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I. GENERAL 
 

This department manual section provides a copy of the procedural guidelines for remote 
work for all Contra Costa County employees. This policy was established by the County 
Administrator per Administrative Bulletin 439 effective 08-06-21 and replaces all other 
County and department policies regarding remote work. 
 

II. REFERENCE    
 

Contra Costa County Administrative Bulletin 439, Remote Work Policy  
Contra Costa County Administrative Bulletin 541, County Owned and Issued Electronic 
Communication Devices 
 

III. PURPOSE 
 

This remote work policy outlines the procedural guidelines for employees to work from a 
location other than their primary work location. Contra Costa County (County) recognizes 
the benefits of remote work, including:  

 
• Promoting options for employees to effectively balance work-life commitments;  
• Boosting employee morale, productivity and job satisfaction while reducing absenteeism 
and enhancing employee retention;  

• Improving service delivery by allowing for work hours beyond the traditional 8am to 5pm 
Monday through Friday schedule in appropriate situations;  

• Allowing for more efficient use of County buildings, office space and parking facilities;  
• Improving the County’s ability to provide essential services during and following an 
emergency;  

• Improving air quality, reducing greenhouse gas emissions; and  
• Reducing traffic, transit and parking congestion.  

 
IV. APPLICABILITY 
 

This bulletin replaces and supersedes all other County and department policies 
regarding remote work.  

 

V. ATUHORITY 
 

In accordance with the provisions of Contra Costa County Ordinance Code Section 24-
4.008, the County Administrator has the 
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authority and the responsibility to establish and enforce personnel policies 
in County departments and agencies, including work schedule policies. 

VI. POLICY 
 

Remote work is defined for the purposes of this policy as an employee working from a 
remote site other than their primary work location, such as a designated satellite workstation 
or at home on a temporary or regular on-going basis. Remote work must maintain or 
improve service delivery and productivity for the employee, colleagues, and customers. 
 
The County has the exclusive right to determine which positions and/or duties are suitable 
for remote work, and to grant (or revoke) permission for individual employees to work 
remotely according to the guidelines in this Administrative Bulletin. Department Heads are 
required to identify positions that are suitable for remote work in whole or in part and are 
authorized to enter into a remote work agreement with eligible employees in accordance 
with this Administrative Bulletin. It is the intent of this policy that department heads have 
reasonable flexibility in developing remote work agreements that reflect the nature of work 
of their department and characteristics of their employees.  
 
The following criteria will be considered by department heads when determining which 
positions are eligible for remote work and considering whether or not to approve individual 
remote work agreements:  
 

a. Achieves the benefits outlined in the Purpose section above;  
b. Remote work arrangement will maintain or improve service delivery and 
productivity for the employee, colleagues and customers;  
c. Proposed remote work would enable continued performance of all current duties;  
d. Employee is able to meet all eligibility and standard requirements referenced in 
this policy; and  
e. Individual Remote Work Request and Decision Form adequately documents 
capacity to meet these requirements. 

 
Duties, obligations, responsibilities, and conditions of employment with Contra Costa 
County remain unchanged except those obligations and responsibilities specifically 
addressed in this policy and associated documents.  

 
Remote working is a voluntary arrangement between the employee and the department. 
Employees who wish to remote work must complete and submit a Remote Work Request 
and Decision form. If approved, the department reserves the right to modify or revoke 
remote working at any time.  
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In determining eligibility of positions, job duties and employees for remote work, 
departments should consider the federal, state, and local laws and regulations that may be 
implicated by a remote work program.  
 
Department Heads shall ensure supervisors and managers who will be supervising 
remote workers are trained and/or provided guidance to sufficiently supervise a remote 
employee as soon as feasible after the remote worker assignment begins. 
 

 The County Administrator’s Office shall be responsible for overseeing consistent 
 application of this policy by departments. 
 

A.  Eligibility Requirements: 
 
Although meeting eligibility requirements does not guarantee approval to remote work, 
the following are the mandatory requirements for an employee to be considered for 
remote work: 

 
a. Employee is in compliance with County and department rules, regulations and 

policies 
b. Job performance demonstrating the ability to work independently as determined 

by the department head with input from the immediate supervisor 
c. Job performance meets or exceeds expectations 
d. Employee can demonstrate that they have an appropriate remote work site 
e. Employee agrees to attend training on successful remote work as assigned 
f. Employee’s job assignment is appropriate for working remotely on either a full 

time or part time basis. 
 
