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PURPOSE:

The Charter Township of Northville is committed to helping employees maintain a healthy
work/life balance while minimizing potential risks and exposures by offering the ability to
request remote work access for select, scheduled periods of fime.

POLICY STATEMENT:
Remote work involves a specific request for a specific period of fime. An employee will
not be allowed to remote work when:

a. The nature of the job requires the employee to be on-site at the Township Hall or
other designated work location, or

b. The job duties cannot be performed from a remote location, or

c. The employee does not regularly demonstrate high levels of performance and
productivity, or

d. The employee requires in-person interaction with other employees, customers,
and/or contractors to carry out the duties of his or her position.

It is within the Township's sole discretion to determine when any of the above-referenced
factors is present.

Employees who are approved to work remotely must maintain high standards of
performance. Any remote work request must be approved by the employee’s
department Director and may be discontinued or denied at any fime for any reason.

SCOPE:
All permanent employees of the Township are eligible to request remote work.

PROCEDURES:
1. Employees who work remotely will be held to the same policies, rules, and standards
as on-site employees and will be required to:

a. Maintain equal productivity with on-site workers, where applicable, and

b. Keep an accurate account of both work hours and work completed in those
hours, and

c. Be responsible for any Township property, including equipment, materials, and
intellectual property used off-site, and

d. Remember that they are representatives of the Township regardless of working
location, and
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e. Maintain a workplace that is free from recognized hazards and that complies
with all occupational safety and health standards, rules, and regulations.

2. The Township will not be responsible for loss, damages, or wear of any equipment,
furniture, or supplies owned by the employee, and the employee is responsible for
insurance coverage for, or reimbursement for, the cost of Township-owned
equipment in the event of a natural disaster, fire, or employee’s own doing in which
the equipment becomes inoperable or destroyed at the employee’s residence or
other remote work location.

3. Avuthorization to work remotely may be denied or canceled at any time by the
Township without advance notice, at which time, the employee must return to in-
person work at the Township Hall or other designated Township work location.

4. Director and Management level employees, as well as other Permanent Township
employees (as defined in 5.2.001 Employment Classifications), may have Township
owned equipment assigned to them indefinitely for remote work as
needed/requested.

a. Director level employees must have approval from the Township Manager prior
to working remote.

b. Management level employees and other Permanent Township employees
must have approval from their department Director prior to working remote.

5. Permanent Township employees who do not have Township owned equipment
assigned to them must complete and sign the Remote Work Authorization Form and
submit to their director each time they request to work remote. Upon approval, the
employee will be assigned Township owned equipment and must return alll
equipment at the end of the remote work assignment.

FORMS:
5.2.002.1A Remote Work Authorization Form.

ENFORCEMENT:
Violation of this policy may result in discipline up to and including termination, in
accordance with 5.1.008 Disciplinary Policy.

RELATED INFORMATION:
5.1.008 Disciplinary Policy
5.2.001 Employment Classifications
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