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Policy 
 

Policy Title Remote and Flexible Work 

Policy Holder Executive Director, Organizational Effectiveness 

Policy Approver(s) Senior Team 

Related Policies  Acceptable Use of IT Policy 
Heath and Safety Policy 
Sick Leave Policy 

Related Procedures  Remote and Flexible Work Procedure 

  

Appendices Appendix 1 – Remote Work Assessment Form 
Appendix 2 – Sample Remote Work Agreement 
Appendix 3 – Remote Workspace – Self Assessment Form 

Storage Location Website - https://www.confederationcollege.ca/policies-and-procedures  

Effective Date 2022-05-30 

Next Review Date 2023-05-30 

Purpose 
Confederation is committed to creating opportunities that promote employee well-being and 

engagement, advance the ability for employees to work productively to achieve institutional goals and 
objectives and create a culture of performance and care. By implementing a remote working arrangement 

policy, Confederation hopes to achieve the following benefits:  

• Increase our ability to attract and retain top talent 

• Improve employee satisfaction 

• Use physical space effectively 

• Improve employee well-being, health and work-life balance 

• Support Confederation’s Sustainability Plan and reduce the College’s environmental footprint 

Scope 
 

This policy addresses the circumstances of employees working from home, or from a designated 

alternative remote worksite that is not the College campus workplace, which is generally referred to as 
remote working, teleworking, or telecommuting. While remote working is a form of flexible working 

arrangements, this policy does not cover other forms of flexible working arrangements such as:   

• Flex time 
• Reduced work week 

https://www.confederationcollege.ca/policies-and-procedures
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• Job sharing 

• Occasionally working from home due to other circumstances 

This policy and related supporting documents outline the broad expectations for the College and 

employees around remote work including:   

• Types of remote working arrangements 

• Terms of participation and eligibility requirements 

• Accountability and evaluation 

• Guidelines and requirements – which include: legal rights and obligations, security and 

confidentiality, work performance and other related conditions. 

 

Definitions 
 
A workplace 
Any place where an employee is engaged in work for their employer. This includes locations where work is 
being performed outdoors, on third-party premises or from the employee’s home.  
 
Flexible Working Arrangements 
Flexible working arrangements are changes to an employee’s terms and conditions of employment that 
may include, but are not limited to: flex time, compressed work week, reduced work week, job sharing, 
and remote working. 
 
Remote worker 
An employee who works outside the traditional office on a consistent basis or for a defined period of time. 
 
Remote working 
A work arrangement in which some, or all, of the work is performed from home or another approved off-
site location usually with the aid of technology such as a telephone, laptop computer, desktop computer, 
business communication resources and other technology tools. 

 
Remote Working Arrangement 
Approved arrangement for the employee to carry out defined duties from the employee’s home-based 
worksite or other approved remote worksite during agreed hours on an ongoing basis or for a specified 
period of time, the terms of which are set out in a ‘Remote Working Agreement’ entered into between the 
College and the employee, and if the employee is unionized, the Union. 
 
Working hours 
Are defined in the individual employee’s contract and may vary depending on role. Core working hours of 
the College generally fall between 8:00 am – 6:00 pm on weekdays. 

 

Governing Laws and Regulations 
The Health Protection and Promotion Act of Ontario  
The Ontario Human Rights Code  
The Ontario Occupational Health and Safety Act  

Policy Statements 
The policy is intended to enable and support the development of appropriate and well-managed remote 

working arrangements. The ultimate decision regarding whether an individual or group will be permitted 
to work remotely rests solely with the College.  All remote work arrangements require management 

https://www.ontario.ca/laws/statute/90h07
https://www.ontario.ca/laws/statute/90h07
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/90h19
https://www.ontario.ca/laws/statute/90o01
https://www.ontario.ca/laws/statute/90o01
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approval and must adhere to applicable legislation, regulations, common law obligation and collective 

agreements (where applicable). The policy is not intended to override or supersede any of the foregoing. 
The policy is also not intended to confer any right to any individual or group to work remotely.   

The policy is intended to promote fairness, due process and the well-being of all Confederation employees 

while recognizing and addressing the many considerations involved in administering remote working 

arrangements. Safety and well-being of employees is of paramount importance. Alignment with 
Confederation’s corporate Strategic Plan and operational planning is also vital to achieving a successful 

and sustainable approach to remote working.   

This policy covers the typical conditions under which remote working arrangements would be considered. 

It covers multiple types of remote working situations including situations wherein critical incidents have 

occurred requiring mandatory remote working, such the COVID-19 pandemic and Confederation’s 

response as directed by Public Health officials. This policy is intended for use outside of any world-wide 

pandemic situation or national emergency. 1  

 

Non-Compliance 
Failure to comply with the provisions of this policy or any related policies may result in the nullification 
of any remote working agreement.  

Revision History 
Version Change Author Date of Change 

Original  Jeannine Verdenik 2022-05-30 

    

    

    

  
  

 
1 This policy was initially drafted in 2021, during the COVID-19 pandemic. While this situation has informed 

considerations and guidelines, this policy is ONLY relevant and active from the date of approval.  
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Appendix 1 – Remote Work Assessment Form 
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Appendix 2 – Sample Remote Work Agreement 
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Appendix 3 – Remote Workspace – Self-Assessment Checklist 
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