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PPS Employee Remote Work Guidelines

GUIDED BY OUR VISION AND VALUES
Our Educator Essentials and Core Values guide our decisions on our desired workplace culture,
including our remote work plan.

Educator Essentials
● Consistent & Reliable
● Knowledgeable & Committed to

LIfelong Learning
● Racial Equity & Social Justice

Centered
● Inclusive & Responsive to
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https://drive.google.com/file/d/16LGDuiUEucSdl24T0s4k10pf5I3ZXDfW/view?usp=sharing
/cms/lib/OR01913224/Centricity/Domain/56/Remote%20Work%20Eligibility%20-%20Final%20for%20Publishing.pdf




PPS Employee Remote Work Guidelines

● While some employees are eligible for full-time remote work, in practice, some managers
may be establishing hybrid work schedules with staff to ensure a physical presence in
their department Monday through Friday.

● Every PPS staff member must be available for any in-person standing or ad hoc staff
meeting called by their manager.

● Comply with all PPS rules, policies, practices and instructions that would apply if you
were working onsite at a PPS location.

● Follow your schedule, take required breaks and lunch, and obtain prior approval for any
overtime before it’s worked.

● Protect confidential inform

/Page/186


/Page/15679
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PPS Employee Remote Work Guidelines

Computer and docking
station (if needed) x1

PPS will provide one computer and docking station for laptops.
Employees who are approved for remote work are required to transport
their equipment to and from the office.

Monitor
(one or two)

PPS will provide up to two monitors. Employees who are approved for
remote work must decide if they set up their monitors at their home office
or on-site. Employees may choose to transport their monitor(s) regularly
or opt to use or purchase their own.

Mouse & Keyboard x1 PPS will provide one mouse and keyboard. Employees who are approved
for regular remote work must decide if they set up their mouse and
keyboard at their home office or on-site. Employees may choose to
transport their mouse and keyboard regularly or opt to use or purchase
their own.

Chair x1 PPS will provide one chair for employees. Chairs are for use when on-site
only and may not be taken home.

Standing Desk PPS may provide employees with a standing desk option. Standing desks
are for use when on-site only and may not be taken home.
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https://youtu.be/KpE3XyrlyAI




PPS Employee Remote Work Guidelines

● Ensure you’re clearly visible on the video screen by zooming in, making eye contact, and
expressing your reactions noticeably.

BEST PRACTICES: Having a plan for communication, structures, and

norms is critical for virtual & hybrid teams.
%HETXIH JVSQ ƈ(MWXVMFYXIH ;SVO $+SSKPI 4PE]FSSOWƉ

Reach Out

It can be hard for teammates in other locations to be heard, as they often have to overcome
barriers to jump in and share. You can help create the space for them to speak up.

- Ask for input from the most isolated meeting participant any time the meeting breaks
into a discussion.

- If you see someone trying to enter the conversation, stop and invite their comments.

Set Team Norms

Norms set clear expectations for how you work together with your team. But they’re often
assumed rather than explicitly stated, leaving opportunities for confusion.

- Discuss, establish and document communication and decision making norms with your
colleagues (e.g., answering emails/pings off-hours, how often will you stay in touch,
information-sharing across time zones).

- Be sure to communicate frequently and openly. When remote team colleagues can count
on being able to quickly receive the information that they need to, this improves the trust
among team members and can aid in the efficient transfer of key, task-relevant
knowledge.

The following are standard recommended meeting norms as well as suggestions to
support meetings where participants may be working on-site or from a remote location.

➔ End meetings 5 minutes early to allow for “passing time”
➔ Invite appropriate stakeholders - be mindful of everyone’s time, if someone is

invited in order to “inform” some individuals - think of other methods for
informing them.

➔ Commit to being present and participating. Stay engaged and focused. Avoid
reading and responding to emails or multitasking. Participants may need a
bio-@
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● Verify priorities for employees

● Provide a minimum of 48 hours notice if you must request an employee be onsite during
their regularly scheduled remote work day
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APPENDIX A - Remote Work Agreement and Form
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APPENDIX B - Position Eligibility List
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PPS Employee Remote Work Guidelines

APPENDIX C - Templates

Contact Information Signage for Work Spaces

Out of Office Message Guidance & Templates
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https://docs.google.com/presentation/d/1VSKShWSLjalnqFYadtU_e1RxVuOUJNRyGwiY-em5_9k/edit?usp=sharing
https://docs.google.com/document/d/1x3d7RHKC93gdlmlszpqH9WVKhhrk3i_W/edit?usp=sharing&ouid=103387159728078132923&rtpof=true&sd=true


PPS E

https://traumainformedoregon.org/
https://traumainformedoregon.org/wp-content/uploads/2020/03/Considerations-for-COVID-19-Trauma-Informed-Response.pdf
https://thewellnesssociety.org/free-coronavirus-anxiety-workbook/
http://traumainformedoregon.org/wp-content/uploads/2016/01/A-Trauma-Informed-Workforce_An-introduction-to-workforce-wellness.pdf
http://traumainformedoregon.org/wp-content/uploads/2014/10/Hosting-a-Meeting-Using-Principles-of-Trauma-Informed-Care.pdf
https://traumainformedoregon.org/wp-content/uploads/2020/06/TIP-Hosting-a-Virtual-Meeting-Using-Trauma-Informed-Principles.pdf
/Page/1730
https://calltosafety.org/
https://www.oregon.gov/DHS/CHILDREN/CHILD-ABUSE/Pages/Reporting-Numbers.aspx
https://multco.us/mhas/mental-health-crisis-intervention
https://m.kp.org/health/care/!ut/p/a1/hZBfT4MwFMU_iw97ZL20wIpvhTBkuH-6OOyL6UiFxUIJq1v89pZtPmg03uQmt8nvnHN7EUcF4q047ith9roVanjz4GU6e1xGkctg6S99yOZ-Gs6CBYYYoy2aIV4pvTvDz7Ux3e0IRnDqulK3RramtC37ESB-mVrRSFQ0dhbKqaVQpv5XKXqzL5WVJRR7ECbUmbqYOK6bgBNNGHYYjSI6iSEBHA9urN0RWiHey1fZy3783tv1hojDJeN0GldaV0qOS93YhF
https://calltosafety.org/
https://oregonyouthline.org/
https://www.thetrevorproject.org/
https://www.translifeline.org/

