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	Responder Info
	Responses to Query
	Attachment(s)*

	Kelly Verhoeve RN BScN
Manager Professional Development 
Professional Practice Facilitator & Accreditation Coordinator
Woodstock Hospital
519-421-4211 Ext 2481
kverhoeve@wgh.on.ca
	We are not allowed to work from home

	

	Corinne Savignac, R.N., BScN, 

Nurse Clinician General Internal Medicine

705-523-7100, Extension 3315

Health Sciences North | Horizon Santé-Nord

41 Ramsey Lake Road 
Sudbury, Ontario P3E 5J1 
 E-mail: csavignac@hsnsudbury.ca
	We do not have a policy specifically that I can find re: staff working from home sorry. 

Good luck in your quest. 
	

	Anthony Danial adanial@hollandbloorview.ca
	We just completed our policy this week.


	
[image: image1.emf]Working  RemotelyHollandBloorview.pdf



	Kaitlyn Vingoe

Collaborative Practice Leader, Nursing Practice │Interprofessional Practice Department

St. Joseph’s Health Centre - Unity Health Toronto │30 The Queensway – 8S-818 │ Toronto, Ontario M6R 1B5
Tel: (647) 244-2618| Office: (416) 530.6000 ext. 4563│ Kaitlyn.Vingoe@unityhealth.to
	Hello, Attached is our remote work arrangement policy for Unity Health Toronto
	
[image: image2.emf]Remote Work  ArrangementsStJosephs.pdf



	Melissa Pelletier, RN, BScN, CNeph(C)

Clinical Educator

Renal Program

Interprofessional Practice

Royal Victoria Regional Health Centre

201 Georgian Drive

Barrie, Ontario           L4M 6M2

pelletierm@rvh.on.ca
Tel:  705-728-9090 ext 47712
	Hi Grace 

Please find attached our policy on working from home.  Hoping this will assist you. 
	
[image: image3.emf]Telework  ProgramBarrie.docx



	Jane M. Loncke, BSc, MSc, Reg. CASLPO, SLP-C, CCC-SLP
Clinical Director 

Chair, Professional Advisory Committee 
St. Joseph's Healthcare Hamilton | Charlton Campus
Room M328 | 50 Charlton Ave. E. |Hamilton, ON  L8N 4A6
T: 905.522-1155, x33578 |C: 905.979-7836 | E: jloncke@stjoes.ca
	Hello Grace – we have an interim policy (attached). Will be reviewed in early 2021. 
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	Alysia Daley, M.Sc., Occupational Therapy 

Professional Practice Leader Occupational Therapy/Physiotherapy 

Interim Practice Leader for Social Work

William Osler Health System
2100 Bovaird East, Brampton, ON, L6R3J7

Tel: 416-276-0713
	I know the query is complete but I noticed that there was no response from William Osler. I have attached a copy of our policy. 
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POLICY TITLE: Remote Work Arrangements 


POLICY #: UHT0000427 


SECTION: Human Resources 


ISSUING AUTHORITY: Executive Committee 


NETWORK APPROVED: September 2, 2020 


SUBSEQUENT APPROVAL:  


APPLICABLE SITES:   Network         Providence           St. Joseph’s          St. Michael’s 


 


 


POLICY  Unity Health recognizes the importance of flexible and engaging work environments in 
our ability to recruit, retain and engage a high performing workforce. Where 
appropriate, the employer may elect to have specific positions for which a remote 
working arrangement (“RWA”) is a condition of employment or may elect to approve 
the implementation of a RWA for eligible employees.  
 


APPLICATION All employees of Unity Health who have completed their probationary period, unless 
working remotely is specified as a term in their initial Employment Agreement, or a 
subsequent letter of transfer. 
 


EMPLOYER 
APPROVAL 


Unity Health may on occasion institute a RWA for individual employees or teams 
based on its operational requirements.  In such instances the RWA will become a 
condition of employment and the employee will be issued an addendum to their 
employment agreement outlining the terms of this RWA.   
 
Employees may additionally request to participate in a RWA. No employee is entitled 
to or guaranteed the opportunity to participate in a RWA. The terms and approval of 
any RWA is subject to management discretion and shall not impact the provision of 
quality clinical care or services, research, education, department operations, or 
compromise the privacy or access to any confidential information as set out in Unity 
Health’s privacy and freedom of information policies. Factors which will be considered 
in the approval and subsequent continuation of an RWA include but are not limited to: 
 


 Satisfactory performance of the employee, including both work quality and 
ability to meet work objectives in a timely manner 


 Productivity and maintenance of quality operations of the work unit 


 Quality of service for the employee and work unit’s clients/stakeholders 


 Impact on unit communication and team effectiveness 


 Equity across the work unit with other requests that have been received 


 Employee attendance record 
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It is understood that not all positions are suitable for the approval of a RWA.  
HOURS OF WORK 
& SCHEDULING 


Employees participating in a RWA will continue to be subject to the Employer policies 
and procedures (and Collective Agreement language as applicable) regarding hours of 
work, vacation requests, scheduling and overtime. This shall include but is not limited 
to the provision of meal and relief breaks, as well as the requirement to obtain 
authorization prior to working any overtime hours, or taking vacation time off. 
 
Employees are required to be available, accessible and fit for work during the 
designated work times. 
 


ON-SITE 
REQUIREMENTS 


While working remotely, the employee may be expected to attend any on-site 
meetings, education/training or other events at the direction of the employer. Any 
travel costs related to reporting to work on-site will be the responsibility of the 
employee, unless otherwise qualifying under the Unity Health Travel and Expense Re-
imbursement Policy. 
 


WRITTEN RWA 
AGREEMENT 
 


Employees who participate in a RWA (other than occasional remote work as defined in 
the procedure section) will be required to sign a written RWA Agreement prior to the 
institution of the arrangement, unless otherwise specified in the Employment 
Agreement.  
 


REMOTE 
WORKSTATION 
INSPECTION 
CHECKLIST 


Employees must establish an appropriate, safe and hazard free work environment 
within their remote work location in which to perform their work. It is the 
responsibility of the participating employee to address any health/safety issues in the 
designated remote work location immediately and at their own expense.  
 
