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1. PURPOSE OF THE POLICY AND DEFINITION

ANSWER THE FOLLOWING QUESTIONS TO GET THE PROCESS STARTED
AND GUIDE YOU ALONG THE WAY.

What are your goals in establishing a work-from-home (WFH) policy in your organization?

e.g., encourage a healthy work-life balance, strengthen the employer brand, offer greater flexibility

a
How long will this policy be in effect? Is it meant to be temporary or longer-term?
e.g., summer months only, temporary COVID-19 measures, pilot project

i
How will this WFH policy coexist with other internal policies?
e.qg., benefits, health and safety, IT equipment, data security/privacy

i
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2. ELIGIBILITY AND APPLICATION 1

PURPOSE
OF THE POLICY
AND DEFINITION

Which types of jobs does this WFH policy apply to?

e.g., administrative positions, supervised positions, permanent/temporary staff

w:

Do the terms of application need to be included in the employment contract or an agreement section of the policy?

What kind of schedule is expected of employees working from home? wo R:NEI?:lIJ?rII.EI';;
e.g., do you want to set specific hours or days where employees are required to be on the job?

3 4

What is the process for approving employees’ requests to work from home? OCCUPATIONAL

e.g., is the decision made by immediate supervisors or HR managers? AND gf\?gc
= Timeline for implementation = Length of time arrangements will be in effect

5

DATA SECURITY

How wiill this policy coexist with other work-life balance initiatives within the organization? AND PRIVACY

e.g., can the WFH policy be combined with flex hours or compressed work weeks?

. 6

COMMUNICATION
AND SUPERVISION
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1

PURPOSE
OF THE POLICY
AND DEFINITION

3. WORK EQUIPMENT AND SUPPLIES 2

ELIGIBILITY
AND APPLICATION

Who provides the computer equipment used by WFH employees? What is each party’s responsibility in this regard?

e.g., ifthe employer provides the equipment, be sure to incorporate clauses on personal use; in case of equipment breakdown, determine
how responsibility is to be allocated and check that insurance coverage is adequate

a
Will the organization pay for WFH-related expenses?
e.g., certain fees related to Internet access, telephone service and an ergonomic workstation
. OCCUPATIONAL
4 HEALTH
AND SAFETY
Are WFH employees entitled to special tax deductions?
Expenses related to the business use of an individual's home
DATA SECURITY
P AND PRIVACY

6

HEN
COMMUNICATION

AND SUPERVISION
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https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t2200.html

4. OCCUPATIONAL HEALTH AND SAFETY

What are the responsibilities applicable to the employer and employees with regard to occupational health and safety?

The same obligations apply whether an employee is working at home or on the employer’s premises. Employees must set up a work space
in their home that lets them perform their tasks in a safe and efficient way.

Act Respecting Occupational Health and Safety

Les travailleurs ont des droits, mais aussi des obligations ! (in French only)

Which ergonomic guidelines need to be heeded?

As an employer, you must provide help to employees with regard to workstation ergonomics and layout. You may want to ask your employee
for a picture of their work environment.

A guide to an ergonomic workstation can be found here:

Ergonomic tips for computer users (in French only)

@
What procedures and reporting mechanisms should be used in the event of an occupational injury or iliness?
Determine which reporting mechanism you will be using. The Commission des lésions professionnelles (CLP) has acknowledged
in various decisions that a home environment is indeed a workplace. Section 29 of the Act Respecting Industrial Accidents and
Occupational Diseases is therefore applicable.
Act Respecting Industrial Accidents and Occupational Diseases

@
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http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/S-2.1?langCont=fr#se:51
http://legisquebec.gouv.qc.ca/fr/ShowDoc/cs/S-2.1/?langCont=fr#se:51
http://www.portailrh.org/impression/default.aspx?f=54674
http://www.portailrh.org/impression/default.aspx?f=54674
https://www.cnesst.gouv.qc.ca/Publications/500/Documents/DC_500_114_web1.pdf
https://www.cnesst.gouv.qc.ca/Publications/500/Documents/DC_500_114_web1.pdf
https://www.cnesst.gouv.qc.ca/Publications/500/Documents/DC_500_114_web1.pdf
http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/A-3.001

Employees working from home must comply with the same safety and
security procedures as they do at the office: keep filing cabinets locked,
keep passwords secret, etc. Make sure you stress this point in the text
of your policy.

5. DATA SECURITY AND PRIVACY

Has your organization put any IT-related security mechanisms in place (firewall, antivirus software, automatic backups, remote
access, Internet, document/data sharing, videoconferencing)?

