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TEMPORARY TELECOMMUTING/TELEWORK 
GUIDELINES AND PROTOCOLS 

DUE TO UNPRECEDENTED EMERGENT EVENTS 
 

Purpose and Scope 

Temporary Telecommuting/Telework is an arrangement whereby, during a crisis or emergency situation, 
an employee can be approved to telecommute/telework because his or her job responsibilities must still be 
fulfilled to provide for continuity of operations. Examples of a crisis or emergency situation are a 
pandemic, natural disaster, building shut-down, or other situation that presents a significant overall threat 
to Lewis County Offices continuity of operations. 

 
To provide 

 Guidelines governing staff telecommuting/telework. 
 Best practices when authorizing and making arrangements for an employee to 

telecommute/telework. 
 
Definitions 

 
Telecommuting: A flexible work arrangement that allows an employee to work at home or 
elsewhere for part or all of their regular work schedule. 

 
Telecommuter: An employee who has been approved for alternate work arrangements, other 
than working from the primary office. 
 
Telework:  A work arrangement in which supervisors direct employees to perform their job duties away 
from their central workplace, in accordance with their same performance expectations and other 
approved or agreed-upon terms. It does not include work performed at a temporary worksite for limited 
duration.  

 
General Guidelines 
 

 Telecommuting/Telework determinations will be made by Department Head or his/her 
designee for review. Approval will be determined by Department Head and County 
Manager. 

 Telecommuting/Telework is not appropriate nor available to all employees and jobs, 
nor all employees in the same or similar jobs, and will be considered and approved on 
a case- by-case basis under special circumstances in an emergency situation.  

 Telecommuting/Telework is not an employee right, even if the employee is considered 
"eligible" by the Department Head, HR standards, and the negotiated union agreement. 

 Telecommuting/Telework will be used when appropriate to the particular needs of 
the Department and employee.  

 Telecommuting/Telework may be approved on a time-limited basis and exceptions 
may be required to meet departmental needs. 

 Denial and termination of this agreement and arrangement is based on business needs or 
performance, not personal reasons.  

 Individual approved telecommuting/telework arrangements will be reviewed every 
two weeks, to determine whether the arrangement should continue. The decision to 
continue is within the discretion of the Department Head and the County Manager. 



 
 

2 
 

 Supervisors are responsible to develop a means of evaluating employee hours 
worked and work performance, and holding the employee accountable, as they 
would normally do for staff working in the office. 

 The policies and procedures that normally apply to the central workplace shall remain 
the same for teleworking employees. This shall include but not be limited to 
performance management. Telecommuting/Teleworking assignments do not change the 
conditions of employment or required compliance with policies and procedures. 

 
Terms and Conditions of Telecommuting/Teleworking Arrangements  
All telecommuting/teleworking arrangements shall be in writing and include the responsibilities of both 
the department and the employee. Each participant in a teleworking arrangement must sign the document 
that contains the terms of the teleworking arrangement.  
 
At a minimum, the telecommuting/teleworking arrangement shall comply with the policy provisions 
below:  
 
1. Compensation and Benefits: An employee’s compensation and benefits will not change when he/she 

teleworks.  

2. When working at home or elsewhere the telecommuter/teleworker is responsible for establishing 
and maintaining an adequate, confidential, secure, and safe work environment. 

 
3. When working at home or elsewhere, the telecommuter is responsible for establishing a work 

environment free of interruptions and distractions that would affect performance. 
 

4. The total number of hours that employees are expected to work will not change (7/8 hour day; 35/40 
hour work week), whether they are worked at the primary work location or at the alternate work 
location. This does not, however, restrict the use of alternative work schedules.  

 Employees are expected to perform their work during standard business hours with reasonable 
amounts of time for breaks and lunch allotted. 

 If the employee does not complete a full workday, accruals will be required to be charged. 
 The Department Head, in consultation with HR and County Manager, will determine the 

number of days of telecommuting allowed each week, the work schedule the 
telecommuter will customarily maintain, and the manner and frequency of 
communication. 

 The telecommuter/teleworker must be accessible by phone or electronically within a 
reasonable time period during the agreed upon work schedule. 

 All work-related communications identified by a supervisor as necessary information 
must be sent to the supervisor as requested. 

 
5. Just as the employee would do at the primary work location, the telecommuter/teleworker is 

responsible for recording hours worked, vacation, sick or other leave in Tyler Munis and 
recording same in the employee’s Outlook calendar. 
 

6. Time at home or elsewhere spent in activities other than work must not be submitted as work-
time; such a circumstance would constitute falsification of time records to receive pay for time 
not worked (theft of time) and could be grounds for discipline up to and including termination 
of employment. 
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7. In addition to the daily time log, each day the telecommuter/teleworker will email his/her 
immediate Supervisor to confirm the start of the workday. At the end of the workday the 
final transaction will be to submit the Daily Work Log (see 8 below).   Telework times 
should generally conform to an 8:30-4:30 workday as if in the office setting, unless a 
different schedule is agreed upon.  
 

