MEMORANDUM
COUNTY EXECUTIVE OFFICE
ADMINISTRATION
County of Placer

TO:

Honorable Board of Supervisors

FROM:

Todd Leopold, County Executive Officer

DATE:

July 27, 2021

By: Michelle Beauchamp, Assistant Director of Human Resources
SUBJECT:

Updates to the Placer County Telecommute Policy for Non-Exempt Employees

ACTION REQUESTED
Adopt a Resolution approving updates to the Placer Administrative Manual (PAM) for the
Telecommute Policy for Non-Exempt Employees.
BACKGROUND
This request is to recommend updates to the existing Telecommute Policy for Non-Exempt
Employees previously approved by the Board of Supervisors on September 22, 2020. The purpose
of the policy is to promote flexibility related to work locations, both onsite and remote, to retain
existing Placer County employees while expanding opportunities to attract and retain the next
generation workforce. During the pandemic, numerous County employees were deployed to work
remotely. In many circumstances, this flexibility benefited both the County and its employees as
business and service needs continued to be met during a time of global pandemic when residents
and visitors were vulnerable and looked to local government for leadership and guidance.
The recommended updates to the Telecommute Policy for Non-Exempt Employees include:
1. Removing the requirement for completion of the probationary period.
2. Removing the requirement for a minimum of one year in the current area of assignment.
Telecommuting continues to be a business decision and a management tool with department head
discretion for whether a telecommute assignment meets the business and service needs of the
County. Absent the restrictions inherent with a global pandemic, telecommuting may not be a viable
option for every department, employee, or classification. Telecommuting is not an employee right,
entitlement, or negotiable benefit and discontinuance of a telecommuting agreement may be
voluntary or involuntary.
The PAM Committee has reviewed the recommended policy changes. The Placer Public
Employees’ Organization, Deputy Sheriffs’ Association and Law Enforcement Management
Association have also reviewed the policy and have no concerns.
FISCAL IMPACT
There is no fiscal impact associated with this resolution.
ATTACHMENT
Attachment 1 - Resolution with Exhibit A, Telecommute Policy for Non-Exempt Employees
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Attachment 1

Before the Board of Supervisors
County of Placer, State of California
In the matter of:
Telecommute Policy for Non-Exempt Employees

Resolution No.: ____________

The following Resolution was duly passed by the Board of Supervisors of the County of
Placer at a regular meeting held July 27, 2021, by the following vote:

Ayes:
Noes:
Absent:
Signed and approved by me after its passage.
_______________________________
Chair, Board of Supervisors
Attest:
_______________________
Clerk of said Board
WHEREAS, as an employer of choice, the County of Placer consistently seeks
opportunities to expand its ability to recruit choice candidates, retain an elite workforce,
and respond to trends in the labor market; and
WHEREAS, technological advancements facilitate increased connectivity over distant
locations between employers, employees, and the customer base served; and
WHEREAS, the County of Placer has invested in information technology infrastructure
that allows employees in many service areas to meet operational needs from remote
locations; and

Page 1 of 2
416

Attachment 1

WHEREAS, the global coronavirus pandemic of 2020 initiated an unprecedented need
for local governments to demonstrate flexibility in adapting traditional service delivery
models; and
WHEREAS, the County of Placer will continue its successful implementation of
telecommuting for non-exempt employees in specific circumstances that are compatible
with business requirements, as determined by management; and
WHEREAS, a countywide policy establishes general guidelines, criteria, and
expectations related to a telecommuting program for non-exempt employees.
BE IT RESOLVED, by the Board of Supervisors, County of Placer, State of California,
that the Telecommute Policy for Non-Exempt Employees, as set forth in Exhibit A, is
approved for incorporation into the Placer Administrative Manual.
Exhibit A: Telecommute Policy
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Exhibit A

Telecommute Policy for
Non-Exempt Employees
1.0

PURPOSE

2.0

POLICY

3.0

GENERAL GUIDELINES

The purpose of this policy is to establish general Countywide guidelines and criteria related to a
telecommuting program for Placer County. Telecommuting is defined as an employee working
outside of the office for one or more days a per week on a routine basis pursuant to a written
telecommute agreement between the employee and County management.

