
 
 

 
 

Lake Stevens Sewer District Employee Temporary Telework Request 
Form 

Employee  

Tasks/Activities That 
Can Be Accomplished 
Remotely 

 

Tasks/Activities That 
Can't be Accomplished 
Remotely 

 

Day(s) Requesting to 
Telework 

 

Telework Hours 
Please list the start and end times that you will work during each 
telework day. 

Telework to Begin On  

Home Office Location  

Equipment Needs?   
Describe equipment needs.  (Reminder – LSSD expects teleworking 
employees to have existing internet service.) 

Employee 
Acknowledgment 

I certify that I have read and commit to following LSSD’s teleworking 
policy (including but not limited to teleworking employee responsibilities) 
as outlined in the attached policy. 

Employee Signature  . 
Date: 

    

Supervisor Approval 
 

☐  Approved as proposed 
Signature: . 
Date:  . 
 

☐  Modifications 
needed: 
   

☐  Denied. 
Reason: 
   

General Manager 
Approval 

☐  Approved as proposed 
Signature:   
Date:    
 

☐Modifications 
needed: 
   

☐Denied.  
Reason: 
   



 
 

1 
 

Lake Stevens Sewer District Employee Temporary Telework Policy 

Policy and Definition    
Teleworking is a work-site alternative for eligible LSSD employees.  Teleworking means working from a 
home office instead of at a LSSD-owned worksite. 

Purpose  
Teleworking is being offered on a temporary basis due to COVID-19, to provide employees a means by 
which they can continue working without coming into the office regularly. 

Criteria[JS1] 

1. Teleworking is not appropriate for all employees. The employee and their supervisor must 
assess the work to be done at home and determine that it is of a nature that the 
employee’s tasks can be performed successfully away from the LSSD-owned work-site.  
For example, teleworking may not be appropriate for employees in positions that require 
inspecting or repairing District equipment. 

2. The employee must be able to establish and maintain an adequate, safe, and ergonomic 
workspace as a home office. 

3. The employee must have demonstrated the ability to operate computer or other 
equipment independently for purposes of working from home. The need for specialized 
material or equipment in order to telework should be minimal. 

4. The employee must have demonstrated conscientiousness about work time and 
productivity, taking initiative to improve performance and the ability to work well alone. 

5. If the employee is non-exempt, the employee must have demonstrated compliance with 
LSSD’s timekeeping and overtime pay policies.   

Procedure 

1. An employee wishing to request a teleworking arrangement shall complete the Telework 
Request Form and submit it to their supervisor.  A teleworking arrangement must be 
mutually agreed upon by the employee, the employee’s supervisor and the General 
Manager.  

2. The employee's proposal must: 
a. Outline the tasks that will be performed from home and how teleworking will 

benefit LSSD (such as improved productivity due to fewer distractions, freeing up 
workspace in LSSD-owned offices, etc.) 

b. Establish set work hours for the days that the employee will work from home.  
Fair Labor Standards Act (FLSA)-exempt employees must indicate the hours they 
will be available to be reached by staff and customers. For non-exempt 
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employees, the teleworking agreement must indicate the hours the employee 
will be on work status.  

c. Describe the home office and any equipment needs for the employee working 
from home. 

d. Commit to following LSSD teleworking employee responsibilities (see below). 
3. The employee's supervisor will review the employee's proposal.  The supervisor will make 

an independent assessment of the benefits to be derived from the employee's proposal 
and any costs that may be associated with it.  Based on that assessment, the supervisor 
will recommend approval or modifications, or will deny the employee's request.  If the 
supervisor recommends modifications, the employee will have the opportunity to revise 
the proposal.  If the supervisor recommends approval, the proposal will be sent to the 
General Manager.  If the supervisor denies the employee’s request, the employee’s 
request will be deemed “denied”. 

4. All two levels must approve any teleworking agreements before they go into effect.  If the 
General Manager does not approve the teleworking agreement proposal, the employee 
will be notified of the reason.   

Duration and Review of Teleworking Agreement 

The duration of the teleworking agreement will be temporary in nature based on the status of the COVID-
19 crisis.  As the crisis recedes, the District may choose to gradually end employees’ teleworking 
agreements and call on employees to begin reporting to work or may end all teleworking agreements at 
once, depending on the needs of the District, any current proclamations issued by the Governor, and any 
other relevant factors. 

