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FREQUENTLY ASKED QUESTIONS

REMOTE WORKING POLICY & PROCESS

Shortcut to the answers by clicking on each hyperlinked question below.

WHO DOES THE REMOTE WORKING POLICY APPLY TO?

DOES THE REMOTE WORKING POLICY INCLUDE REQUESTS FROM EMPLOYEES WANTING TO
WORK FROM REMOTE LOCATIONS OUT OF PROVINCE OR IN OTHER COUNTRIES?

HOW WOULD HUMBER MANAGE EMPLOYEES’ PHYSICAL SAFETY WHEN THEY ARE WORKING
REMOTELY OR FROM HOME DURING WORKING HOURS?

WILL HUMBER BE ISSUING A T2200 TAX FORM FOR EMPLOYEES WHO ARE WORKING
REMOTELY?

HOW WOULD HUMBER ENSURE INTERNAL EQUITY AND CONSISTENCY IN WHO IS ALLOWED
TO WORK FROM HOME AND WHO IS NOT?

HOW WOULD MANAGERS ASSIST EMPLOYEES TO UNDERSTAND THE EXPECTATIONS OF
WORKING REMOTELY?

WHO PAYS FOR WHAT WITH RESPECT TO REMOTE WORKING ARRANGEMENTS?

HOW WOULD HUMBER ENSURE EQUITY IN INSTANCES WHERE SOME EMPLOYEES CANNOT
WORK REMOTELY AND MUST COME TO CAMPUS, AND, THEREFORE MUST PAY FOR PARKING
WHILE OTHER EMPLOYEES WHO ARE WORKING REMOTELY WILL NOT INCUR THE COST OF
PARKING?

HOW WOULD HUMBER KEEP TRACK OF RESOURCES LIKE COMPUTERS AND CHAIRS LOANED
TO EMPLOYEES WHO ARE WORKING REMOTELY, TO BE ABLE TO RECOVER THEM IF THE
EMPLOYEE RETIRES OR IS TERMINATED?

HOW IS HUMBER PLANNING TO RATIONALIZE OFFICES AND SPACES PREVIOUSLY OCCUPIED
BY EMPLOYEES WHO ARE NOW WORKING REMOTELY OR IN A HYBRID WORKING
ARRANGMENT?

HOW WOULD HUMBER MANAGE THE POTENTIAL RISK THAT AN EMPLOYEE WHO IS WORKING
REMOTELY MAY TAKE ON ADDITIONAL JOBS AT HUMBER OR WORK FOR OTHER
ORGANIZATIONS?

HOW WOULD AN EMPLOYEE GO ABOUT OBTAINING APPROVAL TO WORK REMOTELY?

IF A FELLOW EMPLOYEE DOING THE SAME JOB AS | DO, GETS APPROVAL FOR A REMOTE
WORKING ARRANGMENT, CAN | ALSO EXPECT THAT | WILL BE APPROVED?

IF EMPLOYEES ARE EXPECTED TO BE AVAILABLE TO RESPOND ON THEIR PHONES, WHAT IF
THEY DO NOT HAVE, OR NOT QUALIFY FOR, A HUMBER PROVIDED PHONE OR PHONE PLAN?

| WOULD LIKE TO WORK REMOTELY, BUT | DO NOT HAVE A RELIABLE INTERNET SERVICE OR
HIGH-SPEED INTERNET. WILL HUMBER PAY THE COSTS RELATED TO INTERNET FOR ME TO
WORK REMOTELY?

WHAT STEPS CAN BE TAKEN TO ENSURE THAT EMPLOYEES WHO ARE WORKING REMOTELY
OR IN A HYBRID WORKING ARRANGEMENT DO NOT FEEL DISADVANTAGED AND ARE GIVEN
AN EQUAL OPPORTUNITY TO CONTRIBUTE AT TEAM MEETINGS AND OTHER MEETINGS?