B. Standard Requirements: 
 
The following is required for an employee to work remotely: 
 
a. Remote Work Request and Decision Form is completed and approved. 
b. If needed, ability to access County Network and/or Internet from the remote work 

site and/or ability to send and receive telephone calls. 
c. Employee reviews, signs and complies with County Administrative Bulletin 541 –

County Owned and Issued Electronic Communication Devices. 
d. Employee provides Internet network connectivity with reasonable speeds to 

successfully complete assigned work. 
e. Employee must follow secure practices to protect equipment, County data and 

systems, as well as public records, both physical and electronic, in their care and 
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immediately report any issues (including but not limited to potential data 
breaches, viruses, compromises, loss or theft) to their supervisor and the DoIT 
Help Desk. 

f. All County rules regarding the use of computers and the Internet apply while an 
employee is working remotely, regardless of whether the employee is using 
County provided or personal equipment. 

g. All County-owned equipment issued to an employee in order to work remotely 
must be returned immediately upon the end of the remote work arrangement. 

h. County issued equipment is subject to relevant asset protection policies. 
i. Employee must follow County policy for reporting on-the-job work injuries by 

notifying their manager/supervisor immediately and completing all necessary 
documents regarding the injury. 

j. Employee must comply with all federal, state and local laws, including but not 
limited to Health Insurance Portability and Accountability Act (HIPAA). 

k. Employee must comply with all County and departmental policies and procedures 
including relevant Administrative Bulletins, IT security, privacy and confidentiality 
policies and guidelines just as when working in the office. 

l. Employee shall ensure the integrity and confidentiality of all information and take 
steps to ensure County information, confidential information, Federal Tax 
Information (FTI) or other Personal Identifying Information (PII) is safeguarded 
and viewable only by employee. Employees who have access to FTI from a 
remote work site may be required to abide by additional security precautions as 
determined by the Department Head to ensure the security of FTI in accordance  

 with IRS Publication 1075 guidelines.  Any additional security precautions will be 
described in the Remote Work Plan in the Remote Work Request and Decision 
Form. 

m. Employee will complete the CCC Office Ergonomics Awareness Training on 
Target Solutions, comply with the County Ergonomic Program Employee 
Responsibilities and maintain an ergonomic working environment. The County 
will provide training to employees on setting up a safe and ergonomically 
appropriate work environment but will not enter employees' homes to perform 
inspections.  This is consistent with federal OSHA policy not to conduct 
inspections of employees’ home worksites while balancing concerns for 
maintaining the employee's home environment's privacy and protecting the 
employee's safety. 

n. Employee must take appropriate steps to ensure the privacy of County 
customers and other County employees while working remotely. 

o. No in-person meetings are to take place at a remote work site. 
p. Employee shall ensure that child or dependent care will not interfere with remote 

work responsibilities. 
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q. Employee must be able to communicate with those with whom they normally 
conduct business (e.g., supervisor, management, coworkers, vendor contacts, 
customers, etc.) by phone, email and other electronic means, including 
videoconferencing, as required by the supervisor. 

r. If employee is unable to work at the remote work site, employee shall 
immediately notify his/her supervisor. If the issue is temporary, the employee and 
supervisor may to determine whether the employee can perform other tasks at 
the remote work site, should report to the office or, subject to approval, take time 
off using accruals. 

s. Employee shall adhere to the established work schedule as agreed in the 
Remote Work Request and Decision Form and any modifications or overtime 
requires prior written supervisor approval. 

 
C. Cost Responsibilities: 
 

a. The costs associated with working remotely are primarily the responsibility 
of the remote worker/employee. However, the County will provide 
standard office supplies (pens, paper, pencils, etc.) and may provide 
equipment or software, if feasible and approved by the department. 

b. Unless otherwise agreed upon by the supervisor/manager, departments 
are not required to provide employees with any equipment needed while 
working remotely. Departments providing equipment, software, or other 
supplies to employees working remotely must reasonably allocate those 
resources based on operational and workload needs and must utilize an 
inventory tracking system for this equipment. 

c. Existing County policy and departmental procedures to request mileage 
reimbursement are to be followed. (Note: The remote worker will not 
receive mileage reimbursement for any travel that would not occur if the 
remote worker were at the County’s office worksite. The remote worker will 
not receive mileage reimbursement for the distance of any travel between 
home and the normal work site for any reason on remote workdays.) 

d. No other costs will be covered by the County unless prior written approval 
is given by the Department Head. 

e. In general, any cost not itemized as covered by the County will be the 
employee’s responsibility to pay, including, but not limited to, utilities, 
insurance and maintenance costs, home workspace furniture, ergonomic 
equipment and related modifications, Internet network connectivity, and 
liability claims by third parties, including family members. 