Telecommuting is a business decision and a management tool that offers an alternate workplace
environment that may benefit the County and its employees. Determining whether a
telecommute assignment meets the business and service needs of the County, Department, and
customers is left to the sole discretion of County management. Telecommuting is not an
employee right, entitlement, or negotiated benefit. It may or may not be a viable option for a
County department, County employee, or job classification. Upon entering a telecommute
agreement, the employee acknowledges that the employeethey or County management may
discontinue a the telecommute agreement at any time. At no time does an employee have a
vested right to continue with a telecommute agreement. As the decision to proceed with a
telecommute agreement is at the sole discretion of County management, the decision to
discontinue a telecommute agreement can be either voluntary or involuntary on the part of an
employee.
a. Telecommuting is a voluntary arrangement between the employee, supervisor, and
department head. It is not an entitlement, negotiated benefit, or employee right. At
any time, the employee may request that his or hertheir supervisor and department
head that discontinue the telecommute agreement. be discontinued at any time and
for any reason, and uUpon receipt of the request, the supervisor and department
head will terminate the agreement as soon as reasonably possible.
b. The employee and supervisor must pre-establish expectations regarding shift start
time, shift end time, work assignments, timelines, due dates, productivity level and
measurements to be used when employee is telecommuting.
c. Telecommuting is not a substitute for childcare or elder care. The employee must
provide for dependent care in a manner that allows the for job responsibilities to be
successfully met. The employee must also minimize personal disruptions, such as
non-work telephone calls and visitors during their scheduled telecommuting hours,
to successfully accomplish their job responsibilities. Provisions must be made to
permit concentration on work assignments to the same extent as when working
onsite.
d. The supervisor or department head may require employees that telecommute to
report to the office due to business necessity, even when it is a scheduled
telecommute day. Although advance notice will be provided whenever possible, it
is understood that urgent or emergent situations may not allow for prior notice to
the employee.
e. The duties, obligations, responsibilities, compensation, benefits, and conditions of
employment remain unchanged by the employee’s telecommute agreement.
f. The employee’s salary, retirement, benefits, and insurance coverage are not changed
based on the telecommute agreement or participation in the telecommute program.
g. Employees that telecommute remain obligated to comply with all County rules,
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policies, practices, and instructions; violation may result in immediate discontinuance
of telecommuting agreement and/or disciplinary action, up to and including
termination of employment.
h. During designated telecommute hours, the employee agrees to engage only in
County business.
i. Travel between home and/or remote site and office is not eligible for mileage
reimbursement.
j. The employee and supervisor will document, on an ongoing basis, the specific
assignments to be worked on, the anticipated work products, and the delivery dates.
Unless prior, alternate arrangements are made with the supervisor, telecommuting work
products will be presented by the required date.
k. Telecommute agreements will be reviewed by the supervisor and employee on a
periodic basis (at least annually) to confirm:
1. Customer service levels are satisfactory;
2. Employee is meeting the performance standards; and,
3. Whether the telecommute arrangement should be modified, terminated, or
continued.

4.0

ELIGIBILITY

Subject to the sole discretion of the department head, employees should meet the following
criteria before being considered for a telecommute agreement:
a. Successfully completed the probationary period in their current assignment.
b. Completed a minimum of one year in the area of current.
ca. Achieved a “competent and effective” or above rating on their most recent
performance evaluation or pursuant to the ADA interactive process demonstrates the
need for a reasonable accommodation to improve their most recent evaluation.
db. Demonstrated ability to work independently.
ec. Current job assignment does not require a full-time presence on premises or “in-person”
contact with department staff and/or the public.
fd. Completed Telecommuter Training prior to commencing telecommute assignment.
ge. Complyied with workspace guidelines and residential safety practices.

5.0

HOURS AND AVAILABILITY

a. A regular telecommute schedule must be established and approved by the supervisor
and department head (or designee) prior to the start of the telecommute assignment.
The number of hours the employee is scheduled to work per day, or per pay period, will
not change as a result of participation in the telecommute program.
b. Work hours, meal and rest periods, overtime compensation, and leave requests will
conform to the County Personnel Rules & Regulations (Placer County Code - Chapter
3), Labor Relations contracts/MOU provisions, Fair Labor Standards Act (FLSA), and
other applicable laws and rules. Termination of the ability to telecommute, disciplinary
action, or both, may result if work is conducted during hours other than agreed upon
by the employee and supervisor.
c. Requests to work overtime; use sick leave, vacation, or other leave; or, changes to the
work schedule must be pre-approved by the employee’s supervisor in the same
manner as when working onsite. If an employee is sick while working at home, the
employee must contact their supervisor to report the illness, then report hours worked
and use of sick leave to document the unproductive hours.
d. Employees that telecommute are required to take work-free breaks and to notify their
supervisor if he or she is unable to do so.
e. Placer County offices providing public access are required to remain open
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continuously from 8 AM to 5 PM, Monday through Friday. In support of this operational
objective, employees that telecommute will work core hours from 9 AM – 3 PM, or as
specified by the supervisor or department head, with additional hours as agreed upon
by the supervisor and manager.
f. Employees that telecommute who work outside of normal business hours may have
limited or no access to resources typically available during normal business hours
including, but not limited to, supervisor assistance and IT support. Additionally, many
online systems perform maintenance outside of normal business hours to minimize
disruption to users; therefore, the availability of these systems may be limited outside of
normal business hours.
g. Employees that telecommute are required to be available by phone and e-mail during
scheduled hours, except during agreed upon break periods. They must provide a
voicemail message that indicates to callers that they have reached a professional,
work-related phone number. Messages must be checked and returned at agreed
upon intervals. If the employee is provided with a County-issued phone, this phone
should be utilized for business purposes only and settings should be established
according to current policy.
h. Employees that telecommute may be required to physically attend meetings or events
as dictated by operational requirements.
i. If an employee that telecommutes is unable to work due to failure of equipment that
cannot be resolved over the phone, within 30 minutes, or due to other extenuating
circumstances, the employee shall contact their supervisor/designee immediately and
report to work onsite.

