with the current ABN RDA.
Unnecessary VPN access will be discontinued after the precipitating event and shall only continue as identified and approved by the EO. 

III.  PROCEDURE:  The EO will implement the ABN closure plan and specify the Level of I, II, or III to be implemented. ABN Administrative Services Director will notify essential personnel as to when to begin remote duties and initiate VPN access if indicated for assigned core duties. 

IV: SCOPE: 			ABN Staff

V.  ATTACHMENTS:  ABN Emergency Closure Plan	
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							Peggy S Benson, Executive Officer









1

