Telecommuting Guide and
Agreement

Introduction
Welcome to the Telecommuting Guide and Agreement! The telecommuting program is intended to provide Pima
County employees with a viable and flexible work option when both the employee and position are suited for
such an agreement.
Before completing this guide and agreement, the employee and supervisor must have an interactive
conversation about the position, business need(s), and expectations of telecommuting. This guide and
agreement must be completed in its entirety. The employee may not begin telecommuting until appropriate
approvals have been granted, the appropriate trainings were successfully completed, and the employee receives
a written approval of the Telecommuting Guide and Agreement.
Determine if Telecommuting is Appropriate
The Telecommuting Program is intended to meet the needs of Pima County, as well as meeting the needs of
the Pima County employee.
Step One- Interactive conversation must be held between the supervisor and the employee to determine if
telecommuting may be a good option to consider to best meet the needs of Pima County and its constituents.
Consider the following:
1. If the employee is on probation, has the employee been in the position for at least six (6) months?
Yes ☐
No ☐
If the answer is “No,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
2. Does the employee have a satisfactory performance record?
Yes ☐
No ☐
If the answer is “No,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
3. Is the employee a self-starter and requires little supervision while performing their job duties?
Yes ☐
No ☐
If the answer is “No,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
4. Does the employee’s position require face-to-face contact with all their customers or must the employee
be physically present at their post of duty and does not perform other duties?
Yes ☐
No ☐
If the answer is “Yes,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
5. Must the employee be physically present at their worksite to perform all of their job duties?
Yes ☐
No ☐
If the answer is “Yes,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
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6. Does the employee have reliable internet service and can navigate through the computer and other
technology easily, allowing the employee to connect to the Pima County network?
Yes ☐
No ☐
If the answer is “No,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
7. Can the employee perform work activity at their home or telecommuting address without additional costs
to Pima County?
Yes ☐
No ☐
If the answer is “No,” the employee would be ineligible for telecommuting. You must STOP the
telecommuting request.
8. Does Pima County have a mobile device to access resources and perform work that can be borrowed by
the employee while they are telecommuting or does the employee have a personally-owned computer
that Information Technology Department (ITD) can approve for access to County systems?
Yes ☐
No ☐
If the answer is “Yes,” does the employee understand that they are responsible for loss of and/or damage
to County mobile devices provided to them?
Yes ☐
No ☐
A personally-owned computer to access the County system is permissible based on ITD systems and
processes. Note: A work order must be submitted to gain such access.
Step Two - If the employee is still eligible after completing Step One, proceed to this section. Utilize the table
below to identify tasks/activities performed by the employee and indicate the average number of hours the
employee performs the task(s)/activity(ies) per week. Add up the total number of hours and divide the total
by eight (8) to determine the number of days that can be used for telecommuting per week. Example: if the
employee’s total number of hours is 16, the total number of days that can be used per week is two (2).1 Total
telecommuting days shall not exceed four (4) days per week.
Task/Activity
Analysis
Calculating
Programming
Data entry
Designing
Drafting
Editing
Email
Evaluations
Total number of hours from above:

Hour(s)

0

Task/Activity
Preparing documents
Preparing reports
Project management
Reading
Record keeping
Research
Writing
Other:
Other:
Total number of hours from above:

Hour(s)

0

Total number of days that can be used for telecommuting per week:

1

Adjust the number of hours worked per day/week based on employee’s specific schedule.
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Determine the Telecommuting Schedule
Once the supervisor and the employee have determined if telecommuting is appropriate for the position and
the total number of days that can be used for telecommuting, an interactive conversation must be held about
the telecommuter’s schedule.
Using the calendar below, consider the following:
1. What meeting(s) require the employee’s attendance and when do they occur?
2. What deadline(s) must be met during a particular day of the week? Should the employee be at their post
of duty on such day(s)?
3. What job functions require the employee to be physically available at their post of duty on a particular
day(s)?
4. What day(s) will other employee(s) be telecommuting? Should the employee be telecommuting on
alternate days from their co-workers?
After considering the questions above, determine the day(s) the employee may telecommute by marking “T” on
the calendar below.
Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

If the telecommuter was required to report to their post of duty station on their assigned telecommuting day(s),
will the telecommuter be permitted to substitute another day with written permission from their supervisor?
Yes ☐
No ☐
Will the telecommuter follow their normal work hours while telecommuting?
Yes ☐
No ☐
If the telecommuter’s work hours will be different during telecommuting, what will the hours be? Use the table
below to determine the telecommuter’s start time, lunch, and end time. Telecommuter must be available during
the hours outlined below. The telecommuter must follow Pima County Personnel Policies 8-104, Attendance,
and other relevant Department Policies and Procedures.
IMPORTANT NOTE: Non-exempt (hourly) telecommuters must request and be approved for overtime before
they are permitted to work overtime. Non-exempt (hourly) telecommuters must report all their hours worked.
Start Time
Lunch
End Time