17. GOING FORWARD, WILL REMOTE OR HYBRID WORKING GUIDELINES BE ADDED FOR
POSITIONS IN JOB POSTINGS?

18. IF 1 WORK FROM HOME USING MY OWN EQUIPMENT WOULD THAT MAKE ME A CONTRACTOR
AS OPPOSED TO AN EMPLOYEE?

19. CAN SOME EMPLOYEES WORK FROM HOME PERMANENTLY?

20. CAN TWO EMPLOYEES IN THE SAME JOB/ROLE OR IN THE SAME TEAM HAVE DIFFERENT
REMOTE WORKING ARRANGEMENTS?

21. ARE ALL JOBS BEING ASSESSED TO DETERMINE WHETHER THEY CAN BE DONE REMOTELY
OR ONLY WHEN REQUESTED BY THE EMPLOYEE?

22. WILL WORKING REMOTELY CHANGE MY COMPENSATION IN ANY WAY?

23. IF 1 AM WORKING REMOTELY, WILL | STILL BE ALLOWED TO COME ON CAMPUS AND USE
CAMPUS FACILITIES SUCH AS THE GYM?

24. DOES THE POLICY ADDRESS INJURIES TO THE EMPLOYEE THAT OCCUR DURING WORKING
HOURS WHILST IN A REMOTE WORKING ARRANAGEMENT?

25. WHY CAN'T | CONTINUE TO WORK REMOTELY, AS | HAVE BEEN DOING FOR MOST OF THE
PANDEMIC?

26. WILL WE BE FORCED TO RETURN TO CAMPUS IF WE DON'T WISH TO?

27. IF 1 HAVE AN UBNDERLYING HEALTH CONDITION AND CANNOT RETURN TO CAMPUS, CAN |
ASK FOR AN ACCOMMODATION?
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1. WHO DOES THE REMOTE WORKING POLICY APPLY TO?

The Remote Working Policy applies to all Humber and Guelph-Humber employees.

2. DOES THE REMOTE WORKING POLICY INCLUDE REQUESTS FROM EMPLOYEES WANTING
TO WORK FROM REMOTE LOCATIONS OUT OF PROVINCE OR IN OTHER COUNTRIES?

Out of province or out of country remote working is covered in the Remote Working Guidelines
document under section 3.4.

In all instances when employees request remote working arrangements that are outside the

province/country of Humber, or if Humber is considering hiring an employee who will work outside

of Ontario and/or Canada, the following must be taken into consideration when making a final

determination:

= Collective Agreements outline that employees who are members of a bargaining unit cannot
work outside the province/country of the employer/jurisdiction of the respective bargaining
union.

=  Where employees work outside of province or country there may be specific jurisdictional and
tax implications.

=  Working out of country/province may also introduce individual risks and requirements for WSIB
in instances where employees get injured.

= There may be special security and border requirements/restrictions that apply.

= There may be travel, accommodations and transportation issues that can impact in instances
where permission to work out of province or out of country is granted by Humber and where
the employee may be asked to attend campus at short notice.

Please refer to Section 3.4 of the Guidelines document attached to the Policy, in detail as it provides
guidance for a range of situations, from short term remote working to extended term remote
working

3. HOW WOULD HUMBER MANAGE EMPLOYEES’' PHYSICAL SAFETY WHEN THEY ARE
WORKING REMOTELY OR FROM HOME DURING WORKING HOURS?

Employee safety during working hours while working remotely is covered in the Remote Working
Guidelines under section 3.11. Ensuring employees’ safety during working hours in the remote
location is a joint responsibility between employees and the Health and Safety Department at
Humber. As part of the workspace assessment, the manager, employee and the Health and Safety
Department will conduct an assessment to ensure the employee’s physical safety in their remote
workplace. Where the employee may have other safety concerns apart from physical workspace
safety, they are encouraged to share this with their manager or the Health and Safety Department
if it is of a confidential nature.
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4. WILL HUMBER BE ISSUING T2200 TAX FORMS FOR EMPLOYEES WHO ARE WORKING
REMOTELY?

The guidance on the issuance of the T2200 Tax form is covered in the Remote Working Guidelines
under section 3.15. Given the global shift to remote working due to the current Covid-19 pandemic,
the Canada Revenue Agency (CRA) allowed the use of the T2200 form by employees who found
themselves working from home during the pandemic. Humber provided the T2200 forms for the
2020 taxation year based on employees requesting these forms. Going forward, a similar approach
will be used where T2200 forms will be issued only to employee who are in a remote or hybrid
working arrangement (a hybrid working arrangement is an arrangement where the employee works
some days on campus and other days remotely) and who wish to make a claim using this form.

