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I. POLICY STATEMENT

The USMO recognizes that Telework can benefit the System Office when the job, employee, and the

work unit are suited to such an arrangement.

To realize the benefits Telework can provide the University System of Maryland Office, USMO
aspires to optimize the number of Eligible Employees participating in some form ofTelework. To

the extent practical, supervisors are encouraged to consider Telework arrangements for Eligible

Employees that foster productivity and allow for alternative methods of collaboration. An Eligible

Employee's Telework arrangement should not inequitably increase other employees' workloads, and

Teleworkers should not be inequitably excluded from work activities available at the physical
worksite (e.g., meetings).

Telework is not an entitlement or USM Office-wide benefit and, as a system of higher education,

USMO is committed to having employees physically present to engage with our community.

However, teleworking under appropriate circumstances should provide advantages to both the

employee and the USMO.

II. PURPOSE

The purpose of this Telework Policy is to define requirements and guidelines by which supervisors

may allow employees to Telework and to create flexible work environments. Consistent with the

requirements and guidelines set forth in this Policy, supervisors may consider a variety of work
arrangements that blend in-person work and Telework for individual employees or groups of

employees.

III. APPLICABILITY

This Policy applies to all USMO employees.

IV. DEFINITIONS

A. Telework: work performed at a location, approved by USMO, other than a physical USMO

worksite.

B. Eligible Employee: any full- or part-time staff employee whose job functions, as determined

by the employee's supervisor, can be performed effectively from a location other than a

physical USMO worksite and whose productivity can be measured and maintained or
improved through Telework.

C. Teleworker: an Eligible Employee who is approved to regularly Telework pursuant to this

Policy.

D. Episodic Telework Event: a nonrecurring situation ordinarily of no more than 2 pay periods

in duration in which an employee may Telework due to extraordinary personal or work
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