8. Staff are required to clearly document and log all work activities that are completed along with daily 
work hours.  Employees will submit this completed and signed log at the end of each day. 

9. If an employee falsifies time documents or is not performing work at the expected level, the 
telecommuting/telework agreement may be revoked and the employee may be subject discipline.  If a 
union member, discipline is per the Collective Bargaining Agreement. 

10. Telecommuting/Telework is not intended to permit employees to have time to attend to personal 
business, such as performing outside employment or providing regular dependent care.  

11. The Telecommuter/Teleworker and the Department enter into a good faith arrangement when 
permitting an employee to perform their work assignments off site.  If for any reason the Department 
has reason to believe the Telecommuter/Teleworker is not acting in good faith in their performance of 
work during the employee’s documented work hours, the Department may request further 
documentation and/or information regarding the employee’s alternate work site environment and its 
suitability to perform the employee’s work assignments. 

12. Performance standards for off-site employees are the same as performance standards for on-site 
employees.  

13. Supervisor expectations of a teleworker's performance and work assignments should be clearly 
outlined, agreed to, and understood, in advance of the start of the telecommute/telework event. As 
with on-site employees, teleworkers must, and can, be held accountable for the results they produce. 

Supervisors will:  

 Remain equitable in assigning work and recognizing performance. 
 Avoid distributing work based on "availability" as measured by employee presence in the 

office. 
 Avoid the pitfall of assuming that employees who are present are actually accomplishing 

more work than employees who are not on-site. 
 The Supervisor will set up regular discussions during which the supervisor and employee can 

review completed items and the status of items in progress.  
 Give feedback as you would with any employee. It should be direct and offer examples of 

where the employee is meeting, or failing to meet, expectations. Feedback should also give 
the employee an opportunity to seek clarification.  

 Address problems and resolve quickly before they escalate to the detriment of the 
telecommuting/telework arrangement.  
 

14. The County has a limited amount of equipment available for telecommuters/teleworkers. If 
available, the County will have the telecommuter/teleworker sign out available equipment for 
utilization. The following are the rules related to equipment and costs: 

 Employees who are approved for telecommute/telework will be provided VPN access to 
his/her County desktop so work can continue to be done as if he/she were working on the 
computer in the office.   This is so all work completed, saved and downloaded will remain 
on the County system.  Employees are not authorized to save any work documents, emails, 
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etc. to his/her own personal equipment’s internal or external hard drive or desktop.   
 An employee who uses his/her own personal equipment for telecommuting/telework 

acknowledges and releases the County and his/her Department from any and all liability. 
 If County equipment is used, the employee must exercise reasonable care for the 

equipment.  If the employee causes damage to the County equipment as a result of 
carelessness, intentional acts or recklessness, the employee will be responsible for the 
cost of repair or replacement of the equipment. 

 County equipment should not be used for personal or other non-county work purposes. 
 Damage to any personal equipment being used for telecommuting/telework is generally 

the responsibility of the telecommuter.  
 Normal wear and tear on personal equipment being used for telecommuting is the 

responsibility of the telecommuter/teleworker. Normal wear and tear (as determined by 
appropriate County administration) on County equipment being used for 
telecommuting/telework is generally the responsibility of the Department/County. 

 Internet costs which are necessary for email and search functions are paid for by the 
telecommuter/teleworker. 

 

15. There should be no work-related phone expenses incurred by an employee that telecommute as 
employees should be using DISA (Direct Inward System Access) to access the county phone 
system. Employees assigned a county cell phone may also use that device for telephonic or 
message communications.  

16. To be reimbursed for any business expenses that may arise, the telecommuter/teleworker will 
need the Department Head and/or designee’s approval before incurring them and have proper 
documentation to support the expenses. 

17. Employees must take responsibility for the security of the data and other information that they 
handle while telecommuting/teleworking. This means they need to safeguard information and 
data including: 

 Be familiar with, understand, and comply with all HIPAA and Confidentiality policy and 
security protocols for accessing any local and state systems remotely. 

 Maintain security of any relevant materials, including files, correspondence and equipment, 
separating them from personal property and equipment.  

 No Protected Health Information or otherwise confidential information should be kept 
on personal electronic equipment, in accordance with HIPAA and other confidentiality 
rules. 

 Have a private space when conducting business discussions via the telephone with 
individuals, clients, supervisors, etc.   

 Assure that no other members of their household views or has access of any kind to any 
client materials or information.  Breach of confidentiality is grounds for discipline. 