 
D.  Department’s Rights Reserved: 
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Administering the remote work program is under the authority of the Department 
Head with general oversight by the County Administrator’s Office. The 
Department may establish specific time periods for submitting requests, 
acceptance or rejection of requests, duration of the remote work period, and 
review and/or termination of the remote work participation.  The County will not 
establish remote work only positions without offering to meet and confer with the 
employee organization that represents said position(s). Any remote work 
schedules of more than 20 hours per week (regular, Flexible, or Alternate Work 
Schedules) or more than fifty percent (50%) of the employee’s work schedule 
(4/10 or 9/80 Work Schedules) must be approved in writing by the CAO. To 
protect local County jobs, new remote work arrangements shall not be granted to 
any employee who resides more than 200 miles from the County Administration 
Building.   
 
The Department shall have the right to accept or reject any application for remote 
working and modify or terminate any existing agreement for remote working at 
any time and for any reason. Reasons for rejecting an application shall be 
provided to the employee in writing on the Remote Work Request and Decision 
Form.  If the Department initiates modification or termination of an existing 
remote work agreement, the reason(s) for the modification or termination will be 
provided to the employee in writing.  If the employee requests to modify or 
terminate an existing remote work agreement, the employee must make the 
request in writing to his/her supervisor for consideration.  
 
Departments may develop or maintain guidelines that are not in conflict with this 
Administrative Bulletin, subject to approval by the County Administrator’s Office. 
Departments are responsible for maintaining accurate and up-to-date information 
on all remote work arrangements and reporting that information to the County 
Administrator’s Office and County Human Resources as needed.  
 
E.  Appeal Procedure: 
 
Employees that are denied the opportunity to work remotely or for whom an 
existing remote work agreement is modified or terminated may file an appeal 
within fifteen (15) calendar days. The appeal shall be directed to the employee’s 
department head or designee and shall cause a meeting to be conducted within 
fifteen (15) calendar days of the request.  The meeting shall be attended by the 
operational manager denying the request, the Department Head or designee, the 
employee, and the employee’s union representative upon request of the 
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employee. The Department Head or designee shall review the remote work 
request and the reasons for rejection/modification/termination of said request, 
and make a final decision regarding the request. The appeal decision shall be 
issued within ten (10) calendar days after the appeal meeting.  
 
The decision of the Department Head or designee is final and not subject to the 
grievance procedure or any other appeal.   
 
 
Related Documents 
 
1. Remote Work Request and Decision Form 
2. Administrative Bulletin 541- County Owned and Issued Electronic 

Communication Devices 
 
 
 
Originating Department: County Administrator 
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I. SCOPE 
 
EHSD is adhering to the County Administrative Bulletin 439 Remote Work Policy 
effective August 6, 2021. Employees should read and become familiar with the policy. 
All employees requesting a Remote Work schedule must meet all of the Eligibility 
Requirements contained in the County Admin Bulletin 439, Sec. IV. A.   

 
The EHSD Remote Work Guidelines are necessary for efficient operations, including 
our ability to maintain service delivery standards to our customers and to meet federal 
and state compliance requirements. These guidelines are intended to be consistent 
with, and not in conflict with the County Remote Work Policy.   (County Admin Bulletin 
439, Sec. IV. D.) 
 

II. REFERENCES 
 

Contra Costa County Administrative Bulletin 439, Remote Work Policy  
Contra Costa County Administrative Bulletin 541, County Owned and Issued Electronic 
Communication Devices 
Contra Costa County Administrative Bulletin 435, 9/80 Work Schedules 
DM 10-002v2, Standards of Conduct 
DM 28-014, Internet, Email, and IT Standard Usage and Security Policy 
Department Memorandum 151, Protecting Medi-Cal Personally Identifiable Information 
(PII) 
Form ADM 10, Confidentiality Statement 
 

III. GUIDELINES 
 

A. Work Hours, Scheduling, Communications (County Admin Bulletin 439, Sec. IV. 
 D.) 
 

1. Allowable remote work schedules are up to 2 days remote and 3 days in 
 the office.  Employees may not have both a remote work schedule and an 
 alternate work schedule (AWS).  
 
2. Remote work will not be approved for staff in probationary status, with the 
 exception for probation due to a flex promotion, nor for staff whose 
 performance or conduct is under review.  
 
3. Managers and above are not permitted to have remote work agreements. 
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4. Remote Work Agreements may not exceed 12 months and must be 
 renewed upon expiration. Renewal is not automatic. 
 
