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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: REMOTE WORK NUMBER: 108/20

1. PURPOSE

1.1 The purpose of this policy is to enable effective implementation of Remote Work arrangements

2.1

3.1

3.2

3.3

3.4

4.1

within the City of Martensville where the employer determines them to be practicable. Each
Remote Work arrangement must be operationally feasible maintaining service, productivity and
safety, and must not generate additional costs.

SCOPE

The City of Martensville has adopted this policy to ensure that all approved work from home
agreements are honoured by providing staff members with appropriate compensation for their
efforts. The City recognizes working from home as an option that may meet a variety of interests
including, but not limited to, enhancing employee productivity and satisfaction, reducing
commute trips and addressing office space restrictions. The City recognizes that some roles and
individuals will benefit either more or less from working from home. Remote Work is not a
universal privilege and will be arranged on a case-by-case basis between individual employees and
their respective department head and is subject to approval by the City Manager.

DEFINITIONS

Remote Work / Work from Home — refers to a flexible work arrangement whereby employees
have approval to carry out some or a portion of their work duties from a remote or home location.

Official Workplace — refers to the location where the employee would normally work if there was
no Remote Work.

Remote Workplace — is the alternate work location; the place where the employee and the
employer have mutually agreed that the Remote Work will occur.

Remote Work — is the regular performance of work by an employee from a Remote Workplace.
Work produced by the employee while working from home remains the property of the City.
GUIDELINES

Performance expectations and the parameters of the Remote Work arrangement must be

explicitly defined. Remote Work does not alter or supersede terms of the existing employment
relationship, including the Collective Agreement where applicable. The employee remains
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obligated to comply with all City rules, policies, practices and instructions that would apply if the
employee were working at their Official Workplace.

The City of Martensville recognizes that working from home is not appropriate for all employees
or roles, nor is it an obligation, entitlement or right.

Remote Work shall not affect or conflict with any relevant legislation, procedures or policies of
the City of Martensville or provisions of the Collective Agreement.

CONSIDERATIONS

Hours of Work:

Work hours, compensation and leave scheduling while Remote Working continue to conform to
applicable Human Resource policies and/or Collective Agreement.

Requests to work overtime or use leave entitlements must be approved by the employee’s
supervisor in the same manner as when working at the Official Workplace.

Permission to Remote Work:

Permission to Remote Work is subject to prior approval and ongoing review by the employee’s
Department Head. All requests are subject to approval by the City Manager.

Remote Work is designed to meet business and productivity goals; use of Remote Work will not
be allowed to undermine this process.

Remote Work arrangements should be reviewed informally on an on-going basis and formally at
least on a quarterly basis, with documentation maintained on the employee’s official personnel
file.

Remote Work Arrangement Letter:

A Remote Work Arrangement Letter, signed by the employee and the Department Head, shall be
kept on the employee’s official personnel file.

At minimum, the Letter will be from the Department Head to the employee outlining the Remote
Work arrangements and shall include the following:

i Duration of the arrangement
ii. Specific notice requirements by which either part may terminate the arrangement



Mﬁﬁ&

POLICY AND PROCEDURE CITY OF MARTENSVILLE

NAME:

5.4

d)

5.5.

5.6.

a)

b)

c)

REMOTE WORK NUMBER: 108/20

iii.  The specific hours/days the employee will Remote Work
iv. ~ The Remote Work location
v.  Work Objectives

vi. Expected results and how they will be measured
vii. Issues of liability (personal, equipment, safety and health)
viii. Responsibilities for costs associated with Remote Work (e.g. utilities and insurance)

Performance Management:

No meetings or personal contact with citizens, clients or stakeholders shall occur at the Remote
Workplace.

The employee agrees to stay current on department and work team events and facilitate
communication with clients and co-workers who may be affected by the employee’s Remote
Work arrangement.

The employee agrees to keep their supervisor informed of progress on assignments worked on at
the Remote Workplace and any problems encountered while working from home.

The employee agrees to structure their time to ensure attendance at required meetings as
designated by the supervisor. The supervisor agrees to facilitate communication within the work
team.

Confidentiality:

The employee must hold in strict confidence and safeguard all information of a confidential nature
acquired in the course of their employment with the City, including that which pertains to a
Remote Working arrangement.

Equipment, Equipment Insurance and Office Supplies:

The employee must ensure the Remote Workplace is adequately equipped and maintained from
a health and safety point of view, ensuring dedicated space for use during completion of Remote
Work and the Remote Workplace is kept in a professional and safe condition.

The employee is to ensure connectivity to City I.T. and network services from locations outside of
City facilities. The City will not provide support for connectivity outside of City facilities. The City
will only provide support for City owned devices.

The employee accepts responsibility for any additional insurance, heat or electrical costs that are
required to maintain the Remote Workplace.



Mﬁﬁ&

POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME: REMOTE WORK NUMBER: 108/20
d) City owned resources may only be used for City business. The employee is responsible at all times

e)

f)

g)

h)

for ensuring the appropriate use of all City property.

The employee agrees to take reasonable steps to protect City property from theft, damage or
misuse. Depending on circumstances the employee may be responsible for damage to, or loss of,
City property.

When the employee uses personal equipment, software, data, supplies and furniture the
employee is responsible for maintenance and repair of these items unless other arrangements
have been made in advance and in writing with the Department Head. The City assumes no
responsibility for any damage to, wear of, or loss of the employee’s personal property.

The employee agrees to return, in good working order and in a timely fashion, all City-owned
items used at the Remote Workplace upon request or if the Remote Work agreement is
discontinued for any reason.

Required office supplies should be readily available to the Remote Worker. Remote Workers are
to have access to the same tools of the trade as do employees at the Official Workplace.

Each Remote Work arrangement is unique; needs and requirements will vary. Department Heads
will analyze Remote Work arrangements on a case-by-case basis and individual needs and
requirements will be considered and determined by the City.
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