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
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Determine the Appropriate Workspace
A telecommuter’s workstation is an integral component in the Telecommuting Program. An interactive
conversation must be held between the supervisor and the telecommuter to identify the specific workstation
within the telecommuting address. It is the telecommuter’s responsibility to identify a workspace in their
telecommuting address that is safe, ergonomically sound, and free from distractions. Consideration must be
given to the following:
1. Is there enough room in the workspace to perform the tasks/activities during the telecommuting day(s)?
Yes ☐
No ☐
2. Is the workspace free from clutter, cords, trip hazards, and other hazardous materials/content? Does it
have adequate lighting and ventilation for the employee and the office equipment?
Yes ☐
No ☐
3. Is the workspace ergonomically sound?
Yes ☐
No ☐
4. Is the workspace sufficiently private, separate from group gatherings, and free from distractions and
frequent interruptions?
Yes ☐
No ☐
5. Will there be an inspection of the telecommuter’s workstation?
Yes ☐
No ☐
6. If telecommuting is approved, will the telecommuter’s post of duty workstation be used by another
employee when the telecommuting occurs?
Yes ☐
No ☐
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Determine Communication Expectations
Communication is a critical component in the Telecommuting Program. An interactive conversation must be held
between the supervisor and the telecommuter to determine the communication expectations. Consideration must
be given to the following:
1. Will the telecommuter’s work phone be forwarded to their personal phone?
Yes ☐
No ☐
If yes, what is the phone number? (______) _________ - ______________
2. If the telecommuter uses their personal phone for Pima County business reasons, does the telecommuter
understand that Pima County is not responsible for and will not provide reimbursement for long distance
or phone charges incurred by the employee during their telecommuting day(s)?
Yes ☐
No ☐

3. If the telecommuter’s work phone will not be forwarded, how often will the telecommuter check their
voicemail for messages? Telecommuter will check voicemail at least _______ times throughout the
day.
4. Will email be the primary platform for communication between the supervisor, the telecommuter, and
other stakeholders?
Yes ☐
No ☐
5. Is the telecommuter expected to answer Microsoft Teams chat during the telecommuting?
Yes ☐
No ☐

6. Will the telecommuter be expected to contact their supervisor when they are available, such as their start
time and return from lunch and/or break(s)?
Yes ☐
No ☐
7. Will the telecommuter be expected to contact their supervisor when they are unavailable for lunch, end
of the shift/workday, and/or break(s)?
Yes ☐
No ☐

8. In the event that there are technical difficulties due to any reason, when will the telecommuter be expected
to contact their supervisor? Indicate if time is “minutes” or “hour(s).”
The telecommuter is expected to contact their supervisor within ________________________.
9. If the telecommuter participates in MS Teams meetings, is the telecommuter expected to keep the
camera on during the meetings?
No ☐
Yes ☐

10. Will there be other communication expectations?
Yes ☐
No ☐
If yes, provide details:
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Telecommuting Work Plan
Expectations must be identified by the supervisor and the employee through an interactive conversation before
the telecommuting start date. To assist in creating a successful telecommuting experience for all parties, the
supervisor and the telecommuter must complete a Telecommuting Work Plan. An example of the Telecommuting
Work Plan is below.

SSpecific

MMeasurable

AAttainable

RRelevant &
ResultsOriented

TTime bound

Explanation
Be specific in what is/are
expected in the assignment(s),
project(s), and deliverable(s).
Focus on the who, what,
where, why, and how.
The expectation(s) must be
measurable. Consider quality
expectations and number of
work product started, delivered,
or completed.
The expectation(s) must be
realistic and attainable within
the given time frame and the
job duties of the telecommuter.
Consider the telecommuter’s
classification and competency
level to make a determination.
The expectation must be
relevant to the telecommuter’s
position and the assignment(s),
project(s), and deliverable(s).
Consider the telecommuter’s
classification,
competency
level, and impact on the
Department
to
make
a
determination.
The expectation must have a
specific date of completion or
date of delivery.

