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1. Preamble 

Teleworking is one of the forms of work organization available to CIUSSS staff. Although it has 

many advantages, from a management perspective, there is a need to regulate its use. 

The purpose of this policy is to guide the practice of teleworking within the CIUSSS, i.e. the fact 

that workers perform their tasks remotely using different technological means. 

 

2. Purpose 

The overall purpose of this policy is to provide managers and staff with a framework for carrying 

out work activities away from the usual workplace. 

Its specific purpose is to promote the successful deployment of teleworking within the CIUSSS. 

  

3. Definition of Terms 

Telework(ing): A flexible work arrangement whereby a staff member is permitted to perform his 

duties away from his designated workplace, usually at home, using communication technologies. 

Teleworking can take three forms: 

 occasional teleworking (short-term, one-time agreement); 
 

 Teleworking for a period of time (term agreement); 
 



 regular teleworking (agreement that allows a person to perform his duties partly at his 

designated workplace and partly from home on a regular basis). 

Designated workplace: The usual workplace determined by the employer where the staff 
member regularly receives instructions, reports on his activities or from which he normally 
travels. This location generally corresponds to his home base (port d'attache) within the meaning 
of the applicable collective agreement, if any, and is not modified by teleworking. 

Teleworking location: Any other place where the staff member is authorized to perform work that 
he would otherwise perform at his designated workplace. Under no circumstances can the 
teleworking location be considered his home base. 

 

4. Scope 

This policy applies to CIUSSS staff whose duties may be performed remotely. It covers all 
requests for teleworking, whether occasional, for a period of time or regular. 

A directorate may adopt an internal teleworking procedure that takes account of its particular 
characteristics or experiment with teleworking on a pilot project basis. However, it must notify 
the Human Resources, Communications, Legal Affairs and Global Security Directorate 
(HRCLAD) and comply with this policy, which remains the only framework in this regard. 

 

5. Framework  

 Charter of Human Rights and Freedoms 

 Act respecting labour standards 

 Act respecting occupational health and safety 

 Act respecting industrial accidents and occupational diseases and the regulations made 
thereunder; 

 Tax laws 

 Municipal by-laws 

 Civil Code of Québec (articles 2087 and 2088) 

 Politique du MSSS sur la sécurité des actifs informationnels (MSSS policy on the security 
of information assets) 

 Applicable collective agreements 

 Répertoire des conditions de travail des employés syndicables non syndiqués et des 
employés non syndicables du réseau de la santé et des services sociaux (directory of 
working conditions for non-unionized unionizable employees and non-unionizable 
employees in the health and social services network) ("Directory") 

 

6. Guiding Principles  

 The management of teleworking must take into account the proper functioning of the activity 
centre (or unit) and its components (team, sector or facility), the transfer of knowledge and 
skills as well as the individual and overall performance of the activity centre (or unit). 

 Teleworking performance must be measurable in terms of results. 



 All teleworking requests are subject to approval by the immediate superior and the 
directorate concerned. 

 Teleworking is not a right conferred on staff. 

 Participation in teleworking may be requested by a worker on a voluntary basis. However, 
the CIUSSS may, if it deems it necessary and on a temporary basis, implement teleworking 
for a worker on its own initiative (e.g. pandemic, gas leak, fire, lack of space, etc.). 

 The management of teleworking must take into account equity between the workers 
concerned (e.g.: implementation of a rotation system). 

 The CIUSSS can terminate teleworking at any time. 

 Teleworking does not alter the terms and conditions of employment or the provisions set 
out in the applicable collective agreements. In the event of any inconsistency between this 
policy and the text of local and national collective agreement provisions, the latter shall 
prevail. 

 The various existing laws, regulations, standards, policies and procedures continue to apply 
to teleworkers. Particular attention must be paid to the rules on information security and 
confidentiality. 

 The home base is not changed. 

 Teleworking applies to jobs where the nature of the tasks are such that they can be 
performed remotely. 

 In order to maintain the team relationship, a certain percentage of the work must be 
performed at the designated workplace (team meetings, meetings with the manager, etc.), 
except in exceptional circumstances (e.g. pandemic), where team meetings may be 
conducted online. 

 The legal obligations of the employer and the employee with regard to occupational health 
and safety apply to teleworking. 

 

7. Roles and Responsibilities 

7.1. The Teleworker 

 Is responsible for the installation of his workstation in his home and must ensure that the 
workstation complies with health and safety standards, including ergonomic rules, using 
the guide on Teleworker Health, Safety and Wellness (Appendix 1). 

 Is responsible for the costs related to the use of equipment (Internet connection, electricity, 
etc.) and undertakes to use the equipment provided by the employer (if applicable) in a 
conscientious manner. 

 Must participate in identifying and eliminating the risks of work accidents in the workplace 
(Appendix 1). 

 Remains responsible for carrying out the necessary verifications regarding compliance with 
municipal by-laws related to working from home and for taking the appropriate actions 
(e.g.: permits). 

 Must not conduct any meetings in person with clients or partners at the teleworking location. 