6.0

WORK LOCATION

a. The employee and supervisor will agree upon the remote site location. All
telecommute assignments will be conducted at the designated remote site location. If
the agreed-upon remote site location is the employee’s home, the employee is
expected to maintain a professional and productive, home office, work environment.
Termination of the ability to telecommute, disciplinary action, or both, may result if work
is conducted at a location other than agreed upon by the employee and supervisor.
b. Residential safety practices are the employee’s responsibility and are required for
telecommute eligibility. The employee is responsible for exercising due care and
maintaining their remote site location in a safe condition. The employee is not
permitted to invite or have anyone at their remote site location for the purpose of
conducting County business. The employee will maintain a professional and
productive work environment when working from a remote site location, as if the
employee worked at his or hertheir primary County work location.
c. The employee’s remote site location is to be considered an extension of the
employee’s primary County work location. The employee must sign and submit the
Telecommuter Application (Attachment A) and Telecommute Agreement and SelfCertification (Attachment B) that validates that their home office meets County
standards as noted in Ergonomic Set-Up Completion Checklist and Training
Certification (Attachment C). The employee shall maintain a safe working
environment at their remote site location and practice the same safety habits required
while working at their primaryin a County worksite location. If the employee has not
completed an ergonomic training class, they must sign up and complete a computer
ergonomics class via Placer Learns.
d. The County reserves the right to inspect the remote site location to ensure it meets
minimum health, safety, and County workplace standards. An authorized
representative of the County or department may make an on-site visit to the
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employee’s remote site location to determine if the worksite is safe and free from
hazards. As a courtesy, a 24-hour advance notice to the employee prior to visiting the
remote site location is appropriate in most cases.
e. Any changes to the condition of the remote site location shall be immediately
reported to the employee’s supervisor who will determine if the workspace continues
to meet County standards.
f. Upon moving to a new remote site location, or upon change in the condition of the
existing remote site location, the employee shall complete a new Telecommute
Agreement and Self-Certification (Attachment B) as soon as possible but no longer
than ten (10) business days from the day of the changed condition to recertify that
their workplace still meets agency requirements. The employee may continue to
telecommute during the recertification process upon department approval.

7.0

EQUIPMENT, SUPPLIES AND SUPPORT

8.0

INSURANCE REQUIREMENTS

a. Depending on the assignment, the County may provide the employee with any
combination of the following devices: computer, encrypted thumb drive, cellular
phone, desk phone, and/or remote network access. The Workstation Setup Guide will
help you understand the pieces of equipment and how to set up your remote site
workstation. (Attachment D) Printers will not be provided; and, printing at a remote site
location will not be supported by the County. Use of personal equipment (other than
that required for the telecommuter’s personal Internet Service Provider/ISP) is
prohibited.
b. County-owned/supplied equipment is detailed on the Telecommute Security
Agreement and Equipment Checklist. (Attachment E)
c. County-owned/supplied equipment is to be used for County business only. The
employee is responsible to deliver defective agency-owned equipment to the Placer
County Information Technology (IT) Department (or designee) for maintenance and
repair. When the employee or employer discontinues the telecommute, or when
employment with the County is terminated, the employee must return all Countyowned/supplied equipment within three (3) business days.
d. The employee is responsible to personally contract for ISP provider services and
equipment to meet the productivity requirements of the telecommute agreement. All
personally owned ISP provider equipment must meet County configuration and
security requirements. The County will not reimburse the employee for ISP provider
services, peripheral equipment, home utility costs, furniture, telephone service, office
supplies, homeowner’s insurance rates, or any other costs associated with
telecommuting. Maintenance and repair of ISP provider equipment and furniture are
the responsibility of the employee.
e. Help Desk support services for County-owned IT equipment will be available over the
phone during normal work hours. County support personnel will not provide onsite
maintenance service at an employee’s remote work site, will only service County
equipment, and will not be able to service ISP equipment, software, or other personal
equipment.
f. Loss or damage of County-issued equipment resulting from negligence could result in
disciplinary action and/or termination of telecommute privileges and the employee
may be required to reimburse the County for the cost.

Both the employee and the County will have insurance coverage for claims arising during a
telecommute agreement.
a. The County:
Approved by Board of Supervisors 09/22/2020
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1. Workers’ Compensation coverage for job-related accidents is the County’s
responsibility during the employee’s telecommute hours at the remote workspace,
including while off premises if traveling on County business.
2. Worker’s Compensation liability for job-related accidents will continue to exist
during the employee’s telecommuting work hours. Injuries sustained by the
employee while at their remote work location and in conjunction with their regular
work duties are normally covered by Workers’ Compensation.
3. In the event of an accident or injury while working in the remote workspace, the
employee must contact their supervisor as soon as circumstances permit. An Injury
and Illness Report must be completed and routed to the Human Resources (HR)
Department.
4. The County may investigate circumstances in the employee’s workers’
compensation claims.
b. The Employee:
1. If the remote workspace is the employee’s residence, the employee will remain
liable for injuries to other persons and/or members of the employee’s family that
are unrelated to employee’s work.
2. If the remote workspace is the employee’s residence, employees are required to
provide proof of homeowner’s/renter’s insurance, with a minimum of $100,000
liability single limit policy coverage. The minimum amount of liability is subject to
periodic review and adjustment by the Placer County Risk Management Division.
3. The employee shall also sign a statement indicating that the insurance coverage
will be maintained in effect for the duration of the telecommute assignment. The
employee will provide 30-day written notice to the County prior to cancellation or
termination of the insurance coverage for any reason. If the insurance is not in
effect, the telecommute agreement will be terminated.

