
Vanier College Telework Agreement 

between 

The College’s representative 

____________________ 

(herein referred to as the MANAGER) 

and 

____________________ 

(herein referred to as the EMPLOYEE) 

PREAMBLE: 

The parties to this agreement understand and agree that: 

• A telework arrangement must at all times respect the context of the College’s mission and its 
values, most notably as they concern services to our students;

• The arrangements outlined herein provide a framework whereby the EMPLOYEE would be 
permitted to work from an alternate location, usually from their home, in order to better 
balance their work and personal lives while still contributing at the same level to the College's 
mission;

• Participation in this agreement is voluntary and is made at the request of the EMPLOYEE. Unless 
otherwise specified by the College, no employee is required to work from home;

• In order to qualify for a telework agreement, all eligibility criteria must be respected;
• Consequently, any failure to comply with eligibility requirements will result in the immediate 

interruption of the telework authorization;
• Telework in no way modifies the salary, benefits, compensation, leaves, holidays and other 

terms and conditions of employment for the EMPLOYEE as established by their contract, 
collective agreement or the College's policies;

• The duties, obligations and responsibilities of the EMPLOYEE and the College remain unchanged 
by Telework;

• Nothing in this policy alters or invalidates existing College standards of performance or 
behaviour for the EMPLOYEE;

• This agreement is part of a pilot project with no guarantees of continuing beyond the trial 
period;

• This pilot project is established separately form any COVID pandemic accommodations or 
discretionary situations that may also involve telework arrangements.



MANAGERS ATTESTATION: 

By affixing their signature to this document, the MANAGER is attesting to the following: 
(The MANAGER must check each box to confirm validation has been completed) 

The EMPLOYEE has successfully completed at least the first phase of their probationary period; 

The EMPLOYEE has successfully completed their integration and training period; 

The EMPLOYEE's job performance is such that there have been no performance related issues 
documented in the past 12 months; 

The status of the EMPLOYEE's disciplinary record is such that there have been no comportment 
or other issues that resulted in verbal warnings, written warnings or other disciplinary 
measures being imposed in the past 12 months; 

The nature of the EMPLOYEE's functions is such that telework is possible: 

Services to the community can be provided at the same level of quality whether they are 
provided in person or on-line; 

A significant portion of the workload can be completed away from the office without 
diminishing quality or productivity; 

The telework does not create inefficiencies or problems for customers (internal or 
external), projects or other employees; 

The needs of internal and external customers can be met at the same level as when the 
EMPLOYEE works from their workstation on the College premises; 

There should be no significant impact on the workload of other employees in a service or 
department as a result of the granting of a telework request. 

In addition, the MANAGER will: 

• Adopt effective management practices to ensure that the EMPLOYEE receives the support they
need to perform their duties;

• Define expectations and objectives and follow up on them with the EMPLOYEE;
• Ensure appropriate communication with the EMPLOYEE;
• Respect the EMPLOYEE's established work schedule;



EMPLOYEE’S COMMITMENT 

By affixing their signature to this agreement the EMPLOYEE commits to: 

• Maintaining an adequate level of communication with the College, their MANAGER and their
colleagues;

• Complying with all policies and procedures applicable to their employment with the College,
including those relating to security and confidentiality;

• Providing for an appropriate working environment at home, including an environment that
excludes noise during calls and meetings;

• Performing at a level that meets the requirements of the College;
• Completing the same quantity and quality of work as they would at their regular work location;
• Providing and maintaining a teleworkplace that meets the occupational health and safety

standards described in the Policy’s section on "Occupational Health and Safety: Prevention”;
• Making themselves available in accordance with the needs of their MANAGER and their

department;
• Collaborating with co-workers as required to achieve all results expected by the College;
• When requested by the MANAGER, attending meetings or gatherings at the College even if the

event falls on a day that the EMPLOYEE was scheduled to be teleworking;
• Being available according to organizational needs during designated work hours;
• Ensuring that they have the technological tools and functionality to carry out their tasks