18. Telecommuting/Teleworking employees must report their inability to conduct work due to illness 
or personal issues just as they would on a non-telecommuting/non-telework day. If over a 
reasonable period of time a pattern of usage of unscheduled absences in connection with 
telecommuting/teleworking days becomes noticeable and the Department suspects abuse, the 
Department will address the situation with the employee. If the situation is not resolved to the 
Department’s satisfaction, the telecommuting/teleworking agreement can be revoked and the 
employee may be subject to discipline.  If a union member, discipline is pursuant to the CBA. 
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19. The department may terminate the teleworking agreement at its discretion and at any time. The 
Department may determine that it is no longer in the best interest of the County to continue the 
telecommuting/telework arrangement. For example, the Department might deem that an 
employee’s tasks are no longer suitable for telecommuting/telework; find that work product, 
productivity, or accountability standards are not being met; or a short-term need or other premise 
that gave rise to the telecommuting/telework arrangement may no longer exist. When the 
Department determines to terminate the Telecommuting/Telework Agreement it will provide a 
minimum of 24 hours’ notice for the employee to return back to the office for all work activities.   

 

 
LEWIS COUNTY EMPLOYEE STATEMENT 

 
EMPLOYEE NAME: _____________________________________________________________  
 
DEPARTMENT/UNIT: ___________________________________________________________ 
  
 
As an employee of Lewis County who has been approved to temporarily telecommute/telework, I have 
received and read the Temporary Telecommuting/Telework Guidelines Due To Unprecedented Emergent 
Events, and I understand my obligations as an employee to adhere to these guidelines and protocols.  
 
 
EMPLOYEE SIGNATURE:______________________________________________________ 
 
DATE_______________________________________________________________________ 
 
 
DEPARTMENT HEAD SIGNATURE:____________________________________________ 
 
DATE:______________________________________________________________________ 
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TEMPORARY TELECOMMUTE/TELEWORK 
APPROVAL FORM 

 
 
Employee Name: _________________________________________________________________ 
 
Department: _______________________________________________________________________ 
 
Immediate Supervisor: _____________________________________________________________ 
 
Department Head: _________________________________________________________ 
 
REASON FOR TELECOMMUTE/TELEWORK: ______________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 

Will the employee have a full day of work that can be completed during telecommute/telework?____ 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
 
Work to be Completed During Telecommute/Telework: _________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
DEPARTMENT HEAD SIGNATURE:____________________________________________ 
 
DATE:______________________________________________________________________ 
 
 

All approvals to work remotely should be looked at on a case by case basis and submitted to Human 
Resources for review. Below is a framework for this review.  
  
The following must first be considered for all requests: 
  

1. Does the employee have a medical reason/condition that would qualify them for a reasonable 
accommodation to work remotely under the current emergent situation? 

2. Can the employee’s current work assignments be performed remotely?  
3. If not, why? Could different work be temporarily assigned? 
4. If so, what IT or other assistance do we need to set the employee up to work remotely.  

  
This information may not include all information needed for this review. However, once it is has been 
determined that the employee can work remotely, they SHALL submit a daily timecard with work detail. 
Exact hours worked must be punched in the Tyler Munis payroll system. Employees needing to use 
accruals should continue to do so, even while working remotely.  Supervisors are still required to 
supervise all employees who are working remotely.  All remotely working employees must show work 
product in order to continue in this capacity.  
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Telecommute/Telework Approval  
 
1. Does the employee have a medical reason/condition that would qualify them for a reasonable 

accommodation to work remotely under the current emergent situation? 
Yes    No 

2. Can the employee’s current work assignments be performed remotely?  
Yes    No 

If No, why not?  
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 

3. Could different work be temporarily assigned? 
Yes    No 

 
4. If so, what IT or other assistance do we need to set the employee up to work remotely.  

____________________________________________________________________________ 
____________________________________________________________________________ 
 

 APPROVED    DENIED 
 
DATES APPROVED TO TELECOMMUTE/TELEWORK (max. of 2 weeks): 

______________________________________________________________________________ 
 
DEPARTMENT HEAD AND OR DESIGNEE APPROVAL 
 
_________________________________________  ___________________________ 
SIGNATURE        DATE 
 
COUNTY MANAGER AND OR HUMAN RESOURCES APPROVAL 
 
_________________________________________  ___________________________ 
SIGNATURE        DATE 
 

 
Extension of Telecommute/Telework Dates Approval  

 
 Approved (max. of 2 weeks)   Denied Extension 

 
Dates Approved: ______________________________________________________________ 
 
 
DEPARTMENT HEAD AND OR DESIGNEE APPROVAL 
 
_________________________________________  ___________________________ 
SIGNATURE        DATE 
 
COUNTY MANAGER AND OR HUMAN RESOURCES APPROVAL 
 
_________________________________________  ___________________________ 
SIGNATURE        DATE 
