9.0

CONFIDENTIALITY

a. All employees sign the County of Placer, Oath of Confidentiality, at the time of hire. In
accordance with that agreement, the employee that telecommutes must abide by all
confidentiality regulations and ensure that co-inhabitants or visitors to the employee’s
remote work location do not have audible or visible access to any confidential
information at any time. (Attachment E) In addition, the telecommuter must abide by
the County of Placer Employee Technology UseIT Acceptable Use Policy (Computer, Email, Internet, Voicemail) and all other applicable policies. Violation of these policies
or violation of confidentiality requirements may result in disciplinary action including loss
of telecommuting privileges, termination, and civil/criminal prosecution.
b. Employees that are assigned to duties that are under the County’s HIPAA Hybrid Entity
must also complete HIPAA training prior to beginning their telecommute duties and
then annually thereafter. In addition to the above-mentioned confidentiality
guidelines, these employees must also follow all HIPAA requirements and report any
potential breaches within 24 hours.
c. In situations where removal of case file or confidential information is not precluded by
regulation or policy, approval for the use of such material in the remote work location
shall be obtained from the department head or designee. Any loss of such information
needs to be reported to the employee’s supervisor and the Placer County Privacy
Officer.
d. The employee is responsible for the security of all confidential business-related
information they used at all times regardless of their locations.
e. Names, addresses, date of birth, social security number and all other information
concerning the circumstances of any individual for whom or about whom information
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f.

10.0

is obtained is confidential. No disclosure of any information obtained by a
representative, agent, or employee of the county in the course of discharging his or
her duties, shall be made, directly or indirectly. If a disclosure is made, employee must
report to their supervisor and the Placer County Privacy Officer immediately.
Case files must be returned immediately upon termination of the telecommute
agreement or separation from employment.

PROCESS TO REQUEST TELECOMMUTE APPROVAL

a. Employee’s Request
1. County employees interested in participating in a telecommuting program will
review the Placer County Telecommute Policy for Non-Exempt Employees and
consult with their supervisor to determine whether they meet the eligibility criteria
(Section 54.0) for telecommuting.
2. If requirements are met, the requesting employee will discuss with their supervisor:
i. The impact of telecommuting on customers and coworkers;
ii. Telecommuting as an alternative work mode and how/if it is suited to their
personal work style;
iii. Whether the work/services they provide are appropriate for telecommuting
and what duties or type of work would be performed by telecommuting;
iv. Discuss tThe telecommute schedule; and,
v. How they (and their supervisor) will account and measure work or outcomes.
3. View training video and materials and sign the Training Materials form.
4. Determine if their offsite work environment can accommodate telecommuting and
the type of equipment that is required to perform the work.
5. Complete the Telecommute Application (Attachment A).
6. Obtain approval from supervisor and Department Head.
b. Supervisor’s Review and Approval
1. Upon receipt of the completed Telecommute Application from the employee, the
supervisor shall review and evaluate the employee’s request on a case-by-case
basis following the eligibility criteria (Section 54.0). In addition, the supervisor shall
make an initial determination on the following:
i.
Mutual benefits to the agency and employee resulting from telecommuting.
ii.
Employee’s suitability for telecommuting, and the likelihood of their success as
a telecommuter, by reviewing the employee’s past performance in the areas
of productivity, initiative, and their ability to perform with minimal supervision.
iii.
Employee’s access to the appropriate equipment in the home, or other job site,
to perform their duties.
2. The supervisor shall consider and evaluate the request and either approve
recommend (with or without modifications) or deny the request. If the request is
recommended, the supervisor shall indicate the budget impact, if any, for County
supplied equipment.
3. The request to telecommute and the supervisor’s recommendation, comments,
and budget impact shall be forwarded to the department head for acceptance
or denial. The department head may require that the telecommute request be
routed to a designated manager for review and recommendation prior to being
forwarded for final consideration. Additional modifications may be made by the
manager or department head.
4. Upon approval of the request, the supervisor shall complete the Telecommute
Agreement and Self-Certification (Attachment B); review, obtain employee
signature, and sign the Telecommute Agreement and Self-Certification, review the
General Guidelines (Section 43.0 above) with the employee, discuss completion of
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the required telecommuting training prior to the telecommute assignment
beginning, and route the Telecommute Agreement and Self-Certification for
reviewer and/or department head signature.
5. Discontinuance of the telecommute agreement may be initiated by the
employee, the supervisor, or the department head at any time. The employee
shall notify his or her supervisor, in advance, if they desire to discontinue the
telecommute agreement. Upon receipt of employee’s notification, the supervisor
shall complete the Telecommuting Discontinuance form (Attachment F) and
account for any County equipment used in the telecommuting assignment. The
same process shall apply when the supervisor or department head initiates
discontinuance of the telecommute agreement.

Approved by Board of Supervisors 09/22/2020
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TELECOMMUTE APPLICATION
The purpose of this application is to verify that the employee and County will benefit from a
telecommute assignment. Not all jobs are suitable for telecommuting.
Steps to Completing
Telecommuter
Application:

1. Obtain approval from supervisor to apply to the program.
2. Complete and submit the Telecommute Application and SelfCertification Agreement to immediate supervisor.

Applications must be approved by each level of supervisory personnel listed on the
approval/signature form before employee begins telecommuting assignment.

Click or tap here to enter text.
Applicant:
Classification: Click or tap here to enter text.
Supervisor:
Click or tap here to enter text.