Expectations
Telecommuter must respond to emails from clients, confirm
registration dates, and update the 2021 fiscal calendar.
Telecommuter must respond to emails within one business
day of receipt and provide a confirmation of enrollment within
one business day. Calendar must be updated live, within one
hour of confirmation. It is expected that 95% of the emails be
error-free.

Telecommuter and supervisor both acknowledge the
expectations are attainable.

Telecommuter and supervisor both acknowledge the
expectations are relevant to their position and the project.
The tasks performed by the telecommuter is critical in
meeting our metrics to ensure funding for the program.

Project should be completed by 07/29/2021. Telecommuter
will provide email status report on the project by 07/29/2021.
Present the project outcome on 07/30/2021.
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Calendar of activities: Use the calendar below to identify work related tasks/activities completed by the
telecommuter.
Monday
7/19/2021
8-9: research policy
9-10: team meeting
10-11: make
revisions to
invitations
11-12: email
updates to team
leads
1-5: email
invitations

Monday
7/26/2021
8-9: respond to
emails, send
confirmations, and
update calendar
9-10: team meeting
10-11: respond to
emails, send
confirmations, and
update calendar
11-12: email
updates to team
leads
1-5: email
invitations

Tuesday
7/20/2021
No telecommuting

Tuesday
7/27/2021
No telecommuting

Wednesday
7/21/2021
8-9: team huddle
9-5: respond to
emails, send
confirmation, and
update calendar

Wednesday
7/28/2021
Called to the office for
meetings
No telecommuting

Thursday
7/22/2021
No telecommuting

Thursday
7/29/2021

Friday
7/23/2021
No telecommuting

Friday
7/30/2021

Deliverable Due:
provide status report
on the project via
email

Deliverable Due:
provide presentation
on number of
enrollment

No telecommuting

No telecommuting
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Telecommuting Best Practices – Myth Busters
1. Myth: “No news is good news” – Telecommuters can sometimes feel “out of the loop” with work related
information/updates circulating in the office. The supervisor and the telecommuter must ensure that
there’s consistent and regular feedback between the telecommuter, the supervisor, and other co-workers
(if applicable). One common and successful way to “check in” is to schedule time to share progress about
the project/assignment such as good news, bottlenecks, and roadblocks. The supervisor and
telecommuter should make a point to communicate via a variety of electronic platforms every day: email,
Microsoft Teams with both microphone and camera “on,” instant messaging, and telephone.
2. Myth: “Out of sight, out of mind” – Telecommuters can sometimes feel disconnected from their colleagues
and co-workers left in the office can feel resentment. Although telecommuters are physically out of their
post of duty, they are still part of the team. The telecommuter should be invited to work gatherings and
have the option to attend remotely. Encourage co-workers to have virtual work appropriate lunches.
However, special note must be taken for non-exempt employees to ensure over-time is not accrued.
3. Myth: “Whatever happens in the virtual world doesn’t count” – Telecommuters can sometimes feel
communication through virtual means does not have to be work appropriate. This is completely false! All
employees, including telecommuters must be professional at all times, including the virtual space. Keep
in mind all of our communications may be subject to public disclosure, whether the communication
originates from your Post of Duty or Telecommuting Address. Avoid the use of internet slang, sharing of
memes, or any other inappropriate, unprofessional communication on any work platform. Also note that
while telecommuting, all telecommuters are required to abide by all the County’s rules, policies and
procedures.
4. Myth: “Achieving Work-Life Balance Comes Easy” – In a remote setting, where the telecommuters
personal and professional lives exist under one roof, it is not as easy to switch your mental thinking from
work mode. Create a separate work station and stick to your work schedule to avoid working on a laptop
after dinner or in the middle of the night. Create boundaries that ensure more productivity during work
hours.
5. Myth: “Telecommuters have SO much free time” – Telecommuters must stick to the work schedule and
refrain from engaging in other activities in order to avoid an extended work day. Incorporating too much
personal time into the work day will lead to failure.
6. Myth: “Older Professionals Won’t Succeed at Remote Work” – A telecommuter’s qualifications,
experience, work ethic, and self-motivation are what make an individual suited for remote work – not age.
7. Myth: “Telecommuters never have to leave home for work” – Telecommuters are required to attend all
work activities required to complete their job successfully. This means that if in-person attendance is
required to complete the job activity, the telecommuter will be required to leave their home to complete
the task. Therefore, it is advantageous to arrange the telecommuter’s work schedule around work
activities that require their presence and schedule them for office days where attendance is required.
8. Myth: “Anyone can work from home” – Telecommuting is not for everyone and requires the ability to
focus, not be easily distracted, and remain committed to a work schedule. It can also lead to feelings of
isolation. It is important to identify effective work conditions and determine for one’s self whether or not
telecommuting is a productive option for you.
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Telecommuting Agreement
1. The employee is eligible for the Telecommuting Program based on the answers provided in the
Telecommuting Guide.
Yes ☐
No ☐
2. The employee’s agreed upon telecommuting day(s) and work hours will be:
Telecommuting
Start Time
Lunch
End Time