remotely, including an adequate internet connection and access to a telephone;
• Providing their MANAGER with a telephone number at which they can be easily reached during

working hours;
• Notifying their MANAGER immediately of any breakdown, failure or other situation that

prevents them from carrying out their telework;
• Reporting without delay any work-related incident that may lead to an employment injury;
• Ensuring that their teleworkplace complies with occupational health and safety standards and

that it respects the principles of office ergonomics;
• Ensuring that College-owned computer supplies, equipment and networks are used exclusively

for work-related activities, unless explicitly authorized by the College;
• Ensuring the security of work-related documents and information;
• Complying at all times and in all respects with the rules of confidentiality and protection of

confidential information;
• Complying in the performance of their responsibilities with all College policies and directives;



DETAILS OF AGREEMENT BETWEEN THE PARTIES 

1. TELEWORK RATIO

The number of hours of telework hours authorized may vary from one fulltime employee to the next 
and from one position to the next but may not exceed 30%, or 3 days, over a period of 10 working days. 
This 30% ratio is further prorated for part-time employees. 

Percentage requested by the EMPLOYEE:  ________________ 

Percentage authorized by the MANAGER: ________________ 

2. WORK SCHEDULE

Telework is performed during assigned working hours and during periods that have been predetermined 
between the EMPLOYEE and the MANAGER. The EMPLOYEE’s telework schedule will be determined 
such that they are able to access resources, attend events and meet with their MANAGER, co-workers, 
other employees and/or students in person as appropriate. 

Teleworking does not change the number of hours the EMPLOYEE must work. Any changes in working 
hours must be approved in advance by the manager, including requests for overtime, leave or sick leave. 

If the EMPLOYEE is required to attend meetings on campus on telework days, travel time is not included 
in working time. 

Agreed to schedule for the EMPLOYEE on telework days: 

8:00 am to 4:00 pm 

8:30 am to 4:30 pm 

9:00 am to 5:00 pm 

Other:  (please specify)   _______________________________ 

Agreed to telework days over a 10 day period: 

Monday Tuesday Wednesday Thursday Friday 

Week 1 

Week 2 

3. DURATION:

This agreement takes effect as of _______________ and ends on _______________. The period 
determined should, when possible, ideally correspond to the beginning and end of a semester. 



CONDITIONS OF THIS AGREEMENT 

Sick days or personal days: 

If the Employee is scheduled for telework but is unable to work due to illness or other reasons, they 
must use either a sick day or a personal leave as appropriate. The absence must be reported to the 
MANAGER as soon as possible and recorded in the College’s usual absence reporting system. 

Interruptions or Emergencies 

If the EMPLOYEE while on telework is, for any reason, unable to work from home, they must report to 
the College. If a technical problem occurs less than two hours before the end of the day, the EMPLOYEE 
must immediately contact the MANAGER to confirm whether to go to the College or stay home. If the 
problem occurs more than two hours before the end of the working day, the EMPLOYEE must go to the 
College to finish the work day. 

The EMPLOYEE must notify their MANAGER in the event of an emergency or accident. 

In the event that an unforeseen situation at the College results in its closing and employees being 
excused for the work day, the EMPLOYEE on telework will be expected to complete their work day. 

Communication and presence at work 

In the context of telework, the preferred modes of communication are: 
• Microsoft Teams;
• Email;
• Telephone;
• Video conferencing (Zoom).

During regular working hours, the EMPLOYEE must be reachable by the Manager, co-workers, persons 
to whom they are required to render services or persons with whom they need to communicate in order 
to perform their duties. 

The EMPLOYEE is responsible for providing their MANAGER with a telephone number at which they can 
be reached during working hours. 

All means of communication must be consistent with the College's IT security protocols and allow for 
the preservation of confidentiality of documents and communications, both written and oral. 



Other non-job related responsibilities 

Telework is not intended to replace regular child or dependent care. The EMPLOYEE is consequently 
required to make the same childcare arrangements while teleworking as they would when at the 
College. On telework days, the Employee should not also be responsible for the care of children, adult 
dependants or other dependants, or other personal responsibilities during working hours. If this is not 
possible, the employee must contact their manager to determine alternative work delivery 
arrangements. 

