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N e  w    Y o r k     S t  a  t e     I n s u r a n c e     F u n d 
 

 

                                                                              

                                                                               NYSIF 

Telecommuting Program 

Purpose 

The purpose of this policy is to establish a telecommuting program for NYSIF and to set forth the guidelines 

and rules for participants.  

 

Telecommuting is voluntary and based upon a memorandum of understanding and agreement between 

GOER & PEF.  Telecommuting is not a right or benefit.  Telecommuting is a privilege.  NYSIF shall operate 

the program primarily for the benefit of the business operations and to further test and maintain its business 

continuity/ disaster recovery abilities. NYSIF shall have sole discretion in determining if or where 

telecommuting is programmatically desirable.   

 

Telecommuting should not be considered as a substitute for child or elder care nor should this agency 

mandate or monitor such arrangements.  Employees are expected to make such arrangements for child or 

elder care, so as to not adversely impact telecommuting workflow and productivity. 

 

Business operations are of paramount importance.  In determining if an employee may participate in the 

telecommuting program, the highest priority shall be given to the operational needs of NYSIF.  Participation 

in telecommuting must not disrupt business operations or office coverage and   customer service shall not 

be compromised.  In addition, participants acknowledge that they may be called upon to perform their 

critical job duties remotely in the event of a disaster recovery situation or business interruption.  

 

The application for participation shall only be approved for a period of six months.  A request for 

continuation beyond six months in the program requires the employee to submit a new application.    

  

 

Definitions 

 

Telecommuting is defined as formal working arrangement of specified duration which designates a specific 

number of days per work week or payroll period that the employees will work from their home or other 

alternate site, by mutual agreement between NYSIF and the employee.   

 

Central Work Site is the primary traditional workplace, the employee's official duty station, which serves 

as the business address for the employing office.  It is the site to which the employee is assigned for the 

purpose of meeting with supervisors, co-workers and clients. 

 

Alternative Work Site is a location other than the central work site that has been approved by the employing 

office for use by qualified employees as a location from which the employees may telecommute (Ex. 

employee’s residence or telecommuting center). The alternative work site must be secure and private.  It 

may not be a public, political or commercial building or business.  The approved Alternative Work Site 
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may be changed with prior approval of the Business or Departmental Manager as long as the site meets the 

above criteria and has been requested by the employee. 

 

Eligibility to Participate 

 

NYSIF has established eligibility criteria. Only employees that meet the following eligibility criteria may 

participate in the telecommuting program:   

 

Employee Eligibility Criteria: 

 

1) Employee must be a full time employee with NYSIF for a minimum of 24 months;   

2) Employee must have sufficient experience as outlined by their supervisor. Each requesting employee 

will have a unique set of circumstances that must be considered in deciding whether he/she can be 

authorized to work a telecommute schedule.  Included are such things as employee’s previous work record, 

organizational skills, level of responsibility, initiative and performance as a self-starter, ability to document 

work activity, working relationship with his/her immediate supervisor, and motivation to succeed in a 

telecommute environment; 

3) Employee must have successfully completed probation; 

4) Employee must have no counseling memorandums in their personnel file within the past year or have 

been served with a Notice of Discipline within 2 years in accordance with the provisions of agreements 

negotiated between the NYS and PEF.  If a telecommuter receives a Notice of Discipline for any reason, 

the telecommuter’s participation is immediately terminated.  A new telecommuting application may be 

completed two years from the date Notice of Discipline is received by the employee.  Employees with 

pending Notice of Disciplines may not participate.  If a Notice of Discipline is dismissed, the employee 

may immediately resubmit a new application for participation; 

5)  Employee must have satisfactory evaluations for the past two years; 

6) Employee may not be a participant in a Compressed Alternative Work Schedule, Voluntary Work 

Reduction, Workers Compensation leave, or other attendance program.  They may work a Flextime 

Alternative Work Schedule;  

7) Employee may not have had any time and attendance issues for the preceding 12 months.  All NYSIF 

policies contained in ‘The Attendance and Office Conduct Manual for Employees of the State Insurance 

Fund” as well as all civil service policies are in effect; 

8) Employee must have a demonstrated ability to work without direct supervision; 

9) Employee must be able to work independently, meet deadlines and manage distractions; 

10) Employee must have and be willing to use, at no cost to NYSIF, high speed (not dial up) internet access; 

11) Employee must be able to connect into NYSIF computer systems with limited assistance from NYSIF 

employees, including but not limited to, System Support Aides (SSAs); 

12) The telecommuting employee must connect to the NYSIF network at a minimum of once every month; 

13) The telecommuting employee agrees to bring their laptops to the office as directed for any reason 

including but not limited to receiving updates.  

