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826. Telecommuting                      Effective: November 1, 2017 
 

.1 The City values the work/life balance of i t s  employees. This section 
establishes a policy to facilitate, where appropriate, telecommuting. This practice 
will attract and retain a diverse and talented work force, reduce costs, improve 
productivity among employees, address special circumstances and work 
demands, and advance City business goals and strategic requirements. The City 
recognizes telecommuting as an alternate work arrangement for certain 
positions. This policy supersedes all prior telecommuting policies agreements, 
and/or acknowledgements. 
 

 .2 Definitions: The following words and phrases, as used in the application and 
interpretation of the Telecommuting policy, will have the meanings ascribed 
below:   
 
.21 “Telecommuting” refers to the working arrangement of an employee in 

compliance with this policy who has been approved to work from an 
alternate job site, usually the employee’s home.  

 
.22 “Telecommuting Worksite” refers to an approved worksite other than the 

City facility to which the employee would otherwise be assigned and from 
which the telecommuting employee will be performing his or her job 
duties under this policy. 

 
.23 “City Worksite” refers to the City facility where the employee would 

otherwise be assigned to work, and where the employee is required to 
report when not telecommuting.  

 
.24 “Acknowledgement” refers to the arrangement between the employee and 

the City which allows the employee to telecommute, as well as the form 
signed by the employee outlining the terms of the arrangement. 
 

 .3 Basic assumptions of this policy: 
 

.31  Telecommuting employees must be able to fulfill all job duties from the 
Telecommuting Worksite. 

.32 Emergency situations such as inclement weather are not covered by this 
policy. 
 

.33 Productivity is expected to continue at a satisfactory level or above at all 
times. 

 
.34 Telecommuting is expected to benefit the organization and the services 

provided. 
 

.35 Telecommuting employees are expected to maintain a designated, 
alternate Telecommunicating Worksite and are responsible for any costs 
related to the alternate Telecommunicating Worksite setup.  
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.4 Telecommuting is not appropriate for all positions, and no employee or job 
category is entitled to or guaranteed the opportunity to telecommute, except for 
those hired into designated positions.  

    
.41 Selection for participation in the telecommuting program requires a great 

deal of trust that the employee will devote the proper time and attention to 
his or her work and be productive in the absence of direct supervision.  

 
.42 The type of work appropriate for telecommuting depends on job content 

rather than job title, type of position or work schedule. Jobs acceptable for 
telecommuting are those that can be performed at an alternate worksite 
without diminishing the quality of the work or disrupting the productivity of 
the City Worksite office. 

 
.43 Telecommuting is a management option and is only available with the 

approval of an employee’s director supervisor, Department Head, 
Personnel Director, and IT Security or as otherwise approved in 
accordance with this policy. The Mayor, or his designee, has final 
authority regarding approval of telecommuting and may terminate the 
telecommuting program or an individual telecommuting acknowledgement 
at any time. With this in mind, employees must meet the following 
qualifications to be considered for telecommuting: 

 
.431 The employee must be self-motivated and be able to productively 

work with little supervision, direct guidance, assistance, or 
approval from others. 

 
.432 The employee must have a thorough knowledge and 

understanding of his or her job functions. 
 

.433 The nature of work suitable for telecommuting requires minimal 
face-to-face interaction with external customers, other city 
employees, or dedicated project workgroups.  

 
.434 The Telecommuting Worksite must not be a distraction to the 

employee. 
 
.435 The employee shall have demonstrated, to the supervisor's 

satisfaction, his or her capability to work productively without 
direct supervision. Indicators of this capability include consistently 
high performance, excellent attendance, a positive attitude toward 
assigned work, and an absence of discipline problems in the 
employee's work history. 

 
.436 Department Heads will take the supervisory status of the 

employee requesting telecommuting into consideration before 
granting approval. 
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.5 Telecommuting Acknowledgements will be required for each telecommuting 
employee and will be considered for approval on an individual basis. Participation 
will not be considered if approval would interfere with performance or the 
provision of services. 