Is there a procedure in place concerning password use and updates?
Are documents and information kept in a safe, confidential way?

Provide clear instructions as to how to keep and handle the files of clients, customers, providers and others, as well as guidelines for sending
files, setting up a home office in a private space, etc.

Act Respecting the Protection of Personal Information in the Private Sector

Personal Information Protection and Electronic Documents Act

| 6 | SIXTHINGS YOU NEED TO INCLUDE IN YOUR WORK-FROM-HOME POLICY CRHA

1

PURPOSE
OF THE POLICY
AND DEFINITION

2

ELIGIBILITY
AND APPLICATION

3

WORK EQUIPMENT
AND SUPPLIES

4

OCCUPATIONAL
HEALTH
AND SAFETY

COMMUNICATION
AND SUPERVISION



http://legisquebec.gouv.qc.ca/en/ShowDoc/cs/P-39.1
https://laws-lois.justice.gc.ca/eng/acts/P-8.6/FullText.html

6. COMMUNICATION AND SUPERVISION

How can you promote and achieve effective remote communication?

e.g., supervision, monitoring and frequency

= Between immediate supervisors and their employees

= Between the organization and employees, so employees are kept in the loop of corporate operations

= Between various departments to provide updates on technical support, human resources, financial aspects, leave
(sickness or otherwise), etc.

How can you manage your communications efficiently and effectively? (in French only)

W’

How can you support employee performance and output?

Make sure your performance management process is focused on results.

Managing performance in a work-from-home environment (in French only)

How can managers provide remote support to their employees?

e.g., by checking in regularly and maintaining frequent communication based on their team'’s needs:
= phone calls, video calls, morning email greetings, etc.

How to connect while working remotely (in French only)

e.g., set up a work plan and individual check-ins at a frequency that suits each employee

~

i

Good communication is the key to a successful WFH situation.
EEEEER This is especially important for managers and the members of their team.

| 7 | SIXTHINGS YOU NEED TO INCLUDE IN YOUR WORK-FROM-HOME POLICY CRHA |

1

PURPOSE
OF THE POLICY
AND DEFINITION

2

ELIGIBILITY
AND APPLICATION

3

WORK EQUIPMENT
AND SUPPLIES

4

OCCUPATIONAL
HEALTH
AND SAFETY

5

DATA SECURITY
AND PRIVACY

@ﬂa{


https://ordrecrha.org/ressources/special-guide-competences-gerer-communications
https://ordrecrha.org/ressources/special-guide-competences-gerer-communications
https://ordrecrha.org/ressources/special-guide-competences-gerer-communications
https://ordrecrha.org/ressources/dossiers-speciaux/covid-19/covid-19-gestion-rh-pandemie-activites-formation/2020/04/gestion-performance-distance
https://ordrecrha.org/ressources/dossiers-speciaux/covid-19/covid-19-gestion-rh-pandemie-activites-formation/2020/04/gestion-performance-distance
https://ordrecrha.org/ressources/dossiers-speciaux/covid-19/covid-19-gestion-rh-pandemie-activites-formation/2020/04/gestion-performance-distance
https://www.lesaffaires.com/blogues/isabelle-lord/voici-comment-bien-connecter-avec-les-autres-a-distance/616637
https://www.lesaffaires.com/blogues/isabelle-lord/voici-comment-bien-connecter-avec-les-autres-a-distance/616637

ADDITIONAL REFERENCES

Video:

= PILOTER LA CONTINUITE DU TELETRAVAIL : STRATEGIES POUR REUSSIR (in French only)

Articles:

» LES PROGRAMMES DE TRAVAIL FLEXIBLE : OBSTACLES A LA REUSSITE (in French only)

* |IMPLANTER UN PROGRAMME DE TELETRAVAIL : CE QUE VOUS DEVEZ SAVOIR! (in French only)
* GUIDE D'IMPLANTATION DU TELETRAVAIL EN ENTREPRISE (in French only)
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https://ordrecrha.org/ressources/dossiers-speciaux/covid-19/covid-19-preparer-retour-travail-activites-formation/2020/05/continuite-teletravail
https://ordrecrha.org/ressources/developpement-organisationnel/2016/10/les-programmes-de-travail-flexible-obstacles-a-la-reussite
https://mesemployes.com/implanter-un-programme-de-teletravail-ce-que-vous-devez-savoir
https://www.technocompetences.qc.ca/wp-content/uploads/2020/06/2020_Guide_teletravail_TECHNOCompe%CC%81tences.pdf
https://ordrecrha.org
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