14) The employee must acknowledge that they may be called upon to perform their critical job duties 

remotely in the event of a disaster recovery situation or business interruption.  

15) The employee must complete online telecommuting course.   
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Job Function Criteria:  

 

1)  Employee job function must be one which requires minimum levels of personal interaction; 

2) The employee's need for specialized materials and/or equipment must not pose an undue hardship upon 

NYSIF (e.g. need for a printer, scanner, and typewriter) or present a confidentiality or proprietary 

information risk;  

3) The employee's job duties must be able to be completed at an alternative work site to the same level of 

proficiency as at the central work site; 

4) The employee’s participation may not adversely impact the employee's job performance; 

5) The employee’s participation may not adversely impact co-workers; 

6) Work performed at home should be consistent with a staff member’s normal workday, job duties and 

responsibilities. 

 

Accurately and thoroughly documenting work completed at home is essential for maintaining the integrity 

of the telecommuting program.  Consequently, supervisors may require daily logs, weekly plans, or 

whatever other documentation is deemed appropriate.  Standardized supervisor forms may be utilized to 

monitor planned and accomplished work. 

  

Alternative Work Site Criteria: 

 

The employee must supply a clean, safe and secure work environment at the alternate work site which will 

ensure the safety and security of NYSIF employees, equipment and confidential data/paperwork.  The area 

must be designated for the performance of official duties.  On-site visits to the telecommuter may be 

required to comply with Safety Guidelines and for reporting procedures relative to the Telecommuting 

Program.  A 48 hour notice will be given to participants unless an emergency situation exists.  On-site visits 

will be restricted to the telecommuter’s designated workspace. 

 

NYSIF may deny an employee the opportunity to telecommute or may rescind a telecommuting agreement 

based on the existence or suspected existence of unsafe working conditions or hazardous materials in or at 

the alternative work site.  NYSIF reserves the right as discussed in the NYS/PEF agreement to inspect the 

alternative work site, with notice, should this be deemed necessary.   

 

The employee must select an alternative work site that normally has a strong cell phone signal and internet 

access. 

 

Prior to approving of an employee’s participation in the telecommuting program, the employee must 

complete the survey form regarding the alternative work site and precautions that will be taken regarding 

safeguarding of the employee, sensitive paperwork and equipment.  

 

Application for Participation 

 

Any employee interested in working a telecommuting schedule must provide a written request to his/her 

immediate supervisor.  The request must identify what work the staff member believes he/she can 

accomplish at home, the reasons he/she wants to work at home, what equipment/supplies the staff member 

has at home to accommodate a telecommuting work arrangement, the specific days he/she proposes to work 

at home, and any other information the staff member thinks is relevant to the request.   
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Schedule 

 

The frequency of participation for employees should be to the greatest extent possible and should allow 

flexibility in the employee’s choice of which days to telecommute up to the maximum number of days 

permitted by the PEF contract.    

  

Prior to participating in the telecommuting program, the employee will meet with their supervisors and the 

Departmental or Business Manager to select a specific telecommuting schedule for the employee, which 

will include the day or days the employee will telecommute.   

 

The employee is expected to be working during their core hours as if they were in their respective central 

work site.  The total number of hours per day will not change.  Employees are expected to work or work 

and charge time for a total of 7.5 hours per day.   

 

In the event of an emergency at the telecommuter’s official duty location rendering it uninhabitable for 

NYSIF employees while the telecommuter is working at their alternative work location, the telecommuter 

must continue to work for the remainder of the business day or charge leave.  In the event of an emergency 

at the alternative work site rendering it uninhabitable, the telecommuter must immediately contact NYSIF 

and report to the official duty location or charge leave. 

 

Illness/Absence on a Telecommute Day 

 

If an employee is sick on a scheduled telecommute day, he/she must call the office within one hour of the 

start of his/her normal workday and advise their supervisor.  Credits must be charged for any time not 

worked on that day. 

 

If an employee wants to take time off on a day that is already scheduled as a telecommuting day, he/she 

must ask the supervisor in advance for approval to take time off on that day.  If the request is approved, 

appropriate leave credits must be charged of the absence.  At the supervisor’s discretion, and in response to 

a request from an employee, the telecommuting day may be changed to another day within the pay period 

at NYSIF’s sole discretion. 