Date: Click or tap here to enter text.
Division: Click or tap here to enter text.
Telephone: Click or tap here to enter text.

Part I. Rate the following characteristics of employee’s position. Rate what the employee does in
their job, not how well it is done by the employee. (Please check either H = high; M =
medium; L = low)










Activity
Amount of face-to-face interaction
required with supervisors, colleagues,
clients, and the public
Telephone interaction required
E-mail interaction required
Independent nature of employee’s job
duties
Project-oriented activities that involve inperson interaction
Need for employee to be immediately
present
In-office reference material and
resources required for employee’s work
Level of security for data or other
information

Rating by Applicant

Rating by Supervisor

☐H

☐M

☐L

☐H

☐M

☐L

☐H
☐H
☐H

☐M
☐M
☐M

☐L
☐L
☐L

☐H
☐H
☐H

☐M
☐M
☐M

☐L
☐L
☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

☐H

☐M

☐L

Part II. Rate the work style on each of the characteristics listed.











Activity
Rate of productivity
Quality of work
Ability to work with minimal supervision
Need for colleagues/supervisor input
Conscientiousness about work time
Level of organization skills
Level of computer literacy
Level of job experience
Ability to ask for assistance when needed

Attachment A

Rating by Applicant
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L

Rating by Supervisor
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
☐H
☐M
☐L
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Part III. Applicant must complete the next three questions. Supervisor must indicate approval of
each statement or recommend modifications.
1. Describe the work you will conduct at your remove remote work location on telecommute
days.
Applicant: Click or tap here to enter text.
Supervisor:
☐ Approved
☐ Recommend the following changes:

Click or tap here to enter text.
2. Describe how you will report and account for the work done when telecommuting.
Applicant: Click or tap here to enter text.
Supervisor:
☐ Approved
☐ Recommend the following changes:

Click or tap here to enter text.
3. Describe your preferred telecommute schedule and identify your proposed remote work
location:
Applicant: Click or tap here to enter text.
Supervisor:
☐ Approved
☐ Recommend the following changes:

Click or tap here to enter text.
Part IV. Supervisor must complete the following eligibility criteria and rate the employee’s
telecommuting key competencies:
Eligibility Criteria
1. Demonstrated proficiency in the current assignment.
2. Completed the probationary period in their current job assignment.
Assignment does not require full-time, in-person contact with
department staff or the public.
3. Achieved a “competent and effective” or above rating during their
most recent performance evaluation Completed assigned
telecommuter training.
Telecommuting Key Competencies
Suitability of position for telecommuting
Overall job performance
Demonstrated self-motivation
Organizational skills
Prioritization and time management
Ability to work independently with minimal supervision
Demonstrated pProductivity
Quality of work
Demonstrated dDependability, reliability, and responsibility
Minimal need for colleagues/supervisor input
Effective communicator
Computer literacy
Job experience and expertise
Demonstrated history of asking for assistance when needed

Attachment A

Retain in Department Personnel File

Rating by
Supervisor
☐ Yes ☐ No
☐ Yes ☐ No
☐ Yes

☐ No

Rating by
Supervisor
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
☐H ☐M ☐ L
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High level of skill and knowledge of the job

☐H

☐M ☐ L

I have read and will comply with all telecommute guidelines and regulations if approved for the
telecommute program.
Employee’s Signature
Date
☐ Approval of applicationRecommend as requested by employee
☐ Approval of applicationRecommend with the attached modifications
☐ Denial Deny of application for telecommute. Reason: Click or tap here to enter

Supervisor:

text.

Reviewer:
Manager/
Designee/
Dept Head

Supervisor’s Signature
Date
☐ Approval of application as requested by employee
☐ Approval of application with the attached modifications
☐ Denialy of application for telecommute. Reason: Click or tap here to enter text.

Department Head/Designee Signature
Date
A copy of all signed forms must be retained by employee and supervisor.

Attachment A

Retain in Department Personnel File
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TELECOMMUTE AGREEMENT AND SELF-CERTIFICATION
Click or tap here to enter text.
Applicant:
Classification: Click or tap here to enter text.
Supervisor:
Click or tap here to enter text.

Date: Click or tap here to enter text.
Division: Click or tap here to enter text.
Telephone: Click or tap here to enter text.

Part I. Agreement: This telecommute agreement shall become effective on Click or tap here to
enter text. and continue through Click or tap here to enter text..
The employee will telecommute Click or tap here to enter text. days per week as follow:
Day
Monday
Tuesday
Wednesday
Thursday
Friday (Non-Payday)
Monday
Tuesday
Wednesday
Thursday
Friday (Payday)

Hours (include meal/rest periods)

Location

Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

In addition to reporting to the office and attending meetings as scheduled/directed, employee
must attend the following regularly scheduled meetings/events at the identified worksite:
Date/Time

Meeting/Event

Location

Click or tap here to enter text.
Click or tap here to enter text.

Click or tap here to enter text.
Click or tap here to enter text.

Click or tap here to enter text.
Click or tap here to enter text.