 
.51 Participation in telecommuting will not be approved if cost to the employer 

prohibits the Acknowledgement from being practical. 
 
.6 Employees approved for telecommuting are required to devote their full time and 

attention to City business during work hours and may be required to maintain in-
office periods, attend scheduled meetings, or interact directly with other staff at 
the City Worksite.  
 
.61 Telecommuting employees must be available to respond to the City 

Worksite at the request of their Department Head or Department Head’s 
designee during the agreed upon telecommuting work hours. The 
telecommuting employee’s on and off-site work schedule must be 
approved by their Department Head or the Department Head’s designee. 

 
.62 Telecommuting employees must be accessible during the work hours 

specified in the Telecommuting Acknowledgement and reachable through 
electronic means such as telephone, email, or video conferencing, 
regardless of work location. Meetings will not be held at a Telecommuting 
Worksite. 

 
.7 Telecommuting is not a substitute for dependent care or child care. 

Telecommuting employees are required to make dependent care and child care 
arrangements during the work hours outlined in the Telecommuting 
Acknowledgement. 

 
.8 The Telecommuting Acknowledgement details an arrangement between the City 

and employee and will be maintained in the employee’s personnel file with the 
Human Resources Department. Telecommuting Acknowledgements are 
approved for no longer than twelve (12) months at a time, however, they may be 
altered to better meet the needs of the City and/or terminated at any time, subject 
to .9 below.  

 
.9  For certain positions exclusively designated as telecommuting in the HR system, 

.8 above will not apply. 
 
.10 Telecommuting does not change the terms and conditions of employment as a 

City employee. A telecommuting employee’s salary, job responsibilities, benefits 
and insurance do not change as a result of telecommuting.  

 
.11 The City is not liable for damages to telecommuter-owned equipment and the 

City will not be responsible for operating costs, home maintenance, or any other 
incidental costs (e.g., utilities, telephone, Internet access, etc.) associated with 
the use of the Telecommuting Worksite. 

 
.12 Tax liabilities associated with the Telecommuting Worksite are the sole 

responsibility of the telecommuting employee. 
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.13 Out-of-pocket expenses for supplies normally available in the office will not be 

reimbursed. 
 

.14 Telecommuting employees will take all precautions necessary and are 
responsible for securing and safely maintaining information, documents and 
equipment off-site and in route to their home to prevent unauthorized access, 
theft or damage to any City system, equipment or information.  
 

.15 The equipment used must conform to City standards for security, technical 
support and maintenance. Equipment usage for telecommuting is subject to the 
following conditions: 

 
.151 The City may provide computer equipment and/or data communication 

lines to the Telecommuting Worksite. 
 
.152 The City may provide technical support for City owned computer(s) or 

telecommunications equipment.  
 

.153 In case of equipment malfunction which hampers a telecommuting 
employee's ability to complete assigned duties, he or she must promptly 
notify their direct supervisor. 

 
.154 Only City-approved software may be used for connecting with the City’s 

network from the Telecommuting Worksite.  
 

.155 Telecommuting employees must follow all City of Tulsa information 
security rules. If it is determined that any employee’s computer used at 
the Telecommuting Worksite is responsible for the virus infection of any 
City computers or files, this may result in the immediate termination of the 
Telecommuting Acknowledgement. 

 
.16 The City’s governing rules, regulations, and policies, including those regarding 

time and attendance, leave, compensatory time, and overtime, apply to both 
telecommuting and non-telecommuting employees. When supervising 
telecommuting employees, a proper reporting process must be established and 
maintained to satisfy any questions regarding time worked, productivity, and the 
meeting of established goals. 

 
.17 All employees, both exempt and non-exempt, are responsible for approving their 

time worked and/or leave taken within the appropriate time and attendance 
system utilized by the City (See Personnel Policies and Procedures Manual 
section 219 for additional information). Telecommuting employees will 
periodically meet with their Department Head or Department Head’s designee to 
discuss the working arrangement and resolve any related issues. 