Employees are encouraged to consult a taxation professional to determine the potential impact of
claims related to the use of the T2200 form on their taxes.

5. HOW WOULD HUMBER ENSURE INTERNAL EQUITY AND CONSISTENCY IN WHO IS
ALLOWED TO WORK FROM HOME AND WHO IS NOT?

Guidelines are provided under sections 3.0 of the Remote Working Policy, and sections 3.2, 3.18
and 3.19 for the Remote Working Guidelines which aim to address determination of jobs that are
good candidates for remote working arrangements and for achieving equity and consistency in
granting such arrangements. Under the policy, employees are required to formally request a remote
working arrangement, and managers are required to use defined criteria to determine if the job
can be performed effectively in a remote setting just as it would be done in person and on campus.
To ensure internal equity and consistency, managers are encouraged to make these assessments
for all the jobs in their area, and to follow the guidelines when determining what employees and
what roles appear to be strong candidates for remote working arrangements. Additionally,
managers are encouraged to consider the impact on operational efficiency of their services as they
consider options for remote or hybrid working arrangements.

If an employee feels that their request has been denied unfairly, they should discuss this with their
manager and if needed, reach out to their Human Resources Business Partner for assistance.

6. HOW WOULD MANAGERS ASSIST EMPLOYEES TO UNDERSTAND THE EXPECTATIONS OF
WORKING REMOTELY?

Remote working arrangements are very different from working on campus. Although employees
have gotten a sense of this type of work arrangement over the last couple of months, with Covid-
19, it is expected that remote working may look different for employees who would prefer to work
remotely or in a hybrid working arrangement when the majority of their team is back on campus.
Expectations for remote working are described in detail under many sections of the Remote
Working Guidelines and managers are encouraged to review and discuss, in particular section 3.25
of the Guidelines, the pros and cons of remote working including the physical, and psychological
and operational effects.
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7. WHO PAYS FOR WHAT WITH RESPECT TO REMOTE WORKING ARRANGEMENTS?

Key to the remote working arrangement is the clear determination of what costs related to remote
working arrangements sit with the employee and what costs will be covered by Humber. Cost
responsibility is dependent mainly on the type of remote working arrangement and on the
determination of what can be considered bona fide work-related costs. Guidelines for this
determination are provided under sections 3.22 and 3.23 of the Remote Working Guidelines.

Where Humber requires employees to work remotely, or specifically under remote working type
8.4 of the Remote Working Policy — Critical Situation Remote Work — Humber would assume costs
necessary to ensure tools and resources required to effectively perform the work. This may include
computer hardware, computer software, voice communication, email, voicemail, connectivity to
host applications, and other applicable equipment as deemed necessary. Any of these resources
provided by Humber, including Humber furniture, must be returned to Humber upon request. It is
the employee’s responsibility to protect Humber’s equipment while in the employee’s care.

Where a remote working request is initiated by the employee, it is expected that the employee
would be responsible for furnishing, equipping, and maintaining their home/remote office so that
they have a safe, secure, healthful, comfortable and distraction free work environment where they
can accomplish their work in an efficient and expeditious manner.

Now that the critical situation remote working condition is being relaxed and employees are
returning to campus, many managers are considering instituting hybrid working arrangements (a
hybrid working arrangement is an arrangement where the employee works some days on campus
and other days remotely). As this type of arrangement is being considered both by managers and
requested by employees, the decision of who pays for what is likely a joint discussion. Typically,
employees will be required to ensure they have the right physical setup for when they are working
remotely, such as furniture, a designated office space, security and internet access. In facilitating
the mobility factor required for successful hybrid working, would require the ability to use laptops
instead of desktops, headphones, and other connection accessories. The provision of these items
will typically be provided by Humber.

Humber will not assume costs related to remodeling, furnishings (such as chairs, desks, filing
cabinets, printers, etc.) or maintaining (such as electricity, internet, heat, hydro, etc.) the remote
workspace of the employee. Any other resources normally provided to the role (laptop, cell phone,
etc.) regardless of where the work is completed, would continue to be provided by Humber.