Part II. Self-Certification: I certify and agree to be available pursuant to the following methods
(e.g., by telephone, e-mail, instant messaging, etc.) during all scheduled telecommute hours.
I certify and agree that my remote work location conditions currently meet the standards required
for telecommuting. I agree to maintain the required standards which include but are not limited
to the following:
1. Safe, neat, and clean environment that meets current building code requirements. All
remote work location furniture, equipment and the physical structure is maintained in a
safe condition.
2. No hazardous materials will be stored, kept or used in the designated work area except in
strict compliance with all applicable laws and regulations.
3. Adequate privacy to ensure that telephone conversations cannot be overheard by others
and that work can be accomplished without distractions. Conversations regarding
confidential information will remain private and cannot be overheard by others.
4. Adequate security to ensure that work-related documents can be locked in a cabinet that
cannot be reasonably accessed by anyone but me. Confidential documents will be
secured in a locked cabinet when not in use.
5. Furniture that meets all my ergonomic requirements.
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6. Adequate lighting, temperature control, electrical power, that provides an environment
conducive to productive work.
7. Functional ISP that provides the capability to consistently and reliably connect to required
County resources.
8. Free of any significant distractions, including ongoing dependent care for others, that will
inhibit my ability to accomplish my work.
9. Permanent location large enough to accommodate all required equipment, such as a
laptop computer and telephone, space for writing, and easy access to job-related files,
books, and reference materials.
10. Employee will be availableAvailability by phone and e-mail during County office hours.
Employee I will check voicemail and e-mail messages often while teleworking and will
return to the worksite in the event teleworking becomes impracticable or if the employee
isI am informed of they need to return to the physical worksite.
I will ensure that any County-owned equipment and software supplies will not be used by others. I
will not add hardware or software to any County-owned equipment without prior written
approval. I will notify my supervisor immediately if any of these circumstances change, or if other
circumstances arise that affect my remote work location environment and resubmit a certification
as may be needed. I understand a supervisor or designee may visit and inspect my remote work
locations with one working day advance notice, or sooner, if warranted.
I agree to report any work-related injury or illness to my supervisor immediately and complete all
necessary and/or County requested documents.
I agree to comply with all County policies including but not limited to the Telecommute Policy,
and the Placer County Employee Information Technology Use Acceptable Policy (Computer, Email, Internet, Voicemail), and all other applicable policies.
I agree to abide by all confidentiality regulations and, if assigned to duties that are under the
County’s HIPAA Hybrid Entity, I agree to complete HIPAA training prior to beginning my
telecommute duties and annually thereafter. In addition, I agree to follow all HIPAA requirements
and report any potential breaches within 24 hours.
I understand that telecommuting is a voluntary agreement and is not an entitlement or
negotiated benefit. I acknowledge that the telecommute agreement may be terminated for any
reason, at any time, by any party, with or without cause, and is not subject to the grievance
procedure.
By signing this agreement, Click or tap here to enter text., is giving their express authorization allowing the
County of Placer or their designee the right to inspect their remote office as described above. The County
will give appropriate notice and will limit inspections to the predetermined hours identified above in Part I.
Employee’s Signature

Date

Supervisor’s Signature

Date

Department Head/Designee Signature

Date

A copy of all signed forms must be retained by employee and supervisor.
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Computer Workstation Ergonomic Self Evaluation
Use this guidance to perform a self-assessment of your workstation and make any adjustments that are
necessary to achieve a correct neutral posture. If you need instructions on how to operate the adjustable
features of your equipment or chair, please refer to the manufacturer's manual. These can typically be
located on the manufacture’s websites.
1.

2.

Adjust the back support of your chair so that it
supports your lumbar spine. It is acceptable to sit
upright or slightly reclined, so long as your back is
supported, and your spine retains its proper shape. If
your lumbar support is not adjustable, adding a rolledup towel or small cushion may help. Most chairs may
recline or be locked upright, so experiment to find the
proper type of support for your back.
The top inch of visible monitor screen should be
level with your eyes. If you lean back while working,
adjust the monitor lower to accommodate your
more typical seated position.

