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TO:  HUMAN RESOURCES BOARD  DATE:  DECEMBER 2, 2019  
 
FROM:   HUMAN RESOURCES DEPARTMENT   
 
SUBJECT: REVISIONS TO THE WORKPLACE SAFETY AUDITS POLICY (I-03), HAZARD 

COMMUNICATION POLICY (VI-01), AND THE NEW TELECOMMUTING 
POLICY (II-11). 

 
 
ISSUE:  
 
Approve revisions to the Workplace Safety Audits Policy (I-03), Hazard Communication Policy 
(VI-01), and the new Telecommuting Policy (II-11). 
 
 
RECOMMENDATION: 
 
That the Human Resources Board approve revisions to the Workplace Safety Audits Policy (I-
03), Hazard Communication Policy (VI-01), and the new Telecommuting Policy (II-01). 

 
 

BACKGROUND: 
 
The Workplace Safety Audits Policy was last revised in April 2014. As part of the Human 
Resources Department’s practice of regularly reviewing and updating policies and procedures, 
this policy was reviewed for content and form. 
 
The Hazard Communication Policy was last revised April 2014. As part of the Human Resources 
Department’s practice of regularly reviewing and updating policies and procedures, this policy 
was reviewed for content and form. 
 
The Telecommuting Policy is a new policy and was established to administer eligibility 
requirements and guidelines for the appropriate use of telecommuting as a substitute for 
commuting into a City facility. Due to technological advances and enhanced connectedness, the 
City recognizes that telecommuting is a viable work option when both the employee and nature 
of work are suited to such an arrangement.  A formal telecommute arrangement ensures 
transparency, preserves public trust and provides a framework for assessing the 
appropriateness of the work arrangement. 
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DISCUSSION 
 
Workplace Safety Audits – The updated policy includes revisions to the Health and Safety Audit 
Checklist. Major changes include the inclusion of an Audit Acknowledgement Form, which is an 
efficient tool in tracking the status of audit findings for accuracy. This policy also includes minor 
administrative changes to reflect process changes and to conform to a citywide format. 
 
Hazard Communication – The updated policy includes a restructure consistent with the United 
Nations Globally Harmonized System. The major changes include revisions to all references of 
Material Safety Data Sheets to the updated GHS standard Safety Data Sheets. Minor changes 
include revisions to the location and access to Safety Data Sheets for employee’s instruction.  
 
Telecommuting – Under the provisions of the new policy, the City will offer telecommuting to 
employees who are exempt from overtime requirements of the Fair Labor and Standards Act 
(FLSA). The policy clearly states that telecommuting is not an employee right and may be 
modified or terminated at any time based on the business and operational needs of the 
department. The policy also indicates that telecommuting is not appropriate for all employees 
and no employee is entitled or guaranteed the opportunity to telecommute. Lastly, the policy 
establishes guidelines of the approval process prior to telecommuting being approved. The 
employee and supervisor shall evaluate the employees job responsibilities, equipment needs 
and tax and other legal implications. The policy notes that telecommuting does not change an 
employee’s duties, obligations, responsibilities, or terms and conditions of City employment.    
     
The policies were reviewed by City Management and a City-Wide Policy Committee for their 
concurrence with policy changes.  
 
 
FISCAL IMPACT: 
 
There is no fiscal impact associated with this report.  
 
 
Prepared by: Stephanie Holloman, Human Resources Director 
Approved by: Rafael Guzman, Assistant City Manager  
 
 

Attachments:   
1. Workplace Safety Audits Policy (I-03) 
2. Hazard Communication Policy (VI-01) 
3. Telecommuting Policy (II-11) 


