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The Administrative Manual: The Policies and Procedures of Tompkins County Government 

 
Telework Arrangements  

 
 

Objective: 
 
 
Reference: 
(All applicable federal, 
state, and local laws) 
 
 
Legislative Policy 
Statement: 

To allow the flexibility to work from home, provided there 
will be no adverse effect on County operations. 
 
U.S. Department of Labor, Fair Labor Standards Act 
(FLSA); Tompkins County Collective Bargaining 
Agreements; NYS Civil Service Law; NYS Workers 
Compensation Law 
 
Tompkins County recognizes that our diverse work force 
may, at times, have needs that require creative 
approaches to helping employees balance work and life 
demands. This policy is provided as one tool to use in 
recruitment and retention of a diverse and talented 
workforce, ensure we meet our commitments to the public 
we serve, increase workplace flexibility, improve morale 
and productivity among employees, reduce costs, and 
reduce commuter stress and carbon footprint. The County 
encourages management to consider non-traditional work 
arrangements that will enable employees to balance work 
and life demands while maintaining or enhancing the 
department’s ability to meet and/or exceed expectations. 
 

Policy/Procedure 
Number: 
 
Effective Date: 
 
Responsible 
Department: 
 
Modified Date (s): 
 
Resolution No.: 
 
Next Scheduled 
Review: 

03-21 
 
 
July 7, 2020 
 
Human Resources 
 
 
 
 
2020-118 
 
July 2025 

General Information: 
 

Telework is one of many alternative work arrangements (AWA) between an employee and their 
employer which can be productive for both partners and their department. A telework arrangement is 
not always appropriate for all employees, departments, or positions. No employee is entitled to or 
guaranteed the opportunity to work from home. Telework arrangements are based on the discretion of 
the employee’s Department Head or their Designee. All arrangements must meet the criteria within this 
policy. 

 
I. Definitions: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
II. Policy:  
 

 
Alternative Work Arrangement (AWA) - Work structures that alter the time 
and/or place that work gets done on a regular basis. This may include flexibility in 
the place of work such as working from home or in the scheduling of hours worked, 
such as flexible work hours or compressed work weeks. 
 
Designated County Worksite - An employee’s primary workspace where the 
employee normally performs work duties located within a County department 
and/or located on County property. 
 
Ergonomic Workspace - An office or other workspace designed in a way 
intended to minimize employee health risks and increase employee productivity, 
thus reducing employer costs. In an office setting, this practice may involve 
creating a user-friendly workspace layout as well as introducing furniture and 
equipment designed to offer optimal bodily support. 
 
Telework - A work arrangement in which an employee does not commute or travel 
daily to their designated County worksite. This arrangement allows an employee to 
be scheduled to work from a designated telework site, often their residence, more 
than one (1) day per work week on a recurring basis.  
 
A. Department Heads or their designee reserve the right to implement telework 
     arrangements, where appropriate for eligible employees in recognition of the 
     positive personal and business impacts of such arrangements, for reasons  
     including reduced commuter stress and traffic congestion, and increased   
     workplace flexibility. Notice of such arrangements and copies of all  
     documentation must be provided to the Department of Human Resources. 
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B. An employee’s participation in a telework arrangement is strictly voluntary. It is 
     prohibited for an employee to be forced into such arrangements. Telework  
     arrangements may be terminated at any time by either the employee or by their  
     Department Head/Designee in accordance with Section III.F of this policy. 
 
C. Telework arrangements will be made for a predetermined period of time not to  
     exceed six (6) months and can only be renewed by mutual agreement of the 
     Department Head/Designee and the employee. 
 
D. Employees will maintain the confidentiality of all information and documents,  
     prevent unauthorized access to any County system, not use their own personal  
     computer equipment, and dispose of work-related documents in a manner that  
     will not jeopardize the interests of the County or the public we serve. 
 
E.  Employees will maintain a safe, ergonomic telework space (See Appendix E)  
     and environment to avoid causing injury to self or others. 
 
F. Duties, obligations, and responsibilities of an employee who telecommutes  
     are the same as when working on-site in their department. Employees are      
     subject to the same policies and procedures as that of employees at their     
     designated County worksite. These arrangements do not change the basic  
     terms and conditions of the employee's employment. 
 
G. Routine work performance evaluations shall be completed by Department  
     Heads or designee as required. The employee's position should have   
     clearly defined and easily measurable or quantifiable tasks. Employees shall  
     maintain weekly work logs and provide such logs as requested. 
 