8. HOW WOULD HUMBER ENSURE EQUITY IN INSTANCES WHERE SOME EMPLOYEES CANNOT
WORK REMOTELY AND MUST COME TO CAMPUS, AND, THEREFORE MUST PAY FOR
PARKING WHILE OTHER EMPLOYEES WHO ARE WORKING REMOTELY WILL NOT INCUR
THE COST OF PARKING?

Whether an employee works remotely or not, is not related to how they choose to come to work.
It is not anticipated that Humber will have many staff who are considered “permanent remote
workers” and therefore it is expected that other than by exception, Humber employees will be
required to come to campus either every day or as detailed in their remote or hybrid working
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arrangement. How employees choose to commute is their own responsibility and the costs of
public transit, driving, and/or parking is not the responsibility of Humber.

If any employee feels that their request to work remotely is not fair and equitable compared to
other similar roles in their department, they should seek clarification from their manager and/or
reach out to Human Resources for assistance.

9. HOW WOULD HUMBER KEEP TRACK OF RESOURCES LIKE COMPUTERS AND CHAIRS
LOANED TO EMPLOYEES WHO ARE WORKING REMOTELY, TO BE ABLE TO RECOVER THEM
IF THE EMPLOYEE RETIRES OR CEASES TO BE EMPLOYED BY HUMBER?

Keeping track of resources in the possession of employees who are working remotely is covered
under section 3.23 of the Remote Working Guidelines and would be no different than how we track
those resources with on campus employees. Managers are expected to maintain a tracking log of
all resources belonging to Humber that are on loan to employees who are working remotely or
provided as part of the employment relationship. Additionally, as part of the remote working
resources, an Inventory Form is provided for managers to utilize for this record keeping.

10.HOW IS HUMBER PLANNING TO RATIONALIZE OFFICES AND SPACES PREVIOUSLY
OCCUPIED BY EMPLOYEES WHO ARE NOW WORKING REMOTELY OR IN A HYBRID
WORKING ARRANGEMENT?

Remote and hybrid working presents new opportunities for Humber to capitalize on better space
utilization. As we review the number of employees making use of the remote and hybrid working
arrangements, managers are asked to discuss options with their teams and divisional Vice
Presidents and to engage the Capital Development and Facilities Management Department to get
advice and to consider the opportunities that exists to manage space more efficiently where
possible.

11.HOW WOULD HUMBER MANAGE THE POTENTIAL RISK THAT AN EMPLOYEE WHO IS
WORKING REMOTELY MAY TAKE ON ADDITIONAL JOBS AT HUMBER OR WORK FOR OTHER
ORGANIZATIONS?

Employees are expected to dedicate themselves fully to the role they are hired to do. Where
employees are desirous of taking on additional jobs within Humber such as teaching courses, this
must be disclosed to their manager and a discussion on how this may impact their current role
should occur. Additionally, employees are expected to disclose any work with other organizations
that may create a conflict of interest and/or impact their ability to perform and be available to
dedicate themselves to the role they were hired to do.

12.,HOW WOULD AN EMPLOYEE GO ABOUT OBTAINING APPROVAL TO WORK REMOTELY?

Employees desirous of working remotely are encouraged to first thoroughly read the Remote
Working Policy and accompanying Remote Working Guidelines. Once they have done so, employees
can complete the Remote Workspace Self-Assessment Checklist. This checklist will help them
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determine if they can effectively work remotely. The next step would be for employees to make a
formal request to their manager for a remote working arrangement.

Upon receipt of the request, managers will work with employee to complete a series of
assessments based on the type of remote working arrangement requested and will then make a
determination leading to approval/non approval.

13.IF A FELLOW EMPLOYEE DOING THE SAME JOB AS ME, GETS APPROVAL FOR A REMOTE
WORKING ARRANGMENT, CAN | ALSO EXPECT THAT | WILL BE APPROVED?

