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1. Purpose
· Provide direction to both employees and their managers when telecommuting or when a remote work arrangement is requested or required.
· Establish a policy for consistent use of telecommuting and remote work arrangements by supervisors, employees, and contractors working outside of a GP Strategies office. 
· Establish the use of Standards and Procedures for informing employees and contractors of the expectations for receiving telework approval.
· Authorize the use of procedures that enable GP Strategies corporate services and business units to include in their emergency and continuity of operations plans, the capability and processes for employees and contractors to work from non-office locations during a period of emergency as part of the company business continuity planning.
2. Background
Telecommuting or remote work is defined as allowing employees and contractors to work at a location that is not supervised or controlled by GP Strategies. Telecommuting or remote work allows employees or contractors to work at home, on the road or in a satellite location for all or part of their workweek. GP Strategies considers telecommuting or remote work to be a viable, flexible work option when both the employee/contractor and the job are suited to such an arrangement. Telecommuting or remote work may be appropriate for some employees, contractors and jobs, but not for others. Telecommuting is not an entitlement, it is not a companywide benefit, and it in no way changes the terms and conditions of employment with GP Strategies. Telecommuting arrangements may be established for permanent, long-term or short-term periods as guided by Human Resources.

Telecommuting or remote work can be informal, such as working from home for a short-term project or in changing locations during business travel, or a formal, set schedule of working away from the office. Telecommuters or remote workers perform the same work that they would in a GP Strategies corporation managed office, temporary or client workplace in accordance with the same performance expectations and other agreed upon terms. Either an employee, contractor or a manager can suggest telecommuting or remote work as a possible work arrangement.



3. Eligibility
GP Strategies considers telecommuting or remote work to be a viable alternative work arrangement in cases where the individual employee, the job, and the manager are well suited to such an arrangement.  The employee and manager should evaluate and review the following areas:
· Department, project and client needs: Examine the needs of the department, project and client including frequency of meetings, department goals and projects, and client schedules.  Employee and manager should discuss work habits and traits that are customarily recognized as appropriate for successful telecommuters, such as reliability, responsiveness, and the ability to work independently.
· Equipment needs, workspace design considerations and scheduling issues: The employee and manager will review the physical workspace needs and the appropriate location for the remote work.
· Tax and other legal implications: The employee must determine any tax or legal implications under national, provincial, regional, state and local government laws, and/or restrictions of working out of a home-based or alternative office.  Responsibility for fulfilling all obligations in this area rests solely with the employee.

An appropriate level of communication between the employee and manager will be agreed to as part of the discussion process and will be more frequent initially.  Over time, the manager and employee will communicate at a level consistent with employees working at the office or in a manner and frequency that is appropriate for the job and individuals involved.
4.	Work Schedule & Availability
While there’s flexibility associated with telecommuting and remote work, the expectation is that employees should maintain an appropriate work/life balance. Therefore, telecommuters or remote workers should endeavor to create a consistent schedule that supports client, manager, and coworker connectivity.  Employees must remain productive and responsive during their scheduled work hours, and maintain a presence with their manager, teams, and clients while working remotely. Presence may be maintained by establishing times when the employee and manager are reachable/available using appropriate technology including, but not limited to, a computer, email, video conferencing, and instant messaging. The employee is expected to maintain the same response times as if they were in a regular office setting and will make themselves available to attend scheduled work meetings as required and/or requested.
5.	Equipment
GP Strategies may determine the appropriate supplies/equipment needs for each telecommuting or remote work arrangement at the alternate work location on a case-by-case basis consistent with IT policies and procedures. GP Strategies reserves the right to make determinations as to appropriate equipment, subject to change at any time.

In some instances, equipment may be available in a local office and arrangements can be made with the manager to use/obtain such equipment. 

When GP Strategies equipment is used at alternate work locations, telecommuters or remote workers must exercise reasonable care for the equipment and should take appropriate action to protect the items from damage or theft. Telecommuters or remote workers may be held liable for damage caused by negligence. Equipment supplied by the organization is to be used for business purposes only.  Upon termination of employment, all company property must be returned to the company, unless prior arrangements have been made.

If, while working from a remote designated workspace, the telecommuter or remote worker experiences technical issues with equipment or internet access that prevent the employee from working remotely, the manager must be notified immediately.  Interruptions to work caused by internet outages may require the telecommuter or remote worker to work from their regular office space for the reminder of the day, or until the outage is fixed.
6.	Alternative Work Location
Telecommuters or remote workers will establish an appropriate designated work environment within their alternate location for work purposes.  Employees are solely responsible for the configuration of and all the expenses and services associated with remote workspace. GP Strategies will not be responsible for costs associated with the setup of the employee’s home office, such as remodeling, furniture, lighting, repairs or modifications to the alternate office space.  As such, GP Strategies is also not responsible for operating costs of any personal equipment (including, but not limited to, computers, personal devices like cellular phones or standard telephones), home maintenance of personal equipment, or any other incidental costs (utility provider costs, internet access or for any supply costs) associated with the use of an employee’s alternative work arrangement.