Security, Ethics and Confidentiality of Data 

The Employee is responsible for the protection of all College data, equipment, confidential information 
and trade secrets. It is the employee's responsibility to ensure that College information is not accessible 
to others. 

In particular, and without limiting the generality of the foregoing, the EMPLOYEE is responsible for: 

(i) Adhering to all College passwords, email encryption, firewalls and access to biometric
identifiers;

(ii) Keeping hard copies of College confidential information in locked locations when not in use;
and

(iii) Executing and agreeing to be bound at all times by the confidentiality of information and the
intellectual property protocols.

In the event that the EMPLOYEE is required to bring confidential material home for teleworking, prior 
written approval by the MANAGER is required. 

Supplies, equipment and tools 

Equipment (e.g. laptop with software, mouse and headset) is provided by the College to the EMPLOYEE 
for the purpose of teleworking and remains at all times the property of the College. 

The EMPLOYEE must use this equipment in the course of their duties and not for personal use. 

The College may at any time require the EMPLOYEE to return such equipment to the College premises. 

The EMPLOYEE is responsible for taking the necessary precautions to protect the equipment from theft, 
damage or misuse. 

The support provided to teleworkers from IT Services is limited to only equipment that was supplied by 
the College and does not extend to devices owned by the EMPLOYEE. 



Reimbursement of telework related expenses 
Participation in this program is voluntary and is made at the request of the EMPLOYEE. Unless otherwise 
specified by the College, no employees are required to work from home. 

Consequently, costs incurred by the EMPLOYEE in order to exercise the privilege of working from home 
are not reimbursable by the College unless specifically agreed to in advance by the Director responsible 
for the service or department. Individual managers may not approve such expenses. 

The cost of internet services will not be reimbursed by the College. It is the responsibility of the 
EMPLOYEE  to ensure that their home office allows for regular adequate communication with their 
manager, colleagues and the people to whom they are providing services. 

The College will not reimburse the use of personal printers and ink cartridges. In the event that 
documents need to be printed, this should be done at the College. 

The EMPLOYEE is responsible for informing their insurance provider that they are working from home. 
The College will not assume any increases to coverage that may result from a telework arrangement. 

If the EMPLOYEE is required to make long distance or international calls, these calls must be approved in 
advance in order for the expenses to be reimbursed upon presentation of supporting documentation. 

CONDITIONS UNDER WHICH THIS AGREEMENT CAN BE TERMINATED 

Telework is a privilege not a right. If the EMPLOYEE does not respect expectations this privilege will be 
revoked. In this eventuality, the MANAGER will notify the EMPLOYEE five (5) working days prior to the 
termination of the telework agreement. 

The EMPLOYEE’s access to telework may be modified or revoked based on new or modified duties or 
workload requirements.  In this eventuality, the MANAGER will provide the EMPLOYEE with as much 
notice as possible. 

In the event that the EMPLOYEE changes positions or departments, the telework arrangement will end 
automatically. Should the EMPLOYEE wish to continue to participate in a telework agreement, a new 
request will have to be made and evaluated based on the established criteria and the needs of the new 
position. There is no guarantee of continued participation. 



ATTESTATIONS 

EMPLOYEE: 

I confirm that I have read this agreement, that I understand its contents and my obligations and 
that I will comply with everything detailed herein. 

I confirm that I have read the College’s draft Telework Policy upon which the current pilot 
project is based, that I understand its contents and my obligations and state that I will comply 
with everything detailed therein. 

I confirm that I have read the document entitled “Ergonomic Tips for Telecommuting” and I 
attest that my home telework station conforms to the information provided in this document. I 
further attest that I am willing to provide the College with proof of this conformity upon 
request. 

 ___________________  _________________________   ____________ 
Name Signature Date 

MANAGER: I confirm that I have read this agreement, that I understand its contents and my obligations 
and that I will comply with everything detailed herein. 

 ___________________  _________________________   ____________ 
Name Signature Date 
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