 

Communication with Internal (NYSIF) and External Customers 

 

The telecommuting employee is expected to be working during regular business hours.  NYSIF customers 

should be able to reach the telecommuting employee via telephone or e-mail and expect a return call or e-

mail within 24 hours or as per NYSIF normal procedures.  The telecommuting employee is required to 

utilize the latest supported technology to seamlessly maintain professional verbal and written 

communication with both internal and external NYSIF customers. Co-workers and supervisors should be 

able to reach the telecommuting employee within 30 minutes, outside the lunch period.  Therefore, 

telecommuting staff must be connected to NYSIF’s computer systems while telecommuting.  Prior 

notification of any deviation from the designated lunch period must be given by the employee to the 

supervisor. 
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Meetings 

 

The telecommuting employee may not meet with claimants, policyholders, the public, professional 

colleagues or other employees at his or her alternative work site. Official work related meetings must be 

scheduled to take place in the central work site or virtually.    

 

The telecommuting employee must make themselves available for all scheduled team, departmental and 

agency related meetings.  If a meeting is scheduled on a day the employee is scheduled to telecommute, 

the employee must report to the central work site to participate in the meeting at the employee’s expense 

if they cannot attend virtually.  The day of scheduled telecommuting may be rescheduled after approval of 

the Departmental or Business Manager at NYSIF’s sole discretion. 

 

Work Assignments 

 

In the event of equipment malfunction while telecommuting, the employee is to immediately notify their 

supervisor and Departmental or Business Manager of the malfunction.  If the issue can be corrected with 

the assistance of ITS within 60 minutes, the employee may remain at their alternative work site and continue 

work.  If the issue requires additional time or work, the employee shall report to the office to complete their 

day or charge leave for the balance of the day.  All costs associated with notifying NYSIF of the equipment 

malfunction, such as a long distance call from the employee’s home, is the sole responsibility of the 

employee. 

 

Any issue that impacts the employee’s ability to perform their assigned tasks is to be immediately reported 

to their supervisor. 

 

 

Work Related Injuries 

 

If an employee incurs a work-related injury while telecommuting, Workers' Compensation Law and rules 

apply. A telecommuting employee must notify NYSIF about any alleged work related injuries that have 

occurred while the employee is telecommuting in accordance with NYSIF’s current policy. Decisions 

regarding compensability will rest with the NYSIF confidential claims case manager and determination by 

the Workers’ Compensation Board.   

 

In the event of a job-related incident or accident during telecommuting working hours, the employee must 

immediately report the incident to the employee's supervisor. The employee must allow (NYSIF) 

investigators access to the alternative work site to investigate and/or inspect the alternative work site in the 

event of injury.   

 

Financial Costs 

 

Employees are advised to consult with their insurance agent and a tax consultant for information regarding 

home-work sites. Individual tax implications, auto and homeowner's insurance, and incidental residential 

utility costs are the sole responsibility of the employee. 
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Installation and monthly costs associated with broadband high speed internet remains the sole responsibility 

of the employee.  Broadband high speed internet, not dial up internet, access is an eligibility requirement 

for all employees seeking to telecommute.  Electric costs related to powering the laptop or charging the cell 

phone is the sole responsibility of the employee. 

 

NYSIF may supply the employee with a laptop, cell phone/phone software for use while telecommuting at 

NYSIF’s expense.  

  

NYSIF will not supply any furniture, including but not limited to a desk, table, chair or chair floor pad to 

the employee. 

 

Employees are responsible for safeguarding NYSIF equipment and supplies.  Employee’s liability for State 

equipment damaged or stolen in/from the employee’s home will be determined by investigations of the 

circumstances of the damage or theft. In cases of theft, a police report is required.  In each case, PEF will 

be notified of such investigations.  Employees will not incur any financial liability unless found to be 

negligent. However, no disciplinary action will result from such findings. 

 

If NYSIF equipment is lost or stolen and an insurance claim is made by the telecommuting employee, 

NYSIF’s equipment shall not be claimed as a loss.  In the event such equipment is claimed and a recovery 

is made by the employee, the employee is responsible for reimbursement to NYSIF.    

 

All equipment and tools provided to the telecommuter, including, but not limited to, laptops and cell phones, 

are strictly to be used by the telecommuting NYSIF employee only.  The equipment must be secured from 

use by others including other NYSIF employees.  In the event of unauthorized use or non-NYSIF business 

related use of NYSIF equipment, the telecommuting employee is responsible to pay any costs incurred by 

NYSIF. 