Telecommuters or remote workers should not hold business visits or in-person meetings at their alternate work location unless approved by their manager or unless traveling and conducting company business.

Telecommuters or remote workers working from a designated workspace may, from time to time, be required to come to their usual work site as required by the needs of the business as determined by a manager / supervisor.
7.	Rules and Policies
All of GP Strategies’ current and future Policies, Standards, Procedures, and Rules apply while working from a designated remote workspace. These policies include, but are not limited to, policies regarding attendance, confidentiality, and policies prohibiting harassment.  Employees are reminded that this Telecommuting and Remote Work Policy is not to be used in place of other forms of Paid Leave or Holiday. Employees working from a designated remote workspace understand that their assigned computers, equipment and internet may be monitored by GP Strategies periodically during their work time the same as is applied if working in a GP corporation office.

Telecommuters or remote workers should continue to keep their environment professional and follow appropriate work place attire requirements as outlined in the Business Conduct and Ethics Policy. 

Telecommuting or remote work is not designed to be a replacement for appropriate child/dependent care.  Employees are expected to arrange for child/dependent care as necessary for the hours in which the employee works from an alternate work location. Although an individual employee’s schedule may be modified to accommodate child care needs, the focus of the arrangement must remain on job performance and meeting business demands. 
8.	Confidentiality & Security
Telecommuters or remote workers working remotely are reminded that even if working from a remote designated workspace, confidentiality and security agreements with GP Strategies still apply. Consistent with the organization’s expectations on information security for GP Strategies and client confidential, proprietary and privacy data, employees working at the office, telecommuting or remote employees must take all precautions necessary to secure privileged information in their alternate work location and prevent unauthorized access to any GP Strategies system or information. As such, telecommuting or remote employees must ensure the protection of proprietary company and customer information accessible from their home office as outlined in, Information Security, Electronic and External Communications, Corporate Personal Data Privacy and Record Management policies.
9.	Safety
Employees must maintain their alternate workspace and equipment in a safe manner, free from safety hazards. Injuries sustained by the employee in a remote office location and in conjunction with his or her regular work duties are normally covered by the company’s workers’ compensation policy.  Telecommuting or remote workers are responsible for notifying the employer and supervisor of such injuries as soon as practicable.  The employee is liable for any injuries sustained by visitors to his or her alternative work location. GP Strategies will not be responsible for any injuries to the employee or any third parties outside of the designated workspace or during the employee’s non-working time.

Telecommuters or remote workers should maintain an emergency plan for shelter and evacuation to include for protection of GP Strategies assets when working from an alternative work location.  Teleworkers should become knowledgeable of hazard conditions when working at other designated or client sites that may require similar emergency actions.
10.	Ad Hoc Arrangements
Temporary telecommuting or remote arrangements may be approved for circumstances such as inclement weather, special projects, business travel, or pandemics.  These arrangements are approved on an as-needed basis only, with no expectation of ongoing continuance.

Other, short-term arrangements may be made for employees on family or medical leave to the extent necessary for the employee and the organization and with the confirmation of the employee’s health care provider, if appropriate.
 
All telecommuting or remote arrangements are made on a case-by-case basis, focusing first on the business needs of the organization. The availability of telecommuting or remote work as a flexible work arrangement for GP Strategies employees can be modified or discontinued by GP Strategies at any time.  Additionally, employees or their supervisors can discontinue telecommuting or remote working arrangements at any time.  Every effort will be made to give reasonable advance notice of such changes.  There may be unforeseen GP Strategies, client, emergency or government-imposed instances, however, when no notice is possible.
11.	References (Related Documentation)
· For compliance: GP Strategies Information Security Policy (POL.XGB.015).
· [bookmark: dataprivacy]For compliance: GP Strategies Corporate Personal Data Privacy and Record Management Policy (POL.XGB.018). 
· [bookmark: datahandling]For compliance: GP Strategies Data Classification and Handling Standard (STD.XGB.001).  
· For compliance: ISO 27001:2013 A.6.2.2 Teleworking.
· For compliance: The General Data Protection Regulation (GDPR) of the European Union.
· For information on how to make an emergency plan for you and your family and to be informed on emergencies and disasters, please visit these following valuable resources: GP Strategies corporate emergency planning materials, GP Strategies required Preparedness and Crisis Management course, U.S. Federal Emergency Management Agency handouts, Community Emergency Response Team Programs, Independent Study Courses, U.S. National Cyber Threat Alert System, and YouTube Videos.
12. Change Control
Document Change Control
	Date
	Version
	Reason for Change
	Author

	January & February, 2021
	1.0
	Initial Drafting
	A. Majeed, A. Nixon

	March – April 22, 2021
	
	Integration of versions.
	J. LaFleur

	Apri 26 – May 24, 2021
	6.0
	Integration of versions.
	A. Nixon
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