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HUMAN RESOURCES
POLICY: WORKING REMOTELY

Policy HUM 1.09

POLICY STATEMENT

Highway 14 Regional Water Services Commission is committed to providing a flexible, healthy, and safe
work environment for our employees and considers remote work to be appropriate for some employees
and some roles, but not necessarily for all employees and all roles. Remote work allows employees to
work at home, on the road or in at an offsite location. Highway 14 Regional Water Services Commission
recognizes an appropriate balance of remote and on-site presence is important for organizational culture,
career growth and employment engagement. Remote work does not change any terms and conditions of
employment with Highway 14 Regional Water Services Commission. Remote work is a privilege and can
be revoked if the employer or employee needs are not being met.

DEFINITIONS

Customer External stakeholders such as citizens, the general public and
community, as well as internal stakeholders such as Highway 14 Water Services
Commission employees

Dependent Family A spouse or dependent children as defined by the Highway 14 Regional Water
Services commission general health benefits plan

Hybrid Work: A remote work model where an employee regularly splits their work time between
the remote and Highway 14 Regional Water Services Commission work
locations, based on a mutually agreed upon arrangement between the employee
and their General Manager/supervisor.

Hybrid Work Agreement: An agreed upon arrangement that confirms an employee’s understanding and
commitment to the parameters of the Highway 14 Regional Water Services
Commission Hybrid Work program and provides their remote work location(s)




Primary Work Location: The work locaticn where an employee spends maore than 50% of their work time.

Remote Workspace: A workspace at a location other than a Highway 14 Regional Water Services
Commission workplace located within a 2.5-hour drive of the Primary Work
Location. Typically, this will be a designated secure space in the employee’s
home.

Working Remotely: A work model where an employee's default work location is a Highway 14
Regional Water Services Commission workspace, with the ability to work
remotely on occasion as mutually agreed upon by the General
Manager/supervisor and employee

Workspace: The space in which an employee works

GUIDELINES

Highway 14 Regional Water Services Commission employees are permitted to work remotely only if their
job duties permit it. Individuals who are required to have direct physical contact with customers may not
be eligible for remote work under this policy. Employees who have been with the company more than 12
months, have had a no disciplinary actions, and perform most of their duties in a way that can be
performed successfully from a remote location may be eligible for remote work.

Highway 14 Regional Water Services Commission employees may be permitted to work remotely full-
time, on certain days or by dividing their schedule between the office and a remote location. Reasons that
could prompt a remote work arrangement include but are not limited to:

¢ Inclement weather

¢ Natural disasters

+ Declared emergencies
¢ Childcare issues

¢ Medical conditions

¢ Lengthy commutes

PROCEDURES

Remote work arrangements may be ad-hoc, occasional, temporary or permanent depending on the
needs of Highway 14 Regional Water Services Commission and must be approved by the employee’s
manager.

To request permission to work remotely, employees must submit a request at least two days in advance.
Exceptions may be granted on a case by cases basis at the discretion of the manager and focusing first
on the business needs of the organization.

If the remote work request is for more than one week, the employee and manager must meet to agree
upon specific goals, schedules and deadlines.

If the employee and manager agree, a remote work agreement will be prepared and signed by all parties.




Remote Work Conditions :

An employee must remain productive, connected and secure. The employee must establish an
appropriate work environment. Highway 14 Regional Water Services Commission is not responsible for
costs associated with the setup of the employee’s home office, such as remodeling. All employees
working remotely must have a high-speed Internet connection, reliabie phone connection and must be
available during their regular working hours.

An employee must follow all Highway 14 Regional Water Services Commission policies defined in the

Employee Handbook and must report their time each day. Non-compliance with policies may lead to
revocation of remote work privileges and/or disciplinary action up to and including termination.

IMPLEMENTATION

Highway 14 Regional Water Services commission may provide specific equipmentitechnology/tools in order
for the employee to perform their duties and responsibility in an effective and efficient manner. If an employee
who do not have a company-supplied computer must have a computer running pre-approved VPN software
and anti-malware software. The employee must install software updates when available, must use full-disk
encryption, must use a strong, unique password for each account, must not allow nonemployees to access
Highway 14 Regional Water Services Commission data, and must have a pre-approved data backup plan.
Employees are expected to ensure the protection of proprietary company and customer information
accessible from their home office. For more information, the employee should review all policies with Highway
14 Regional Water Services Commission IT and security personnei to ensure they are in compliance with all
applicable company policies.

Evaluation of Remote Work :

Employees will be evaluated according to Highway 14 Regional Water Services Commission evaluation
policies and substandard performance may lead to the revocation of remote work privileges and/or disciplinary
action up to and including termination.

Legal and Tax Considerations :

The employee must determine any tax considerations or taxable benefits.

Child and Dependent Care:

A hybrid or remote Work arrangement are not a substitute for child or dependent care. Employees are required
to ensure dependent care, childcare or family care demands and personal commitments do not impact
work responsibilities or service levels. Employees must ensure appropriate plans are in place to manage
personal commitments outside of work time. When necessary, employees may access applicable leave
entitlements for which they are eligible to manage personal commitments.

Liability:

The employee's Remote workspace will be considered an extension of the Highway 14 Regional work location
or workspace. Highway 14 Regional will remain liable for any work or job-related accidents, injuries or
ilnesses to the employee that occur in the employee’s remote workspace during the employees’ working
hours. Highway 14 Regional assumes no responsibility or liability outside of the agreed upon working hours.




Employee must ensure that personal insurance policies cover work arrangements. Highway 14 Regional
Water Services Commission may request a copy of the employees’ insurance policy, confirming coverage for
Remote Work arrangements. Costs of insurance coverage is the employee’s responsibility.

An approved Working Remotely Agreement is required for all eligible employees, to be signed by the
employee and their supervisorfmanager and placed to their employee file.
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