It is important to note that the determination of a job that is a good candidate for a remote working
arrangement will apply to all of the same jobs. However, the work or job assessment is only one
element of the overall decision to approve or not approve a remote working arrangement. Other
assessments include: assessing the remote work location of the employee to determine if it is
appropriate for remote work; whether the employee requires more face to face supervision and
coaching and therefore requires more time on campus. Assessments are both role specific and
individualized and will be specific to each employee and manager. It is therefore possible that after
all assessments are completed, one employee can be approved for a remote working arrangement
whilst another employee with the exact same job, may not. In arriving at a final decision, managers
are encouraged to ensure they abide by the guidance provided under section 3.19 of the Remote
Working Guidelines.

14.IF EMPLOYEES ARE EXECTED TO BE AVAILABLE TO RESPOND ON THEIR PHONES, WHAT IF
THEY DO NOT HAVE, OR NOT QUALIFY FOR, A HUMBER PROVIDED PHONE OR PHONE
PLAN?

In addition to the assessments conducted by managers related to the job and the resources eligible
to employees in a remote working arrangement, it is advisable that managers consider and discuss
the availability requirements of employees prior to the commencement of the remote working
arrangement and document this in the Remote Working Agreement. Eligibility for Humber supplied
phones and participation in the phone plans are role based and defined under the guidelines
provided for these resources. Additionally, where employees may be working remotely, they are
expected to use communication platforms and applications commonly used by Humber for video
and voice communications, such as teams.

15.1 WOULD LIKE TO WORK REMOTELY, BUT | DO NOT HAVE A RELIABLE INTERNET SERVICE
OR HIGH-SPEED INTERNET. WILL HUMBER PAY THE COSTS RELATED TO INTERNET FOR ME
TO WORK REMOTELY?

As outlined under section 3.22 and 3.23 of the Remote Working Guidelines, the costs related to the
provision of internet services for employees granted a remote working arrangement will not be a
typical expense that Humber will assume. If the employee is requesting the remote working
arrangement, it is the responsibility of the employee to ensure fast and reliable high-speed internet.
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16.WHAT STEPS CAN BE TAKEN TO ENSURE THAT EMPLOYEES WHO ARE WORKING
REMOTELY OR IN A HYBRID WORKING ARRANGMENT DO NOT FEEL DISADVANTAGED AND
ARE GIVEN AN EQUAL OPPORTUNITY TO CONTRIBUTE AT TEAM MEETINGS AND OTHER
MEETINGS?

Whereas prior to the Covid-19 situation, the etiquette and inclusion practices for employees who
were not in person at a meeting were not known or practiced consistently. If we are moving to a
world where remote or hybrid work is more common, there will need to be a growing awareness
and practice by both managers and employees in the remote sphere. Employees and managers
now have greater awareness and have developed improved skills required to manage online
meetings. Humber will provide tips, guidelines and training to assist with building a culture of
inclusion.

17.GOING FORWARD, WILL REMOTE OR HYBRID WORKING, AS AN OPTION, BE ADDED FOR
POSITIONS IN JOB POSTINGS?

Once a job is being prepared for posting, it is recommended that managers take the time to assess
whether the job is a candidate for remote or hybrid working. If the job can be performed remotely
100% and is preferred as a fully remote job, it should be posted this way. In other instances, where
the job can be performed either on campus or remotely, this may not necessarily be indicated in
the posting, but the options for remote and hybrid working can be discussed either during the
selection process or after the employee has completed their orientation and probation. These
decisions will follow the existing practice that the manager has implemented in their department
and for their team.

18.IF | WORK FROM HOME USING MY OWN EQUIPMENT WOULD THAT MAKE ME A
CONTRACTOR AS OPPOSED TO AN EMPLOYEE?

Canada Revenue Agency (CRA) sets out a list of factors for determination of an employee vs a
contractor. Ownership of equipment is just one factor. Employees working remotely will still be
using Humber tools and resources such as collaboration and communication tools. The
employment relationship with Humber will not change simply by virtue of a remote working
arrangement.

19.CAN SOME EMPLOYEES WORK FROM HOME PERMANENTLY?

