Town of Ludlow
Remote Work and Flexible Hours Policy

Purpose
The Town of Ludlow has implemented a remote work and flexible hours work policy to

provide more flexibility and work-life balance options for employees. This policy
establishes guidelines and procedures for effectively offering (1) remote work and
(2) flexible working hours for employees, on a part-time, intermittent or permanent basis.
Most Remote Work and Flexible Hours work arrangements will be part-time and all such
arrangements must be applied for each fiscal year. Not every employee will be eligible
for Remote Work or Flexible Hours due to their job responsibilities or work productivity.
Remote Work and Flexible Hours are not employee entitlements, but both offer flexible
work options for qualifying employees, while continuing to serve the needs of the Town
outside of the office.

To participate in Remote Work or Flexible Hours employees are required to: (1) complete
an Application and Agreement and (2) obtain the approval of their Department Head and
the Town Administrator or designee. The Employee Application and Agreement must be
completed in advance of any Remote Work or Flexible Hours work.

Participation in Remote Work or Flexible Hours work will not change the terms or
conditions of an employee’s employment with the Town. Any decision regarding the
eligibility to work remotely or flex an employee’s hours shall be at the discretion of the
Town, which decision is final and not appealable. The Town reserves rights to cancel or
suspend Remote Work or Flexible Hours work arrangements at any point, for any reason,
and may request an employee be present in the office at any time, regardless of the
employee’s Remote Work or Flexible Hours Work Agreement.

Eligibility

Remote Work and Flexible Hour options pertain to positions with flexibility in scheduling
and job functions that are supported easily without following typical department hours.
The decision to approve or authorize an employee for a Remote Work arrangement does
not entitle an employee to Flexible Hours work, nor does a decision to approve or
authorize an employee for Flexible Hours work entitle an employee to Remote Work. The
Town, in its sole discretion, may authorize one, both, or neither arrangement, which
decision shall not be grievable.

Employees may be eligible for Remote Work or Flexible Hours when:
e Their job is independent in nature
e Clear work objectives can be set, tasks can be clearly defined, and results can be
measurable without oversight
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e Their position does not require their presence at the regular worksite during regular
office hours to address unscheduled events

e Their presence is not essential to the management of on-sight workflow during
regular office hours

e Work can be completed remotely or during Flexible Hours without diminishing

quality or disrupting the productivity of any unit, namely their unit or another unit

with whom they work

They demonstrate responsibility and dependability

They communicate effectively with the public, coworkers, and supervisors

They possess good organizational and time management skills

Their position is not public facing, or if is public facing, their department is

sufficiently staffed during regular office hours to accommodate the public

Employees will not be eligible for Remote Work or Flexible Hours when:

e Their position requires regular in-person contact with staff or public and the office
is not sufficiently staffed during regular office hours to accommodate the public
A supervisor is required to oversee their work
They are unable to meet in-office performance standards in a Remote Work or
Flexible Hours setting, i.e., the quality or productivity of their work decreases.

e Remote Work or Flexible Hours work presents any undue costs, risk, or hardship
to the Town or Department’s operations as determined by the department head,
Human Resources or Town Administrator.

Equipment/Office Space/Supplies for Remote Work

Employees are required to use Town-issued or approved equipment for Remote Work.
Failures in equipment should be reported to managers and IT immediately. The Town
does not provide employees with office furniture such as desks, chairs, or lights for
Remote Work. Employees should work with their Department Head and IT to determine
equipment needs. Town-issued equipment remains the property of the Town at all times.
Employees are responsible for missing or damaged equipment. It is expected that the
employee will establish a suitable and secure workspace for Remote Work. The area
should be free from safety hazards and suitable for the work being performed by the
employee to be completed effectively and without distractions. Employees are expected
to use their own cellphones during Remote Work hours, without reimbursement or
additional compensation. The Town will not reimburse an employee for expenses related
to an internet connection for the Remote Work site. Any variable expenses accrued as a
result of the employee choosing to work remotely will be borne by the employee.

Note: The material contained on personal electronic devices used for official Town
business is subject to Public Records Requests, including but not limited to personal
emails, photo galleries, and text messages.
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Safety and Security Considerations for Remote Work

The security and sensitivity of information accessed remotely by an employee must be
maintained in accordance with the Town policies and procedures on security and
confidentiality. Failure to comply with security policies and procedures will result in
discipline up to and possibly including termination.

Employees are expected to maintain a home workspace that is free from safety hazards
and other dangers to the employee and Town-issued equipment. The Town is not liable
for loss, destruction, or personal injury that may occur in or to the employee’s home and/or
property. This includes family members, visitors, or others that become injured within or
around the employee’s home. Employees are responsible for the timely reporting of
workers’ compensation injuries. Employees are expected to use secure, non-public
internet access. Employees are also expected to utilize measures to protect confidential
and sensitive data including but not limited to working in a private setting, placing
documents in a secure, non-visible location,

Expectations

Employees should maintain the same level of productivity and effectiveness during
Remote Work and Flexible Hours as they would at their regular worksite and/or during
normal operating hours. Employees approved for Remote Work and Flexible Hours work
should work those hours specified in the executed agreement, unless otherwise
authorized by the Department Head, Human Resources, and the Town Administrator. A
summary of the tasks or responsibilities undertaken while performing Remote Work or
Flexible Hours work should be clarified in the applicable work agreement, and Department
Heads may request a written summary of activities completed during Remote Work or
Flexible Hours as needed.