 
.18 If a request for telecommuting relates to a reasonable accommodation under the 

Americans with Disabilities Act (ADA) or prolonged use of leave for medical 
reasons, the Human Resources Department (HR) must be notified immediately. 

 
.19 In case of a condition, such as a power failure, that affects the telecommuting  
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 employee's ability to work off City premises but not on City premises, the 
telecommuting employee may be required to report to the employee's regular 
office location on City premises or the employee may be allowed to use vacation 
time, compensatory time, or take leave without pay. If an office closure or 
emergency excuses other employees from working and work can proceed at the 
Telecommuting Worksite, telecommuting employees are not excused from 
working. 
 

.20 The City’s travel policy applies to telecommuting employees. In the case of 
telecommuting, City Hall is the official station for travel expense voucher 
purposes. For a telecommuting employee, travel to and from any location within 
150 miles of the Telecommuting Worksite is non-reimbursable. Mileage to and 
from locations outside a 150 mile radius is reimbursable. This includes travel to 
and from the employee’s City Worksite and Telecommuting Worksites.  

 
Required Attachments:  
 

a) Telecommuting Acknowledgement 
b) Self-Certification Safety Checklist for Telecommuting Worksite 
c) Return and Care of City Property 
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Telecommuting Acknowledgement 
 

The following is an acknowledgement to telecommute between the City of Tulsa 
(City) and the undersigned employee.  Please read the following and then confirm 
understanding and acknowledgement by initialing next to each statement, (three 
pages.)  

 
____ Employee has read and understands the City of Tulsa’s Telecommuting Policy and agrees to abide 

by it.  
 
____ Employee agrees to: 

 
• Maintain a safe, secure telecommuting environment containing all necessary equipment 

required for successfully performing the essential functions of the job 
• See attached ‘Self-certification Safety Checklist for Telecommuting Worksite 

Form’ 
• Successfully perform the essential functions of the job   
• Incur all costs ( e.g., utilities, telephone, Internet access, insurance, etc.) associated with 

telecommuting without reimbursement for these costs  
• Safeguard confidential information used during telecommuting 
• Be responsible for the care and safekeeping of all City issued equipment and property  

 See attached ‘Return and Care of City Property Form’ 
 
____ The Hazardous Condition Policy does not apply to telecommuting employees when they are not 

working in Tulsa or its surrounding areas. 
 
____ Unless the position is designated as a “telecommuting” position and working from home is a 

condition of employment, telecommuting is not an employee benefit or right and employees are not 
entitled to telecommute. The telecommuting arrangement may be terminated by the City at any 
time.    

 
____ The City and the employee will have the same responsibilities for job-related accidents or injuries to 

the employee.  The City does not assume responsibility for injury to any persons at the employee’s 
Telecommuting Worksite.  The City reserves the right to investigated work-related accidents and 
injuries.   

 
____ Telecommute day(s) will accommodate business requirements, and telecommuters will report to the 

City Worksite as requested by management. 
 

____ Compensation, benefits, and work responsibilities will not change due to participation in the 
telecommuting program. 

 
____ Overtime must be approved by management in advance of the work. 

 
____ Employee will not care for dependents or conduct personal business during scheduled 

telecommuting hours. 
 

____ Meetings with coworkers or vendors will not be held at a home Telecommuting Worksite. 
 
____The telecommuting arrangement will be reviewed periodically by the employee’s department and this 

acknowledgement will be renewed at a minimum of every twelve (12) months.  Additionally, this 
acknowledgement is only valid for twelve (12) months from the date it is signed.  
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Complete the following information and then sign in the space provided. 
 
