CITY OF NEWTON, MASSACHUSETTS

Departrnent of Human Resources

City oF NEWTON TELEWORK PoLicy
SEPTEMBER 1, 2025

1) PURPOSE and SCOPE

(a) The City of Newton recognizes the importance of effectively serving the public while

adapting to the changing needs of our workforce.

(b) The purpose of this Telework Policy (the “TWP” or the “Policy”) is to support the

(c)

operational needs of the City of Newton (the “City”) while providing our workforce with
flexible options that enhance job satisfaction, work-life balance, and productivity. By
establishing clear standards for teleworking, the City aims to provide services effectively
and efficiently while attracting and retaining talented employees.

This Policy is not intended to be a universal employee benefit but rather a work option
granted at the discretion of the City and based on each department’s operational needs,
the requirements of the individual employee’s position and the ability of the employee to
telework successfully.

2) APPLICABILITY

(a)

(b)

(c)

This Policy applies to all regular full-time and part-time non-represented employees of the
City, excluding those employees under the supervision and control of the School Committee.
This Policy further excludes members of the School Committee, City Council and any other
appointed or elected board, committee or commission, and any other position specifically
exempted by the City. Employees subject to a Collective Bargaining Agreement (CBA) may
apply for telework under this Policy only if their union bargains for the right to do so and
enters into an agreement with the City.

The determination whether an employee may telework shall be made by the Department
Head and/or their designee (hereinafter referred to as “Department Head”) and Human
Resources Director and/or their designee (hereinafter referred to as “HR Director” or “HR”),
with consultation from the employee’s managers or supervisors, where necessary, and with
the approval of the Mayor.

While telework may be available upon hire, this will not be true in every case and will
therefore be a determination made solely by the City in its discretion and consistent with this
Policy. Hiring managers and Department Heads shall seek assistance from the Human
Resources Department when contemplating a Telework Arrangement at the start of
employment.
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(d) While the provisions regarding performance, conduct and security apply, Telework
Arrangements approved as a reasonable accommodation under the City’s ADA program may
include terms that that separate and distinct from the terms of this Policy. Questions about
reasonable accommodations should be directed to the Human Resources Department.

(e) Please see section 8 for a list of terms and definitions used throughout this Policy.

3) PoLICcY

(a) General Provisions:

(i)

(ii)

(iif)

(iv)

Employment Terms:

Telework is voluntary unless otherwise specified. Either the employee or the
City may discontinue the Telework Arrangement at any time. Employees are
not entitled to due process related to any City decision on Telework
Arrangements, including approvals or denials, or a City decision to discontinue
a Telework Arrangement.

Past approval of telework, whether formal or informal, is not a guarantee of
continued approval. Approval of a Telework Arrangement for one employee is
not a guarantee that all employees in the same job classification will receive
approval.

Telework does not alter the basic terms and conditions of employment
including but not limited to wages, overtime compensation, insurance benefits,
paid leave, salary reviews, workers compensation, and sick leave.

While teleworking, all City and departmental policies, wage and hour laws, and
where applicable relevant collective bargaining provisions remain in effect.

All employees, whether in the regular work location or telework location, shall
adhere to all City policies, rules, regulations, department guidelines and
procedures, as well as other state and federal laws, including but not limited to
those concerning security, ethics, privacy, and confidentiality.

Telework shall not adversely affect customer and employee service delivery,
employee productivity, or the progress of an individual, team or department
assignment as determined by the Department Head.

Employees who have been the subject of disciplinary action or a documented and
approved performance improvement plan in the previous twelve months are not
eligible for telework. Additionally, the City may discontinue a Telework
Arrangement as part of disciplinary action or as part of a performance
improvement plan.

Employees acknowledge that the City may use technology to monitor their
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timekeeping, attendance, and work productivity both in their regular work location
and telework location.

Departments may create departmental telework guidelines consistent with this
Policy. Such guidelines may impose heightened requirements, such as additional
anchor day(s) and/or additional in-person days per week. All departmental
telework guidelines shall be reviewed and approved in advance by the Human
Resources Department and the Executive Office.

(b) Attendance/Scheduling/Paid Leave:

(i)

(i)

(iif)

(iv)

(v)

Except for unusual circumstances as determined by the City, this Policy requires
that employees to work at their regular work location for a minimum of three days
per workweek, which shall be prorated in the case of any eligible, part-time
employees. Three days per week in person provides adequate regular office hours
for meetings, access to facilities and supplies, departmental and citywide training
and employee events, and communication and relationship building with other
employees and overall quality service which can be compromised with fewer
employees in-person and minimizing the need to reorganize the work of other
staff.

