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Purpose 
This document is intended to provide guidance to all OED staff and managers on the information 
technology standards and practices related to remote work, telework and telecommuting. These 
standards and practices can guide both managers and staff in determining whether a person or 
location is appropriate to work remotely and to set expectations of everyone with regards to the 
resources and assistance that OED IT Services can provide. 

Prerequisites 
Internet Connection: In order to qualify for remote work, a staff member must demonstrate they 
have access to a broadband internet connection that meets or exceeds the minimum acceptable 
requirements below. The minimum acceptable metric is based on the knowledge that many staff live 
in locations where internet service capabilities are limited. In real-world conditions the minimum 
acceptable network may prove frustrating for the staff members and/or inadequate for IP telephony 
(e.g. using a software-based phone) and best performance can only really be achieved under the 
recommended metrics. 

Service Metric Minimum Acceptable Recommended 
Ping (round trip) time in 
milliseconds (ms). Lower is 
better. 

Less than 30 Less than 30 

Download speed in megabits per 
second (Mbps). Higher is better. 

10 Mbps 30 Mbps 

Upload speed in megabits per 
second (Mbps). Higher is better. 

2 Mbps 10 Mbps 

 

Before staff can be approved for telework they must provide their manager with a speed test that 
meets the minimum acceptable requirements. The speed test is generated by the user by going to 
the website, speedtest.net and running the test. After the test, they click the link icon next to the 
word, SHARE and email the link labelled, web, to their manager. 

 
Figure 1: Speedtest.net result from OED Central Office. Note the link button and the time stamp. 

https://www.speedtest.net/
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The test must be generated during business work hours. (The result will contain a time stamp.) This 
is to ensure that the available bandwidth in the remote connection is sufficient even when other 
people at the remote work site are also using the same internet connection. 

What Is Provided 
Staff may be approved for remote work on either full-time or part-time (flexible) basis.  The 
hardware requirements for each case are slightly different. OED IT Services will provide the 
following to all users who are approved for remote work.  

Some items may not be immediately available for employees on the start of their remote work 
schedule. This may be because the COVID-19 pandemic has led to global supply constraints or because 
inventory on hand is not up with the pace of remote work requests.  

Item Description Full-Time Flexible 
RSA SecureID 
token 

Required for two factor 
authentication to VPN for 
remote work. 

Yes Yes 

Dell Mini-PC Standard small desktop 
computer with WiFi 
capability. 

Yes No. Flexible telework 
requires a laptop 
computer. 

Laptop 
Computer 

Standard for all managers 
(and some COVID hires). 
Provided based on 
availability for flexible 
remote work for all other 
staff. 

Yes (if manager) Yes (all) 

Dual 21” 
monitors. 

The standard workstation 
setup for all OED users is 
dual monitors. 

Yes. Take existing 
monitors to remote 
location. In some 
cases new ones will be 
provided e.g. the 
existing ones don’t 
have stands. 

Pick a “primary” work 
location and leave the 
monitors there. Work 
off laptop only at 
“secondary.” 

USB WiFi 
adapter. 

An external USB device that 
enables WiFi network 
connections for a PC that 
does not have a built-in 
WiFi adapter. 

Depending on 
hardware availability 
and need. 

No. Laptops all have 
WiFi built-in. 

Web camera. Built-in on all laptops. 
Provided based on 
availability to MiniPC’s. 
Eventually available to all. 

Yes Yes 

Headset and 
microphone. 

Standard is Jabra 40 
EVOLVE. Used for placing 
calls on soft phone and for 
holding meetings. 

Yes Yes 
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Printer or multi-
function copier. 

Connecting non-state 
printers to your computer 
is prohibited.   

Exception required. 
Business manager 
must discuss with IT 
Services. 

No. 

 

OED IT Services maintains a fairly comprehensive how-to guide for remote working that contains 
useful information on setting up a computer, operating softphones and general troubleshooting. 
That document can be accessed via EdWeb on the Help Desk page. 

https://secure-edweb.emp.state.or.us/content-management/doc-view.cfm?ContentID=teleworkguidefall2020