H. Employees engaged in a telework arrangement will continue to accrue  
     applicable fringe benefits (vacation, personal, sick, holiday, compensatory,  
     disability) at the same rate as an employee who is not engaged in a telework  
     arrangement. An employee’s salary, retirement, and benefits will remain as if  
     they were working without special arrangements. Development and training  
     opportunities will be offered in the same manner as those not engaged in a  
     telework arrangement. 
 
I. Employees are required to take rest and meal breaks per NYS Labor Laws and  
   applicable collective bargaining agreements.  
 
J. Employees shall not conduct any unauthorized external (non-County) work  
    during their telework schedule. A telework arrangement shall not be used to 
    work another job, run a personal business, or as a substitute for dependent or  
    childcare. Employees who work from home are expected to make dependent  
    and childcare arrangements for the period they will be working at home. 
 
K. Employees shall not hold in-person business meetings with internal or external 
     clients, customers, or colleagues at their telework site. 
 
L. Tompkins County is not responsible for purchasing or reimbursing employees  
     for any telework expenses, including but not limited to, cost of home  
     maintenance, cost of internet and telephone services or use, electricity, heating  
     or cooling costs, office furniture, or office supplies and equipment that normally  
     can be provided by the County or their department. 
 
M. There shall be no additional pay for telework, nor shall mileage be paid or  
     reimbursed for transportation between an employee's telework site and the 
     employee’s designated County worksite. 
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III. Procedure: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

N. As specialized material or equipment may be needed in order to work from  
     a telework site for certain positions, the County may provide such   
     equipment (hardware and software) and services (such as technical support)  
     with approval from the applicable Department Head or their designee. This may  
     consist of a computer or laptop, modem, scanner, and related supplies. The  
     County will provide routine maintenance and repairs for County equipment, as  
     needed. 
 
O. The County shall not provide tax guidance, nor will the County assume any  
     additional tax liabilities on behalf of telework employees. 
 
P.  The County assumes no liability for injuries occurring at an employee's   
      telework site outside of their prearranged telework schedule. During telework  
      hours, an employee is covered for any injury arising in the course of  
      employment pursuant to NYS Workers Compensation laws. The County will  
      not be liable for any loss, damage, destruction to property or for any injury or  
      loss to third persons, including family members, occurring at or around the  
      employee’s approved telework site. 
 
A. Eligibility 
 

1. An employee may not be within a probationary or provisional period at the 
time of requesting a telework arrangement. Exceptions may be made by a 
Department Head/Designee to waive this timeframe if an employee has 
been in their current position for a minimum of six (6) months, has 
continued satisfactory performance, and meets all other criteria within this 
policy. 
 

2. An employee’s telework location must be located in New York State and 
within 165 miles of Ithaca, NY. 
 

3. The employee must be performing currently at an overall satisfactory level 
or above in their current position. 
 

4. Employees who have received formal disciplinary action within one (1) 
year from the proposed telework arrangement start date are ineligible. 
 

5. An employee’s work must be of a nature that the time needed for face-to-
face interaction with internal or external customers is minimal, requires 
minimal supervision, and allows for the employee’s daily tasks to be 
performed successfully away from the employee’s designated County 
worksite . 
 

6. Employees must meet characteristic standards which include a 
demonstrated conscientiousness about work time and productivity, self-
motivation, self-discipline, ability to work well alone, operate computer or 
other equipment independently, and communicate effectively with 
supervisors, co-workers, support staff, customers and/or clients.  
 

7. Employees interested in a telework arrangement, should have an 
ergonomically appropriate home office environment similar to that of their 
County office workspace and the primary materials and equipment 
(telephone, internet, desk, chair, County issued laptop, and general office 
supplies) needed at their telework site prior to the start date of their 
telework schedule. Employees who require adjustments to meet these 
requirements are responsible for any costs related to remodeling and the  
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              initial setup of the designated telework site with the exception of a laptop                   
             and general office supplies that may be provided by the County, when  
             appropriate. 
 

8. Telework arrangements are not transferrable to other positions. An 
employee must submit a new request if their position changes if they wish 
to continue to telework. Prior to submitting the new request, an employee 
must complete the probationary period for their new position to be eligible. 

 
B. Requesting Arrangements 
 

1. Employees wishing to request a telework arrangement shall submit a 
Request for Telework Arrangements (Appendix A) form to their 
Department Head or designee. 
 

2. After the Request for Telework Arrangements form has been submitted, 
the Department Head or designee will review the request, complete an 
Employee Assessment for Telework Suitability (Appendix B), and make an 
eligibility determination. If the outcome of the assessment indicates the 
employee is eligible for telework, then a Telework Agreement (Appendix C) 
shall be drafted. If an employee is deemed ineligible, see Section III.D - 
Denial of Arrangements. 
 

