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O Article 32 — FelecommutingRemote Work

Section 32.1. Felecommuting-and-Werk-fromhome-options-remete-worleThe City and the Association

agree that use of alterinatealiernate work options, including remote work or telecommuting, promotes
the health and safety of City staff: ensures high-guality work and optimal use of resources: ensures that
cultural, equity and accessibility issues are addressed in a meanineful wayv; and supports flexibility and
work-life balance for the City staff. The City and the Association encourages working remotely where it
is a viable option that benefits the employee and the City. The City may authorize telecommuting
remote work in accordance with the City’s Remote Work Policy (Employvee Handbook Section 2.5). er
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2.5 - Remote Work M

Remote work means an employee does their job from someplace other than a worksite
at a City facility, such as at home or at another suitable location. As a baseline, City
designated buildings, office worksites and/or locations are considered the primary,
default worksite locations.

The City Manager may make exceptions to the remote work policy to accommodate
needs of the City, such as facility, transportation, and/or other temporary resource
constraints that would benefit to the City by reducing City. expense, increasing
efficiency, and/or creating operational advantage. :

Remote work can often maximize productivity, reduoe commute trips, and
accommodate the needs of employees as well as the City. Remote work also helps the
City reduce traffic and greenhouse gas emlssmns consistent W|th the Climate Action
Plan. S i

The City supports remote work in situations..Where it is in the City's best interest as well
as in the employee’s interest. The City recognlzes twe—three three categories of remote work:

+ Regular - Regular remote work is remote work that is recurring, scheduled
and/or ongoing on a long-term basis an’ncrpated to exceed 30 days. Depending
on the circumstances. regular remote work: may be a mix of remote work and
work at a primary City location, or may be 100% remote. Regular remote work is
only available within the state of Oregon, with the possibility of time-limited
exceptions for employees who are transitioning in to or out of City employment
and who have a demonstrated need to work for a limited time from another state.
Regular remote work in: any other scenarlo requires advance approval by Human
-’;Resources and the Crty Manager

Atl regular remote work arrangements must be authorized in advance by the
Department Director. Any regular remote work arrangement that allows an
employee to work more:than 50% of the fime from a remote location requires
Human Resources approval in addition to Department Director authorization.
Remote work agre_e_r_nents may have a term of up to 12 months, and may be
extended in increments of up to 12 months at the discretion of the City.

¢ Short-term oer-Emergency— Short-term or emergency remote work is remote
work that occurs on a short term basis for less than 30 consecutrve ca]endar
days.@
emergent—srtuetten—as—determmed—by—the—&ty—Supemsors may authorlze short—
term er-emergensy-remote work on a case-by-case basis without Human
Resources review and without a written agreement in place. Short-term of
emergenecy-remete-work may occur from any location, subject to advance




o Demonstrated acceptable work habits including, but not limited to,
dependability, responsibility, and consistently met performance and
conduct expectations.

o Shown the ability to work independently without direct supervision.

o Demonstrated a high level of skill and job knowledge, as well as the ability
to prioritize work effectively.

o Proper remote work space: secure, ergonomic, and complies with all
health, safety, IT-related and cybersecurity requirements. Details for
Equrpment Information Security, and Confrdentlallty are included in the
Remote Work Agreement. s
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Remote work is a privilege, not an entitlement or a benefit. Supervisors and employees
must both agree that remote work is appropriate and desirable given the operational
needs of the position and the department. Remote work should not have a negative
impact on essential job functions, team members or the abrllty ofthe employee to be
invested in the workplace community. '

Remote Work Agreements. Emptoyees who are”i'nt'ereeted in a remote work
arrangement should contact their supervisor to discuss what options might be
approprlate and to complete and submit a Remote Work Agreement if one rs required.