All employees participating in a RWA, including occasional remote work, must 
complete a Home Inspection Checklist prior to the arrangement taking effect and at 
any time where there is a change in their remote work location or set-up. An 
employees’ direct supervisor, in fulfilment of their accountability to ensure a safe 
work environment for their employees, may also request an updated Home Inspection 
Checklist be signed at any time. The employee’s inability to satisfy the elements of this 
Home Inspection Checklist that are identified as mandatory may result in the denial or 
suspension of a RWA Agreement or referral of the matter to Human Resources. 
 
Participants in a RWA further agree that Unity Health reserves the right to conduct an 
on-site or virtual visit for the purposes of reviewing the designated remote work  
location to ensure the workstation is safe, ergonomically sound, and/or the  
equipment layout is operative.  Where a remote work location visit is to occur, the  
employee will be provided with advance notice and the visit will occur during regular 
working hours. 
 


REMOTE 
WORKSTATION 
EQUIPMENT & 
SUPPLIES 


Unity Health will review the technology equipment and material/supply requirements 
for employees participating in a RWA Agreement and determine what will be provided 
to the employee. At the approval of the manager an employee may be entitled to take 
minor office supplies (paper, pens, etc.) home for the exclusive use of Unity Health 
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work. An itemized list of any equipment and materials/ supplies provided will be 
confirmed in the written RWA Agreement. 
 
Where an employee is provided or required to use Unity Health issued equipment or 
material/supplies, the following terms and conditions will apply:    
 


o All employer provided equipment/material/supplies shall only be used to 
complete work assigned to the employee by the employer and for no other 
purpose (example personal use), unless otherwise agreed to by the employer. 
 


o All employer equipment and material/supplies shall remain the property of Unity 
Health, and will be subject to the Computer & Internet Acceptable Usage Policy, 
privacy and freedom of information policies, and equipment policies. 


 
o Employees will be responsible for the proper care of the equipment and 


material/supplies provided.  Employees are obligated to ensure that the 
equipment/material/supplies are not used in a negligent manner or in any way 
inconsistent with the purpose of this Policy. 
 


o All equipment, material/supplies and any applicable hospital business records shall 
be returned in good condition, subject to normal wear and tear, upon the 
termination of the RWA Agreement or their employment with Unity Health, or at 
any other time where requested by the employer.   The return of these items and 
any associated transportation costs shall be the responsibility of the employee 
participating in the RWA. 
 


o Employees will ensure that no other person has access to the use of the 
equipment and material/supplies/business records provided by Unity Health while 
it is in their remote workplace. 


 
o Where employees require technical support, they will immediately contact the 


Hospital’s Help Desk. Should Unity Health issued equipment require servicing or 
need to be brought back onsite for further diagnostic and repairs, it is the 
employee’s responsibility to ensure the safe transportation of such equipment, 
including any associated costs. 


 
o Any discarded paper records must be shredded or returned to Unity Health for 


shredding. 
 


Lost work time due to issues related to at-home internet services or power outages 


will not be considered time worked and should be reported to the employee’s direct 


supervisor immediately. 


OTHER EXPENSES All expenses related to working remotely beyond equipment provided by Unity in 
accordance with above (e.g. personal cell phone or landline, internet, office furniture) 
are the responsibility of the employee. Unity Health will not provide reimbursement 
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for any homeowner expenses such as phone or internet bills, construction, 
renovations, heating/air conditioning costs, insurance premiums, lighting or 
electricity, nor will it pay for any maintenance of employee owned equipment. 
 
It is the employee’s responsibility to review with their personal home insurance 
provider if there are any implications of maintaining a home-based office. 
 


CRA-T2200 
 


It is the employee’s responsibility for determining any income tax implications of 
maintaining a home office.  The employee is encouraged to consult with a qualified 
tax professional to discuss income tax implications. 
 
The issuance of a T2200 to an employee working remotely will only be considered 
where the arrangement meets the following criteria: 
 


 As a condition of employment, the employee must be required to work 
remotely and maintain a dedicated remote workstation; and 


 The employees must perform his or her duties of employment in the remote 
workstation for 50% of more of their worked hours over a calendar year. 


 
Requests for a T2200 should be made to payroll@unityhealth.to. 
 
In the event of a conflict between the terms of this policy and the Income Tax Act, the 
provisions of the Income Tax Act will supersede. 
 


REPORTING OF 
ILLNESS/INJURY 
WHILE ON AN 
RWA 


Employees who are working remotely will continue to be required to report any illness 
as per existing employer policies and department guidelines. 
 
Any employee who is injured or involved in an accident while working in a remote 


work location is required to immediately report that injury/accident to their 


immediate manager  and to Corporate Health,  Safety and Wellness and complete a 


report in the Safety First system. 


WSIB coverage for work-related injuries will be limited to injuries which arise out of  


the performance of work responsibilities, during designated working hours and in the  


designated workstation. The employer is not responsible for any injuries to family  


members, visitors or any other persons who enter the employee’s remote  


workstation. 


 
PRIVACY AND 
CONFIDENTIALITY 


 
Unity Health employees are responsible for the security and confidentiality of Unity 
Health data/information while in their possession. While working remotely, 
employees must adhere to Unity Health’s privacy and freedom of information and 
security policies, including but not limited to: 
 


 Take home only the minimum amount of information necessary for their work 


responsibilities. 



mailto:payroll@unityhealth.to
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 Use employer-approved electronic devices, such as laptops, mobile devices, 


USB keys, etc. 


 Use employer-approved tools for communication with internal and external 


stakeholders and patients. 


 Ensure security and confidentiality of paper and electronic media in briefcases, 


desks, and offices when in transit and in storage. 


 Exercise caution when photocopying, faxing, and printing any Unity Health 


data. 


 Never leave a device unattended in a public place or in any private area in 


which unauthorized individuals could gain access to the device. 


 Ensure that phone discussions and meetings occur in a private setting such 


that confidentiality is maintained. 


Failure to adhere to Unity Health’s privacy and security policies may result in 
disciplinary action. 
 


PERIODIC REVIEW 
OF RWA 


Where a RWA Agreement is approved, it will be reviewed three (3) months following 
implementation and thereafter, no less than once annually by the employee’s direct 
supervisor to assess ongoing applicability and effectiveness. The review shall consider 
the employee’s performance, impact on team/department operations, feedback from 
employee’s clients/stakeholders and equity across the work unit with other requests 
that may have been received. 