Teleworking Employee Responsibilities 

1. Ensuring that a high level of public service is maintained, and that abuses of the privilege 
of teleworking do not occur. 

2. Reporting to the employee's immediate supervisor as early as possible if the employee is 
unable to work on a teleworking day. 

3. Maintaining appropriate care and security of any LSSD equipment used at the employee’s 
home. Employees who telework from home are subject to the same internal policies 
regarding the use of LSSD equipment (hardware and software) and services as that of 
employees at the centrally located worksite.  Employees who telework shall not allow 
anyone, except LSSD employees, to use LSSD equipment (including hardware and 
software) and services. 

4. Maintaining the confidentiality of LSSD information and documents, preventing 
unauthorized access to any LSSD system or information, and disposing of work-related 
documents in a manner consistent with LSSD policies and procedures. 
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5. Accepting responsibility for any injuries to third parties and/or members of the 
employee’s family on the employee’s premises during the employee’s teleworking work 
period. 

6. Abiding by all LSSD policies. The duties, obligations, and responsibilities of an employee 
who teleworks are the same as employees at the centrally located worksite.  This 
expressly includes, though is not limited to, LSSD’s timekeeping and overtime pay policies. 

7. Following supervisor direction and maintaining supervisor contact to ensure the work 
being done is satisfactory and timely. 

8. Making dependent and childcare arrangements so that the employee does not have 
conflicting personal responsibilities during the work period. 

9. Scheduling any personal leave and gaining supervisor approval in the same manner as 
required for employees at the LSSD-owned worksite. 

10. Complying with any supervisor request that the employee come into a LSSD-owned office 
to respond to work needs.   

a. If an employee is teleworking and during the workday they come in to their 
centrally located worksite, the time traveling from the employee's home to the 
centrally located worksite must be treated as "job site" to "job site" travel, and 
the employee's travel time must be counted as hours worked and compensated 
accordingly.  

b. Whenever possible when teleworking, when employees are requested to report 
to their centrally located worksite, they should be so notified by the end of the 
workday prior to the day they are requested to report to the central worksite. In 
such cases, travel time between home and the central worksite is treated as 
regular commuting time and is not counted as hours worked and compensated. 

11. Teleworking employees shall not hold in-person business meetings at their residence. 
12. Teleworking employees shall not conduct any external (non-LSSD) work during their 

teleworking work schedule. 

Leave and Benefits 

1. Employees on a teleworking schedule continue to accrue leave benefits at the same rate 
as employees who are not working a teleworking arrangement.  

2. Employees on a teleworking schedule must obtain approval for leave use in the same 
manner that is applicable to all other employees. 

3. The teleworking employee’s salary and benefits remain unchanged during a teleworking 
arrangement.   

Cost and Expenses 

1. Computer equipment and telephones for teleworking may be provided by LSSD as part of 
the teleworking agreement.  The cost of such equipment (if it is additional to that 
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provided on the LSSD-owned worksite) should be addressed in the teleworking 
agreement.  If the employee elects to use their personal computer, the employee must 
agree to LSSD access to the personal computer for business purposes, including responses 
to Public Records requests. 

2. LSSD will not purchase or reimburse employees for the cost of an internet service 
provider.  

3. General office supplies (such as paper and pens) will be provided by LSSD and should be 
obtained by the employee at the centrally located worksite. Out-of-pocket expenses for 
supplies normally available at the central worksite will not be reimbursed. 

Workers' Compensation and Insurance 

1. Employees who telework will be covered by worker’s compensation for all job-related 
injuries occurring at their home during their defined work period. The employee is 
responsible for maintaining a safe and ergonomic home office and performing job-related 
duties there. 

2. Worker’s compensation will not apply to non-job-related injuries that occur in the home.  
LSSD is not responsible for injuries to third parties or members of the employee’s family 
that occur in the home office or other parts of the home. 

3. In the event of a job-related incident, accident, or injury during teleworking hours, the 
employee shall report the incident to their supervisor as soon as possible and follow 
established procedures to report and investigate workplace incidents, accidents, or 
injuries. 

4. The employee must allow home office inspections conducted by LSSD if a job-related 
incident, accident, or injury has occurred. 
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