In unplanned and temporary situations for short-term accommodation, the Department
Head can exercise discretion in determining whether an employee can accomplish at
least some part of their duties during Remote Work or Flexible Hours. Supervisors may
approve Temporary Remote Work or Flexible Hours Work for short periods of time to
allow employees alternative hours for reasons that are inclusive of the policy’s purpose,
with notice to the Town Administrator or designee, and subject to the Town
Administrator’s veto.

If Remote Work or Flexible Hours are being used temporarily due to medical necessity,
the Human Resources Department will require medical documentation which includes at
minimum: current work capacity and any restrictions/ability to work Flexible Hours, and
the frequency and duration of the restrictions. Temporary Remote Work or Flexible Hours
assignments shall be limited to two (2) month increments unless an extension is otherwise
approved in advance by Department Head, Human Resources and Town Administrator.

Employees approved for Remote Work or Flexible Hours work are expected to:
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e Work from their regular worksite or pre-determined Remote Work locations unless

given permission by supervisor.

Remain accessible and productive during scheduled work hours.

Work their full, typical schedule, i.e., work during regular working hours.

While performing Remote Work, be able to attend all meetings in a virtual capacity
from a private and quiet setting; supervisors may request certain meetings to be
in-person only and as such remote workers may be required to attend “short-
notice” in-person meetings when necessary

Respond promptly to emails and phone calls during scheduled work hours.
Follow all Town policies and procedures, and any applicable collective bargaining
agreements.

e Get advance approval from Department head before working more than their
scheduled Remote Work hours or Flexible Hours, or before any deviation
(“flexing”) from working the scheduled hours under their agreement.

e Report and request to their supervisor any absences from duty during Remote
Work and Flexible Hours work hours in the same manner as if they were scheduled
to work during regular operating hours.

e Remote Work and Flexible Hours are not a replacement for dependent care,
unless so approved, and are not intended to be used in place of vacation, sick,
family and medical, or other types of leave.

Procedures

1. Employees interested in Remote Work or Flexible Hours must make a request to
to their Department Head.

2. If the Department Head agrees with the request, the employee must complete an
acknowledgment and understanding of the Remote Work and Flexible Hours policy
and submit the Application and Agreement to Human Resources.

3. The Department Head, Human Resources Director and the Town Administrator
will review the application for approval.

4. If approved, before starting Remote Work, employee and Department Head should
work with IT to make necessary equipment arrangements. An inventory list of
equipment for Remote Work must be kept.

Department Heads should review requests for Remote Work and Flexible Hours and
ensure the highest level of public service is maintained. They should make sure this policy
is not abused and should set clear expectations and guidelines for an approved
employee’s performance expectations. They should monitor work and communicate
effectively with employees regarding their performance and duties. Supervisors should
monitor the work environment for any negative effects Remote Work or Flexible Hours
may have on the workload or morale of co-workers and may suspend or terminate a
Remote Work or Flexible Hours arrangement if it is in the best interest of overall team
productivity and performance.
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Weather Events and Remote Work

Employees with laptops or mobile phones are expected to work remotely during weather
events when Town Hall is closed to the extent practical under the circumstances. If a
weather event is anticipated, employees with laptops or mobile phones are expected to
bring said equipment home with them the night before the weather event.

Exceptions

The Town Administrator has the discretion to make exceptions to this Policy in the best
interest of the Town, such as during declared emergencies or other unique situations
mandating Remote Work or Flexible Hours work outside of a pre-approved arrangements.

Town Administrator Approval: Date:
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Ludlow Remote Work/Flexible Hours Agreement

Employee Information

Name: Job Title:
FLSA Status: [] Non-Exempt (Hourly) [ ] Exempt (Salary)
Department: Department Head:

This is an Agreement for the above-named Employee to participate in the following
work/hours arrangement:

[ ] Remote Work [_] Flexible Hours

The terms of this Agreement will be:

[ ] Regular & Recurring [ | Temporary

Normal Employee Schedule (Days and Hours):

Flexible Hours Work Schedule (Days and Hours):

Flexible Hours Work Start Date End Date
(The agreement must be approved for each fiscal year.)

Remote Work Schedule (Days and Hours):

Remote Work Start Date End Date
(The agreement must be approved for each fiscal year.)

Remote Work Location:

Performance Measures

The employee agrees to keep their supervisor reqularly informed of their progress on
work assignments during Remote Work/Flexible Hours and any problems experienced
while working Remote Work/Flexible Hours. The supervisor is responsible for evaluating
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employee work and ensuring high performance can be continued while working Remote
Work/Flexible Hours. Department Heads may also request a written summary of activities
completed while working Remote Work/Flexible Hours as needed.

List the type of work the employee will perform while working Remote Work/Flexible
Hours and how the supervisor will measure successful completion. Attach separate pages
as necessary.

**Acknowledgement**

| fully understand the terms of this Remote Work/Flexible Hours work arrangement as
outlined in the above policy. | understand that my supervisor or the Town of Ludlow may
discontinue my participation in Remote Work/Flexible Hours work at any time with or
without cause and the decision to discontinue is not grievable.

Employee Signature: Date:
Employer Approval

Department Head: Date:
Human Resources Director: Date:
Town Administrator: Date:
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