5. Employees shall track hours spent working remotely using Ecotime and 
 Clouds. Refer to Ecotime and Clouds Procedures (Attachment 3).  This is 
 required in order to track remote work hours in the department and 
 replaces the manual system previously used. 
 
6. Unless otherwise directed, employees must be visible on camera when 
 participating in meetings held via MS Teams, Zoom or other electronic 
 platforms. 
 
7. Employees must log on to the EHSD network via Citrix, VPN, etc. and 
 applicable programs used to complete work assignments at the start of 
 each shift and must log off at the end of the shift in accordance with 
 supervisor expectations for reporting time. 
 
8. Employees must utilize MS Outlook calendaring system in order to note all 
 appointments, trainings and out-of-office arrangements (vacation, sick 
 day, etc.) and share their calendars with their designated supervisor(s). 
 
9. Employees’ desk/office phone calls must be forwarded to their remote 
 location or mobile phone on remote work days. Refer to Phone Forward 
 User Instructions (Attachment 5), if necessary. 
 
10. Unless otherwise noted via a calendared appointment, employees must 
 respond to communication from supervisors within a one-hour time frame. 
 

B. Workspace (County Admin Bulletin 439, Sec. IV. A. B. m.) 
 

1. The employee shall designate a permanent workspace at the designated 
 work location for placement and installation of equipment to be used while 
 working remotely. 
 
2. In order for the employee to demonstrate that they have an appropriate 
 remote work site as required in the Admin Bulletin, the employee will 
 provide the specific address and location of the workspace and submit 
 three photos of the workspace with the Remote Work Request and 
 Decision Form (Attachment 1). Updated photos must be submitted each 
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 time the Remote Work Agreement is renewed. 
 
3. Photo Submission Requirements 
 
Photo #1: Front view of workspace  

1 

Photo #2: Side view of workspace 2 
 
Photo #3: Side view of workspace with employee sitting/standing. 

3 
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C. Equipment (County Admin Bulletin 439, Sec. IV. B.C.D.) 
 

1. The tools, equipment and supplies needed for remote work will be 
 provided by either the employee, the Department or a combination. The 
 Department may provide specific tools/equipment for the employee to 
 perform their duties, such as computer hardware, computer software, 
 mobile phone, County Network connectivity resources (Citrix, VPN, etc.) 
 and other applicable equipment as deemed necessary. 
 
2. The employee must verify that their Internet connection speed is at least 
 3Mb upload and 3Mb download to meet County business needs. Refer 
 to Info Sheet - How to Verify Internet Bandwidth (Attachment 4). 
 
3. The equipment, software, data and supplies, when provided by the 
 Department for use at the designated work location, is limited to 
 authorized persons and for purposes related to Department business. 
 Only assigned EHSD employees are permitted to use Department-owned 
 equipment. 
 
4. The remote worker will immediately report to their supervisor and the 
 EHSD Help Desk of any equipment or data line malfunctions, and any 
 Internet or EHSD network (Citrix, VPN, etc.) connectivity issues, including 
 Public Safety Power Shutoffs (PSPS).  The supervisor will determine if the 
 employee can continue to work remotely while the equipment is being 
 repaired. 
 
5. The employee is responsible for coordinating with IT to provide access to 
 equipment for necessary repairs and upgrades. 
 

D. Confidentiality (County Admin Bulletin 439, Sec. IV. B. j. k. l.) 
 

1. All Department materials must be kept in the designated work area and 
 only used for activities that support remote work.  Supervisor approval 
 may be required to remove confidential documents from the office. 
 
2. The remote worker must ensure that confidential materials are not visible 
 to others in the work area. 
 
3. Employees will follow the privacy and protection operating procedures 
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 defined by their supervisor, and adhere to the requirements of the County 
 Admin Bulletin 439. 
 
4. Examples of Maintaining Confidentiality 
 

a) Utilize headphones when taking calls and close the door, or lock 
 the computer, then go into a more private area of the home to 
 ensure conversations are not overheard, including by children. 
 
b) Do not leave monitors and paperwork open to unauthorized 
 observation. 
 
c) Utilize a dry erase board to take notes or securely file 
 notes/documentation that must be retained. Shred any scratch 
 paper notes/documentation or deposit in the office confidential 
 shred box.  

 
IV. ATTACHMENTS 
 

A. Attachment 1: EHSD Remote Work Request and Decision Form Instructions 
B. Attachment 2: Computer Workstation Design Guidelines 
C. Attachment 3: Ecotime and Clouds Procedures 
D. Attachment 4: Info Sheet – How to Verify Internet Bandwidth 
E. Attachment 5: Phone Forward User Instructions 
F. Attachment 6: EHSD Remote Work Request Appeal Form 
 

V. CONTACT PERSONS 
 
First line supervisors and above may contact their personnel analyst with questions 
about these guidelines.  
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EMPLOYMENT AND HUMAN SERVICES DEPARTMENT (EHSD) 
Remote Work Request and Decision Form Instructions 

This document serves as a guide to EHSD staff on how to initiate and execute remote work 
requests using the EHSD Remote Work Request and Decision Form.  