Remote Work Agreement is avallable here and :nstructlons for submission are avarlable
here. S Chon o

If the Remote Work Aqreement is not approved the supervisor should provide a written
response to the emplovee expiammq the decrsmneeeemeeeeeﬂeereaeenée)rwhe—the

Employees must abide by the terms of their Remote Work Agreement. It recommended
agreements are reviewed at least semi-annually, but may be evaluated on an ongoing
basis to ensure that the employee’s work quality, efficiency, and productivity are not
compromised by the arrangement. The City reserves the right to approve or not approve
Remote Work Agreements, and to change Remote Work Agreements at any time and
for any business-related reason. The City may terminate_or modify thea Remote Work
Agreement with seven-fen business ealendar days’ written notice. The written notice
should include an explanationthe-reason for the terminationrescission or modification.
An employee may request to terminate or modify-ercancel their Remote Work
Agreement at any time._In the event an employee makes a request to terminate or
modifymodifies-ercancels their fRemote w\Work aAgreement, the City may have up to
ten (10) business days to prepare for the employee’s return to a City worksite or to
implement any other changes or adiustments the City deems necessary.,

Remote Work Standards and Obligations. Remote work does not change the terms
and conditions of employment with the City and all remote work arrangements are




= Child or Dependent Care. Remote work is not a substitute for child care or other
dependent care.

» Vacation or Sick Time. Supervisor approval is still required fo use any vacation,

sick, or other leave in the same manner as would be required if the employee is
working at a City facility.

» Fair Labor Standards Act (FLSA). The FLSA applles to all employees
regardless of their work location.

Remote Worksites

Remote Worksites. Establishing and maintaining an appropriate remote
worksite is the responsibility of the employee. Remote worksites must be suitable
for performing official City business safely and efficiently. Employees are
responsible for ensuring that the remote worksite is secure, ergonomic, and
complies with all health and safety requirements. The City may request
information, including but not limited to photographs, about the employee’s
remote worksite area to determme complfance With health and safety rules and
may assign ergonomics trammg

Retmbursement of Costs All costs related to the mltlal setup, maintenance, or
other incidental costs related to an employee’s remote worksite — including costs
related to providing internet or other networking capabilities — are generally the
responsibility of the employee and will not be reimbursed. The City reserves the
right to pay or reimburse such costs in its discretion and as circumstances may
require, including by providing increases in the City’s cellular device stipend to
offset the cost of increased mobile device usage. Out- -of-pocket expenses for
other materials and supplies will not be reimbursed.

Taxes. Employees should consult with a tax expert to examine the tax
implications of a home office. The City will not provide tax advice to employees.
Employees are further advised to contact their insurance agent for information
about the appropriate insurance for home worksites.

Mileage Reimbursement. When working remotely, the City office is the official
worksite for purposes of caiculating mileage reimbursement or other travel-
related expenses. Travel to and from a City worksite is generally not a
reimbursable expense.

Workers’ Compensation. Employees who work remotely remain subject
workers for workers’ compensation purposes. Any workers' compensation claim
submitted by an employee will be evaluated for compensability and responsibility
by the City's workers' compensation insurer. In the case of injury or occupational




e Network Security and VPN. Connecting remotely to the City's VPN does not
protect web traffic and internet access in the same way that it is protected when
working inside the City’s network. When working remotely, employees should
limit internet access to websites that are work related.

» Protecting Information and Records. The City takes the security of its
information and records seriously, whether an employee is working at a City
facility or at a remote worksite. Employees are responsible for keeping their City
laptop computer and home network secure, and for protecting all City-owned
records and materials from unauthorized or accidental disclosure of destruction.
Like their onsite counterparts, remote workers must adhere to all City Information
Security Policies and will report all security breaches or equipment compromises
immediate by calling the Service Desk. .

o __Confidentiality. Employees and their sup'ervisors shall identify any confidential,
private, or personal information and records to be accessed and ensure
appropriate safeguards are used to protect them. Employees may not disclose
confidential or private files, records, materials, or information, and may not allow
access to City networks or databases to anyone who is not authorized to have
access. All City data must be stored on City authorized file storage locations.

Miscellaneous

Remote work ’fhat is’ mconsmtent with the Employee Handbook or the Remote Work
Policy may result in correctlve aotnon

The City cannot necessarlfy guarantee dedicated space at a City facility for every
employee who is performlng remote work, either during the period of remote work or
once an employee ceases remote work and returns full-time to a City facility.

Nothing in thls policy is mtended to ilmlt the Clty s ability to institute additional remote
work policies, rules, practices, or guidelines in the event of emergency situations to
protect the health, ee_fety and welfare of City employees and the public.