To promote collaboration, Tuesday shall be a City-wide, in-person workday
otherwise known as an “anchor day.”

Employees are expected to telework on consistent weekdays (e.g., “Wednesdays
and Fridays”). That said, the City will require flexibility by the teleworker due to
operational needs; the City may or may not be able to modify the teleworkers in
person days to accommodate changes to their regular teleworking schedule.

Employees must report to their Department Head any absences from duty during
telework hours in the same manner as if they were scheduled to be at their regular
work location. Any and all City and/or department rules regarding
overtime/compensatory time apply in the same manner whether an employee
reports to the regular work location or the telework location.

Generally, when a teleworking employee’s regular work location is closed and is
not accessible to other similarly situated employees (such as during a declared
snowstorm where the Mayor has officially closed a public building), the teleworking
employee will not be required to telework or to use paid leave time.

1. Under certain circumstances where operational needs require, however, the
City retains the right and sole discretion to direct employees to report to their
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telework location rather than to their regular work location.

While teleworking can facilitate an employee’s ability to manage both work and
dependent care, teleworking is not a substitute for dependent care. While performing
official duties, teleworkers should arrange for dependent care just as they would if they
were working at their regular work location. Employees should not be engaging in
dependent care activities while performing official duties.

Availability/Levels of Service:

(i)

(i)

(i)

(iv)

(v)

Teleworkers must be fully available to supervisors, coworkers, and the
public/customers during scheduled work hours via telephone, teleconference,
email and/or text. Employees shall timely respond to emails, phone calls, and other
communications whether in the telework or regular work location.

Teleworkers must remain available for both scheduled and unscheduled meetings,
training, and other interactions by phone or video conference, and be able to
report to their regular work location on short notice if directed by their Department
Head. Telephone conference or video conferencing may be offered as an
alternative to in-person attendance, when possible and effective, by the
Department Head.

The employee shall promptly notify the Department Head of any equipment failure
or other circumstances that interfere with the ability to telework. Department
Heads may reassign a teleworking employee to another project and/or require in
person work at the regular work location in the event of equipment failure or other
interference.

Departments with teleworkers shall maintain a department calendar where
teleworking employees must indicate when they are working from the telework
location and provide both email and telephone contact information.

Department Heads and teleworkers should capitalize on technology and software
that may be available and approved by the IT Department to ensure seamless
availability and productivity. The Department Head, in consultation with the IT
Department, has sole discretion in requiring the use of technology or software for
the teleworker.

(d) Telework Location and Safety:

(i)

The designated telework location must be within a reasonable commuting range
from the City of Newton, free from health and safety hazards, equipped with
reliable internet service, and provide a quiet, private environment, especially when
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discussing confidential or sensitive information.

(ii) Before the telework location changes, either permanently or temporarily, the
employee must inform their Department Head, discuss any implications on
availability or changes to work capability, and obtain approval consistent with this
Policy.

(iii) It is the responsibility of the employee to ensure proper ergonomic health while at
a telework location. Employees may contact the Human Resources Department for
resources on workplace ergonomics. If employees have concerns about being able
to safely utilize their equipment or telework location, they must notify their
Department Head and immediately cease teleworking until a solution, if possible,
can be identified.

(iv) Employees must continue to abide by all applicable City safety policies regardless
of their work location.

(v) Standard workers’ compensation practices apply. If injured while teleworking, the
teleworker must report the injury to the Department Head immediately, following
standard City reporting procedures and immediately cease teleworking until a
solution, if possible, can be identified. Worker’s compensation will not apply to
non-job-related injuries that occur at the telework location.

(vi) The City does not assume responsibility for injury to any person other than the
employee at the employee’s residence or alternate workspace within it, or any
other telework location.

(vii) Compensability of all workers’ compensation claims is thoroughly investigated by
the City’s Workers Compensation and Safety Manager. Depending on the nature
and theseverity of the injury, an investigation may be initiated upon notification at
the telework location. The investigation will be carried out by the Workers
Compensation and Safety Manager and/or other designee(s) of the Director of
Human Resources.

(viii) Employees who telework in a state other than Massachusetts shall follow standard
City reporting procedures and shall file any claims in the Commonwealth of
Massachusetts, regardless of the state in which the illness or injury occurred.