 

Security of Equipment 

 

The employee is responsible for securing all equipment, supplies and work products.  NYSIF’s Computer 

Use Policy, Information Security Policy and Internal Fraud, Waste and Abuse Policy are all in effect and 

govern on issues involving telecommuters.  

 

No NYSIF data or software may be loaded onto any other piece of equipment.   

 

Employees are reminded of NYSIF’s policy, as mentioned above, on use of NYSIF equipment.  

 

If the employee is discontinued from the telecommuting program, the employee is responsible for returning 

all equipment by the next business day.  Failure to do so may result in disciplinary action and financial 

recovery. 
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Security of Information 

 

In accordance with a preceding paragraph, the telecommuting employee is responsible for safeguarding 

sensitive data.  Sensitive data is defined as any information where unauthorized access, disclosure, 

modification, destruction or disruption of access to or use of such information could severely impact 

NYSIF, its critical functions, its employees, its customers, third parties, or citizens of New York. This term 

shall be deemed to include, but is not limited to, the information encompassed in existing statutory 

definitions.   

 

Personal, Private, or Sensitive Information includes, but is not limited to, information concerning a person 

which, because of name, number, personal mark or other identifier, can be used to identify that person, in 

combination with their social security number, driver’s license number or non-driver identification card 

number, mother’s maiden name or financial account identifier(s) or other information which would permit 

access to a person’s financial resources or credit.   

 

Personal, Private, or Sensitive Information includes, but is not limited to, information used to authenticate 

the identity of a person or process (e.g., PIN, password, passphrase, and biometric data). This does not 

include distribution of one-time use PINs, passwords, or passphrases.   

 

Personal, Private, or Sensitive Information includes, but is not limited to, information that identifies specific 

structural, operational, or technical information, such as maps, mechanical or architectural drawings, floor 

plans, operational plans or procedures, or other detailed information relating to electric, natural gas, steam, 

water supplies, nuclear or telecommunications systems or infrastructure, including associated facilities, 

including, but not limited to, training and security procedures at sensitive facilities and locations as 

determined by the Office of Homeland Security (OHS), descriptions of technical processes and technical 

architecture, plans for disaster recovery and business continuity, and reports, logs, surveys, or audits that 

contain sensitive information.   

 

Personal, Private, or Sensitive Information includes, but is not limited to, security related information (e.g., 

vulnerability reports, risk assessments, security logs).  

 

Personal, Private, or Sensitive Information includes, but is not limited to, other information that is protected 

from disclosure by law or relates to subjects and areas of concern as determined by NYSIF executive 

management. 

  

Liability for Damages or Injury to Others 

 

NYSIF is not liable for damages to a telecommuting employee's personal or real property during the course 

of performance of official duties or while using NYSIF equipment in the employee's alternative work site 

unless there is liability under the Workers’ Compensation Law.  

 

NYSIF and the telecommuting employee are bound by all laws and contracts in existence. 

 

The employee agrees to hold NYSIF harmless for injuries to others at the alternate work site. 
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Appeal 

 

This policy in no way supersedes the employee’s rights under the current PEF contract.  Employees denied 

the opportunity to participate in the telecommuting program will be notified in writing of the reasons for 

non-selection by the Departmental or Business Manager.  Should the employee seek further review of the 

decision, the employee may appeal the decision of the Departmental or Business Manager to the Assistant 

Director of Administration for Personnel Operations at 199 Church Street, NYC, 13th floor.  In making such 

an appeal, the employee must furnish the written denial, along with a written explanation as to why the 

decision should be reversed within seven calendar days.  The decision of the Assistant Director of 

Administration for Personnel Operations is final and can not be appealed or grieved. 

  

 

Termination/Suspension of Telecommuting 

 

NYSIF may terminate the telecommuting program for any reason, at any time, with 30 days notice.   

 

NYSIF may cancel or suspend an individual’s telecommuting agreement at any time.  Employees must 

continue to meet the eligibility requirements listed below for continued participation in the program.  All 

other changes in participation will generally involve a 30 day notification process.   

 

An employee may voluntarily terminate participation in the telecommuting program with written 

notification to their supervisor.  The employee need not fulfill a 30 day notification requirement. 

 

In the event of termination of the program, NYSIF staff will be notified of the discontinuance and expected 

to return all equipment by the next scheduled office day unless special circumstances arise which warrant 

a reasonable accommodation.  NYSIF bears no responsibility in any costs the employee may have as a 

result of the termination of the program.   

 