 
WITHDRAWAL/ 
CANCELLATION OF 
RWA 


Unity Health may unilaterally cancel an employee RWA at any time and require an 
employee to return to work on-site. Where a decision is made by the employer to 
cancel a RWA Agreement, Unity Health will endeavor to provide two (2) weeks’ 
written notice. Where operational issues do not permit the provision of two (2) 
weeks’ notice, Unity Health will advise the employee of the end date at the earliest 
possible occasion and the employee is required to return on-site immediately. Failure 
to return to work on-site following the cancellation of a RWA Agreement may result in 
termination of employment.  
 
Where a RWA is a mandatory condition of employment: 
An employee may request to withdraw from a mandatory RWA Agreement upon 
provision of a minimum of four (4) weeks’ notice (or as soon as reasonably possible in 
the event of unforeseen, emergent issues), unless otherwise specified in an 
Employment Agreement. The decision to permit the discontinuation of a mandatory 
RWA Agreement in advance of an agreed-upon designated end date, or in 
circumstances where no end-date has been specified, rests solely with Unity Health 
and may be denied. 
 
Where a RWA is voluntary arrangement requested by employee (and not deemed a 
mandatory condition of employment): 
An employee may withdraw from a voluntary RWA Agreement upon provision of a 
minimum of four (4) weeks’ notice (or as soon as reasonably possible in the event of 
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unforeseen, emergent issues). 
 


PROCEDURE FOR INSTITUTING A RWA 


 
CATEGORIES OF 
REMOTE WORK 
ARRANGEMENTS 


 
Employees participating in an RWA will fall within one of three categories: 
 


Category Description Principles Mandatory 
Requirements 


#1  
Occasional 
Remote Work 


 Working remotely on a non-
recurring occasional basis 


 This may be related to the 
nature of the specific work 
performed or to enable 
flexibility to accommodate 
the employees personal 
demands. 


 


 Each individual 
work remote day 
or period is 
subject to 
approval by the 
direct supervisor. 
 


Completion of 
Probationary Period* 
 
NO Signed RWA 
required 
 
Signed Home 
Inspection Checklist 


#2 
Routine 
Partial 
Remote 
Work/Partial  
On-Site Work 


 Routinely working remotely 1 
to 4 days per week with the 
remaining days scheduled on 
-site 


 The days of the week for 
working remotely are 
normally pre-set and regular 


 


 May be required 
to share space at 
Unity Health 
while working on-
site 
 


Signed RWA 
 
Signed Home 
Inspection Checklist 


#3  
Routine Full 
Remote Work 


 Routinely working remotely 
for all scheduled hours 


 Still required to attend work 
on an occasional basis to 
attend required on-site 
activities trainings and 
meetings 


 


 May not be 
issued dedicated 
work space at 
Unity Health 
while working on-
site (hoteling 
option to be 
provided) 


 


Signed RWA 
 
Signed Home 
Inspection Checklist 


*Unless otherwise specified as a condition of initial employment 


 
EMPLOYER 
MANDATED 
REMOTE WORK 
ARRANGEMENTS 


  
Where a manager would like to implement a RWA for individual employees or teams 
based on operational requirements as a revised mandatory condition of employment, 
they are to first consult Human Resources for procedural and contractual support.  In 
all cases where Unity Health must implement a remote working arrangement, outside 
of emergency circumstances, it will endeavor to provide the employee with 
reasonable notice in advance of its commencement. 
 


EMPLOYEE 
REQUESTED 
REMOTE WORK 
ARRANGEMENTS 
 


STEP #1: EMPLOYEE REQUEST 


Employees may request consideration for participation in a RWA directly with their 


immediate supervisor. Requests should ideally be submitted in writing six (6) weeks in 


advance of a proposed start date (and no less than four (4) weeks) and  must specify 


the following: 
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 o What category of working remotely they wish to be considered for 


o What their reasons are for requesting the arrangement 


o The requested duration of the arrangement along with proposed start 


and end dates 


o The proposed work schedule 


o The conditions in their work and how they would work from home that 


will ensure operational continuity and personal productivity 


o How they will maintain the confidentiality of information required for 


their work 


o The proposed designated remote work location  


o A completed Home Inspection Checklist 


 
STEP #2: SUPERVISOR REVIEW 
The employee’s supervisor will evaluate the employee’s request.  The direct 


supervisor may seek the support of their assigned Human Resources Business Partner 


in considering the request for working remotely and considerations as to the 


suitability of the request include but are not limited to the following: 


o Role expectations and standards of performance 


o If the employee’s work can be satisfactorily completed outside of their 


on-site location 


o If the employee has the necessary technology and remote workspace 


available to facilitate working remotely and the costs associated with 


the provision of any required technology equipment and/or 


materials/supplies. 


o If the employee working remotely will have a negative impact on the 


organization, privacy and confidentiality, clients/stakeholders or the 


team, or increase the workload of others. 


o If the employee’s demonstrated prior work performance supports their 


ability to be effective working remotely 


o the impact of remote work arrangements on team dynamics and the 


need for face-to-face interactions to support relationship-building. 


o Any concerns identified in the Home Inspection Checklist 


o Employee attendance record 


The employee’s direct supervisor may respond by email or verbally with their approval 


or denial for Category #1 – Occasional requests. No RWA Agreement is required to be 


signed for occasional remote work. 


Approvals for Categories #2 and #3 (routine partial or full remote work arrangements) 


must be approved in writing conditionally pending finalization and sign-off of a 


written RWA Agreement.  The approval for an RWA will not be considered to be fully 


given until such time as the written RWA Agreement is fully executed.   
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STEP #3: WRITTEN RWA AGREEMENT  
A written RWA Agreement must be signed prior to the implementation of an 
approved RWA arrangement for staff participating in a partial or full remote work 
arrangement. 
 
The Human Resources Business Partner will facilitate the completion of an RWA 
Agreement in partnership with the employee’s direct supervisor. All final signed RWA 
Agreements and any subsequent notices of cancellation must be submitted to the 
applicable Human Resources Business Partner and will be maintained on the 
employee’s Human Resource file.  
 


PAYROLL CODING Employees who are working remotely must be coded for payroll purposes using the 
appropriate remote work code. 
 