(e) Technology Use:
(i) The City of Newton Information Technology (IT) Department will maintain a list of

resources, required security guidelines, and a self-assessment checklist for
employees to use to help secure their city-issued computer at the telework
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(i)

(iii)

(iv)

(v)

(vi)
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location.

Teleworkers must comply with all City cybersecurity protocols, including using
Virtual Private Networks (VPNs) when accessing sensitive systems and avoiding
unauthorized software or tools that may pose security risks.

Employees must take all reasonable steps to prevent any security or data breaches
while teleworking. If an employee becomes aware of a potential lapse in security
involving their device, software, network, or internet connection, they must
immediately stop teleworking and report the issue to the City’s IT Department for
resolution before resuming telework. Continued telework without addressing
security concerns may result in corrective action in accordance with City policy.

When City equipment is used for teleworking, the employee must exercise the
same reasonable care for the equipment as would be expected while working in-
person.

City equipment and/or software may not be used by other household members or
any other non-City employees. City-owned software may not be duplicated except
as authorized in writing by IT.

During work-related video calls, employees are required to maintain a professional
appearance, wear attire appropriate for the workplace, and use the “blur”
background feature or another City-approved virtual background to preserve
privacy and minimize distractions.

Information and Records

(i)

(ii)

(iii)

Information and records produced by teleworkers conducting City business is
subject to public record requirements regardless of the ownership of equipment
used. Employees shall use City-issued equipment to conduct City business.
Otherwise, employees may be required to provide the City with full access to their
personal property so that the City can respond to record or information requests,
subpoenas, court or administrative orders, and investigations.

Work done on behalf of the City at the telework location is official City business.
Products, documents and records used by/or developed while teleworking shall
remain the property of the City and are subject to Department and City rules
regarding confidentiality, disclosure, and records retention requirements.

Any destruction or disposal of any records, including copies of records, must only
be done in the regular work location and only in accordance with state and federal
law, regulations, and City policies and procedures. Employees shall abide by all
legal and other requirements to maintain confidentiality of all data and records in
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the regular work location and in the telework location.

Employees must use electronic versions of files when teleworking. Original public
records should remain in the office, and copies shall be properly disposed of when
no longer needed.

Any and all City property used while teleworking shall be promptly and securely
returned to City premises as soon as the teleworker has completed the assignment
that required the usage of the City property at the telework location.

(g) Covered and Non-Covered Expenses:

a.

(i)

(iif)

(iv)

(v)

(vi)

Any variable expenses accrued as a result of the employee choosing to telework
will be borne by the employee. The City will not reimburse an employee for
expenses related to an internet connection for the telework location.
Employees should arrange their schedule to print documents while at their
regular work location. If the employee chooses and is permitted to print
documents at the telework location, the employee will not be reimbursed for
printing expenses.

Supplies required to complete assigned work at the telework location shall be
obtained from the City during the teleworkers in office work periods and shall be
approved by the Department Head when such needs are not customary office
supplies/needs.

Employees will not be paid for travel between the telework location and the
regular work location nor between the employee’s place of residence and the
telework location (if they are at different locations), even under circumstances
when the teleworker must unexpectedly report for an in person workday,
meeting or event.

The City will not be responsible for damage or losses that occur to the employee’s
equipment and/or real property in the course of teleworking.

Telework Arrangements:

When reviewing new or continued telework applications, Department Heads must
confirm that the employee meets the eligibility criteria in Attachment A: Eligibility
Guidelines for Employees and Department Heads. Department Heads must also
confirm the request and Telework Arrangement will not create more than de
minimis cost, risk, or operational disruption to the City or department. They must
also ensure teleworkers understand and comply with all applicable IT security and
data protection protocols.

Department Heads should consider indicators of an employee’s ability to perform
telework successfully, which may include but are not limited to: consistent high
performance and productivity; high level of job knowledge and skill; a positive
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attitude toward assigned work; self-motivation and highly organized; highly
reliable work history and trusting of supervisors and team members; establishes
priorities and manages time; thrives working independently; maintains
communication with supervisor(s); informs supervisors with adequate notice when
a deadline cannot be met; has no relevant discipline; conduct or performances
concerns; is able to take a call, address an urgent email or pivot to an emergency
meeting in the same way they might during their in person working days; reports
manageable boundaries between work and personal life and shows signs of
frequent overwork or burnout, etc.

Each Telework Arrangement must be evaluated by the Department Head with the
employee on an annual basis. Reports of such evaluations shall be submitted to
the Human Resources Department for record keeping in the official employee’s
personnel file. While yearly review is required under this Policy, quarterly
evaluation of telework is recommended. Telework evaluations are to be carried out
in addition to the regular and consistent employee evaluations by supervisors.

