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PURPOSE

The purpose of this policy is to establish parameters, procedures, and expectations for
employees regarding telecommuting work/remote work arrangements.

DEFINITIONS

Telecommuting — Also called teleworking, working from home, remote work, and
flexible workplace, is a work arrangement in which employees do not travel to a central
place of work. This is a working arrangement or work style where employees conduct
work off-site or outside of the employees’ primary workstation.

SCOPE
This policy will apply to all employees of the Fort Lauderdale Police Department.

POLICY

It is the policy of the Police Department to permit Telecommuting/remote work on an
occasional and /or ad hoc basis at the discretion of the employee’s supervisor and the Chief
of Police. If the Chief of Police wishes to approve any long-term, or regular remote work
for employees, the Chief shall first seek approval from the City Manager and must abide
by all terms and conditions set forth in PSM 6.22.2.

Telecommuting/remote work is not suitable for all positions within the Department.
Authorizing a telecommuting/remote work arrangement is a management right, not an
employee benefit, and it in no way changes the terms or conditions of employment with
the City.

During any period of telecommuting/remote work, the business and operational needs of
the organization must be maintained at all times, with no adverse effects on service
provided.

Employees approved for Telecommuting/remote work are required to abide by all
Department policies, are subject to the same rules and procedures as other employees and
are expected to meet all current performance objectives.

Employees approved for Telecommuting/remote work shall work from their home address
on record with the City, except for work-related travel within the State of Florida. Any
other exceptions must be approved by the Chief of Police.

REQUEST AND APPROVAL PROCESS
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1. All requests for occasional and/or ad hoc remote work must be approved by the
employee’s supervisor and the Chief of Police, or designee.

2. All requests for long-term, ongoing remote work must be approved by the City
Manager using the Remote Work Authorization Form (see Appendix 1).

3. Requests for reasonable accommodation under the American with Disabilities Act
(ADA) and/or Pregnant Workers Fairness Act (PWFA) must be routed for
approval through the City’s Office of Professional Standards.

4. Supervisors will evaluate requests to work remotely, on a case-by-case basis and
shall consider the following factors:

Operational needs of the specific unit and/or Bureau.

Ability of the unit/Bureau to maintain appropriate staffing and service
levels.

Impact on other staff members within the unit and the Bureau.

Past and current performance levels of the employee to include any
noticeable decline in employee performance during periods of remote work.

Whether there are effective and practical methods for monitoring employee
work performance.

Whether the position has clearly defined work that can be accomplished off-
site.

F. GENERAL GUIDELINES

1. Employees approved for Telecommuting/Remote work shall:

a.

Abide by all Department and City policies, rules, regulations and
procedures.

Be fully available and working during established operating hours agreed
upon with their supervisors (with the exception of lunch, breaks, etc.). Being
fully available includes being accessible via phone, e-mail, and/or virtual
meetings to supervisors, coworkers, vendors and the public as if the
employee is on-site.

Be required to follow Fair Labor Standards Act (FLSA) regulations and
overtime procedures, where appropriate for employee classification, and
follow established meal break as outlined in any applicable policies and/or
collective bargaining agreements.

Be available to report to the office worksite during regular working hours
at the request of their supervisor and/or Command Staff with or without
prior notice.

The approval of Telecommuting/Remote work does not create a right to
continue to  Telecommute/work  remotely. Permission  to
Telecommute/work remotely may be rescinded at any time, and for any
reason.
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10.

11.

12.

f. Attend all meetings and training as required.

g. Safeguard all City equipment supplied by the city, ensure surge protectors,
home network/internet connection etc. are working properly.

h. Utilize city equipment to conduct city business only.

1. Abide by the city’s cyber security guidelines.

J- Not conduct face-to-face business at their home offices, excluding video

conferencing. Cameras must be turned on during virtual meetings and
employees should be dressed professionally as if the meeting was on-site.

Telecommuting is not a substitute for child or dependent care.

Should an employee work remotely during a declared emergency, the provisions of
the City’s Declared Emergency Conditions Compensation Policy (PSM 6.31.1)
shall apply.

For security purposes, access to the City’s computer network is restricted to City
approved equipment.

All equipment requested for telecommuting/remote work must be approved in
advance by the Chief of Police or designee.

If equipment or connectivity is temporarily unavailable, the employee must report
to the office until the situation is corrected or the employee can carry out their duties
and workload without access to these resources.

Failure to comply with rules of employment, instructions and guidelines governing
the Telecommuting/Remote Work Program, may result in immediate cessation of
the Telecommuting arrangement and discipline, up to and including termination.

Eligible employees will establish an appropriate work environment within their
home for work purposes. The Department will not be responsible for any costs
associated with the initial set-up or upkeep of the home office. The home workspace
must be free of safety and fire hazards. The Department is not responsible for injury
to family members, visitors, or others in the telecommuter's home.

Eligible employees and their supervisors will determine the equipment required to
meet their performance objectives from the home office. The IT Department can
assist in determining the appropriate equipment required. Approval may be
contingent upon availability of such equipment. The Department will not be
responsible for any wear and tear, repairs, or damage incurred to personal
equipment used during business.

Eligible employees will immediately report loss, theft, or damage to city-owned
equipment to their supervisors.

All procedures and guidelines enforcing in-office hardware and software usage and
security apply to the home office.

If this policy conflicts with anything in the City’s PSM 6.22.2, the City’s PSM
6.22.2 shall take precedent.
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