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

3. The tasks/activities to be completed by the employee during the telecommuting will include:
Task/Activity
Analysis
Calculating
Programming
Data entry
Designing
Drafting
Editing
Email
Evaluations

Permitted

Task/Activity
Preparing documents
Preparing reports
Project management
Reading
Record keeping
Research
Writing
Other:
Other:

Permitted

4. The employee agrees to work at the following telecommuting address:

__________________________________________________
__________________________________________________

NOTE: In the event that another location is needed, the telecommuter must get pre-approval from their
Appointing Authority or designee, providing both the location and reason for the change.
5. The employee has identified the appropriate workspace during their telecommuting day(s).
Yes ☐
No ☐
6. If the employee’s work phone will be forwarded during the telecommuting day(s). The phone number is:

(__________) ____________ - ____________________

7. If the employee will not forward their work phone, the employee agrees to check their voicemail at least

_______ times throughout each day.

8. The employee will use the following computer/laptop:

__________________________________________________

Supervisor printed name:

Date:

Supervisor signature:
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EMPLOYEE ACKNOWLEDGEMENT
THE EMPLOYEE UNDERSTANDS AND ACKNOWLEDGES THE FOLLOWING:
INITIALS
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________
_________

Pima County is not responsible for and will not provide reimbursement for long distance or phone
charges incurred by me during my telecommuting day(s).
Pima County is not responsible for and will not provide reimbursement for internet and data
charges incurred by me during my telecommuting day(s).
Pima County is not responsible for furnishing and equipping my telecommuting workspace,
absent an approved ADA accommodation.
I am responsible for reporting to my post of duty location when I am unable to complete any of
my approved telecommuting task(s)/activity(ies), to include lack of connectivity with the network.
I must submit a work plan to my supervisor by the end of each pay period, unless otherwise
instructed by my supervisor.
I am responsible for accurately recording my timesheet appropriate to my FLSA classification.
Telecommuting does not change the conditions of my employment with Pima County.
I am responsible for and will protect confidential information at all times.
I am responsible for ensuring my workspace is safe, secure, and ergonomically sound while
telecommuting.
Should my Telecommuting Address change or need to change, I will notify my supervisor
immediately so that this Agreement may be updated and, if needed, revisited.
I will not take, use, or store any County equipment or information outside of my Telecommuting
Address.
I understand that I must work only the hours outlined in this Agreement, unless written approval
is provided by my supervisor.
If I am not working on a telecommuting day or need to leave my Telecommuting Address for
personal reasons, I will pre-request and use appropriate leave accruals.
I am not permitted to work outside employment during my telecommuting work hours.
I agree to participate in on-site activities when requested/assigned by my supervisor or their
designee, even if they occur during my telecommuting work hours.
I cannot begin telecommuting until my supervisor and I have successfully completed the
Telecommuting Program on-line course and this Agreement has been approved.
The Telecommuting Agreement must be reviewed after the first initial six (6) months and
revisited /renewed annually by calendar year thereafter.

This Telecommuting Agreement may be changed or cancelled at any time.
_________
I have read and understand Pima County’s telecommuting program and agree to the conditions detailed within
the Telecommuting Program Procedure, Guide, and Agreement.
Employee printed name:

EIN:

Employee signature:

Date:
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Telecommuting Training
Has the employee completed the Telecommuting Program – Employee online training? Include the
training certificate with the Telecommuting Guide and Agreement.
Successfully Completed ☐

Unsuccessful/Not Completed ☐

Has the supervisor completed the Telecommuting Program – Supervisor online training? Include the
training certificate with the Telecommuting Guide and Agreement.
Successfully Completed ☐

Unsuccessful/Not Completed ☐

Appointing Authority (or designee) printed name:

Date:

Appointing Authority (or designee) signature:

Approval ☐

Denial ☐

Reason(s) for recommendation (if applicable/necessary):

Copy of Agreement Provided to Human Resources by:

Date:

Employee (Telecommuter) Name and EIN:

Telecommuting Start Date:

Original:

Employee

Copies:

Department Personnel File
Human Resources, Records Center (Official Personnel File)

Page 11 of 11
Revised 2021.01.13