The Telework Arrangement must clearly outline the following:

1. Telework schedule: The employee’s work schedule shall be outlined and
follow wage and hour laws, City Personnel Policies, and collective bargaining
agreements, where applicable.

2. Location: The telework location must be stated, including address and
description, i.e., whether it is a home or other office.

3. Availability: The means by which the employee can and will be available during
telework, including email and phone number. Departments should work with
the IT Department regarding use of MiCollab and other communication
options.

4. Evaluation: The criteria that will be used to evaluate the success of the
Telework Arrangement, including how often the Telework Arrangement will be
evaluated.

5. Use of City resources: Any City-owned property or other City resources the
employee will use when teleworking and the terms and conditions under
which such resources will be used.

PROCEDURES

a. Current Employee:
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To request a telework arrangement, eligible employees must
complete the City of Newton Telework Policy — Telework Application
which can be requested from their Department Head and/or the
Human Resources Department.

Applications should be submitted at least twenty business days prior
to the proposed start date of the Telework Arrangement.

The application must be complete, accurate, and include the
proposed telework location and confirmation of its suitability, the
requested telework schedule (including in-person days and
acknowledgement of the City-wide anchor day on Tuesdays), plans for
maintaining productivity, quality, and level of service, availability and
contact information during telework, any requested use of City-
owned equipment or resources with justification, and a plan for
safeguarding City records and complying with IT and data security
protocols.

b. Department Head:

Upon receipt, the Department Head should review the completed
Telework Application and verify that the employee meets all
applicable criteria as outlined in this Policy before completing their
designated Department Head sections of the City of Newton Telework
Policy — Telework Application.

The Department Head should assess whether the Telework
Arrangement will maintain or enhance service levels, productivity,
and quality within the workgroup or department, and determine
whether the Telework Arrangement will impose more than de minimis
cost, risk, or operational disruption to the City. Clarifications may be
sought from the employee as needed.

The Department Head shall discuss the application with HR and the
Mayor/Executive Office before granting approval, an approval with
conditions, or a denial of the request and shall then submit the final
decision in writing to the employee within twenty business days of
receipt. Except in cases where further review is required, all timelines
should be followed.

Final approved and signed Telework Arrangements shall be forwarded
by the Department Head to the Human Resources Department for
final review, processing and archival in the employee’s personnel
record.
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c. Human Resources:

The Human Resources Director and/or their designee will review
Employee Telework Applications and the proposed Telework
Arrangements before the Department Head takes any action on the
request.

Human Resources will confirm that the proposed Telework
Arrangement complies with all applicable Policy provisions, and that
it contains documented measures for performance, availability, and
IT security.

Human Resources will assist in the review of the application with the
Department Head and Executive Office.

Human Resources will maintain the approved Telework Arrangement
in the employee’s personnel record, track review and evaluation
dates, and coordinate any ADA-related requests to ensure compliance
with state and federal law.

d. Mayor/Executive Office:

The Mayor and/or their designee will review Telework Applications
with the Department Head and Human Resources, before the
Department Head takes any action on the request. The Mayor retains
authority to approve or disapprove of any Telework Arrangement.

e. Telework Consideration for Candidates at the Start of Employment

Depending on the position and the candidate telework may or may
not be appropriate at the start of employment. While it is
recommended that new employees spend an established initial
period working solely in the regular work location, Department Heads
and hiring managers wanting to offer an initial Telework Arrangement
to a new employee should work with the HR Department to
determine suitability and consider whether:

1. Telework will attract and retain quality talent;

2. Training and orientation of the new employee can be
successful while teleworking;

3. Essential functions of the position can be performed while
teleworking, specifically during the probationary period;

4. The candidate displayed during the selection process the
ability to work independently, communicate virtually, and
manage their time (such as through previous telework
experience and through their references); and
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5. The candidate has a suitable telework location and reliable
technology and internet access.

ii. If after contemplating the considerations above, the HR Department
and Department Head determine that offering a Telework
Arrangement from the start of employment is appropriate and/or
essential and have received the approval of the Mayor and/or their
designee, the initial Telework Arrangement:

1. Shall be documented as part of the conditional offer of
employment, which shall also state that telework must be
requested again and considered anew after the conclusion of
the probationary period; and

2. Should only be granted for the first six months (or the period
of the probationary period or approved extensions, where
applicable); then revisited after this period in compliance with
the sections of this Policy applicable to Employee Telework
Applications for current employees;

iii. All communications to new employees or candidates for employment
regarding telework options should be approved and processed by the
Human Resources Department in collaboration with the Hiring
Manager and Department Head.

iv. Department Heads and Hiring Managers should expect a potential
delay in the conditional employment offer process if they choose to

offer a Telework Arrangement upon hire.