RELATED POLICIES All Staff: 
Computer & Internet Acceptable Usage Policy 
Travel and Expense Re-imbursement Policy 
Privacy of Personal Health Information Policy 


Privacy Breach Management Policy 


SJHC Site Incident Reporting and Investigation Policy 
SMH Site Reporting Policy 
PHC Site Employee Incident Injury Reporting Investigations Policy 
 
Non-Union & Management Staff: 
SJHC/SMH/PHC Hours of Work Policy 
Overtime Policy 
 


 






_1665304051.pdf
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Remote Work Policy and Procedure 
 


   
Document Type: Policy and Procedure                                 Document Number: PPR719 
Scope of Document:  Corporate                                            Review Date(s):   
Revision Date(s):                                                                   Issue Date:  September 16, 2020                             


 
Purpose: 
 


The purpose of this policy is to provide guidance to employees and managers to facilitate the 


ability to work remotely outside of William Osler Health System (Osler) facilities.  This pertains 


to recurring remote work (RW) arrangements when approved by an employee’s manager or 


other leader with authority to grant approval.   
 


 


Definition: 


 


RW occurs at a non-Osler site when an employee has been approved by their manager to work 


in a way that is compliant with all Osler policies and where the employee has reliable access to: 


a) Osler remote access, 


b) all information and materials required to perform their job, and 


c) a safe and healthy work environment 


 
Important Points/Contraindications: 
 


This policy is intended for employees who request a recurring RW arrangement, with approval 


from their direct manager. It is not intended to address remote working that occurs as a 


response to an emergency or to address a health limitation.   


• Remote work as a response to an emergency will be addressed through a directive from 


the Senior Leadership Team.   


• Remote work to address a medical limitation should be facilitated by contacting 


Occupational Health and Safety team, healthyworkplace@williamoslerhs.ca. 


 
Policy Statements: 
 


1. This RW policy applies to staff that are employed directly by Osler.  


 


2. Osler will adhere to the following guiding principles regarding RW:  


• The highest priority remains caring for patients and meeting operational 


requirements 


• Osler strives for equitable treatment for all staff and respects different operational 


realities within the organization 


• Osler wants people to be enabled to perform to their highest potential 


• Employee wellness and safety remains a priority 


• RW is not appropriate for everyone, even amongst those in eligible jobs 


 



mailto:healthyworkplace@williamoslerhs.ca





Document #: PPR719                                             Remote Work       Page 2 of 5 


 


Created by:  Human Resources, Organizational Design 
Approved by: Executive Leadership Team, August 2020    


3. Although RW may apply in certain situations, it is not appropriate for every job or every 


person assigned within a job. Managers must use this policy to first determine if a job is 


eligible for RW and then must review the request from the employee within that job to 


RW. The employee’s manager will make the final decision about whether the RW 


arrangement is appropriate for the situation. For further guidance, managers may refer 


to the resources listed in this policy or contact their Strategic Human Resources 


Business Partner (SHRBP).  


 


4. RW under this policy is subject to a maximum of three times in any one week and no 


more than 50% of any calendar year. This will typically be once or twice per week and 


not on a fixed schedule, which is subject to the approval of the employee’s manager. 


 


5. Employees working remotely are required adhere to all applicable Osler polices 


including the use of Osler electronic resources, information security and access to the 


internet. Employees working remotely must pay particular attention to maintaining the 


confidentiality of patient and employee information. Employees may refer to their 


manager and/or the Related Documents section below for additional information.  


 


6. RW is always subject to manager approval and can be changed or revoked at any time 


(e.g. in the event of misuse, due to workload constraints, vacation coverage, to maintain 


operational requirements or improve service levels). 


 


Policy Content: 


 


1. Jobs that are eligible to be considered for RW 


Assuming the criteria are met in the RW Definition, above, managers are expected to 


determine whether a job is suitable for RW. This determination is based on the 


responsibilities of the job and not on the employee in the job. Managers must determine the 


required outcomes of the job and if they can be achieved if the employee occasionally works 


remotely. 


 


Jobs that have any of the following required outcomes are not appropriate for RW:  


 


a) All or most of the work is done at an Osler facility (e.g. bedside care for patients, 


providing food services, security services, facilities maintenance, public facing client 


services, custodial services, etc.)  


b) Access to equipment or to information that is only available at an Osler facility, (e.g. 


research work, technical support services, specialized software or systems, etc.). 


 


Managers can consult with their SHRBP for assistance in making this decision.  
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2. Employees that are eligible to be considered for RW 


Once a job has been found eligible for RW the manager is required to determine if an 


individual employee can be approved for RW. To determine eligibility the following factors 


will be considered: 


• the employee’s ability to achieve the outcomes of their job 


• the employee’s ability to work independently 


• the culture and work style of the team 


• the number of people on the team already on RW arrangements  


• operational requirements 


 


Managers are responsible for recognizing situations that are not suitable for RW.  Below is a 


list of reasons why RW would not be approved.   


a) If the employee is unwilling to sign the “Remote Work Health and Safety, Privacy and 


Security Declaration”.    


b) Accommodating a Disability – Osler is obligated to follow our established process for 


accommodating disabilities.  This process will be facilitated through the Occupational 


Health and Safety team.   


c) Remote work is not intended to be a substitute for child or elder care, employees 


requiring accommodation will be considered on case by case basis by the manager and 


Occupational Health and Safety team. 


d) An employee participating in the Attendance Management program – If an employee is 


not attending work regularly it would not be appropriate for RW to be approved until 


regular attendance is established. 


e) Patient privacy or care cannot be maintained 


f) To indefinitely accommodate personal factors such as commuting distance – RW 


arrangements can be changed by a Manager at any time with reasonable notice and 


employees should not base personal decisions on the assumption that RW will always be 


available 


g) To avoid difficult situations, team conflict or other interpersonal challenges 


 


3. Obligations for all employees who work remotely 


For all employees who are approved to work remotely, regardless of reason, accountability, 


mutual trust and performance results must be maintained for ongoing use of RW.  Open and 


frequent communication is required between employees who RW and their managers.  


 


Osler expects that employees who RW focus their attention to their job and conduct 


themselves in the same way as if they were working at an Osler facility. More specifically, 


employees must: 


 


a) Maintain a safe and hazard-free physical space that facilitates productivity while working 


in the best interest of Osler   


b) Maintain an appropriate environment to enable productive work time 


c) Ensure confidentiality of all patient and hospital information, at all times. Employees are 


responsible for securing and protecting the property, documents and information 


belonging to Osler and its patients, including confidential business information, personal 


and personal health information. 
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d) Be available and responsive through all communication tools during regular business 


hours (e.g. email, instant messaging, video calls, etc.).  This includes using video 


conferencing whenever possible.    


e) Employees must be available for staff meetings, training sessions and other events where 


their in-person attendance is deemed necessary by their manager or the organization. 


