Town of Yarmouth
TELEWORK / WORK FROM HOME POLICY
Policy Name: Telework / Work from Home Policy
Policy No.: TOY 53
Effective Date: September 10th, 2020
Reviewed:
1.0

Introduction
The purpose of this policy is to establish the Town of Yarmouth’s administrative guidelines for
employees that are working in remote locations. The intent is to promote teleworking as a means
of achieving efficiencies, reducing office congestion, supporting business continuity operations
plans and sustaining the hiring and retention of a highly qualified workforce by enhancing a work
life balance.
Telework means to work from the employee’s home or another location rather than the principal
place of employment. This is an alternative work arrangement available to employees through a
mutual agreement between employees, Directors and the Chief Administrative Officer. Telework
is not an entitlement. It is based on the needs of the job and the work group and in accordance
with the employee’s same performance expectations and other approved or agreed upon terms.
The attached Telework Agreement would be completed by the employee with their Director. The
Chief Administrative Officer provides for final approval of all Telework Agreements.

2.0

Guidelines

2.01

Teleworking does not change the conditions of employment or required compliance with Town
of Yarmouth policies and procedures.

2.02

Employees who telework must be available to communicate with those whom he/she normally
conduct business (e.g. Director, clients, colleagues, management team, etc.) by phone, video
conference and email while teleworking.

2.03

Employees must respond to inquiries in the same manner and timeframes, as he/she would if
he/she were in their principal place of employment.

2.04

Work must be able to be completed without diminishing the quality of customer service or
completion of task.

2.05

Teleworkers will manage dependent care and personal responsibilities in a way that allows them
to successfully meet job requirements.

2.06

The employee must obtain advance approval from their Director before working any overtime.

2.07

Clients, co-workers and contractors cannot visit the teleworkers remote office.

2.08

The telework days are to be agreed upon by the employee and Director and shared with all
department staff and human resources.
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2.09

Directors must provide appropriate remote supervision and establish communication protocols
with telework employees.

2.10

Directors must regularly evaluate teleworking and make improvements as necessary.

2.11

If telework is required on a continual daily basis, the Town of Yarmouth will compensate for 50%
of monthly internet cost up to a maximum of $50.00.

2.12

Any Town of Yarmouth documents used in the remote office should be kept in the designated
work area at the remote office and not be made accessible to others.

2.13

From the perspective of Occupational Health and Safety, employees are responsible for
maintaining a presentable, safe and secure work area. Employees will have the same
responsibility for safe work practices, accident prevention, and accident reporting as in the
primary office.

2.14

All property owned by the Town and used by the teleworker is to be returned to the Town when
the employee ceases telework.

2.15

Equipment provided to the employee may not be used for personal purposes.

2.16

Under certain circumstances staff may be permitted to use their personal equipment to
telework with approval from their Director and in consultation with IT.

2.17

The teleworker must notify his or her director in the event of an emergency.

2.18

In a case where there is a communication service failure (no internet or power) the teleworker
shall report to the primary office to continue working.

2.19

Normally telework will not be approved for more than one day per week.

2.2

Violation of these terms and conditions can result in discipline and could lead to termination
where appropriate.

Clerk’s Annotation for Official Policy Book
Date of Adoption: September 10th, 2020
I certify that this ‘Telework / Work from Home Policy’ was adopted by Council as indicated above.
Town Clerk:
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Date:

Telework Agreement
Telework/working from home is working at a location other than the primary office location. This is an
option that management may choose to make available to employees when appropriate. Employees do
not have a “right” to telework and this work option may be terminated by the employee or the Town at
any time.
Changes to job, duties, assignments, projects or changes to operational needs may have an impact on the
suitability of telework; therefore, directors are responsible for periodically assessing this agreement with
the employee to address any change in suitability.
Telework Information

Employee Name

Director Name

The parameters of this Agreement are valid for the following period of time, unless terminated early by
the department:

□

Initial Trial Period 3-6 months

/

/

to

/

/

□

Annual Recertification and Renewal

/

/

to

/

/

Telework Schedule
It is understood that telework days must be scheduled in advance and agreed to by the Director and
approved by the Chief Administrative Officer. At certain times, it may be necessary for the telework
schedule to be revised to ensure deadlines are met, to attending meetings, or to ensure operations are
supported. Any changes by the employee in the agreed upon schedule must be pre-approved,
documented and attached to the Agreement.
This arrangement must be reviewed and renewed at least annually to ensure the standards outlined in
the Telework Policy (attached) are being followed.
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The following telework schedule is being established:

Telework site address:
Number of Telework Days:

per week

Monday

From:

To:

Tuesday

From:

To:

Wednesday

From:

To:

Thursday

From:

To:

Friday

From:

To:

per month

Please outline any Town of Yarmouth supplies or tools that will be brought to the telework office:

I have reviewed the conditions of this Telework Agreement with my director and agree to the
conditions. The terms of this Agreement will remain in effect until the Agreement is terminated or
amended in writing by either of the parties, or the approved teleworking period ends.

_________________________________
Employee Signature

Chief Administrative Officer

_________________________________
Date

_________________________________
Date
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