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Please review the terms and conditions, complete the attached form, and return to your manager for

approval.

We encourage the entire organization to consider 22/23 as a transitional period for this policy — keep in

mind that there are still many variables at play (i.e., vaccinations, variants, family circumstances, and

more). This policy will be updated and adapted in the coming months and years as we continue to gather

feedback and assess how it impacts the business.

MANDATE

CUSA  recognizes the benefits of providing more flexibility to Employees in where and how they

perform their day to day work.  Department heads across the organization can establish working

arrangements that will benefit Employees and CUSA . This policy outlines the standards and expectations

of the organization, Department heads and Employees applicable to the approval and operation of

Flexible Work Arrangements at CUSA.

At CUSA, we trust you to do your job well from wherever you may be, and want to ensure that

you have all of the tools and support you need to do so. We certainly believe that great work can be

done remotely, but also value the time that our teams have in-office and together.

We will determine if a position is fully remote, hybrid, or in-office at the very start of the

recruiting process. For positions that currently exist and are filled, CUSA encourages any employee to

discuss their specific needs and schedule with their manager or HR. We allow each department manager

to have the final determination of whether or not the individual and/or the role can function well and

perform essential duties on a remote basis.



Current performance, team needs, and business needs all factor into whether or not the request

will be approved, and each request will be assessed on a case-by-case basis. Your request will likely be

approved if it has the following characteristics:

● Your work can easily and effectively be done offsite

● It doesn’t affect the service quality or organizational operations

● It doesn’t negatively impact team performance

If your current situation requires you to work from home or remotely on a temporary basis, you

can also follow this same process.

This policy to be included in the Recruitment Policy Checklist for highlighting.

INTERPRETATION

1. This policy may be called the Flexible Work Policy.

2. In this policy, the following definitions shall apply:

a. “Employee” means everyone who have an active employment contract with CUSA

b. “Local” is defined as within driving distance.

c. “Standard work hours” are defined by the specific needs of an employee’s department

and/or the organization's standard office hours, and time of year (exclusive of lunch and

breaks). Calendars need to be kept up to date with any changes to the work schedule.

d. “Members, member representatives, and tasks associated with the greater Carleton

Community” are defined as tasks and positions which have direct customer contact as a

primary component of the employee’s role and service.

3. This policy applies to all Employees and Department Heads at CUSA, except positions that

support on-campus operational needs or facilities, or require the use of on-campus tools and

resources that may not be suitable for flexible work. Work performed by third-party contractors

or vendors is outside the scope of this Policy. CUSA may establish exceptions, introduce or

extend deadlines, or amend this Policy as may be necessary or deemed prudent by the

organization, having regard to relevant factors, and the organization’s activities and operations.

Approval of Flexible Work Arrangements

1. Department Head(s) have the sole responsibility for assessing, approving, modifying, or

discontinuing Flexible Work Arrangements for positions that report to them. However, it is

advised that consultation with the affected Employees be undertaken to arrive at a decision that

is in keeping with the language and the intent of the policy.

2. In making the determination to approve a Flexible Work Arrangement for a certain position, the

Department Head(s) should take into account the following variables:

a. the fundamental nature of the duties, responsibilities, tasks, and overall functions of the

work undertaken by the Employee;



b. the physical environment in which the Employee is required to perform their work

related tasks;

c. the privacy and confidentiality of information required by an Employee to perform their

duties;

d. applicable departmental past practices;

e. the operational needs, efficiencies, and productivity of the unit in which that position is

departmentally assigned; and

f. the effect of the proposed Flexible Work Arrangement on individual or team productivity

or operations, and/or on the productivity or operations of CUSA as a whole.

3. Even with an approved Flexible Work Arrangement, an Employee can be required by their

Department Head(s) to physically come to work on CUSA Premises on days they might normally

be working remotely for any work-related purpose, such as for meetings, training, projects,

and/or as otherwise required.  Department Head(s) will provide sufficient prior notice of such a

requirement where possible, however, such prior notification is not a prerequisite of attendance.

4. Unless otherwise agreed to by CUSA as set out in this policy, Employees must reside in and

perform their work in the Province of Ontario, within a location that allows them to attend CUSA

premises when needed at the Department Head(s) discretion. Approvals for an Employee to

work outside the Province of Ontario for a period of time beyond one calendar month (31 days),

may be granted with the approval of the Board of Directors.

5. While working remotely, we are required to ensure you remain in communication with your

supervisor and team. Specifically whether or not they can reach you in an emergency or time of

need, and if your work is covered.

IMPACT OF FLEXIBLE WORK ARRANGEMENTS ON CONDITIONS OF EMPLOYMENT

1. Approved Flexible Work Arrangements do not change or otherwise amend an Employee’s terms

and conditions of employment with CUSA, including compensation and benefits, employment

status, work responsibilities, and required training.

2. A Flexible Work Arrangement must be consistent with the provisions of any applicable collective

agreement or employment policies. Individuals participating in a Flexible Work Arrangement are

subject to CUSA policies and procedures, and applicable legislation and regulatory requirements.

