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Procedural points to consider:
	
		REMOTE WORKING

[bookmark: _GoBack]The Society may from time to time allow employees to work remotely. This policy applies to any employee permitted to work remotely on a regular basis. This policy does not apply to occasional or emergency remote work arrangements such as in instances of inclement weather, which may be approved by the employee’s supervisor on a case-by-case basis. Employees requesting to work remotely as an accommodation should follow the Society’s procedures on requests for accommodation rather than the Request to Work Remotely under this policy.

[Note: No mandatory clauses by legislation, however, the Society should always be mindful of the potential accommodation obligations under the B.C. Human Rights Code.]




1. Full-time employees are eligible to apply to work remotely. All such arrangements must be approved in advance by the employee’s supervisor. This approval may already be provided to the employee in a contract of employment. Permission to work remotely is at the Society’s discretion and can be withdrawn at any time.


2. Remote work arrangements are only available for positions that have been deemed and communicated by the Society to be suitable for working remotely, which may already be communicated to an employee in a contract of employment. These positions will be determined based on the following criteria:

a) Completion of work away from the Society’s premises will not impact the completion of the employee’s duties or those of other employees;
b) Completion of work away from the Society’s premises is technically and operationally workable.

For an employee’s remote working request to be considered, the employee must demonstrate the ability to:

1. Work independently.
2. Self-motivate; and
3. Manage workload efficiently and complete work on time.

A request to work remotely should be:
1. In writing; and
2. Submitted to the employee’s direct supervisor
Upon receipt of a remote work request, the Society may contact the requesting employee for additional information, such as how the employee’s job responsibilities are suitable for working remotely and how the requesting employee plans to stay in contact with the employee’s supervisor.
The Society may require employees who work remotely to report to work at the Society’s office as needed, including for office-wide meetings [include frequency i.e. once a week/once a month].



All other policies of the society remain in effect notwithstanding the employee working remotely.




1. Hours of work and monitoring – timesheets?
2. Written agreement to clarify terms and conditions of working from home, including duration, whether presumption is remote work and occasional in office, or vice versa.
3. Equipment and IT support
4. Security and confidentiality
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