Employee (Part I) 

Step 1:  Employees interested in applying for remote work must read and become 
familiar with the County Administrative Bulletin 439 Remote Work Policy 
effective August 6, 2021 and the EHSD Remote Work Guidelines 
Department Manual Section 23-909-2 before submitting a request for 
remote work.  

Step 2: Completely fill out the Remote Work Request and Decision Form Part I. 

Remote work assignments must specifically list all job duties that will be 
performed remotely to demonstrate job performance and productivity.  

The supervisor/manager may require additional verification to assess 
performance and productivity while working remotely.  
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Select the check box to add additional information regarding remote work 
assignments in a separate attachment, if necessary.  
 

        
 

Include the required photos as defined in the EHSD Remote Work Guidelines 
Section III. B. 3.: 
 
1. Front view of workspace,  
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2. Side view of workspace, and  
 
3. Side view of workspace with employee sitting/standing. 
 

           
 
Additionally, include verification of sufficient Internet bandwidth according to the 
EHSD Remote Work Guidelines Attachment 4.  
 

Step 3: Submit the completed, signed and dated Part I section of the Remote Work 
Request and Decision Form with the photos and verification of Internet 
bandwidth to the supervisor/manager for approval.  
 

Employee/Supervisor (Part II) 
 
Step 1: Review the Remote Work Request and Decision Form received from the   
  employee.   
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Discuss with the employee a work schedule, remote work logistics, and complete 
list of remote work assignments in the request. Define in concrete terms how the 
employee’s productivity and performance will be assessed while working 
remotely. 

 
REMINDER: Remote work agreements may not exceed 12 months, nor will remote workers 

have an alternate work schedule (AWS).  
 

The work schedule must include the total work hours in and out of the office, and 
 satisfy coverage and business needs. 

 

            
 
Step 2: Review the photos to assess for potential safety and ergonomic hazards. 

 
Confirm the employee has adequate Internet bandwidth to support business  
needs remotely.   
 

Step 3: Enter all required training assignments and their due dates. 
  

Enter the equipment that will be provided to the employee after the remote work 
agreement is approved by the Department Head.  

 
Step 4: Indicate the effective and termination dates of the remote work agreement.  
 
Step 5:  The employee and supervisor shall sign the agreed upon work plan. 
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Supervisor/Manager (Part III)  
 
Step 1: The supervisor/manger will indicate recommendation for approval or denial, sign 

and date Part III of the form.  
 
Step 2: Forward all Remote Work Request and Decision Forms to the Bureau Director 

for review.  
 
Bureau Director (Part IV) 
 
Step 1: Review all Remote Work Request and Decision Forms received from the 

supervisor/manager.  
 
Step 2: Discuss with the supervisor/manager the employee’s proposed schedule, remote 

work logistics, and complete list of remote work assignments in the request. 
Ensure that the employee’s productivity and performance is clearly defined.  
 
Review the photos to assess for potential safety and ergonomic hazards.  
 
Confirm the employee has adequate Internet bandwidth to support business 
needs remotely.   

 
Step 3: Indicate approval or denial of the employee’s request and the 

supervisor/manager’s recommendation, sign and date Part IV of the form. 
  

If a modification can avoid a rejection, discuss with the supervisor/manager. 
 

All denials require a narrative description explaining the reason(s) for denial 
attached to the form. 
 

Step 4:  Forward all Remote Work Request and Decision Forms to the Department Head 
for final review. 

 
Department Head (Part V) 
 
Step 1: Review all Remote Work Request and Decision Forms received.   
 
Step 2: Indicate approval/denial of the request on Part V of the form. 
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Step 3:  Return all approved requests to the Bureau Director, the Employee, and 
Personnel at ehsd_personnel_forms@ehsd.cccounty.us for tracking purposes. 

 
Denials  
 
Pursuant to the County Policy (Admin Bulletin 439, Sec. IV.E.) an employee whose remote 
work request has been denied, modified or terminated may request an appeal. 
 
Step 1:  The Department Head will return denied requests to the Bureau Director and 

employee via email. 
 

The employee has fifteen (15) calendar days from the receipt of the denial to file 
an appeal. The appeal form can be found on the EHSD Intranet.  
 
