
TOWN OF HARTFORD  
Remote Work Guidelines 
Remote work is the practice of working at home or another work site (other than as described 
in the employee’s job description) instead of physically traveling to the Town of Hartford office. 
It is an alternative to working at the Town office that may be granted to certain employees 
pursuant to the circumstances and conditions outlined below. Remote work is not an employee 
benefit, but an alternate approach to fulfilling the Town’s work requirements.  
 
Remote work is not a substitute for childcare, eldercare, or an opportunity to fulfill other family 
or personal responsibilities. If children or adults in need of primary care are in the alternate work 
location during employees’ work hours, some other individual must be present to provide the 
care. 
 
Three categories of remote work for Town employees: 

• Offsite Full Time 
• Offsite Part Time on a scheduled basis 
• Offsite as needed 

 
Approval: All full-time, part-time, and ad hoc remote work arrangements must be approved in 
advance by the Town Manager, after a recommendation from the Department Director and 
Human Resources.  
 
Criteria for approved remote work agreements: Consideration of remote work requests 
will be based on operational feasibility and job suitability first, then the incumbent’s ability to 
effectively work remotely. Individuals requesting remote work must possess the following 
characteristics: well organized; flexible; proven performer; self-discipline to perform without 
supervision; self-motivation to accomplish tasks independently. 
 
Logistics/Expectations: A written remote work agreement will specify the employee will be 
required to work the Department’s core hours. Remote work employees must be reachable via 
email (or other electronic method) or phone while remote working (unless otherwise scheduled 
for a personal appointment or lunch break) to answer questions, respond to inquiries, and assign 
tasks as needed. If requested by a supervisor, the employee shall attend meetings or events at the 
department’s office, Town Manager’s Office, or other location; the employee’s approved 
worksite must be within daily commuting distance.  If a remote work employee is sick or has a 
personal appointment while working at home, the employee will report hours worked and use 
leave time for hours not worked. 
 
Communication: It is the employee’s responsibility to provide clear instructions on how to 
reach them offsite on scheduled remote work days. 
 
Workspace: The employee’s off-site workspace should provide adequate work area, light, and 
telephone and computer service. High-speed internet is required as a condition of remote work 
approval. Additional requirements may vary, depending on the nature of the work and the 
equipment needed to perform the work. 



 
The employee agrees to maintain safe conditions in the off-site workspace, and to practice the 
same safety habits in the designated off-site workspace, as in his/her office on Town premises. 
The remote worker may not perform other duties (such as the care or supervision of children, 
family members, or others who require assistance due to illness, incapacity, or for any other 
reason) during the hours when they are to be working for the Town. 
 
Equipment: Cost for technology, not including phone service or high-speed internet, required 
for the employee to perform their primary work responsibilities is determined and covered by the 
Town. Budgetary restrictions may be a consideration for remote work feasibility.   
 
Employees may use available Town-owned equipment at their off-site workspace with prior 
approval of the department head and IT staff, provided the equipment will be used for Town 
work only, its use by an employee at his/her off-site work space will not impede the work of 
other Town employees, and this use is not in conflict with existing Town policy.   
 
Repair and maintenance of employee-owned equipment is the responsibility of the employee. 
 
Evaluation: Pre-approved remote work arrangements will be reviewed after an initial 3-month 
period, and once a year thereafter. At any time the Town Manager may reverse a decision to 
allow an employee to remote work if (in his or her opinion) the remote work arrangement 
becomes problematic in any way. 
 
Liability: The Town will comply with the requirements of all state and federal laws that apply to 
workplace health and safety, and is committed to preventing work-related injuries whenever  
possible. Employees are asked to use good judgment when remote working and should not, at 
any time, hold any in-person business meetings in their home. Such meetings should be 
scheduled when the employee is working in the main office or at an appropriate offsite location. 
 
 


