
Working from Home Policy

Intent

(Company Name) has adopted this policy to ensure that all approved telework agreements are honoured by providing staff members with appropriate compensation for their efforts.

Summary

Telework is defined as an arrangement that allows a staff member to regularly work from home or an alternative work site. The employee utilizes telecommunications and computer technology to facilitate this process.

The company recognizes telework as a work option that may meet a variety of interests including, but not limited to, enhancing employee productivity and satisfaction, reducing commute trips and addressing space restrictions.

The company recognizes that some roles and individuals will benefit either more or less from teleworking. Telework is not a universal privilege, and will be arranged on a case-by-case basis between individual employees and their respective work leaders.

Scope Statement

This telework policy does not alter or supersede the terms of the existing employment relationship. The employee remains obligated to comply with all company rules, policies, practices and instructions that would apply if the employee were working at the regular company worksite.

Work products developed or produced by the employee while teleworking remain the property of the company.

Work hours, compensation and leave scheduling while teleworking continue to conform to applicable human resource policies and/or collective bargaining agreements.

Work Hours & Approvals

Work hours, compensation and leave scheduling while teleworking continue to conform to applicable human resource policies and/or collective bargaining agreements. 

Requests to work overtime or use leave time must be approved by the employee’s supervisor in the same manner as when working at the regular company worksite.

Payroll

Staff on approved teleworking agreements will be required to submit time cards for all time spent working off-site.  

(Company Name) will provide compensation for hours worked at the agreed upon rate via (Select appropriate method: Mail, Direct Deposit).  
(Company Name) will make all required deductions for each pay period, including Employment Insurance, CPP, all applicable taxes, RRSP (where appropriate), benefits (where appropriate), and vacation.  

Permission to Work Offsite

Permission to telework is subject to prior approval and ongoing review by the employee’s work leader. It is designed to meet business and productivity goals, and use of telework will not be allowed to undermine this process.

The arrangement may be revoked without advance notice at the discretion of the employer.

Performance Management

The employee agrees to stay current on department and work group events, and facilitate communication with customers and co-workers who may be affected by the employee’s telework arrangement.

The employee also agrees to keep the supervisor informed of progress on assignments worked on at the alternate work site and any problems encountered while teleworking.

The employee agrees to structure his or her time to ensure attendance at required meetings as designated by the supervisor. The supervisor agrees to facilitate communication within the work group.

Equipment, Equipment Insurance, Office Supplies
Company-owned resources may only be used for company business. The employee is responsible for ensuring that all items are properly used.  

The employee agrees to take reasonable steps to protect any company property from theft, damage or misuse.  This includes maintaining data security and record confidentiality to at least the same degree as when working at the regular company worksite.  The employee may not duplicate company-owned software and will comply with the licensing agreements for use of all software owned by the organization.  Depending on the circumstances, the employee may be responsible for any damage to or loss of company property.

When the employee uses personal equipment, software, data, supplies, and furniture, the employee is responsible for maintenance and repair of these items unless other arrangements have been made in advance and in writing with the supervisor.  The company assumes no responsibility for any damage to, wear of, or loss of the employee’s personal property.

The employee agrees to return, in good working order and in a timely fashion, all company-owned items used at the alternate worksite upon request or if the telework agreement is discontinued for any reason.  If legal action is necessary to regain possession of company-owned property, the employee agrees to pay all costs of the suit incurred by the company, including attorneys’ fees, if the company prevails.

Expenses

Employer Initiated Telework

Where the employer has required a telework arrangement, the Company will pay for all required computer and printer equipment. 

The Company will repay the employee for 50% of internet expenses upon submission of receipts for service as per the (Company Name) Expense Policy.

Telephone expenses for work-related calls will be repaid as per the (Company Name) Expense Policy.

The employee is responsible for providing adequate workspace and furnishings such as desks, chairs, necessary lighting, etc.

Employee Requested Telework

Where the employee has initiated the telework arrangement, the Company will repay the employee for required expenses upon submission of receipts for service as per the (Company Name) Expense Policy.

The employee is responsible for providing adequate computer, office equipment, workspace, furnishings such as desks, chairs, necessary lighting and required computer, fax and telephone equipment. 
Telework Site Safety and Ergonomics
The employee and the employer agree to work together to ensure that the alternate worksite is safe and ergonomically suitable.  

The company may make on-site visits to the employee’s telework site, at a mutually agreed upon time, to ensure that the designated work space is safe and free from hazards and to maintain, prepare, inspect or retrieve company-owned equipment, software, supplies and furniture.

The employee will be covered by workers’ compensation for job-related injuries that occur in the course and scope of employment while teleworking.  The employee remains liable for injuries to third parties and/or members of the employee’s family on the employee’s premises.

Acknowledgment and Agreement

I, (Employee Name), acknowledge that I have read and understand the Telework Policy of (Company Name).  I agree to adhere to this policy and will ensure that employees working under my direction adhere to this Policy.  I understand that if I violate the rules set forth by this Policy, I may face legal, punitive, or corrective action.  

Name:  
____________________________________

Signature:
____________________________________

Date: 

____________________________________

Witness: 
____________________________________