The employee must completely fill out, sign and return the Remote Work 
Request Appeal Form to Remote_Work_Appeals@ehsd.cccounty.us and copy 
their Supervisor/Manager and Bureau Director.  
 

Step 2: If the employee does not file a timely appeal by the 15th calendar day, the 
Department Head will send a copy of the denied Remote Work Request and 
Decision Form to the employee, the Bureau Director and to Personnel at 
ehsd_personnel_forms@ehsd.cccounty.us. 

 
  If the employee does file a complete and timely appeal, the Department Head or 

designee’s secretary will contact the employee to arrange a meeting date that 
shall occur within 15 calendar days of the request, consistent with County Policy 
Admin Bulletin 439.  Therefore, every effort must be made to conduct the 
meeting within the prescribed timelines. 

 
  Employees have the option to opt-out of the meeting and request to only receive 

written correspondence of their appeal decision instead.  
 

At the meeting, which may be conducted over the phone, via Zoom, or in-person, 
the Department Head or designee will hear the employee’s appeal and 
presentation.  The employee may be accompanied by their union representative. 
 

Step 3: The Department Head, or designee, shall provide a decision on the Appeal Form 
within ten (10) calendar days after the meeting and forward copies to the Bureau 
Director, employee, and Personnel at ehsd_personnel_forms@ehsd.cccounty.us. 

mailto:ehsd_personnel_forms@ehsd.cccounty.us
mailto:Remote_Work_Appeals@ehsd.cccounty.us
mailto:ehsd_personnel_forms@ehsd.cccounty.us
mailto:ehsd_personnel_forms@ehsd.cccounty.us
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The decision of the Department Head, or designee, is final and not subject to the 
grievance procedure or any other appeal (County Admin Bulletin 439, Sec. IV. 
E.). 
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Remote Work Request and Decision Form 

Part I – To be completed by Employee 

Employee Name:  ____________________________                     Job Title:     ____________________________                
Employee ID:        ______________
Department/Bureau:  ______________              Supervisor’s Name:  ____________________________ 

Official work Location/Unit:  ____________________________ 

This request is for a remote working schedule.  
Proposed start date: ______________             Proposed end date:     ______________ 

I request that I be permitted to work remotely as proposed below.  I acknowledge that this is just a proposal. 

Remote Work Logistics 
Phone number(s) to be used for conducting County business during 
remote work hours: 
For Supervisor/Co-Workers: 
For Customers/Vendors, etc.:   

Remote Work Address: 

Remote Work Assignments 

☐ See attachment for additional information.
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Employee Signature 
I have read the Remote Work Policy, have read and signed the Contra Costa County IT User Responsibility Statement (attached) and agree 
to comply with all provisions in these documents and in this Remote Work Request and Decision Form and am requesting approval for 
remote work. 

________________________________________________________________ _______________________________ 
Signature of Employee     Date 

Part II – To be completed by Employee/Supervisor
REMOTE WORK PLAN 

Day Work Hours Location 
Monday  Office   Remote 
Tuesday  Office   Remote 
Wednesday  Office   Remote 
Thursday  Office   Remote 
Friday  Office   Remote 
Saturday  Office   Remote 
Sunday  Office   Remote 
Total Number of Hours 

 

Training Assignments 

Equipment 
Once approved, the employee will receive the following tools and equipment for remote work use:

1. 6. 
2. 7. 
3. 8. 
4. 9. 
5. 10. 

Employee and manager/supervisor have met and completed/reviewed the above work schedule and work assignments and Employee 
agrees to abide by same.  Employee acknowledges: 

• They have read the Remote Work Policy and Contra Costa County Administrative Bulletin 541 and agrees to comply with all 
provisions in the policy, Responsibility Statement and in this Request and Decision Form.

• That remote work assignments may be modified from time to time pursuant to instructions in writing from Manager/Supervisor.
• That they are not allowed to modify their schedule and are not authorized to work overtime without prior written approval from 

Manager/Supervisor.

This work plan will become effective on ________ and continue until: (Specify Date) * _____________.     

______________________________________________          ___________________________________________________ 
Signature of Employee                               Date Signature of Supervisor                                            Date 

1. CCC Office Ergonomics Awareness Training Complete By: 
2. Complete By:. 
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*Subject to right of termination by either Employee and/or Supervisor/Manager at an earlier date 

Part III – To be completed by Supervisor/Manager 
Based on the Remote Work Policy and the proposal of the Employee herein, I recommend: 

 Employee’s request be approved. 

