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Probation Employees Working at Off-Site
Locations
419.1   PURPOSE:
To establish guidelines for Supervisors and Managers when an employee of the Probation
Department is assigned to an offsite office either part or full time.

419.2   DEFINITIONS:
Offsite: A location where a probation employee may work that is different from their immediate
supervisor. Offsite locations can include, but are not limited to, law enforcement agency stations,
court offices, schools, and satellite offices.

419.4   RESPONSIBILITIES:

I. Supervisor/Manager shall:

A. Conduct monthly visits at the offsite location.

B. Meet with the employee and ensure the worksite is appropriate.

C. Document the monthly visits in their Outlook calendar or keep an offsite visit log.

D. Provide a copy of the Outlook Calendar or offsite visit log to their immediate
Division Director or above as requested.

E. If supervising staff participating in a Department/County Telework Program,
follow all Department/County guidelines and requirements pursuant to the
relevant policies/procedures.