 


Procedure: 


 


1. Establishing a RW Agreement 


a) The employee reviews the Remote Work Policy. 


b) The employee submits a written request to their direct manager to establish RW 


arrangements (email is sufficient). 


c) Manager reviews the request based on the policy. 


d) If the manager approves the RW request, they provide the employee a copy of the 


“Remote Work Health and Safety, Privacy and Security Declaration”. 


e) The employee completes and signs the declaration and returns it to the manager. 


f) The manager reviews the declaration and keeps a copy of the signed declaration on file 


prior to allowing the employee to RW. 


g) Once approved, the manager provides written approval to the employee. 


h) If not approved, the manager must have a conversation with the employee to explain the 


policy-based rationale and then provide written confirmation to the employee. 


 


2. Changing or ending an agreement 


a) The manager speaks with the employee to explain why they are changing or ending the 


employee’s RW arrangements. 


b) The manager confirms the conversation with written notification (email is sufficient).  


c) The manager is accountable for ensuring that they keep records of all correspondence. 


  
 


Considerations: 


The employee’s compensation, benefits, work status, length of service, job responsibilities, 


amount of time to be worked per day and advancement opportunities will not change as a result 


of being approved to RW under this policy. These RW arrangements do not constitute a change 


to an employee’s contract with Osler.  


 


This policy does not supersede any related clauses or provisions within collective bargaining 


agreements that are already in place.    


 


Remote working, as outlined in this policy, is not a substitution for, or part of, the 


accommodation for employees with disabilities. In cases where an employee requests to RW for 


medical reasons or to accommodate a disability, Osler has a duty to accommodate (to the point 


of undue hardship). Employees are to follow the normal procedure of contacting Occupational 


Health and Safety for medical accommodations. Refer to the Related Documents section below. 


 
Under this policy, Osler is under no obligation to provide any reimbursement for expenses, or 
compensation, for costs related to the setup of a remote workstation. Examples include, but are 
not limited to: office furniture, internet costs, cell phones or other devices etc. Osler is also 
under no obligation to provide setup or support for employee owned devices. 
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Further, Osler facilities remain the principal office for staff duties under these arrangements and 


therefore, per the Income Tax Act regulations, Osler is under no obligation to issue T2200 forms 


for occasional RW.   


 


Related Documents: 


 


Policies on the options available to employees and leaders to find suitable work arrangements 


that are different from occasional RW arrangements under this policy.  


 


Leaves of Absence Policy 


Vacation and Paid Holidays Policy 


Accessibility Policy 


Workplace Violence and Harassment Prevention Policy and Procedure 


Employee and Retiree Benefit Policy 


 


Policies to refer to when using Osler electronic assets while working remotely.   


 


Acceptable Use Policy 


Appropriate use of the internet at Osler 


Information Security Policy 


Master Privacy Policy 


Privacy Breach Policy 


Principles of Behaviour Policy 


 


 



http://intranet/documents_smm_pnp/public/OslerNet3156769_4175_P07_Leaves%20of%20Absence.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_4183_P08_Non-Union%20Paid%20Holidays%20and%20Vacation.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_3069_PPR1317_Corporate%20Accessibility%20policy%20%20.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_3683_P189%20Workplace%20Violence%20and%20Harassment%20Prevention%20-%20April%2012%2C%202016.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_4173_P06_Employee%20and%20Retiree%20Benefit%20Policy.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_3395_P95_Acceptable%20Use%20Policy_revision_Jan_2015.pdf

http://intranet/documents_smm_pnp/public/3273_2514_Osler%20Internet%20Appropriate%20Use%20Policy%20v3%20April%2029%202010.pdf

http://intranet/documents_smm_pnp/public/OslerNet3156769_3406_P167_Information_Security_Policy_revision%20Jan%202015.pdf
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1.0 Purpose and Goals 


St. Joseph’s Healthcare Hamilton (SJHH) recognizes that employee telework 


arrangements may be required during a pandemic to assist in the completion of 


work. There may be an increased volume of requests for such agreements 



http://mystjoes/policies/Policies/166-ADM.pdf





 


Page 2 of 5 
 


©St. Joseph's Healthcare Hamilton (SJHH).  All Rights Reserved.  This document is specific to SJHH internal activities.  SJHH 
does not accept   responsibility for use of this material by any person or organization not associated with SJHH.  No part of this 
document should be used for publication without appropriate acknowledgment. This is a CONTROLLED document for internal 
use only.  Any documents appearing in paper form are not controlled and should always be checked against the 
electronic version (intranet version) prior to use. 


 


and/or a requirement to limit staff contact at the facility.  This framework will 


help outline how these arrangements can be facilitated and ensure that the 


proper consideration is given for SJHH to support its workforce when flexible 


work arrangements are requested.  Due to the service delivery needs and nature 


of work, the telework policy may not be extended to all positions. SJHH will use 


this policy to support its workforce and it may inform the organization to develop 


an approach in future. 


2.0 Definitions 


Telework/Teleworking – a flexible work arrangement whereby employees 
have approval to carry out some or all of their work duties from a remote 
location outside of the workplace. 


Personal Computing Device (DEVICE) - A device owned by a User used to 
produce, modify or view SJHH data. A personally owned device may be a home 
desktop, laptop, smart phone, tablet, pager, cell phone etc. 


 


3.0 Equipment/Supplies 


None. 


 


4.0 Policy 


This policy applies to  employees for roles in which work can occasionally be 
performed outside of the workplace. This framework does not cover ongoing or 
extensive working from home agreements. This framework does not change 
and/or amend terms and conditions of employment and can be revoked at the 
Employer’s discretion at any time.   The approval of each telework situation shall 
be made on a case-by-case basis at the discretion of management. 


 


4.1 General Principles 


• As this is an informal agreement, SJHH Health and Safety and Digital 
Solutions staff will not be assessing the appropriateness of the 
workspace and whether it meets OHS and Ergonomic requirements. 
The employee will ensure their workspace is appropriate to complete 
the work required.  


• If the employee chooses to use their own computer, device or other 
equipment, the Digital Solutions department cannot ensure the quality 
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and operations while in the Telework Agreement and any costs 
incurred by this agreement, will be the responsibility of the employees.  