Move light sources or cover windows to remove glare or reflections from the screen. Ensure default color
choices for applications maximize contrast and ease of use. The monitor screen should be at 90 degrees to
your line of vision, and not tipped too far upward. Proper monitor positioning is essential to avoid eye strain.
4. The distance to the monitor should be such that when you are seated comfortably, you can see the screen
clearly without needing to squint or lean forward. If you lean forward in your seat, you may experience back
or neck pain from this posture. Move the monitor as often as necessary to maintain comfortable viewing
distance.
5. Your feet should rest flat on the floor. Lower your seat until this happens and you feel the pressure ease off
from the underside of your thighs. Your monitor and keyboard should be adjusted so you can sit down at this
level. If they do not move low enough, raise the seat pan and procure a footrest so that when you are seated
higher, you are still supported correctly, with your hips and knees at the same level.
6. If you spend significant time working from documents to the screen, you should have a document holder
instead of placing papers flat on the desk and leaning or twisting your neck to see them. For lightweight items,
a monitor-mounted holder works well. For frequent, intensive use, an inline holder is best. For intermediate and
occasional use, a freestanding holder next to the monitor usually is satisfactory.
7. Your wrists should be flat and straight in relation to your forearms when using the keyboard or mouse. Look at
your hands as you type, is your middle finger in a straight line following the bones of your forearm (not
deviating left or right)? If not, you may need a different keyboard. This is common if you have broad shoulders,
long arms, and large hands, any of which can make a standard straight keyboard uncomfortably small. There
are alternative keyboards to solve this problem. People with narrower shoulders and a small build should not
use a keyboard that is too large for them; this may cause elbow problems. If you rest your palms on the desk
while typing, your wrist is bent back to reach the keyboard and you should have a soft palm-rest to level out
that angle.
8. (a) Your arms should hang relaxed and close to your body with no effort put into keeping your shoulders in
position or your elbows out. Your elbows should be bent at about a 90-degree angle - perhaps a little
more open, but no less. If the angle is too large, your wrists will need to bend back to reach the keyboard,
and you need your forearms to be level.
(b) Look at the reach to your mouse. If it is on the right side, you may have significant external rotation at the
elbow and/or stress in the shoulder. To alleviate these problems, you need to either move the mouse to
the left side of the keyboard and use your left hand (it takes about two weeks to make the transition
completely) or find a way to move the mouse closer to the space bar on the right. This may mean getting
a keyboard with a built-in mouse, or without a number pad, or changing to a centered mouse device.
3.
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9. The monitor and keyboard should be centered in front of you, not off to an angle. There should be a straight
line from your nose to your belly button to the center of the space bar to the center of your screen. There
should be no twisting in your shoulders or neck. Centering the keyboard properly often pushes the mouse too
far away to the right. This means you need to reposition the mouse, not use the keyboard in an incorrect
posture.
10. If installed, adjust the keyboard tray to a negative tilt, which means tilting down as it goes away from you. At
no time should the keyboard be tilted upward toward the back; this increases wrist angles and stresses. If your
keyboard has little feet in the back, lower them to remove tilting.
11. Take frequent microbreaks i.e. 20 seconds to 2 minutes. It is far better to take regular microbreaks than a few
large ones. Rotate your tasks so you are not doing the same motions for too long at a time. Do some
stretching at least once an hour and remember to look away from your screen every 20 minutes, focus on
something at least 20 feet away, and hold that distant focus for at least 20 seconds. This can help prevent eye
fatigue and premature near-sightedness. It is far better to take many small breaks than a few large ones.
12. (a) If you spend more than half your time at the computer and have not taken any ergonomic training,
please sign up for one of the computer ergonomics classes at Placer Learns. The class is a half hour long
and covers the basics of correct workstation set-up and the types of alternatives available.
(b) Report any work-related discomfort or symptoms immediately. Repetitive strain injuries only get worse with
continued exposure, so follow all the advice in this guide and ask for help as soon as you notice it's
affecting you. If you feel you need medical treatment as a result of symptoms caused by your workstation,
inform your supervisor.
(c) If you identify a need for new equipment or changes to your workstation, talk to your supervisor. The
County has information on equipment types and a variety of keyboards and pointing devices.
(d) If you are experiencing symptoms you believe are related to your workstation following the completion of
this self-assessment contact your supervisor for additional steps. Have the self-assessment checklist
completed and available for review.
Phone: If you spend more than an hour a day in combined phone and desk tasks that cause you to balance the
phone between your neck and shoulder, you should request a headset from your supervisor. If your job requires
you to access materials away from your desk while on the phone, a wireless unit would be the preferable
choice.
Lighting: Individual sensitivities to light vary enormously, so you should adjust the light levels of your work area to
your taste.
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Ergonomic Set-Up Completion Checklist and Training Certification
Click or tap here to enter text.
Applicant:
Classification: Click or tap here to enter text.

Date: Click or tap here to enter text.
Division: Click or tap here to enter text.

Supervisor:

Telephone:

Click or tap here to enter text.

Click or tap here to enter text.

After reviewing the guidelines provided on the previous two pages, answer the questions below and review your
responses with your supervisor. If the answer to any question is "no," an ergonomic change is needed to avoid
the risk of a repetitive stress injury. Document the intended change in the space below or on the back of this
page. Your supervisor will contact Human Resources if additional assistance is needed. When you have
completed the checklist, sign below and give your supervisor a copy of the form.





















Do your feet rest flat on the floor or a footrest?
Are your knees bent at approximately a 90-degree angle?
Does your chair support your lower back?
Is there about 2 – 3 inches between the front of the seat pan and the back of your knees?
Can you easily reach your work without interference from the arms of your chair?
Are your arms and shoulders relaxed without interference from the arms of your chair?
Are your arms and shoulders relaxed and not elevated when you work on your keyboard?
Are your arms resting at your sides rather than stretched out in front of you?
Can you reach your mouse without rotating your arm outward or reaching to the side?
Is your keyboard at approximately elbow level with your forearms level and flat?
When typing, are your wrists in line with your forearms and not bent upward or to the sides?
Is the top of your computer screen at or just below eye level?
Can you see detail comfortably on the screen without leaning forward?
Are you able to read the entire screen comfortably without tilting your head up or down?
Do you have an adjustable document holder for reference materials if you type from paper
to the screen?
If you spend more than an hour a day in combined computer and phone work, do you
have a headset?
Are all your input devices (mouse, tablet, etc.) at the same level as your keyboard?
If you use an adding machine, is it close and easy to reach?
Are your keyboard and monitor located on a centered line in front of you?
Are you comfortable and free of pain while working?

Comments:

☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y
☐Y

☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N
☐N

☐Y

☐N

☐Y
☐Y
☐Y
☐Y

☐N
☐N
☐N
☐N

Click or tap here to enter text.