One of the remote working arrangement types is a permanent remote worker, who works remotely
for 100% of the time and may only visit the College campus when specially requested to do so. It
should be noted, however, a permanent remote worker will not be the norm and likely not
appropriate for most roles. Humber is more likely preferring to offer the option outlined in the
Remote Working Policy (section 2.2) of “A time limited, flexible or temporary work arrangement”
which is being more commonly referred to today as a hybrid working arrangement (a hybrid
working arrangement is an arrangement where the employee works some days on campus and
other days remotely).
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20.CAN TWO EMPLOYEES IN THE SAME JOB/ROLE OR ON THE SAME TEAM HAVE DIFFERENT
REMOTE WORKING ARRANGEMENTS?

It is possible for two or more employees in the same job/role or team to have different remote
working arrangements. Employees will generally request the type of work arrangement that best
suits them. Once the manager assesses the requests, they can determine what is equitable and fair
and approve different arrangements.

21.ARE ALL JOBS BEING ASSESSED TO DETERMINE WHETHER THEY CAN BE DONE REMOTELY
OR ONLY WHEN REQUESTED BY THE EMPLOYEE?

Employees can certainly initiate the assessment process through their formal request to their
manager, but managers are encouraged to consider the needs of the department and the
appropriateness of the jobs within the department for remote working prior to a formal request.
This way, managers can anticipate requests and be in a strong position to properly
approve/disapprove remote working requests.

22.WILL WORKING REMOTELY CHANGE MY COMPENSATION IN ANY WAY?

Remote working arrangements, on their own, do not impact compensation.

23.IF | AM WORKING REMOTELY, WILL | STILL BE ALLOWED TO COME ON CAMPUS AND USE
CAMPUS FACILITIES SUCH AS THE GYM?

Employees working remotely will have the same access to benefits, perks and on campus facilities
as similar on-site employees will have.

24.DOES THE POLICY ADDRESS INJURIES TO THE EMPLOYEE THAT OCCUR DURING WORKING
HOURS WHILST IN A REMOTE WORKING ARRANGEMENT?

As outlined under 3.11 and 3.12 of the Remote Working Guidelines document, the remote working
workspace is considered an extension of the workspace during working hours. Where an injury
occurs in the remote working location, employees are required to follow the same established
procedure as outlined by Humber’s Occupational Health and Safety Department and report the
injury. Employees are covered by the Workplace Safety Insurance Board (WSIB) insurance coverage
in the same manner as if they were working on-site.

25.WHY CAN'T | CONTINUE TO WORK REMOTELY, AS | HAVE BEEN DOING FOR MOST OF THE
PANDEMIC?

Humber like all public institutions will follow the guidance provided by the Government and Public
Health Agencies related to return to normal working conditions. As more employees are returning
to work and educational institutions are returning to pre-pandemic conditions, we will also be
resuming pre-pandemic working arrangements and continuing to follow any requirements that
protect employees, students and visitors on campus.
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During the pandemic, employees were working under a “Critical Situation” remote working, which
meant that while Humber was able to provide a high level of service, we were not providing a full
level of service. | many areas of the College, processes that required face-to-face service delivery
was compromised by instituting “work around” processes that while it may have delivered the
service, it did impact timeliness, student experience and efficiencies.

Humber is desirous of supporting students by ensuring a presence at its campuses and in ensuring
that services revert back to pre-pandemic efficiency. For these reasons, employees will not have
the option to continue to work fully and 100% remotely.

We have also learned that many services can effectively be delivered remotely, and for this reason,
managers are contemplating the option of hybrid working arrangements which would allow
employees in certain jobs and in certain areas of the College to work some days on campus and
other days remotely.

26. WILL WE BE FORCED TO RETURN TO CAMPUS IF WE DON'T WISH TO?

Commencing January 2022, employees will be required to return to campus unless alternative working
arrangements, such as a hybrid working arrangement is put in place. Employees who do not meet the
return to campus requirements will follow the processes outlined related to return to campus, which
are unrelated to the Remote Working Policy. These may include: accommodation requests and
vaccination status declaration. Consistent with employees’ employment contract, they are required to
perform the work at the location/s determined by the College.

27. IF I HAVE AN UNDERLYING HEALTH CONDITION AND CANNOT RETURN TO CAMPUS, CAN | ASK
FOR AN ACCOMMODATON?

Accommodation requests are a separate process and unrelated to the Remote Working Policy.
Employees seeking accommodations should follow the process outlined for accommodations.
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