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Purpose
The purpose of the policy.is to define and outline the eligibility of employees of the Department of
Social and Health Services for travel and expense reimbursements for remote work or telework.

Scope

This policy applies to travel expenses and reimbursements for all DSHS remote work and telework
employees. This policy applies to all out-of-state and in-state employees that travel for all meetings,
in-office events, etc.

This policy does not apply to forensic evaluators with a duty station in HRMS with “HOME-out of
state”.

Additional Guidance
State Administrative & Accounting Manual (SAAM),
10.20
10.15
DSHS administrative policies,
subchapter 19.10, Travel policies
18.87, Mobile and modern workplace
Collective bargaining agreements



https://ofm.wa.gov/sites/default/files/public/legacy/policy/10.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/SAAM_24A-04_2024_07_01.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/SAAM_24A-03_2024_06_01.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/SAAM_24A-03_2024_06_01.pdf
https://www.dshs.wa.gov/office-of-the-secretary/dshs-administrative-policies
https://www.dshs.wa.gov/office-of-the-secretary/dshs-administrative-policies
https://ofm.wa.gov/state-human-resources/labor-relations-and-compensation-policy/collective-bargaining-agreements/2025-27-collective-bargaining-agreements
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Definitions

Commute means travel between the official residence and the official workstation for travel
reimbursement. Normally, an employee would only have one round trip commute each day.
However, there are some work schedules that may require an employee to commute multiple
times in a day due to call back, split shifts, or on-call situations. (SAAM Definition)

Commute route means the most direct route between the last stop (official residence or
business stop) within the official residence and the first stop (regular workplace or business
stop) within the official duty station, or vice versa. When the official residence and official duty
station are the same city or town, the commute route is the most direct route from the
traveler’s home to their first business stop within their official duty station/residence and the
most direct route from the last business stop within their official duty station/residence to their
official residence. (See commute mileage diagram)

Human resource management system (HRMS) is the central personnel and payroll application
for Washington state government. It serves all state government agencies and provides a
common data system. This is the system of record for employee information and position
details.

Official residence means the city, town, or other location where the traveler maintains a
residence that is used as their primary residence.

Official state business means activities performed by.an official or state employee, authorized
volunteer, or contractor, work experience program participant, student, or employee of
another governmental jurisdiction as directed by his or her supervisor to accomplish state
programs or as required by the duties of his or her position or office. (SAAM Definition)

Official duty station is driven by the Unique Facility Identifier (UFI) and represents the location
of a position’s assigned, permanent state facility worksite, field assignment city/ state, or
home=based city/state. A state official or employee's official duty station is to be assigned by
the agency. It is determined by the needs of the agency and not assigned because it is the home
or preferred living area of the traveler. This is the employee’s assigned duty station in HRMS.

Remote work refers to a flexible working arrangement where employees perform their job
duties from a location outside the traditional office environment, often from home or any other
remote location.

Teleworking means, at least once every two weeks, the employee performs work duties
normally performed at the employee’s official duty station from their home, from an office near
the employee’s home, or an alternative location identified in a teleworking agreement, rather
than from the employee’s official duty station.


https://stateofwa.sharepoint.com/:w:/r/sites/DSHS-EXE-OAS-Travel/_layouts/15/Doc.aspx?sourcedoc=%7BF3ABBBE0-3214-484D-9B7A-98D7E5FD0515%7D&file=Commute%20Mileage%20Diagram.doc&action=default&mobileredirect=true&DefaultItemOpen=1
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Policy requirements

1.

Administrations will not schedule any travel arrangements for employees traveling to
their official duty station from their official residence, teleworking, remote, or out of
state location.

DSHS employees are responsible for their own commute, regardless of their official
residence. Employees will not be reimbursed for commuting to their official duty
station.
a. Exceptions to this policy require written approval from the finance, technology,
and analytics administration chief financial officer (CFO). The traveler must
provide this approval to the staff responsible for booking accommodations.

Official station is determined by the agency and listed in HRMS.
a. This cannot be changed to another official duty station in HRMS for the sole
purpose of reimbursement of travel.
b. If the official duty station location needs to be changed for administration
business needs, this must be approved by an appointingauthority.

If an employee travels to their official duty station for business needs, they are not

eligible for meals, lodging, or other travel expenses as outlined in all chapter 19.10
administrative policies.



