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ORDER
on the establishment of measures regarding the activity of the employees (name of the institution), in order to prevent the spread of the new type of Coronavirus (COVID-19)

Taking into consideration:
[...]

 (Head of) the issuing institution
issue this order / provision / decision etc.:

Art. 1 - (1) In order to prevent the spread of the new type of Coronavirus (COVID-19), this order regulates the way of carrying out the activity of the employees (Name of the institution / public authority), hereinafter referred to as (acronym), in teleworking regime.
 (2) The provisions of this order shall apply to all employees in (Name of institution / public authority), with the exception of dignitaries, senior civil servants and management civil servants of the level of general director / director, except when they are in the situations of risk, provided in art. 6 paragraph (1), priorities 1 and 2.
(3) For the purposes of this order, teleworking means the way in which employees carry out the professional activities necessary to fulfill the specific duties of the public position they hold from home, using information and communication technology.

Art. 2. – Starting with the date of this order, the employees can carry out their activity in teleworking regime if the following conditions are cumulatively fulfilled:

a) The application, whose model is included in the Annex no. 1, which is an integral part of the present order, was approved by the hierarchical superiors of the respective employees;
b) The employees hold at home all the means necessary to fulfill their duties according to the job descriptions, including, but not limited to:
· Phone;
· Laptop or, exceptionally, personal laptop;
· Internet access;
· Electronic signature (if their signature is indispensable in the signature circuit);
· Secure remote access to the IT systems, the email system and the documentary resources of the (acronym) used at the compartment level where the employees carry out their activity or other resources and information necessary to carry out the activity, as the case may be;
c) The activity of the compartments in which they work can be carried out without 
d) The presence at the headquarters of (name of the institution / public authority) of at least 30% of the number of employees within the general department, department or unit subordinated (to the head of the institution) of the institution, as the case may be, is ensured under normal working conditions.
Art. 3. – (1) In carrying out the activity in teleworking regime, the employees are obliged to carry out their duties and are subject to the control exercised by the hierarchical superiors under the same conditions as the employees who carry out their activity at the headquarters of (Name of the institution / public authority or acronym
(2) In applying the provisions of para. (1), the employees who telework e will be present at home and will respond to any requests regarding the professional activity transmitted by means of distance communication received from the hierarchical superiors, from colleagues or from third parties, in during the working hours.
(3) In applying the provisions of para. (1), the employees who work in the teleworking regime comply with the rules contained in the Organization and Functioning Regulation of (Name of the institution / public authority or acronym), the Internal Regulation, the Rules regarding the protection of personal data and other specific rules and procedures applicable, as the case may be.
(4) In carrying out the activity in the teleworking regime, the employees are obliged to respect the norms regarding the safety and health at work, in accordance with the provisions of art. 8 of Law no. 81/2018 regarding the regulation of telework activity.

Art. 4. – In the cases where objective circumstances arising in the activity of the compartments (acronym) make it absolutely necessary the presence at the headquarters of the employees who carry out their activity by teleworking, the hierarchical superiors will be able to immediately, by means of distance communication, communicate them to return to the office at the latest starting the next working day.

Art. 5. –The IT unit / direction / department (as the case may be) within the (name of the institution / public authority) will facilitate the fulfillment of the conditions provided in art. 2 lit. b), within the limits of the available resources and provide that the security of data and informational resources of (acronym) are ensured.

Art. 6. – (1) The general directors of general departments and the directors of departments within the (name of the institution / public authority) will prioritize, based on the following criteria, which employees will telework during the period of emergency: 

	No. 
	Criteria 
	Priority

	1. 
	Persons at risk (with cardiovascular disease, diabetes, chronic respiratory disease, hypertension, cancer) and pregnant women
	Priority 1 

	2. 
	Persons from single parent families with children under 14 years old
	Priority 2

	3. 
	Persons who use public transport to travel to work
	Priority 3

	4. 
	Persons, members of families with children under 14 years old or who have under care dependent persons
	Priority 4

	5. 
	Persons with allergies to disinfection substances 
	Priority 5 



(2) In the sense of art. 6 paragraph (1) the following terms have the following meaning:
a) Single-parent family means the family consisting of the single person and the dependent child (s), aged up to 18 years or up to 26 years for those who follow a form of education - day courses, organized according to the law, and living together, according to art. 6 paragraph (1) lit. c) of Law no. 196/2016 regarding the minimum income of inclusion, with subsequent modifications and completions;
b) Dependent person means the person who has lost his functional autonomy due to physical, psychical or mental causes and needs significant help to carry out the usual activities of daily life, according to art. 31 paragraph (1) of the Law on social assistance no. 292/2011, as subsequently amended and supplemented.
(3) Employees will make statements of responsibility, according to the model provided in Annex no. 2, specifying their priority categories (1 - 5). 
(4) The rotation of the staff is ensured within the 30% percentage as well as with the fulfillment of the criteria in points 3-5 of the table mentioned in par. (1). 

Art. 7. – (1) The heads of departments will present to the head of (Name of the institution / public authority), within 24 hours from the issuance of this order, the situation within each compartment separately, with the employees performing their activity by teleworking. The situation will be updated and communicated weekly.
(2) Where there are several employees within the same structure that fall into identical risk groups, an alternation between the normal program and teleworking can be arranged, by the decision of the hierarchical superior. 

Art. 8. – (1) The periods during which the employees carry out their activity by teleworking are clearly distinguished in timesheets with the symbol "T". The timesheets are sent to the Human Resources Department together with the copies of the applications mentioned in art. 2 lit. a). The timesheets can also be sent electronically, through (the electronic system used in the institution, as the case may be), electronically signed. 
(2) During periods of teleworking, employees do not receive the allowance for injurious working conditions.

Art. 9. – (1The actual carrying out of the teleworking activity is organized at the level of each compartment of (name of the institution / public authority or acronym) by their heads, as the case may be, in compliance with the provisions of this order.
(2) Heads of the compartments verify and answer for the fulfillment of the conditions mentioned in art. 2, for the employees they coordinate.

Art. 10. - The effective organization of the activity according to the program mentioned in art. 8 is made at the level of each compartment of (acronym) by the management civil servants.

Art. 11. –If, for independent reasons, the employee who teleworks detects any disturbance to the telephone / internet / connection, electronic signature, they have the obligation to inform immediately the IT department (the actual name) of the (name of the institution) / public authority)

Art. 12. – (1) The measures provided in this order apply during the state of emergency.
(2) The Secretary General and the Deputy Secretary General will communicate this order to all employees.

Art. 13. All employees (acronym) will comply with the provisions of this order.

Head of institution
Place,
No. .............. 
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