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REMOTE WORK MODEL POLICY
Prepared July 18, 2022
Find more information on personnel policies in the Personnel Policies Chapter of the League’s Human Resources Reference Manual.

· The template does not provide cites for any state law or federal regulation, etc. Instead, such references are to the name of the particular law or to “Minnesota law” in general. The idea is that this will create less need for update if a statutory cite is changed. Cities are encouraged to use the Personnel Policy Chapter of the online HR Reference Manual to find actual citations.
· Remote Work policies can have many benefits for the city including:
· Maximizing employee efficiency and eliminating downtime due to weather, illness, traffic and other factors
· A strong, positive impact on employee engagement, satisfaction, and retention
· Ability to attract candidates from a broader geographic range
· Saving on city workspace needs and associated maintenance
· Reducing traffic and associated maintenance
· Positive environmental impacts from reduced car travel
· Potential to expand hours of operation and service delivery
· However, not everything in this sample policy will work for every city. Each city should evaluate which aspects of this model policy would benefit its employees as well as help manage the needs of the City effectively. 

[image: ] This icon marks places where the city must customize the model policy. They offer additional provisions, optional language, or comments for your consideration. The icon, and language you do not wish to include, should be deleted from this model before use. Make other changes, as needed, to customize the model for your city.

Purpose
[City name] is committed to providing excellent customer service for our residents, as well as attracting and retaining critical employee talent, increasing productivity and efficiency and saving on workspace and costs. A remote work policy provides these benefits to the city and is hereby adopted according to the guidelines below.
This policy governs the practice of working remotely from locations other than a city facility, including an employee’s home. Remote work should not adversely affect other operational needs of the City. It is voluntary for the employee and at the sole discretion of management.
General Guidelines
Remote work as defined for this policy includes:
· Working all scheduled hours off-site, or
· Working some scheduled hours off-site and some on city premises.
Regardless of location, a remote worker remains responsible for all job duties, responsibilities and obligations associated with their position, even if such duties require the employee to come into a city facility while performing work remotely. Employees and supervisors should seek to find solutions to maximize benefit to the city and to the employee.
All City employees who meet the eligibility criteria will be considered for remote work on a case-by-case basis, where creative work arrangements have been shown to accomplish both work and personal goals, and meet the criteria and guidelines set forth below. Remote schedules may need to change to accommodate the needs of the city or when employee job duties change.
When making the decision to approve remote work, supervisors and the City Administrator will consider the following guidelines:

· The remote work arrangement must be set in advance and approved by the supervisor and the City Administrator. 
· Remote work requires the same focus on job duties as if the employee were in the office; constant interruptions from household members, pets or other distractions may disqualify an employee from remote work.
· There must be adequate department coverage during all standard hours. 
· There must be no adverse impact on internal or external customers.
· There must be no known safety issues associated with working remotely.
· There must not be any known security issues with technology or otherwise, in order to protect nonpublic government data.
· Employees working under a Performance Improvement Plan are not eligible for remote work.
· Internal and external customers must be given direction on whom to contact in the employee’s absence if the employee is not available during all business hours.  
[image: ]Optional Language: The City of ___________ uses (e.g., Teams, Skype, Zoom, etc.) to facilitate communication with both internal and external customers.)  
· The schedule must not result in additional overtime for the employee or co-workers. 
· The employee will receive no more than eight hours of holiday pay for each city holiday.
· The employee [will/will not] be allowed to work outside the State of Minnesota.
· The supervisor or City Administrator may end the remote work arrangement at any time, with at least [image: ][enter whatever notice your city is willing to provide, considering that employees may need to make lifestyle changes to discontinue remote work; suggest no less than two weeks’] notice to the employee.

Remote work arrangements may vary depending on the position and department. Supervisors are responsible for determining the work schedules within their departments, subject to the approval of the City Administrator. Because the primary focus is serving the needs of the customers, it is important to realize remote work arrangements may not be possible for some positions. 

Employees and supervisors should also consider various types of scheduling options for efficiency and productivity, including:
· Entire weeks in the office or working remotely
· Certain days in the office; remaining days working remotely
· Whether to have entire teams of employees in the office on the same day each week or at the beginning of each month

It’s also important for the supervisor to consider perceptions of fairness among team members.  For example, allowing one employee to work remotely every Friday may be perceived as unfair by other members of the team.

A remote work agreement is included in this policy as Appendix A.  It is to be completed and signed by [the City Administrator] and the employee prior to beginning the remote work. 

Eligibility for Flexibility in the Place of Work

Individuals requesting remote work arrangements must be employed with the City for a minimum of [[image: ]enter what your city is willing to accommodate or consider making this available immediately upon hire, considering that new employees may need time on-site initially to get to know job duties, office procedures and coworkers] months of continuous, regular employment and be successfully performing their job duties, as determined with supervisor input. 

There may be additional considerations when an employee requests remote work as a reasonable accommodation and the city will consider those requests on a case by case basis. 

[image: ]Optional Language if the City has a Separate Reasonable Accommodations Policy: 
The City of _____________ will follow its Reasonable Accommodations Policy in considering such requests.

Supervision and Performance Evaluation

For employees who are working remotely at least half of their schedule, supervisors must hold regular meetings to discuss work progress and issues for the first three months. These meetings can be conducted by phone, virtual computer technology or in person. Evaluation of remote worker performance beyond the initial three months will be consistent with that received by employees working at the office. 