 Employee’s request for remote work be denied because: 
  Request will not achieve the benefits outlined in the Purpose section of the Policy 
  Request will not maintain or improve service delivery and productivity for the employee, colleagues and customers 
  Request will not enable continued performance of all current duties 
  Employee not in compliance with County and department rules, regulations and policies 
  Job performance does not demonstrate the ability to work independently 
  Job performance does not meet or exceed expectations 
  Employee cannot demonstrate that they have an appropriate remote work site 
  Employee cannot attend training on successful remote work or failed to successfully complete said training 
  Employee’s job assignment is not appropriate for remote work 
  Other: 

_______________________________________________________________ ________________________________ 
Signature of Supervisor  Date 

_______________________________________________________________ ________________________________ 
Signature of Manager Date 

Part IV – To be completed by Bureau Director 
I have reviewed the employee’s request and manager/supervisor’s recommendation. Based on this review, I have determined that 
remote working should be:   Denied      Approved subject to final approval of the Remote Work Plan. 

______________________________________________________________        _________________________________   
Signature of Bureau Director Date 

Part V – To be completed by Department Head 

I have reviewed the final work plan and said plan is  Approved    Denied  

_________________________________________________________________ _________________________________ 
Signature of Department Head  Date 
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Part VI – To be completed by The County Administrator’s Office 

 
*Only for requests where the employee is scheduled to work more than 50% or twenty hours of their weekly assignments remotely: 

I have reviewed the final work plan and said plan is   ☐ Approved      ☐ Denied  
  
 
_________________________________________________________________                                 _________________________________      
Signature of County Administrator (or designee)                                                                                         Date 
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*It is mandatory to track and report remote work hours to our county and state administrative oversight agencies. 
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Info Sheet – How to Verify Internet Bandwidth 

 
Purpose: With the increased need for Internet connectivity to facilitate doing our jobs 
remotely, EHSD has to establish standards required to work effectively. In order to verify a 
user has the necessary bandwidth to perform their job functions, the following procedure will 
be used to standardize gathering a location’s capabilities. 
 
1) Bandwidth Check - Using a County Laptop or PC connect to your home network 

a) Establish a wireless or wired connection to your home network 
b) Open the Edge browser  
c) Navigate to http://www.speedtest.net 
d) Press the Go button 
 

 

http://www.speedtest.net/
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e) Take a screen shot or snip using the snipping tool.  

      

 
 
 
2) Select File, then Print to provide the screen shot or snip as your verification of 

 bandwidth. 
 

3) The required download and upload speeds are at least 3Mb. 
 
If you encounter any problems or need additional assistance, please contact EHSD Help 
Desk at (925) 521-7200.   
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Phone Forward User Instructions 

 
* These instructions are for staff who have the old PBX phone system. Not for staff that have 
the new Cisco VoIP phones. 
 
Purpose: To enable the Zero out option to forward your desk phone. If a user needs to have 
their desk phone forwarded to an alternate phone number due to remote work or other 
reasons. 
 
This is a two-step process. 
 
1) To request your voice mail to be moved to the AT&T system: 

 
a. Call The EHSD Help Desk to request the voice box move.  
b. Provide the phone number that needs to be moved to the AT&T voice mail system. 
c. Provide The EHSD Help Desk with the alternate number to have your phone forwarded 

to. 
 

2) To change your voice mail greeting after the EHSD Help Desk or DoIT confirms that 
 your voice mail has been moved to AT&T: 
 
a. Login to your phone and change the greeting. 
b. Change your “personal greeting” to advise the caller to press 0 to reach your alternate 

phone.   
 
Ex: “Please press 0 to reach me on my mobile phone” 

 
After this change is made, incoming callers to your desk phone will have the option of pressing 
0 to be forwarded to the alternate number you provided. 
Note: If multiple staff from the same location need to have this feature enabled, please 
consolidate them into a single request when possible. 
 
If you encounter any problems or need additional assistance, please contact EHSD Help 
Desk at (925) 521-7200
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APPEAL PROCESS 
 
Pursuant to the County Policy (Admin Bulletin 439, Sec. IV.E.) an employee whose remote 
work request has been denied, modified or terminated may request an appeal. 
 

The Department Head will return denied requests to the Bureau Director and employee via 
email. The employee has fifteen (15) calendar days from the receipt of the denial to file an 
appeal. The appeal form can be found on the EHSD Intranet.  
 

Step 1:  The employee must completely fill out, sign and return the Remote Work   
   Request Appeal Form to Remote_Work_Appeals@ehsd.cccounty.us and copy  
   their Supervisor/Manager and Bureau Director. 
 