3. Determination of eligibility shall be made by the Department Head or 
designee within ten (10) business days of receiving the employee’s 
request. 
 

C. Approval of Arrangements 
 

1. Approval for new employee requests or renewals of existing arrangements 
must be provided in writing within ten (10) business days of receiving the 
request. A written notice approving the request must be provided to the 
requesting employee, which shall include next steps for developing a 
Telework Agreement. 
  

2. Employees deemed eligible by their Department Head or designee to 
enter a telework arrangement shall work with the approving Department 
Head/Designee to formulate an agreement and complete the following 
documents: 

 

• Telework Agreement, to include: 
 

o Start and end date of agreement (the # of days per 
week/month an employee may telework are at the 
discretion of the Department Head/Designee) 

o The days/hours the employee will be on work status (It 
is recommended the employee have regularly 
scheduled days/hours at the designated County 
worksite to be available for meetings) 

o Designated times for break and meal periods 
o Identify the approved telework location 
o Specific job assignments or tasks to be accomplished 
o Job assignments/task deadlines 
o Clearly defined expectations and performance 

requirements that are measurable and results oriented 
o Work performance evaluation schedule 
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o If County equipment is being used at home, a record 
of such equipment 

o Employee signature 
o Department Head or designee signature 

 
3. An employee’s collective bargaining agreement should be reviewed for 

specific provisions regarding work schedules, if applicable, prior to 
approval.  
 

D. Denial of Arrangements 
 

1. Denial for new employee requests or renewals of existing arrangements 
must be provided in writing within ten (10) business days of receiving the 
request. A written notice denying the request must be provided to the 
requesting employee, which shall include the reason for the determination.  
 

2. An employee who feels their request was inappropriately denied may 
submit an appeal to the Commissioner of Human Resources or designee, 
who will consult with the Department Head and review the decision. After 
such review, the Department Head will make a final decision whether to 
approve or deny the request. The final decision may not be contested 
further with the County. 

 
E. Implementation 
 

1. Once a telework arrangement has been agreed upon, implementation 
should commence within thirty (30) calendar days of the signed 
agreement. 
 

2. Department Heads or their designee should consult with ITS in advance if 
an employee requires remote access or technology support in order to 
work from a designated telework site. 
 

3. If handling confidential information is a requirement of one’s job, the 
employee workspace must safeguard confidential information.  Employees 
must have a locking filing cabinet to store confidential County files.  

 
4. General office supplies (e.g. paper, pens, file folders) will be provided and 

should be obtained by the employee from their department. Out-of-pocket 
expenses for supplies available from the department will not be 
reimbursed. Office furniture will not be provided to employees who 
telework. 

 
5. Any changes to the written Telework Agreement must be mutually agreed 

upon, documented in writing, and signed by the employee and applicable 
Department Head or designee. Periodic adjustments to arrangements may 
be necessary to achieve an optimal schedule which suits the needs of the 
employee and the County. 

 
6. Work performance evaluations and work log (Telework Weekly Log – 

Appendix D) reviews will be completed on a weekly basis during the initial 
thirty (30) calendar days of the arrangement. Formal written evaluations 
and work log reviews will then occur, at minimum, once per month for the 
duration of the arrangement. More frequent evaluation schedules are at 
the discretion of the Department Head or designee. 



6 

 

 
7. With reasonable advance notice, but no less than 24-hours, the 

Department Head or designee reserves the right to inspect the employee’s  
telework location prior to the telework arrangement beginning and at 
periodic intervals (but no more than once per month) to ensure the 
workspace is safe, information is secured, and all equipment is adequately 
installed and performing properly.  

 
F. Termination of Arrangement  
 

1. Telework arrangements may be modified, adjusted, suspended, or 
terminated by the Department Head/Designee or at the request of the 
employee by providing a written notice a minimum of ten (10) business 
prior to the change, where practical. 
 

2. Participation in a telework arrangement may be terminated when the 
employee no longer meets the eligibility criteria. Reasons for termination 
may include, but are not limited to the following: 
 

• Performance falls below the satisfactory level; 

• Service is adversely affected; 

• Conduct or other performance concerns; 

• Other requirements of the telework arrangement are not fulfilled; 
or 

• Other reasons at the discretion of the Department Head. 
 

3. Thirty (30) calendar days prior to the expiration of an existing telework 
agreement, the employee has the option to request a renewal of their 
existing arrangement by filling out a new Request for Telework 
Arrangements form. This process allows the Department Head/Designee 
and employee to evaluate and adjust telework arrangements to meet their 
workload needs. If terms or details of an arrangement are modified during 
the renewal process, an updated Telework Agreement will be needed. 
 