WORKING HOURS

1. The number of hours an Employee is required to work per week is outlined by their employment

contract or collective agreement and will not change due to this policy.

2. All Employees working under a Flexible Work Arrangement must actively work during CUSA’s

normal working hours unless otherwise directed or agreed by the Department Head(s).

3. While working in a Flexible Work Location, Employees must be available by telephone, text or

instant messaging, email, or other agreed-upon methods of contact during the CUSA’s regular

hours of work.

SUITABLE WORKSPACE

1. CUSA will provide a suitable workspace when employees are working from CUSA premises.



2. Employees are responsible for ensuring a suitable workspace within their Flexible Work Location,

having regard to, without limitation, safety, privacy, and confidentiality.

EQUIPMENT AND PROPERTY

1. CUSA will provide the reasonable and necessary equipment and supplies required by Employees

participating in a Flexible Work Arrangement to perform their work.

2. CUSA Property must be returned upon termination of the Flexible Work Arrangement or the

Employee’s employment. Without limitation, all copies or reproductions of information must be

returned or destroyed. Employees must take all reasonable steps to protect any CUSA resources

from theft, damage or misuse.

3. CUSA is not responsible for loss, damage or wear of Employee-owned equipment or property.

Repair and/or replacement costs and liability for privately owned equipment used while

conducting business on behalf of CUSA is the responsibility of the Employee (cell phones, private

home computers).

4. If, while working from a designated workspace, the employee experiences technical issues with

his or her computer or internet access that prevent the employee from working remotely, the

employee should notify his or her manager right away to ensure coverage of the work and to get

support for the issue. Interruptions to work caused by internet outages may require the

employee to work from the main office or an alternate location for the remainder of the day, or

until the outage is fixed.

HEALTH AND SAFETY

1. Employees must comply with health and safety policies, standards and regulations while working

remotely.

2. In the event of an injury, while performing work tasks at a Flexible Work Location, the Employee

should follow the same reporting procedures as if physically present on CUSA Premises.

3. Employees are responsible for complying with all applicable laws and health insurance

requirements.

4. If you sustain any injuries in their designated workspace and in conjunction with your regular

work duties, notify your manager of such injuries as soon as possible. CUSA is not responsible for

any injuries to the employee or any third parties outside of the designated workspace or during

the employee’s non-working time.

PRIVACY, CONFIDENTIALITY, AND INFORMATION AND DATA SECURITY

1. Regardless of an Employee’s working location, Employees are responsible for protecting the

confidentiality of CUSA information. Any breach in security or violation of any policy may result

in immediate termination of a Flexible Work Arrangement and/or disciplinary action.

EXPENSES

1. Employees are responsible for costs related to their Flexible Work Location (e.g. sufficient quality

Internet access, utilities, home maintenance, property or liability insurance, or other incidental

expenses).



2. Employees will not be reimbursed for any costs not pre-approved by their Department Head(s)

in accordance with CUSA procedures and guidelines.  Employees are responsible for travel costs

incurred between their Flexible Work Location and CUSA Premises.

3. CUSA does not take on any responsibility with respect to the decision of an Employee to make a

deduction on their tax return. Any communication or resource materials provided to the

Employee by CUSA in respect of potential deductions are not to be considered tax advice.

ASSOCIATED POLICIES

1. All of CUSA’s rules and policies apply while working from a designated workspace. These policies

include, but are not limited to, policies regarding attendance, confidentiality, and policies

prohibiting harassment. Employees are reminded that this remote/work-from-home policy is not

to be used in place of sick leave. All of our guidelines for employee benefits and compensation

remain the same.

TERMINATION OF AGREEMENT

1. Both the CUSA and the employee have the right to terminate the remote and/or hybrid work

agreement at any time by written or verbal notice. Failure to comply with the above terms and

conditions may be cause for disciplinary action and/or termination of your agreement.



WORK AGREEMENT

A. EMPLOYEE INFORMATION

Full name:

_____________________________________________________________________________

_______

Job title:

_____________________________________________________________________________

_______

Department:

_____________________________________________________________________________

_______

HR contact:

_____________________________________________________________________________

_______

Supervisor:

_____________________________________________________________________________

_______

B. DESIGNATED WORK AREA

Address:

______________________________________________________________________

Phone number:

______________________________________________________________________

Description of
workspace: ______________________________________________________________________

______________________________________________________________________



C. REMOTE/HYBRID WORK SCHEDULE & HOURS

DAY START END

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

D. REQUEST FOR COMPANY EQUIPMENT

The following items have been approved for purchase/loan:

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

___________________________

E. AUTHORIZATION FOR REMOTE WORK

I have read and I agree to the Terms and Conditions of this policy, and I agree to the duties, responsibilities,

obligations, and conditions outlined in these documents. Should any changes occur to the information I have

provided above, I am aware that it is my responsibility to inform my supervisor and Human Resources to initiate

completion of an updated agreement. I understand that a copy of this agreement will be kept in a personnel file.

Employee Signature:

__________________________________________________________________________________

Supervisor Signature:

__________________________________________________________________________________

HR Contact Signature:

_________________________________________________________________________________

Date: _________