(viii) TERMINATION OR SUSPENSION OF A TELEWORK ARRANGEMENT

a. The City of Newton reserves the right to modify, suspend, or terminate any
Telework Arrangement at its sole discretion and at any time, with or without
cause, subject to applicable laws and collective bargaining agreements.

b. A Department Head may initiate termination or suspension of a Telework
Arrangement when job performance, productivity, or service levels are
impacted, when operational needs change such that telework is no longer
effective or efficient, or when the employee fails to comply with any
provision of this Policy or the terms of the Telework Arrangement.

c. Exceptin cases of serious misconduct or operational necessity, the City will
give the employee at least five business days’ notice prior to the termination
or suspension of a Telework Arrangement. The employee must report to
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their assigned regular work location following the termination or suspension
of the Telework Arrangement, unless otherwise directed.

d. All Telework Arrangements are subject to periodic review and may be
allowed to lapse at the end of their authorized term without renewal.

(ix)  EXCEPTIONS

a. The Mayor and/or their designee, with input from the Human Resources
Director and the Department Head, have the discretion to grant exceptions
to one or more provisions of this Policy and any relevant attachments or
addendums when it is necessary to address urgent or unique operational
needs of the City, to respond to extraordinary individual employee
circumstances, or when it is otherwise determined to be in the best
interests of the City of Newton. Any such exception must be documented in
writing, must specify the Policy provision being modified or waived, and
must be filed in the employee’s personnel record. Exceptions may be
temporary or ongoing, as determined by the approving authority, and may
be revoked at any time. Exceptions are expected to be rare.

(x) Acknowledgements and Additional Forms

a. All employees to which this Policy applies are required to acknowledge
receipt of this Policy at the start of employment whether or not they intend
to apply for a Telework Arrangement, by reviewing, signing and submitting
Attachment A — Receipt of Policy. This document acknowledges receipt of the
Policy and is not considered an application for a Telework Arrangement.

(xi)  DEFINITIONS

Anchor Day: A specific weekday designated by the City when all telework-eligible
employees are required to be physically present at their regular work location.

City Equipment: Property including but not limited to devices, technology, and resources
provided and owned by the City of Newton for official work purposes. This can include
but is not limited to: laptops, desktop computers, monitors, keyboards, phones,
software, and accessories.

Confidential Information: Any information regarding City business, records, or

employees that is not public and must be protected under City, state, or federal laws
and policies.
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Department Head: The employee appointed to lead a City department, or their

authorized designee, with authority over personnel, operations, and telework approvals
within the department.

Eligible Employee: A City employee who meets the criteria established in the Telework

Policy and any relevant attachments, and has received written authorization from the
Department Head, Human Resources, and the Mayor/Executive Office to participate in a
Telework Arrangement.

Executive Office: The Office of the Mayor and any designated representatives

responsible for reviewing and approving telework arrangements.

In-Person Workday: Any workday during which the employee is required to be physically

present at their regular City work location over and above the anchor day, that may be
required through the employee’s specific teleworking departmental regulations.

IT Department: The City of Newton's Information Technology Department is responsible
for cybersecurity, technology guidelines, and equipment support.

Reasonable Accommodation: Modifications or adjustments provided under the
Americans with Disabilities Act (ADA) to enable an employee with a disability to perform

their essential job duties, including possible telework arrangements.

Regular Work Location: The employee’s usual and official City workplace or office

assignment, to which they report when not teleworking.

Telework: An approved flexible work arrangement allowing an employee to perform
their regularly assigned duties, at an approved telework location that is not their regular
work location, on a scheduled basis. The terms “telework” and “teleworking” are used
interchangeably unless otherwise specified.

Telework Arrangement: A mutually agreed-upon arrangement, subject to City approval,

specifying days and conditions under which the employee may telework.

Telework Application: The official City form completed by an employee to request

consideration for telework, including required documentation and acknowledgements.

Telework location: A work place, other than the regular work location, that is approved

by the employee’s Department Head as suitable for telework.