I have reviewed the Computer Workstation Ergonomic Self Evaluation, completed the Ergonomic Set-Up
Completion Checklist, and participated in or viewed the computer ergonomics training via Placer Learns;
and, I will comply with the ergonomic guidelines and recommendations.

Employee Signature

Date

Supervisor Signature

Date

A copy of all signed forms must be retained by employee and supervisor.
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Computer Equipment Setup
Placer County issues standard equipment to its employees. This guide will help you understand
the equipment and how to set up your remote location workstation.

Your equipment kit should contain the following:
1. One Dell laptop (with charger)

2. One Dell docking station (with power supply and audio/visual cables)

3. At least one computer monitor (with power cable)

4. One mouse and one keyboard
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Begin by clearing a space on your work area for the monitor (your monitor may look different)
Plug the power cable into the monitor.

Then, plug the power cable into a wall outlet.
Depending on the monitor, you will have different cables you need to plug into the docking station and the
monitor.
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The most common cable types used by the county are:
VGA

DisplayPort

Mini DisplayPort to DisplayPort
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HDMI

NOTE: Different monitors may require adapters, if your monitor and dock are unable to connect with a single cable, please be sure to submit a
request for the proper cable or adapter.

Next, place the dock near your monitor.
Connect the mini DisplayPort to the dock as shown, then connect the DisplayPort end to the monitor. The
DisplayPort cable only goes in one way, so take care to insert it properly to avoid damage to the cable or
monitor. If you have a VGA cable, it does not matter which end goes where. Gently insert one end of the cable
into the dock and tighten the screws on both sides, then repeat for the monitor.
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Now, insert the power cable into the dock as shown, then plug the power cable into a wall outlet. The power
cable attached to the dock should light up.

If you are using a wired internet connection, plug your ethernet cord into either your modem or wall outlet
(depending on your work area) and then do the same with the dock.

Next, plug in your mouse and keyboard into any USB ports on the dock, and position them in a way that is
comfortable for you to use.
Plug the USB‐C cable that is attached to the dock into the USBC‐Port on your laptop as shown:
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Turn on the monitor. Since there are several different kinds of monitors, take some time to look where the
power button will be. Typically, the power button is located somewhere on the bottom right corner.
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Press the power button on the dock. You should see a small light on the front. If nothing appears on screen,
open the laptop and make sure it is powered on.

NOTE: If both the laptop and dock are powered on and there is nothing displayed on the monitor, remove the USB‐C cable connecting the laptop to
the dock and reconnect it.

Take a moment to ensure everything is properly secured and powered on, and make sure you are able to work
in a comfortable position. When you’re finished, your completed set up should look similar to this:
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TELECOMMUTE SECURITY AGREEMENT AND EQUIPMENT CHECKLIST
Applicant:
Classification:
Supervisor:

Click or tap here to enter text.
Click or tap here to enter text.
Click or tap here to enter text.

Date: Click or tap here to enter text.
Division: Click or tap here to enter text.
Telephone: Click or tap here to enter text.

When working at a remote site location, it is the responsibility of the telecommuter to protect County assets,
information, and the information systems.
1.
2.

3.
4.
5.

Confidential papers and equipment will be kept in a secure area with limited or controlled access.
Transportation of documents or materials to and from the telecommuter’s remote site location will be
in a safe, secure and confidential manner. Files, materials, and equipment will not be left
unattended in vehicles.
County computer equipment will be protected by passwords or other access control developed by
the department (consistent with IT security policy).
When ready for disposal, documents containing sensitive information will be shredded or returned to
the County work location for proper disposal/destruction and not disposed of with household trash.
All County property including confidential material, client files, office records, etc., must be returned
immediately upon discontinuance of the telecommute agreement or separation from employment.

Relative to the telecommute agreement, the following County equipment has been issued to the
telecommuter and must be returned within three (3) business days upon discontinuance of the telecommute
assignment or separation from County employment.
Issue Date

Return
Date

Click or tap
here to
enter text.
Click or tap
here to
enter text.

Click or
tap here to
enter text.
Click or
tap here to
enter text.

Serial/Asset
Number

Description of County Equipment

(Cell Phone & accessories, laptop & accessories, credit card, etc.)

Click or tap
Click or tap here to enter text.
here to enter
text.
Click or tap
Click or tap here to enter text.
here to enter
text.

The above items were issued:

Employee Signature

Date

Supervisor Signature

Date

The above items were returned:
Employee Signature

Date

Supervisor Signature

Date

A copy of all signed forms must be retained by employee and supervisor.
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TELECOMMUTE DISCONTINUANCE
Telecommuting is a business decision based on operational efficiency and not an employee right.
As such, it falls under the supervisor’s and/or manager’s discretion to determine how work should
be accomplished within the organization. Discontinuance from the telecommute agreement can
be either voluntary or involuntary.
This is notification that the telecommute agreement, which was signed on Click or tap here to enter

text. is no longer in effect and is hereby discontinued effective Click or tap here to enter text..
The employee will now report to the following County work location to perform their duties: Click or

tap here to enter text.
County equipment returned:
☐ Yes
☐ No
If no, explain: Click or tap here to enter text.

Employee Signature

Date

Supervisor Signature

Date

Department Head/Designee Signature

Date

Attachment F

Retain in Department Personnel File

Page 1
441

442

