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This telework policy is active in emergency situations if the City enters the response phase of an emergency as outlined in the City of Newberg Emergency Operations Plan (EOP) and it works to the mutual benefit of employees, the City and the City’s customers to have some employees work from home. 
Unless the City is closed for business and the City directs that non-essential employees will be paid for the day, employees are required to report to work at their regular office location or take sick, vacation or comp time according to the 2019 Employee Handbook policies, if they are unable to come to work.  If telework is approved for some employees, all hours not worked in the normal schedule for that employee, must be made up by sick, vacation or comp time. Employees without adequate leave should contact Human Resources if they cannot come to work during an emergency, to determine if a period of unpaid leave will be granted.
Definition of Telework
Telework is defined as working arrangements in which the designated workplace is located part time at an alternate location outside the employee’s regular work location, such as an employee’s residence, a satellite office, or an alternate City location.
General Provisions 
Telework is a privilege not a right.  Telework may be denied.
City Administrative Rules, collective bargaining agreements, and the Fair Labor Standards Act shall apply to employees while teleworking but the City’ Emergency Telework Policy is not subject to grievance procedures or to any other review or appeal procedures. An employee who believes the application to telecommute has been denied for arbitrary or capricious reasons may appeal the decision to the department head or designee. The decision of the department head or designee is final.

Telework cannot be required. The employee must demonstrate a willingness to participate in telework to their supervisor by contacting their supervisor, preferably in writing.
Telework requires prior, written approval as defined in the next section.  Requesting the opportunity to telework is an acknowledgement from the employee that they have read and agree to the policies governing telework.
Telework does not change the duties, obligations, responsibilities or terms and conditions of City employment.  Teleworking employees must comply with all City rules, policies, practices and instructions.
Requests for overtime must receive advance approval from the supervisor.  Requests for leave shall be approved by the supervisor in a manner consistent with City rules.
A teleworking employee must perform work during their scheduled teleworking hours.  Employees may not engage in activities while teleworking that would not be permitted at the regular worksite.  Teleworking employees may take care of personal business during paid breaks or unpaid lunch periods, as they would at the regular worksite.
Teleworking employees will maintain accessibility via email, telephone, mobile phone or as otherwise agreed to by their supervisor during agreed upon work hours or specific core hours of accessibility.  
Eligibility for Telework
An employee is eligible for telework with the written approval of both the immediate supervisor and the department head. 
If telework is granted the employee must report to the supervisor, the start and end time of the work and a written summary of the work that was completed.
Supervisors are encouraged to use the following guidelines to evaluate position and employee telework opportunities:  
A.	Position Eligibility
The performance of job duties is compatible with a telework arrangement, employee requires minimal supervision, and face-to-face interaction is not a primary job requirement and/or where such interaction can be successfully scheduled to permit telework. Positions that are essential to the management of on-site workflow or business operations may not be suitable for telework.  
B.	Employee Eligibility
· The ability to prioritize work effectively;
· Effective organizational and time-management skills;
· An absence of discipline problems in the employee’s work history
· A record of excellent attendance.
C.	The employee can provide the appropriate equipment in the alternate worksite to perform their assigned duties during telework.
D.	The employee shall have demonstrated their understanding, willingness and ability to properly protect the confidentiality of sensitive City data and software which may be protected from disclosure by public records and copyright laws.  This includes the ability to protect such sensitive data and software from all unauthorized individuals, including but not limited to the employee’s family and friends. Personal equipment must be protected with anti-virus software that protects against viruses, malware, ransomware and other cyber threats. 
Alternate Worksite Requirements
The employee is responsible to designate a work area suitable for performing official City business and to ensure that the alternate worksite is adequately supplied and maintained in a reasonably safe manner including at minimum a telephone where the employee can be reached, a computer, printer, adequate internet connection and other equipment appropriate to the employee’s job. Employees are responsible for ensuring their work areas comply with health and safety requirements.
City hardware, software, equipment and supplies provided by the City are for City business only.  A teleworking employee does not obtain any rights to City equipment, software or supplies provided for use while teleworking. The employee must immediately return all City property at the conclusion of the teleworking arrangement.
A teleworking employee must protect City property from possible theft, loss and damage.  The teleworking employee may be liable for replacement or repair of City property in compliance with applicable laws on negligence or intentional conduct in the event of theft, loss or damage.
A teleworking employee may not make copies of any City-owned software or add hardware or software to City equipment without prior written approval. 
The City is not required to provide a computer, printer, monitor, internet access, telephone or office furniture to the employee and will not reimburse for hardware, software, internet or licenses required to telework.
Employees who use their personal equipment for teleworking are responsible for the installation, repair and maintenance of the equipment and that it is compatible with City standards.  Teleworking employees must understand and agree that the City is entitled to, and may access any personal equipment, documents and records used while teleworking, such as a personal computer, telephone, fax machine and internet records.
Employees are expected to adhere to all City rules while teleworking as they would at their regular worksite.  This includes rules on confidentiality and access to City emails and files.  The City may require employees to work in a private or secure location which affords adequate protection when handling confidential or sensitive material and may restrict use of files at the telework site.  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.  Employees should not print any confidential information in a telework location to avoid breaches of confidentiality.
Worker’s Compensation
The City will have the same responsibility for job-related accidents or injuries to the employee at the alternate worksite that it has at the employee’s regular City office. Employees who suffer a work-related injury or illness while telecommuting must notify their supervisor and complete any required forms immediately.
The City does not assume responsibility for injury to any persons at the employee’s residence or alternate workspace within it.
Telework Product
The employee is responsible for converting and maintaining files to City standard formats.  The employee is responsible for protecting the integrity and confidentiality of copyrighted software and sensitive City data and following policies, procedures and practices to the same extent applicable to the regular office.
The Oregon Public Records Act and city ordinance regarding public information and public records apply to telecommuting employees. Public records include any writing containing information relating to the conduct of the public’s business prepared, owned, used, or retained by the City regardless of physical form or characteristic. Public information means the contents of a public record. Upon receipt of an appropriate request, and subject to authorized exemptions, a telecommuting employee must permit inspection and examination of any public record or public information in the employee's custody, or any segregable portion of a public record, within required time limits. This requirement exists regardless of where the public record is located.

Products, documents and records used and/or developed while teleworking shall remain the property of the City of Newberg and are subject to the City’s rules regarding confidentiality and records retention requirements, which may make employee-owned computers and storage devices subject to public records and evidentiary requests.
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