Telework Policy: This operational policy issued by the City of Newton, outlining the

eligibility guidelines, procedures, requirements, terms, and conditions for participating
in a Telework Arrangement.
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Teleworker: An employee who is approved to perform some or all work duties under a
Telework Arrangement.

Workers’ Compensation: Benefits provided under state law for workplace injuries or
illnesses, applicable to incidents occurring at a Regular Work Location and in limited
circumstances, at an approved telework location during official work hours.
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Attachment A: Eligibility Guidelines for Employees and Department Heads

Eligibility Guidelines for Employees: To be eligible for participation in the Telework Policy,

employees must:

O

Demonstrate indicators of successful teleworking, including but not limited to:
consistent high performance and productivity; a high level of job knowledge and
skill; a positive attitude toward work assignments; strong self-motivation and
organizational skills; a track record of reliability and trustworthiness with
supervisors and team members; effective prioritization and time management;
the ability to work independently; reliable and proactive communication with
supervisors including providing adequate notice if deadlines cannot be met;
absence of relevant disciplinary, conduct, or performance concerns; flexibility to
respond promptly to calls, urgent emails, or emergency meetings as would be
expected during in-person work; and the ability to report and maintain healthy
boundaries between work and personal life without signs of frequent overwork or
burnout.

Demonstrate that teleworking will not have a negative impact the productivity,
quality, or level of services provided by the employee, the workgroup, or the
department.

Demonstrate that they will be available and able to participate in both scheduled
and impromptu interactions, meetings or trainings by phone or through
videoconferencing.

Establish and indicate a designated telework location that is within the
communicating range of the City of Newton, devoid of any health or safety
hazards, is supported by dependable internet connectivity, and affords a quiet,
private setting, particularly when handling confidential or private information.

Demonstrate that they are able to report to their regular work location on short
notice when it is determined as necessary by the employee’s Department Head.

Demonstrate that they are able to maintain a professional appearance during all
work-related video calls, including wearing attire appropriate for the workplace
and while teleconferencing, use the “blur” background feature or another City-
approved virtual background to maintain privacy and present a distraction-free,
professional environment.

Maintain strict adherence to all applicable cybersecurity protocols while
teleworking. This includes but is not limited to the use of Virtual Private Networks
(VPNs) when accessing sensitive City systems and data or not using unauthorized
software or tools that may pose a security risk to City resources or data.
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Acknowledge and agree that the City may use technological tools or systems to
monitor timekeeping, attendance and work productivity while they are
teleworking.

Not have been the subject of disciplinary action or a performance improvement
plan within the past 12 months.

Have a documented Telework Arrangement that has been approved by the
Department Head, Human Resources and the Mayor.

Abide by the terms of the City of Newton Telework Policy including the terms of
an approved Telework Arrangement.

Eligibility Guidelines for Department Heads: Department Heads should follow the guidelines

listed below when reviewing an Employee Telework Application and/or continuing an
employee’s Telework Arrangement. Department Heads should:

O

O

Ensure that the employee meets the eligibility standards noted above.

Ensure that the Telework Arrangement does not result in more than a minimal cost,
risk, or disruption to the City or to the operations of the department.

Ensure that teleworkers understand and comply with any applicable IT and data
protocols.

Take into consideration indicators of a successful Telework Arrangement which may
include, but are not limited to: consistent high performance and productivity; high
level of job knowledge and skill; a positive attitude toward assigned work; self-
motivation and highly organized; highly reliable work history and trusting of
supervisors and team members; establishes priorities and manages time; thrives
working independently; maintains communication with supervisor(s); informs
supervisors with adequate notice when a deadline cannot be met; has no relevant
discipline; conduct or performances concerns; is able to take a call, address an urgent
email or pivot to an emergency meeting in the same way they might during their in
person working days; reports manageable boundaries between work and personal life
and shows signs of frequent overwork or burnout, etc.

Abide by the terms of the City of Newton Telework Policy including the terms of an
approved Telework Arrangement.
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City oF NEWTON TELEWORK PoLIcY

Attachment B: Employee Receipt of Policy

| acknowledge that | have received a copy of the City of Newton Telework Policy.

| understand it is my responsibility to read the Policy and to become familiar with the
expectations and requirements that may apply to me.

| further understand that if | want to apply for a Telework Arrangement, that | am to complete
the City of Newton Employee Telework Application and that | can obtain a copy of a blank
application by contacting the Human Resources Department or my Department Head.

| also understand that | may not telework without having applied and been approved through a
Telework Arrangement.

Employee Acknowledgement

Employee Name:

Employee Position:

Department:

Signature:

Date:




