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Remote Work Policy 

 Telecommuting is a work arrangement that allows employees to work at home or at some 

other off-site location for all or some of their regularly scheduled work hours. Working 

remotely is a voluntary arrangement that can only occur by a formal agreement between the 

Elected Official and employee unless the county has declared a state of emergency and remote 

work is immediately necessary.  During a state of emergency, remote work may be approved 

by a formal agreement between the Department Supervisor and employee in coordination with 

the County Administrator.  The approval to work remotely is managed on a case-by-case basis 

and each decision to provide this flexibility will be made on its own merits. 

A “Remote Work Request Form” must be completed and executed by the appropriate parties 

prior to beginning remote work.  Work performed remotely or from home is considered official 

business; therefore, departments may establish specific conditions that apply to employees 

engaged in remote work. 

Termination of the Remote Work Agreement: The Commission and/or Elected Official or 

Department Supervisor reserves the right to modify the remote work arrangement at any time.  

Employees may be required to return to the central workplace if deemed as having performance 

or work conduct problems, or if the Commission/Elected Official feels it is in the best interest 

to modify or suspend the arrangement, either permanently or temporarily. 

Compensation and Hours of Work:  The employee’s compensation, benefits and work 

responsibilities will not change due to the participation in a remote work agreement.  The 

amount of time and hours that the employee is expected to work will not change due to the 

participation in a remote work arrangement.  Hours of work should remain the same unless 

specified in the agreement by the Elected Official/Department Supervisor. Employees must be 

available to attend scheduled meetings and participate in other required office activities at the 

off-site location as needed.  Normal procedures will be followed for the approval of overtime 

and use of leave. Sick leave, vacation and holiday time still apply in an off-site work 

environment.   Should the employee become ill, normal sick leave practices apply.  Nonexempt 

employees are responsible for reporting all hours worked each week.  Failure to maintain 

proper time records can result in the termination of the remote work agreement.    

Compliance with Policies: While working remotely, employees must adhere to all the 

conditions in the Employee Handbook.  Violation of the policies may result in the termination 

of the remote work arrangement and/or disciplinary action, up to and including dismissal.  

Work Expectations: The employee agrees to follow the work schedule provided to them, 

apply themselves to work, uphold high-quality standards, meet deadlines and be available to 

communicate with their co-workers, supervisor(s) and members of the community during work 

hours.   

Equipment/Furnishings/Office Supplies:  The Commission does not provide telecommuting 

employees with equipment or office furnishings for their off-site offices.  If a Department has 

an office laptop or other equipment designated for their office, that equipment may be used at 
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the off-site location at the discretion of the respective Elected Official/Supervisor.  Employees 

are responsible for equipping and maintaining their off-site office so that they can accomplish 

their work in an efficient and expeditious manner.  Employees are responsible for providing 

office furnishings at their own expense.  The Commission will provide common office supplies 

such as paper, pencils, pens and paper clips, for employees’ use at their off-site location. Only 

equipment owned by the Commission and on loan to the employee is covered by the 

Commission’s insurer. All other equipment is to be covered by the employee’s personal 

insurance provider.  When employees are authorized to use their own equipment, the 

Commission will not assume responsibility for costs of repairs, maintenance, or service. 

Security: Employees are encouraged to use secure remote access procedures and are 

responsible for the security of all documents and records in their possession while working 

remotely.  Employees shall not connect to public Wi-Fi and shall only connect to the internet 

through a secure, encrypted network that is password protected.  Devices should be locked 

when not in use and devices should be set to log out or lock automatically after a few minutes 

of inactivity.  

Liability: Employees are advised to choose a safe and secure location to work from, and to 

maintain high levels of safety. The Commission assumes no responsibility for injuries 

occurring in the employee’s alternate work location outside the agreed-upon work hours, or 

for liability damages to employee’s real or personal property resulting from working remotely.  

Worker’s compensation coverage is limited to designated work areas in the employee’s homes 

or alternate work locations.  Employees must follow normal procedures for reporting illness or 

injury.   

 

 

 


