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BACKGROUND INFORMATION:

In its continuing efforts to update and clarify the Dallas County Code, the Human Resources/Civil
Service Department submit the attached revisions to the Telecommuting program and
Telecommuting Agreement.

OPERATIONAL IMPACT:
N/A

FINANCIAL IMPACT:
There is no financial impact

LEGAL IMPACT:
The Civil Division of the District Attorney’s Office has reviewed the revision to this policy.

PROJECT SCHEDULE:
N/A

SBE PARTICIPATION:
N/A

ADMINISTRATIVE PLAN COMPLIANCE:

Recommendation supports Dallas County’s Vision under the Administrative Plan of becoming operationally a
model governmental entity by supporting Objective 6: Update, Improve, Maintain, and Make Readily Available
Online Collection of All County Policies.

RECOMMENDATION:

The Human Resources/Civil Service Department recommends Commissioners Court approve the
attached revised policy (Section 82-33) and the Telecommuting agreement for immediate inclusion
into the Dallas County Code.




MOTION:

On a motion made by TBD, and seconded by TBD, the following order will be voted on
by the Commissioners Court of Dallas County, State of Texas:

Be it resolved and ordered that the Dallas County Commissioners Court does hereby
approve the attached revised policy (Section 82-33) and the Telecommuting agreement
for immediate inclusion into the Dallas County Code.

ATTACHMENTS:
Telecommuting policy revision
telecommuting-agreement




Sec. 82-33. Telecommuting program (This section reflects recent court approved policy
language: Court Order #2011 1463 — August 30, 2011; Court Order #2020 TBD - March 24,

2020).

(a) Generally. For employees who have not requested to work from home as an

accommodation for a disability, this program permits an employee to work at an

alternate site such as a home, a satellite office, library, etc., for a specified period. An
elected official/department head that who determines it is advantageous to allow an
employee to work at an alternate site has the following three work arrangement options:

(1)

One to two day agreement where an employee has a specific project/
assignment to complete in a very short time period, not to exceed two days per
week. The frequency of such work arrangement is also limited - rotto-exceed 2-
3—times—annually; and the elected official/department head gives the final
approval. The Elected Official/Department Head must notify HR of the
assignment by completmg the Shoert-term Telecommutmg Agreement Form
(HR/CS #106).
anrd—the—County, within ﬁve busmess days of the agreement —me—efe,ea#meet
Shrafl—subrmttHE/CS 06 4o HIR B —willprovide—a—quarerly repor- [0

Example: A project requiring extensive research/writing is due and the
elected official/department head allows the employee to work on the
project offsite for two days.

Continuous work from home assmnment vet—rs—ier—a—epeelﬂenme—peﬂed—m—eeé

An employee works from home for en extended period due to a lack of

work space, national disaster or epidemic virus.




(b)

(3) Routinely works offsite atleastone-day-a-week and the agreement is continuous
and ongoing. Hewever; The specific time period must be spelled out in the
formal agreement, which must be approved by Commissioners Court.

Example: Employee works three days per @ week at home-analyzirg—desighing;
and-developing-eustom-applications and two days per week in the office.

Position-Selection-Guidelnes—Neot-all-peositions—are-suitable-for Telecommuting may be
appropriate for high performing employees whose job responsibilities are suited for such
arrangements. Telecommuting requests are considered on an individual basis. When
evaluating whether a position is suitable for telecommuting consideration, a manager
should evaluate whether the job tasks can be performed independently and away from
the workplace setting and whether an employee’s absence from the workplace would
interrupt office operations. When evaluating whether an _employee is eligible for a
telecommutmq assmnment a_manager shou!d consuder whether the emplovee is:

(1) Job-tasks-assigned-can-beperformed-independently; A high performer as

evidence by performance evaluations.

(2) Information—reguired-isreadily-accessibleatarnalternate-site; Able to wark
independently, and

(3) Job-tasks-and-duties-are-clearand-guantifiable; Free from significant




disciplinary actions.

(c) Procedures for Requesting Telecommuting Consideration:



(N An eligible employee shall submit the Telecommuting Request Form

(HR/ICS Form #106) to and—submit—the—request—to—his their

manager/supervisor,

(2) The supervisor/manager will review evaluate the request and collect-all
. s : ; he f o e I
effectiveness—of-the request—conduct an-assessment-of what resources
would-be required-for-telecommuting-and-submit a recommendation to the

elected official/ department head;

(3)

request, lf%he—nteqaest—us—appreved Ifthe elected ofﬂmal/department head

approves the reguest, the elected official/department head will forward

histher the recommendation to Human Resources for briefing to
Commissioners Court for final approval if required by policy. During a
declared local emergency the employee may begin working remotely the
next business day after approval from the elected official/department
head.

(4) If approved by the Commissioners Court, the department will work with
the employee to implement the Telecommuting Agreement. If the request
is not approved, the elected official/department head will be unable to
grant the request.

(d) Emp!oyee Responszbrht.'es $hese—a¥e—meemme9ded—gwde¥mes—fer—empleyees

avauab{h%HlLenmleyees—ku—be—FeqH;ed to-A telecommuter must s:gn a

written agreement (Telecommuter's Agreement) for telecommuting

asmgnments Form HR/CS #1036 %Jaeeemmfw%gpeement—shau




v I ) A
Telecommuter remains subject to all Dallas County performance
standards and policies as well as any additional requirements imposed

by the elected official/department head.







(e) Liability Considerations.




(1) If a Telecommuter incurs an injury, worker compensations’ laws and rules
apply.

(2) A Telecommuter is responsible for any injuries to third parties on the
employee’s premises during the employee’s telecommuting work period.