4. All supplies and equipment must be returned to the County as soon as the 
telework arrangement is terminated or no longer valid. 

 
G. Responsibilities 
 

1. Employees shall: 
 
a. Initiate a written request to their Department Head or designee if they 

are interested in entering into a telework arrangement or renewing 
their existing telework arrangement. 
 

b. Ensure that a high level of public service and work production is 
maintained, and that  abuses of this policy do not occur, including but 
not limited to maintaining accurate time records to support and 
substantiate work hours and work products in accordance with normal 
County and/or department procedures. 

 
c. Get advance authorization for any hours worked outside of or beyond 

their normal work schedule. Failure to comply with this requirement 
can result in the immediate cessation of the telework arrangement. 
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d. Notify their immediate Supervisor if unable to work on a scheduled 
telework day, according to normal established departmental 
procedures. Personal, sick, vacation, holiday, compensatory, or 
disability leave time scheduled during a scheduled telework day must 
be arranged following departmental procedure for requesting time off. 

 
For example: If an employee would be too ill to work from the County 
office, they would also be considered too ill to work from home and 
must use fringe time to cover time off due to sickness. 

 
e. Be available during scheduled work hours by email and phone, with 

the exceptions of meal and break periods. 
 

f. Establish and maintain a confidential, safe, and ergonomic workspace 
that is free from interruptions (See Appendix E).  

 
g. Maintain appropriate care, use, and security of any County equipment 

used at the employee’s telework site. This includes unauthorized 
access or use by others including family members, friends, and other 
visitors of the employee’s telework site. 

 
h. Notify their immediate Supervisor immediately if they are unable to 

perform their job due to the breakdown or malfunction of equipment, 
internet, or telephone service. In the event of delay in repair or 
replacement, or any other circumstance which makes work from the  
telework location impracticable, the employee understands that their 
Supervisor may require the employee to report to their designated 
County worksite. 

 
i. Abide by all terms of County and departmental policies and 

procedures while working from a telework site, including maintaining a 
normal workload and completing all assigned and/or mandatory 
training.  

 
j. Participate in work performance evaluations or work log reviews as 

necessary. 

 
k. Recognize that they may be required to work at their designated 

County worksite at times, attend important meetings, or participate in 
training sessions which are outside of the telework arrangement per 
the request of their Department Head or designee. The operational 
needs of the County take precedence over telework arrangements. 

  
l. Return County provided supplies and/or equipment to the County if the 

supplies/equipment will no longer be needed by the employee to do 
their work from a telework site. If the equipment is intended to be 
shared by others, equipment needs to be returned as per the 
predetermined schedule.  

 
m. Be responsible for immediately notifying their immediate Supervisor 

and the County Risk Manager if they are injured while at their telework 
site and in conjunction with their regular work duties. Employees must 
comply with all County reporting requirements established for the 
purpose of reporting such claims. 
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n. Determine what, if any, tax implications there may be in maintaining a 

home office area. Employees are encouraged to consult with a tax 
professional. 

 
o. Failure to meet employee responsibilities may be cause for termination 

of the telework arrangement or for disciplinary action up to and 
including termination of employment, in accordance with relevant 
provisions of the NYS Civil Service Law and applicable collective 
bargaining agreements. 

 
2. Department Heads and/or Supervisors shall: 

a. Ensure that a high level of public service and work production is 
maintained, and that abuses of this policy do not occur. 
 

b. Review, approve, and/or deny employee requests or renewals for 
telework arrangements within ten (10) business days of receiving the 
request. A written notice granting or denying the request must be 
provided to the requesting employee and the Department of Human 
Resources, which shall include the reason for the determination.  
 

c. Provide written notice for termination of agreements to employees 
within ten (10) business days, where practical. 
 

d. Communicate to the employee performance expectations and monitor 
accomplishment of those expectations through work performance 
evaluations as required. Delivery methods (email, phone, in-person) of 
such evaluations are at the discretion of the Department Head or 
designee. 
 

e. Attempt to give reasonable notice when special meetings, trainings, or 
a different work schedule are necessary. A minimum of 24-hour notice 
is recommended. 
 

f. Ensure that telework arrangements do not burden department staff 
through inequitable distribution of workloads. 
 

g. Maintain an official record of all telework arrangements and provide 
copies such records to the Department of Human Resources. These 
records shall include the following: 

• Request for Telework Arrangements 

• Employee Assessment for Telework Suitability 

• Telework Agreement 

• Telework Weekly Logs (Only provide copies to HR if 
requested) 

• Formal written evaluations 
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