If work performance declines or becomes unsatisfactory, the remote work arrangement may be terminated at the discretion of the city.

Work Hours, Calendars and Meetings

The employee and supervisor will agree on the number of days of remote work that will be allowed each week, the work schedule the employee will customarily maintain, and the manner and frequency of communication. The employee agrees to be accessible by phone, virtual computer software or email within a reasonable time period during the agreed upon work schedule. Depending on the employee’s position and the needs of the City, the work schedule may include core hours during which the employee must be available or the schedule can include greater flexibility for the employee to work outside the city’s normal business hours.

[image: ]Optional Language to reinforce that remote work is not personal time:
Remote work hours are not to be used for personal activities such as running errands or as a substitute for daycare. (Note that some remote work policies allow flexibility in how the time is used, as long as the employee meets performance standards; this is especially true for exempt employees).

Remote workers who are not exempt from the overtime requirements of the Fair Labor Standards Act (FLSA) will be required to record all hours worked in a manner designated by the City. Such employees will be held to a higher standard of compliance than office-based employees due to the nature of the work arrangement. Hours worked in excess of 40 hours per week, will require advance approval of the supervisor. Failure to comply with this requirement may result in termination of the remote work arrangement. 

Remote workers who are exempt from the overtime requirements of the FLSA must follow the City’s normal payroll and timekeeping policies and are generally accountable for their normal work week hours (e.g., for most full time employees that will be at least 40 hours/week).[footnoteRef:1] [1:  https://www.osa.state.mn.us/media/o1rlhhs0/employeetimekeepingproc_0808_statement.pdf ] 


All remote workers must use sick, vacation or compensatory time off as needed to cover periods of time off, following the city’s normal paid leave policies. 

[image: ]Optional Language for cities with employees using electronic calendars. Remote workers are responsible for keeping their electronic calendars up to date and accessible to anyone in the city for all scheduled work hours. Appointments for doctor or other private appointments can be marked as “private” or “personal time out of office.” Include travel time as needed to help others schedule meetings.

Remote workers must attend all required meetings, including those which normally would be held on a remote workday, and are also responsible for obtaining information from optional meetings when such meetings impact their work with the city. Supervisors are responsible for setting expectations for their work teams regarding whether meeting attendance will be in-person, remote or a combination, considering these guidelines:

· Meetings of a sensitive, highly interactive, or complex nature are best held entirely in-person (e.g., brainstorming, troubleshooting, project “kick-off” meetings, performance reviews, disciplinary meetings).
· Allowing some workers to attend remotely and others to attend in-person could result in perceptions of unfairness or in some employees missing out on key information (such as when the in-person staff continue to discuss the topic after remote workers log off).  Supervisors need to be prepared to address these issues.
· In-person business meetings with others cannot be held at an employee’s home.


Work Environment and Technology

For employees working remotely on a routine basis, the employee must establish an appropriate work environment to avoid problems associated with safety or poor ergonomics (see Appendix A for a diagram of an ergonomic work station). The City will not be responsible for costs associated with initial setup of the employee’s remote office such as remodeling, furniture, lighting, repairs, or modifications to the office space. Employees will be offered appropriate guidance in setting up a workstation designed for safe, comfortable work. 

[image: ]Optional Alternative Language:
The City will provide employees with appropriate technology (e.g., computer, monitor(s), docking station, mouse, keyboard, headset) for one location, either on-site at City officers or off-site. Employees who work in a hybrid remote work situation (both at the office and at home) are responsible for providing the required technology to work remotely. This includes a reliable internet connection. All city-owned equipment must be returned upon termination of the remote work arrangement or at termination of employment.

The City will supply the employee with the appropriate office supplies (pens, paper, etc.) for their assigned job responsibilities. The organization will also reimburse the employee for all appropriate business-related expenses such as phone calls, shipping costs, etc. reasonably incurred in accordance with job responsibilities.

[image: ]Optional Alternative Language:
The City will supply the employee with the appropriate office supplies (pens, paper, etc.) for their assigned job responsibilities. The organization will also reimburse the employee for all appropriate business-related expenses; however, the employee may be required to come into the office in order to perform some duties such as mailing, scanning and photocopying.

The City (will/will not) provide reserved office space for remote workers who remote entirely from home but need to come into the office on an occasional basis. 

City Employment Policy and Benefits Coverage

The City’s normal policies and procedures (for example, computer use, data practices, respectful workplace, outside employment, etc.) apply to employees working remotely. Employees should ask their supervisors if they have any questions about whether or how a particular city policy applies to a remote work environment. 

An employee working remotely is generally covered by the City’s Workers' Compensation insurance while acting in the course and scope of employment and must report any injury to their supervisor as soon as possible.  

[image: ]Optional Additional Language:
The City will adhere to all legal requirements for employees working outside the State of Minnesota, including tax withholding, wage and hour laws, and other mandated benefits in that state. (Note: Cities will need to work with their City Attorney to determine what those laws are and when they are applicable. Also see Employment Law Considerations for Out of State Workers)



LMC Remote Work Model Policy
Appendix A



Office Ergonomics Guide Sheet
You may not be aware of it, but over time, working at your computer may be needlessly overstressing parts of your body.  Sore muscles, eyestrain, tension and fatigue could be reduced by modifying your workstation.

The diagram below is an overview of an ergonomic workstation for a computer user.  Ideally you should position your work surfaces and computer accessories to fit you after you are first sitting properly in your ergonomically adjusted chair.
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