Step 2:  If the employee does not file a timely appeal by the 15th calendar day, the 

Department Head will send a copy of the denied Remote Work Request and 
Decision Form to the employee, the Bureau Director and to Personnel at 
ehsd_personnel_forms@ehsd.cccounty.us. 

 
  If the employee does file a complete and timely appeal, the Department Head or 

designee’s secretary will contact the employee to arrange a meeting date that 
shall occur within 15 calendar days of the request, consistent with County Policy 
Admin Bulletin 439.  Therefore, every effort must be made to conduct the 
meeting within the prescribed timelines. 

 
  Employees have the option to opt-out of the meeting and request to only receive 

written correspondence of their appeal decision instead.  
 

At the meeting, which may be conducted over the phone, via Zoom, or in-person, 
the Department Head or designee will hear the employee’s appeal and 
presentation.  The employee may be accompanied by their union representative. 

 
Step 3: The Department Head, or designee, shall provide a decision on the Appeal Form 

within ten (10) calendar days after the meeting and forward copies to the Bureau 
Director, employee, and Personnel at ehsd_personnel_forms@ehsd.cccounty.us. 

 
The decision of the Department Head, or designee, is final and not subject to the 
grievance procedure or any other appeal (County Admin Bulletin 439, Sec. IV. 
E.). 

mailto:Remote_Work_Appeals@ehsd.cccounty.us
mailto:ehsd_personnel_forms@ehsd.cccounty.us
mailto:ehsd_personnel_forms@ehsd.cccounty.us
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Remote Work Request Appeal Form 
 
Date:  ______________ 
 
To:  ____________________________ 
 
From:   ____________________________ 
 
The reason(s) for denial are indicated in the narrative description attached to the Remote Work Request 
and Decision Form. Employees have fifteen (15) calendar days from the receipt of the denial to file an 
appeal.   
 
Date denial was received by the employee:  ______________ 
 
Please indicate why you are appealing the remote work request denial and return the form to 
Remote_Work_Appeals@ehsd.cccounty.us.  
 
I would like to file an appeal based on the following reason(s): 
 
 
 
 
 
 
 
 
 
 
 
Please indicate your meeting preference:  
 

☐ Zoom/Teams ☐ Phone ☐ In-Person  ☐ Opt-out of meeting 
 

mailto:Remote_Work_Appeals@ehsd.cccounty.us
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___________________________________________ 
Employee Signature                           Date 
 

 
For Department Head/Designee Use Only 

 
Date denial was issued to the employee:  ______________ 
Date appeal form was received by Department Head/designee:  ______________   
 
Did the employee file a complete and timely appeal? 
 
 ☐ No. Forward copies of the Remote Work Request and Decision Form and Appeal Form to the 

employee, Bureau Director and Personnel at ehsd_personnel_forms@ehsd.cccounty.us.  
  

☐ Yes. Arrange to meet by ____________. 
 
☐ Yes, but prefers not to meet.  
 

 
Appeal Meeting Date:  ____________ 
Attendees: ____________________________ ____________________________ 
  ____________________________ ____________________________ 
  ____________________________ ____________________________ 
  
    

FINAL DECISION: 
 
☐ I, Department Head/Designee Name, APPROVE the remote work request and agree to overturn 
the denial based on the following terms and conditions: 
 
 
 
 
 
 
 
 
 
 

mailto:ehsd_personnel_forms@ehsd.cccounty.us
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Enter Employee’s Name.: Please update the Remote Work Request and Decision Form with the agreed 
upon modifications specified above, then resubmit it to the Department Head/Designee for approval. 
 
☐ I, Department Head/Designee Name, DO NOT APPROVE the remote work request based upon 
the employee’s reason(s) for appeal and this determination is final.  

 
Forward copies of the Appeal Form to the employee, Bureau Director and Personnel at 
ehsd_personnel_forms@ehsd.cccounty.us.  
 
 
 
 

______________________________________________________________ 
Department Head/Designee Signature                           Date 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:ehsd_personnel_forms@ehsd.cccounty.us
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1 Photo Credit: Retrieved from The 10 Best Ergonomic Office Chairs of 2021 (thespruce.com) on August 31, 2021. 
2 Photo Credit: Retrieved from Shop | Workrite Ergonomics | Innovative Ergonomic Office Products on August 31, 2021. 
3 Photo Credit: Retrieved from New Year's Resolutions- we've got your back! - Metric Office - Office Interiors & Furniture - Surrey (metric-
office.co.uk) on August 31, 2021. 
 
 
 

https://www.thespruce.com/best-ergonomic-office-chairs-4150337
https://shop.workriteergo.com/
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