• St. Joe’s will not reimburse for ancillary costs, such as internet 
connectivity, computer purchases or repairs. 


• The employee is requested not to print any information, documents 
and/or confidential information on personal printers.  If a work product 
is required to be printed, the employee is responsible for the 
confidential and safe destruction of the unused and/or completed 
document. 


• If work demands and staffing requirements change, the Employer may 
recall an employee back to the facility due to operational needs. 


4.2 Employee Responsibilities 


• Prior approval must be obtained and documented by the employee’s 
reporting manager and director. 


• A written agreement will be made between the parties outlining the 
understanding of the telework arrangement.  There will not be any 
change to the scheduled hours of work, without the pre-approval of 
the manager. Link to Telework Agreement 
http://mystjoes/Forms/Forms/Pandemic%20Employee%20Telework%
20Agreement.pdf 


• While teleworking, employees are responsible for the manner in which 
they access and use work-related information and must take steps to 
ensure the safety, security, and confidentiality of the information in 
their possession. 


• The employee provides assurance that workspace is appropriate for 
the tasks required, provides security and safety for SJHH files, 
equipment and data, and that any/all SJHH equipment that is taken 
home is returned to work. 


• While at home, the employee commits to working throughout the day 


at their normal (or agreed upon) hours in a productive and safe 


manner. 


• The employee is responsible to safeguard all SJHH resources and 


equipment and immediately report to their manager if any equipment 


is lost, stolen, damaged, or if the server, SJHH folders, data, or 


internet is not accessible, for more than 1 hour.   


• The employee must ensure that no other person is accessing the 


equipment, or any of SJHH property (including data) during this 


agreement, and that they are working in accordance to all privacy laws 



http://mystjoes/Forms/Forms/Pandemic%20Employee%20Telework%20Agreement.pdf

http://mystjoes/Forms/Forms/Pandemic%20Employee%20Telework%20Agreement.pdf
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and regulations, and SJHH policies, while protecting access codes, 


passwords, and confidential information.  


4.3 Manager Responsibilities 


• To familiarize themselves with the guidelines for teleworking. 


• To consider, at their discretion, employee requests to work at an 


alternate location which, benefits the teleworker and does not 


adversely affect SJHH interests. 


• To ensure that any SJHH equipment used for a Telework arrangement 


is returned to the site. 


• To ensure that the nature of the work to be performed at the alternate 


location is operationally feasible;  


• To ensure the overall quality and quantity of work carried out in the 


designated workplace shall be sustained by the teleworker in the 


telework place 


• To review telework arrangements with the program’s Vice President.  A 


central list shall be maintained current by the manager and provided to 


the Vice President. 


• To report any, telework arrangement requests to Human Resources. 


• Where applicable, the provisions of any collective bargaining 


agreement shall continue to apply.  The union will be provided with a 


copy of any telework arrangement for transparency. 


5.0 Procedure 


5.1 The employee must request and obtain the appropriate approval prior to 


commencing the teleworking arrangement. 


5.2 The employee will make themselves available for any necessary calls, 


meetings, or interactions, in order to perform their work as productively 


as possible. 


5.3 The employee shall establish work practices that make the telework 


arrangement transparent, and ensure others are not inconvenienced in 


their dealing with the teleworker. 


5.4 The employee will acknowledge and comply with all SJHH performance 


expectations. In the event that performance standards cannot be 


maintained, a temporary suspension or termination of the telework 


agreement may be necessary. 







 


Page 5 of 5 
 


©St. Joseph's Healthcare Hamilton (SJHH).  All Rights Reserved.  This document is specific to SJHH internal activities.  SJHH 
does not accept   responsibility for use of this material by any person or organization not associated with SJHH.  No part of this 
document should be used for publication without appropriate acknowledgment. This is a CONTROLLED document for internal 
use only.  Any documents appearing in paper form are not controlled and should always be checked against the 
electronic version (intranet version) prior to use. 


 


 


Note: SJHH does not assume any liability or responsibility, and the 


employee waives any claims, for any injuries his/her family members, 


visitors, guest, or others sustain in connection with the employee’s 


participation in a teleworking arrangement. SJHH assumes no liability for 


any accidents, losses, or damages that might occur in, on, or to an 


employee’s premises or property.  


 


6.0 Documentation 


Weekly Summary Report – To be provided to the Manager on the last day of the 
work week. 


 


7.0 Author(s) 


Director, Organizational Development, Total Rewards & HR Systems. 


Director, Employee & Labour Relations & HR Services 


 


8.0 Sponsor 


VP, People, Culture & Diversity 


 


9.0 In Consultation With 


Executive Leadership Team 


 


10.0 Posting Dates 


Initial Posting Date: 17/03/2020 


Posting Date History: NEW 


 


11.0 Scheduled Review Date 


01/03/2022 


 






_1665298564.pdf


Working Remotely during a Pandemic 
Creating a dynamic and agile workplace                                   
Volume 1 – September 2020 


 


Holland Bloorview Kids Rehabilitation Hospital  
150 Kilgour Road, Toronto ON Canada M4G 1R8 T 416 425 6220  T 800 363 2440 F 416 425 6591 hollandbloorview.ca 


 
A teaching hospital fully affiliated with the University of Toronto. 


 


Introduction 


At Holland Bloorview, our Thrive Together people strategy recognizes that our human resources (people and 


teams) have the greatest potential to impact the achievement of our goals and therefore, strives to ensure the 


right people, systems, environment, and structures are in place to achieve our strategic objectives. Divided into 


three priority areas (health and wellness, growth and development, and attraction and retention), working 


remotely has the potential to positively impact each area.  


 


Within the growth and development priority, the strategy aims to optimize workspaces to increase client and 


collaborative space, create more shared and bookable space, and improve staff mobility through greater use of 


technology. The onset of the pandemic required staff mobility in ways we were not previously accustomed to, 


and as we continue to evolve and learn our goal is being realized.  


 


This guide has been developed for both employees and leaders and contains practical information in 


relation to working remotely at this time, during a pandemic. It is intended to support the creation of a 


dynamic and agile work place in a consistent and transparent manner across all areas of the organization. This 


document, and the contents therein are as of September 2020 and will continue to evolve over time.   


