North Tooele Fire District

Remote Work Policy

1. Purpose

The purpose of this policy is to establish guidelines for employees who are approved to
perform designated job duties from home or another remote location. The goal is to support
operational continuity, maintain productivity, and provide flexibility when appropriate
while ensuring accountability, efficiency, security, and protection of district resources.

2. Scope

This policy applies to designated administrative and command positions whose duties can
be performed remotely. Firefighters, EMTs, and other operational personnel are not eligible
for recurring remote work due to the essential on-site nature of emergency response.

Remote work is a privilege, not an entitlement, and may be granted or revoked at any time
at the discretion of the Fire Chief or Administrative Chief, or their designees.

3. Eligibility

Remote work arrangements are limited to executive leadership and administrative
positions. The following positions may be eligible for remote work with supervisory
approval:

e Fire Chief

e Deputy Fire Chief

e Administrative Chief

e Deputy Administrative Chief

e Program Manager

e Fire Marshal

e Other non-operational administrative or support positions as designated by the Fire
Chief or Administrative Chief

Eligibility considerations include:

e Ability to perform essential job duties remotely without negatively affecting district
operations.

¢ Demonstrated reliability, accountability, and consistent performance.

e Access to a suitable workspace and reliable technology that supports confidentiality
and productivity.

Operational personnel are not eligible for recurring remote work arrangements.

4. Approval Process

Remote work must be approved in advance by the employee’s supervisor. Long-term or
recurring remote work arrangements require approval from the Fire Chief or
Administrative Chief. Approval may be modified or revoked at any time.



5. Remote Work Stipend

Employees approved for recurring remote work (typically five or more remote days per
month or a consistent weekly schedule) will receive a flat stipend of $60 per month to offset
home internet, utilities, and workspace costs associated with remote work. This stipend:

e Applies only to ongoing, approved remote work arrangements.

e Isnottied to hours or number of days worked.

¢ Isnotavailable for occasional or one-time remote work.

e Will be processed as taxable compensation.

e May be modified or discontinued by the Fire Chief or Administrative Chief.

6. Expectations While Working Remotely
Employees working remotely must:

e Be available and responsive during their normally scheduled work hours.

e Attend virtual meetings, answer calls, respond to emails and messages, and meet all
deadlines.

e Maintain a safe and private workspace free from excessive distractions.

o Follow all district policies including confidentiality, Personally Identifiable
Information (PII) handling requirements, HIPAA protections (if applicable),
cybersecurity rules, purchasing procedures, GRAMA requirements, and timekeeping
standards.

e Use district-issued equipment unless otherwise approved.

e Maintain productivity equal to or higher than on-site work.

e Accurately log hours in accordance with payroll policies.

e Not claim both work hours and PTO hours for the same period of time.

Overtime

Overtime must be pre-approved in advance. Remote work does not authorize unapproved
overtime, after-hours work, or off-schedule work.

Occasional Remote Access While Traveling

Occasional remote access while traveling for training, conferences, deployments, or
personal travel is permitted and does not require additional approval, provided the
employee uses the district VPN and follows all security protocols. This does not constitute
an out-of-state remote work arrangement.

7. Equipment & Technology
The district may issue equipment such as laptops, monitors, mobile hotspots, or headsets as
needed.

Employees working remotely must:

e Use secure Wi-Fi networks and comply with district IT requirements.



e Use strong, unique passwords and enable multi-factor authentication when
available.

e Connect to district systems only through the district-approved VPN.

e Lock devices when not in use and prevent household access to district information.

e Protect district equipment and data.

e Report equipment or connectivity issues promptly.

e Not store district documents on personal devices or personal cloud accounts.

No Expectation of Privacy

Employees have no expectation of privacy when using district-owned devices, accounts,
software systems, or communication platforms, regardless of location.

GRAMA & Records Retention

All records created, accessed, or transmitted during remote work are public records under
Utah GRAMA requirements and must be retained, stored, transmitted, and disposed of in
accordance with district records retention schedules.

8. Communication Requirements
Employees working remotely must:

e Stay reachable and responsive during their normally scheduled work hours.
e Keep their calendar updated and visible to coworkers.
e Notify their supervisor immediately if technical issues prevent completion of work.

9. Use of Office Supplies

Employees may use district-owned office supplies (such as paper, pens, folders, envelopes,
and staples) only for approved district projects and official tasks. Employees should take
only the quantities reasonably necessary to complete their assignments.

All printed materials must be handled in compliance with confidentiality, PII, HIPAA, and
GRAMA requirements. Personal use of district supplies is prohibited, and misuse may result
in revocation of remote work privileges or disciplinary action.
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10. Limitations
Remote work is not permitted for:

o Employees on disciplinary action unless specifically approved.
e Tasks requiring physical presence, such as certain records requests, notarizations,
document retrieval, supply management, or required in-person meetings.



11. Safety and Liability
Employees are responsible for maintaining a safe workspace. The district is not responsible
for:

e Injuries occurring outside the designated workspace or scheduled work hours.
e Loss or damage to personal property.

Work-related injuries occurring during approved remote work hours must be reported
immediately.

12. Evaluation & Revocation
Remote work arrangements may be modified or discontinued at any time if:

e Performance concerns arise.
e Communication issues occur.
e Operational needs change.

e District policies are violated.

Employees may be required to report to the office with reasonable notice.

13. Definitions
Personally Identifiable Information (PII):

Information that can identify an individual, including name, address, phone number, email,
birthdate, Social Security number, driver’s license number, financial information, medical
information, or employee records.

HIPAA:

The Health Insurance Portability and Accountability Act governing confidentiality and
handling of health and medical information.

Remote Work / Work From Home (WFH):

An approved arrangement allowing an eligible employee to perform district duties from a
location outside district facilities.

Operational Personnel:

Employees whose primary duties involve fire suppression, EMS response, or other
emergency operations.

Administrative and Command Staff:

Employees whose primary job functions involve administration, leadership, finance,
prevention, planning, programming, or similar office-based duties.
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