1. Employee name: 
  
 ___________________________________________________________________ 
 (Please print name) 
 
2.   Telecommuting will be performed at the following location (Telecommuting Worksite): 
  
     ___________________________________________________________________  
3.   Employee phone number(s): 
 ___________________________________________________________________ 
 
4. Scheduled telecommute days: 
 
 ☐ Monday ☐ Tuesday ☐ Wednesday ☐ Thursday ☐ Friday 
 
5. Scheduled telecommute hours:  ____ a.m. to ____ p.m. 
 
6. Describe scheduled days/hours employee is expected to work in the City Worksite: 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 
7. Describe the telecommuter’s job duties: 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 

8. Specifically state how the supervisor will measure success of telecommuting and the specific 
performance measures the employee must meet: 

 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 
9. List the employee-owned equipment necessary for telecommuting: 
 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
 ___________________________________________________________________ 
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Authorization Signatures 
 
_____________________________________________  __________________________ 
Employee Signature      Date 
 
_____________________________________________  __________________________ 
Employee Department Head Signature    Date 
 
_____________________________________________  __________________________ 
Personnel Director Signature     Date 
 
_____________________________________________  __________________________ 
Information Technology Security Signature   Date 
 
 
Attached: 
 
-Return and Care of City Equipment Form 
-Self-certification Safety Checklist for Telecommuting Worksite Form 



 
 

 
 

Department:   ______________________________________________________________________ 

Employee Name:   __________________________________________________________________ 

Alternate Telecommuting Worksite: __________________________________________________ 

SAFETY CHECKLIST FOR TELECOMMUTING WORKSITE   

Telecommuting Worksite Environment 
Initial to confirm each 

area below meets safety 
standards 

 

Is the workspace ergonomically sound and arranged in a manner that will 
avoid repetitive injury from daily use? 
 

 

Are temperature, noise, ventilation, and lighting levels adequate for 
maintaining your normal level of job performance? 

 

Are all stairs with four or more steps equipped with handrails?  

Is all electrical equipment free of recognized hazards that would cause 
physical harm (frayed wires, bare conductors, loose wires, flexible wires 
running through walls, exposed wires to the ceiling)? 

 

Are aisles, doorways, and corners free of obstructions to permit visibility and 
movement?  

Are file cabinets and storage closets arranged so drawers and doors do not 
open into walkways?  

Are the phone lines, electrical cords, and extension wires secured under a 
desk or alongside a baseboard?  

Is the office space neat, clean, and free of excessive amounts of 
combustibles?  

Are floor surfaces clean, dry, level, and free of worn or frayed seams, and 
are all carpets secured?  

Is there a functional (UL approved) smoke alarm/detector?  

Is there a readily accessible (UL approved) fire extinguisher?  

I understand that safety inspections may be made of my alternate 
Telecommuting Worksite, provided the employee is given at least 24 hour 
notice, except in case of emergency. 

 

 
By signing below, the employee certifies he/she will comply with and agree to maintain the conditions 
stated above: 

Employee Signature:  ___________________________________________________ 

Date:    ___________________________________________________ 



 
 

 
 

Acknowledgement: Return and Care of City Equipment 

I, __________________________, acknowledge that while I am working for City of Tulsa (City),  

                (Print Name) 

I have been assigned City equipment listed below and am responsible for its care and 
safekeeping. I further understand that upon separation, or when requested by my 
supervisor, I must return the property in proper working order. I understand I may be 
held financially responsible for damaged property. The City has the right to deduct the 
value or replacement cost from wages.  I understand that failure to return equipment 
may be considered theft and may lead to criminal prosecution by City.  Additionally, if I 
no longer need any of the items, I will report this information to my supervisor. I agree to 
notify the City if any of the items are damaged, destroyed, or lost. 

 

Date 
Issued 

City Property Asset No Date 
Returned 

Received By 

       

       

       

       

       

          

 

_____________________________ 

Employee Name (Please Print) 

 

_____________________________ 

Employee Signature 

 

___________________ 
Date 
 
 
 