 


It has become clear that COVID-19 will remain a presence in our society for the foreseeable future.  It continues 


to impact each of us, personally and professionally.  We have and will always be fully committed to ensuring a 


safe place of work for our employees and our clients and families 


 


 


 


 


 


 


 


 



https://www.hollandbloorview.ca/





 


 


 


Working Remotely: Benefits and Challenges 


With the onset of the pandemic came the requirement for much of the workforce to work remotely.  Remote 


access to servers and systems, mobile platforms and videoconferencing have made remote work possible. Much 


knowledge about working remotely has been gained since the onset of COVID-19 and working remotely presents 


both benefits and challenges, some of which are highlighted below:  


 


Benefits 


 Supports employees in balancing work and personal priorities 


 Eliminates workplace distractions when focused work is required 


 Enhances employee engagement (supported by research) 


 Supports organizational strategy to reduce parking utilization during peak hours  


 Optimize work space utilization within Holland Bloorview  


 Minimizes impact to screening requirements and resources  


 Enhances our recruitment and retention abilities 


 Supports our ability to maintain physical distancing requirements during the pandemic 


 May enhance (for some) the client and family experience (e.g. eliminates travel, waiting, parking costs, 


lost work hours, physical distancing requirements…) 


 


Challenges 


 Creates challenges for some in delineation between work and home 


 Requires new or different approaches to performance management  


 Generates questions for some around fairness when some employees can work remotely while others 


cannot.  


 Cost implications associated with working remotely 


 Requires attention to new and different health and safety requirements for employees working remotely  


 Creates concerns for some around limited social interaction and related isolation   


 


Guiding Principles  


1. Employees working remotely are expected to meet the same performance standards as they did 


previously, and leaders will be expected to use the same measurement criteria to review performance.  


 


2. Working remotely must not negatively impact an employee’s ability to be present at onsite meetings, 


events, client meetings/clinical care, symposiums, presentations, or, when in-person attendance is 


required based on their role/position. 


 


3. Working remotely is subject to ongoing review and may be terminated or altered at any time at the leader 


or employee’s discretion, given cause, or when business needs dictate. . 


 


4. During Phases I and II, or until further notified, working remotely may or may not be approved on a full-


time basis (i.e. 100% of an employee’s guaranteed FTE) at the discretion of the employee’s manager.  


5. Working remotely may result in the temporary re-assignment or sharing of workspaces and equipment 


(desktop computer, telephone…) at Holland Bloorview.  Appropriate cleaning protocols to occur between 


use. 


 



file://///BLM-FS/COMMON/Leadership%20Forum/Administration/IMT-Remote%20Work%20Planning/Working%20Remotely%20Guide/Return%20to%20workplace%20guideline%20FINAL%2008%202020.pdf





 


 


6. The process for recording work hours/timesheets will remain unchanged except that the earning code 


REGTELC(080) is to be used for all regular hours worked remotely.  


 


Assumptions 


 As per the hospital’s pandemic recovery planning process and at management’s discretion¹ 


based on operational requirements, until further notice, and in alignment with the guiding 


principles outlined above, working from home should be maximized 


 


 At management’s discretion¹ based on operational requirements all employees whose job 


duties, in whole or in part, can be carried out effectively by working remotely, including those 


requiring special accommodations, will continue to work remotely.  


  


 Collaboratively, managers and employees will determine reasonable and necessary home 


workspace equipment (e.g. equipment already purchased for hospital use, monitors, footrests) 


and supplies as part of the process to support employees to be effective in working remotely 


including stable and reliable internet services. Higher-speed internet service, computer monitors, 


ergonomic desks and chairs, printers…are not considered reasonable equipment. See Working 


from home ergonomics guide. 


 


 Equipment purchased for use on Holland Bloorview property (i.e. office chairs, desks, printers…) 


shall not be permitted for home use due to best practices in infection prevention.  Office supplies 


(i.e. pens, paper) required to perform the duties of a position when working remotely will be 


provided.   


 


 As often as possible, documents should be printed using HB printers, and printed onsite. 


 


 Employees may be entitled to a T2200 Declaration of Conditions of Employment form if they work 


remotely greater than 50% of their guaranteed hours as outlined in their employment agreement.  


 A T2200, Declaration of Conditions of Employment form, is a Canada Revenue 


Agency form will be provided by the Hospital.   


 T2200’s are used by employees who work from home and/or results in them 


incurring expenses that are not covered by the Hospital. The employee may be 


able to claim these expenses when they file their personal tax return.  


 


¹Management discretion in decision making 


 


 Managers will ensure the working remotely situation supports the 


program/service/department’s goals, including productivity and providing care to 


our clients. 


 In alignment with the guiding principles, and in collaboration with Directors/Sr. 


Directors/VP’s, managers will determine the best strategy for working remotely for 


their program/service/department   


 Fair does not mean equal – working remotely is not a ‘one size’ fits all strategy, 


and decisions should be made based on operational requirements. 


 



file://///BLM-FS/COMMON/Leadership%20Forum/Administration/IMT-Remote%20Work%20Planning/Working%20Remotely%20Guide/Working%20from%20home%20ergonomics%20-%20Complete%20-%202020-04.pdf

file://///BLM-FS/COMMON/Leadership%20Forum/Administration/IMT-Remote%20Work%20Planning/Working%20Remotely%20Guide/Working%20from%20home%20ergonomics%20-%20Complete%20-%202020-04.pdf





 


 


 


 


Frequently asked questions and responses: 


 


1. Can I purchase items such as mouse pads, footrests for my home office and charge back to 


Holland Bloorview?   


No, however, if operationally feasible and with manager approval, some items may be taken off-site for 


use in home offices (monitors, mouse pads, foot rests). However, working remotely may result in 


assigned workspaces and equipment (desktop computer, telephone…) at Holland Bloorview being 


eligible for reassignment or sharing, therefore, the removal of equipment/items from the workplace 


should not inhibit the ability of other employees who are working onsite and who may be using a shared 


workspace to successfully perform the duties of his/her position. Tracking of items for use when working 


remotely will be the responsibility of the department.  


 


2. What is the process if a Holland Bloorview issued IMT device (e.g. laptop/PC, phone) is broken 


and needs to be replaced?  


If IMT equipment is broken or needs to be replaced, the employee must discuss with his/her leader and 


may include contacting the Help Desk for information and direction. Employees are required to bring 


computer equipment requiring repair onsite for assessment by an IMT representative.   


