CHAPTER IV (BENEFITS)

PR — 423 Telework
A. Purpose

Telework is a cooperative arrangement between employees and employing
departments/offices.

Telework is defined as work arrangements in which an employee performs assigned job
duties at home or at another worksite and may include utilizing various forms of county
owned telecommunications technology.

Telework will provide flexibility when determining employee work schedules and work
locations. This telework policy will authorize employees and their appointing authority to
adjust their work arrangements within the guidelines and requirements contained

herein.

B. Policy

Telework is an alternative work arrangement developed by the appointing authority in
collaboration with the employee. Telework is not appropriate for all positions and will be
evaluated on a case-by-case basis. Telework may be discontinued at any time at the
discretion of the board of supervisors and/or appointing authority.

All telework approvals shall comply with county and department/office policies and state
statutes. All county employees who telework must have an approved telework
agreement under this policy.

Telework does not change the essential duties, obligations, responsibilities or terms and
conditions of county employment. Telework employees must comply with county rules,
policies, practices and instructions and perform work during scheduled teleworking
hours.

C. Eligibility

Eligibility for teleworking is established by the job duties of the position and the situation
of the employee.

1. Position Eligibility
An employee’s full time position may be suitable for telework when the essential
job duties:

» May be performed independently; Are primarily knowledge-based;

» Do not require frequent in person interaction at the regular worksite with
supervisors, colleagues, clients or the public;

» Do not require the employee’s immediate presence at the regular worksite
to address unscheduled events, unless alternative arrangements for
coverage are possible; and

» Are not critical to the continuation of operations on a limited basis.
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2. Employee Eligibility

Employees suitable for telework display the following characteristics, as
determined by the supervisor, which may include:

Dependability, responsibility and productivity;

Effective communication with supervisors, coworkers and clients;
The ability to work independently;

A thorough knowledge of their job duties and an exceptional skill in
performing them consistently and accurately;

» The ability to prioritize work effectively;

» Possess reliable internet if needed; and

» Exceptional organizational and time management skills.

YV VYV

Employees who are under disciplinary action, not meeting performance or conduct
expectations or are on an original probationary period are not eligible to telework.

D. Implementing Telework

Telework is available on an occasional or regular basis. Regular telework means the
employee teleworks under a pre-approved schedule. Occasional telework means the
employee teleworks when needed to accommodate an unforeseeable or irregular need.
Telework provides flexibility for offsite work scheduling and/or reasonable
accommodations to current employees.

Employees who telework may be required to work at the regular worksite on telework
days, if needed. Occasional requests by employees to change their regularly scheduled
telework days may be accommodated by the appointing authority if possible.
Employees must obtain prior authorization to change a regularly scheduled telework
day.

Telework employees will attend job-related meetings, training sessions and conferences
as required by the appointing authority or designee. While teleworking, employees must
be available via telephone, email and electronic messaging during agreed-upon
telework hours.

E. Work Hours

All county personnel rules and regulations and department/office policies and
procedures applicable at the regular worksite are also applicable during telework hours.

F. Regular Worksite

Arizona locations shall only be considered as the official regular worksite for employees
covered by a telework agreement unless approved by the county
administrator/designee.
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G. Telework Site

A teleworking employee must designate a work area suitable for performing official
County business. Requirements for the work area will vary depending on the nature of
the work and the equipment needed and may be determined by the department/office.

It is the responsibility of the employee to ensure all of the requirements to perform
official work at their telework site are met to ensure tasks are performed safely and
securely. Employees must maintain a professional background in video meetings.
Employees will conduct an inspection of their telework site, complete and sign the
required inspection form, and submit it to their supervisor prior to their first day of
teleworking.

Employees approved by their appointing authority to telework are covered by workers’
compensation laws while performing work duties at their telework sites. Employees who
suffer a work-related injury or illness while teleworking must notify their supervisor and
complete the required forms immediately as outlined in the Yuma County Risk
Management policy.

H. Request, Approval and Termination for Telework

A telework agreement is required and must be approved in advance by the appointing
authority.

An employee may request telework as provided under PR 104 (D) as a reasonable
accommodation. The Yuma County Human Resources Department will process
telework requests for the appointing authority and place the completed forms in the
employee’s personnel file.

In approving the telework schedule, the appointing authority will take into consideration
the overall impact of the teleworker’s total time away from the regular worksite.

Approval of telework agreements will be made on a case-by-case basis and in
consideration of the employee’s performance and abilities, job duties and technical
requirements as assessed by the appointing authority.

Any telework requests for part time employees or for more than eight (8) hours in one
work week for full time employees will require County Administrator/designee approval.

Approved telework requests shall be forwarded to the Yuma County Human Resources
Department. The Yuma County Human Resources Department will forward a copy of
the request to the Information Technology Services Department (ITS).

An appointing authority shall terminate the telework agreement should the employee’s
performance not meet the minimum standards or the arrangement fails to meet the
needs of the department/office and/or county.
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Upon conclusion of an approved telework period, the department/office is responsible
for notifying Human Resources of the telework end date. Human Resources will notify
ITS of the telework end date.

l. Equipment and Supplies

A telework employee does not obtain any rights to county equipment, software or
supplies provided in connection with telework. The employee must immediately return
all county equipment, software and supplies upon the telework end date, employee
termination or at the department/office request.

Equipment, software or supplies provided by the county are for county business only.
Any equipment, software, files and databases provided by the county shall remain the
property of the county and shall not be used by anyone other than the teleworking
employee.

As part of any telework agreement, the employee’s appointing authority or designee
shall request an assessment of the requesting employee’s computer equipment and
software needs through the appropriate information technology support desk at least 7
days prior to the implementation of the telework agreement. The assessment will look at
the employee’s current county computer equipment and software and provide
recommendations to the appointing authority or designee during the agreement
approval process.

For security reasons teleworkers are not to use or open, unsecured Wi-Fi networks
(typically free Wi-Fi in public places) to perform county business. Internet connections
shall be password protected and be provided by a known, trusted source. Employees
must have access to a reliable high-speed internet connection sufficient to perform their
work-related duties. The enrollment and use of multifactor authentication (MFA) and, if
applicable, county provided virtual private networks (VPNS) are required for
teleworking. All information technology equipment used for telework must be patched,
up to date, and secured to county cybersecurity standards. The use of employee-owned
information technology equipment is not supported or maintained by the county.

Products, documents and records used and/or developed while teleworking shall remain
the property of the county and are subject to county policies regarding confidentiality,
public record requests, and records retention requirements.

For telework jobs that have security and/or confidentiality requirements, procedures
must be established to guarantee protection of confidential information. Procedures may
include a locked or secure workplace, computer access passwords, or restricted use of
files at the telework site. If security and/or confidentiality issues exist, they need to be
addressed in the telework agreement.

The county does not provide coverage for employee-owned property unless agreed to
in writing prior to any loss or damage, as per A.R.S. § 41-621(A) (4). Covered employee
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property damage claims are paid based on the actual cash value and not replacement
cost.

County equipment within an employee’s telework site must be used and maintained in
accordance with county personnel rules and regulations and department/office policies
and procedures. The employee is responsible for reporting lost or damaged equipment
to their supervisor and to Risk Management.

Historical Note: Adopted, Eff. 12/19/2022
Amended: 11/04/2024