 


3. Will Holland Bloorview reimburse me for cell phone and internet overage charges resulting from 


work related responsibilities incurred while working from home?  


Where possible and where the privacy of employees can be maintained (e.g. phone number blocking 


option), landlines should be used to prevent overage charges.  However, during this time of pandemic, 


when employees have been exclusively working remotely, Holland Bloorview will reimburse for overages 


resulting from work related calls and internet fees.   Employees will be required to provide an expense 


report including the rationale for reimbursement of expenses to their leader for approval. 


a. During the pandemic, such expenses may be charged to the pandemic contingency account  


 


4. Will my parking fees be reduced if I continue to work remotely? 


No, there is no reduced parking fee for employees who are working remotely, however employees who 


currently have parking at the main site have the option to transfer to the Donwood site or may cancel 


their parking privileges. Please note that employees who choose to move or cancel their parking 


privileges at the main site will not be given priority on the main site waiting list should their working 


remotely situation change. 


 


5. Can a manager change an employee’s work schedule once it has been approved? 


Yes, a manager may require an employee to temporarily or permanently change their working remotely 


arrangement when new business conditions arise. Continued arrangements for working remotely is at 


the manager’s discretion. As much as possible, managers will provide sufficient notice of a change in 


work arrangement.    


 


  







 


 


 


Tools and Resources: 


• Working remotely may be a new way of working for you and your team members.   Regular 


check-ins are a good idea to see how things are working.  Recommended Zoom meetings 


for gatherings of 3 or more persons. 


• Some questions that may guide you in the discussion may include: 


 


• How has this change impacted your work? 


• Can you give me some examples of where/when working remotely has been particularly 


beneficial to your work? 


• What has been most beneficial to you? To others? 


• What has happened that you weren’t expecting? 


• What has been challenging? 


• Tell me about any frustrations you have been experiencing while working remotely? 


• What would you say is a key insight for you so far? 


• Is there anything we might want to do differently to support you in working remotely? 


 
Defining Deliverables 


 


 Defining deliverables for employees working remotely is a great opportunity to set specific 


goals, objectives, deliverables, tasks, timeframes, success measures AND discuss any 


support and/or direction the employee needs from you as their m anager.   


 
 


Key 


Project/Initiative/ 


Work Product 


Major 


Deliverables 


 


Significant 


Milestones 


Timeframe Measure of 


Success 


Status 


      
      
      
      


 


One-on-One updates 
 


• One-on-one updates should be held regularly. These updates are an opportunity for you and your 


e m p l o y e e s  to update on the status of key deliverables/clinical care provided, challenges faced, 


resources needed and any modifications to deliverables and timeframes. This is also an opportunity to 


connect with your employees about how they’re feeling about the work, their frustration, 


im provement  oppor tun i t ies  and to celebrate accomplishments. 


• Be sure  to  set  aside uninterrupted  time  and  choose a  location  where  you  won’t  be interrupted 


by the phone or “drop-ins”. 


• You may want to use the template below as a basis for the discussion. 


 


Working remotely One on One Update Meetings 


Employee Name: 
 


Date:  


Accomplishments: 
 


Challenges 


Items of Concern: 
 


Commitments/Output for the next month: 
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[bookmark: _GoBack]SCOPE:



This policy and procedure applies to all non-union employees at Royal Victoria Regional Health Centre (RVH).  This policy does not apply to the procurement of contractor and consultant services.



POLICY STATEMENT:



It is the policy of RVH to optimize working conditions for its employees where the opportunity reasonably exists and to recognize the opportunities that flexible working arrangements such as the telework option can offer.  RVH encourages departments to implement telework arrangements where it is economically and operationally feasible to do so, and in a fair, equitable and transparent manner. 



DEFINITIONS:



Telework:  Also known as telecommuting, it is the practice of working at home or at another secondary location, referred to herein as the telework place, instead of working at the primary place of work (i.e., on RVH property).



Telework Place:  The alternative location where the employee is permitted to carry out the work otherwise performed at or from their designated workplace.



Teleworker: An employee who works and communicates largely through the use of information and communications technologies, rather than traveling and conducting business face-to-face at RVH.



PROCEDURE:



Teleworking is a work alternative that can increase employee productivity, reduce absenteeism, and reduce costs for RVH, while offering a more flexible work option for select employees.    Teleworking is supported only where it is a clearly viable work option with tangible benefits to the Health Centre.



The telework option is not an employee benefit – it is a management option that provides an alternative means of fulfilling work requirements.  Participation in a telework program is strictly voluntary – all employees have the right to refuse telework.  As such, the opportunity to engage in telework shall be agreed to by both the employee and the employee’s leader, and shall demonstrate mutual benefit.



Please note that this policy does not apply to ad hoc events, however one-time telework occurrences must still be approved by the leader.



Telework shall be initiated on a trial basis, and may be discontinued at any time at the request of either the employee or leader.  

The employee’s compensation, benefits, work status, and work responsibilities shall not change as a result of participation in the telework program.



The following steps are required for all telework agreements at RVH:

1. The employee shall submit their request for telework in writing to their leader.  The request shall include the following:

· The reasons for wanting to telework.

· Perceived benefits of teleworking to both the employee and RVH.

· Perceived challenges of teleworking and how the employee plans to overcome them.

· Proposed start date of the teleworking arrangement.

· Expected frequency of telework..

2. The leader may request to meet with the employee to discuss the written request and/or seek additional information.

3. The leader shall obtain the Teleworking Assessment Tool and complete in collaboration with Human Resources.  Telework arrangements are subject to approval by the leader and are reviewed on a case by case basis.

4. If approved, the employee and leader shall complete and sign the Telework Agreement that outlines the terms and conditions of the arrangement and will be forwarded to Human Resources.

5. Once a request has been approved, the leader shall ensure the teleworker and their colleagues understand the impacts and practical considerations of the telework arrangements.



Equipment and electronic network requirements for any telework arrangement shall be decided on a case by case basis and an agreement reached between the leader, Information Technology and the teleworker prior to undertaking a telework situation.  Please refer to the RVH Telework Agreement for specifics regarding eligibility and logistics. 



CROSS REFERENCES:

Privacy and Confidentiality Policy and Pledge (2018)

RVH Discipline for a Patient Health Information Privacy Breach, 2018

RVH Security of Mobile Devices (2018) 
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