 Must immediately notify his immediate superior of any technical problem, health problem 
or absence that makes him unable to perform his duties adequately. 

 



 Must report any work accidents that occur at his teleworking location (Appendix 1). 

 Must undertake to provide a work performance that is at least equivalent to the work 
performance he would provide at the designated workplace. 

 

7.2. The Manager 

 Receives requests (Appendix 2) and authorizes eligible personnel to telework. Eligibility 

for teleworking must be based on various criteria, such as: 

 

1. The nature of the position and the content of the tasks to be performed; 
 
2. Professional autonomy; 
 
3. The level of achievement of expected performance standards (results-based 
management); 
 
4. The teleworker's sense of organization/self-discipline; 
 
5. The ability to manage priorities, deadlines and emergencies. 

 

 Contacts the teleworker only during working hours, unless an exceptional situation arises. 

 Adopts effective management practices to ensure that teleworkers are provided with the 

necessary guidance to carry out their duties. 

 Manages the teleworking teams: communication, mobilization, performance 

management, preservation of team spirit, interdisciplinary work, collaboration, etc. 

 

8. Conditions of Application  

8.1. Workplace 

Depending on the requirements of the work to be performed, the worker must have a space 

available for telework and the CIUSSS must respect this space as not being part of its facilities. 

However, the CIUSSS may have access to it to verify the safety of the premises or in the event 

of a work accident. In this case, the person will be notified 24 hours prior to the visit.  

The teleworker agrees that the CIUSSS will not be responsible for the operating and 

maintenance costs of his telework space. 

 



8.2. Hours of Work and Schedule 

Like all staff members, the teleworker has the obligation to respect the number of hours worked 

in his position and to provide the number of hours worked on the time sheet using the telework 

time code created for this purpose.  

Overtime and days off must be requested and authorized in advance in accordance with the 

usual working conditions (collective agreements, Répertoire or other). 

Like all CIUSSS workers, teleworkers must notify their immediate supervisor if the work they are 

required to perform exceeds the number of hours stipulated in their job title. Scheduling 

arrangements chosen by the teleworker cannot modify the components of his position (e.g., shift, 

if applicable) and do not entitle the teleworker to bonuses to which he would not normally be 

entitled but for the arrangement (e.g., weekend premium, split schedule premium, evening and 

night premium). 

The teleworker must respect his work schedule. However, flexible telework hours may be 

arranged through an agreement to be reached between the manager and the employee 

(Appendix 3). If this flexible schedule deviates from the established working conditions 

(e.g. regular work day, weekly rest period), the teleworker's union, if applicable, must be a party 

to this agreement. 

During normal working hours, the teleworker, even when away from the designated workplace, 

must be reachable by his manager or co-workers (by email or telephone). He must also report 

to the designated workplace when required. 

8.3. Equipment  

The teleworker must ensure that he has the necessary and functional equipment to carry out his 

tasks, as well as a sufficient Internet connection. Exceptionally, a loan of equipment may be 

granted (e.g.: laptop). In such a case, the teleworker must take reasonable precautions to protect 

the employer's property. 

In the event of a technical problem, the teleworker may request assistance from the CIUSSS 

information technology team in the usual way. Notwithstanding the above, the CIUSSS does not 

offer technical support on equipment owned by the teleworker or on Internet access. 

8.4. Confidentiality of Data 

The teleworker is bound by the same rules of confidentiality as staff on site and must pay 

particular attention to this aspect when teleworking. In particular, and without limiting the 

generality of the foregoing, the teleworker must: 

 Take steps to protect his user IDs and passwords; 

 Avoid leaving files or emails in plain view at the teleworking location and lock his 

computer when he leaves his workstation; 

 Take all necessary precautions to ensure the confidentiality of personal information (for 

example, not throw a piece of paper in the home garbage can that has a name, telephone 

number, address or any information that could identify a person); 



 Ensure that all telephone calls are made in a teleworking location that allows for the 

confidentiality of calls with confidential content. 

 

8.5. Impossibility to Perform His Work 

If circumstances make it impossible for the teleworker to perform his work (e.g.: power failure, 

computer failure, etc.), the teleworker must contact his manager as soon as possible to 

determine a solution to adequately remedy the situation. 

8.6. Measures in the Event of Non-Compliance 

In the event of non-compliance with the rules in this policy, the teleworking may end immediately 

and the worker will then return to regular work at the designated workplace. This does not 

preclude the taking of disciplinary action if applicable. 

8.7. Teleworking Agreement 

The specific terms and conditions of telework must be agreed upon in writing, either by email, 

through a written agreement (Appendix 3) or by any other means determined by the directorate 

concerned. 

Either party may, at any time and upon seven (7) days' notice, terminate the practice of voluntary 

telework and the agreement on its specific terms and conditions. However, the CIUSSS may, 

without notice and at any time, temporarily suspend telework if required to meet the needs of the 

department. 

 

9. Effective Date and Revision 

This policy shall come into effect on the date of its approval by the CIUSSS Executive Committee.  

It will be revised as necessary and will remain in effect until it is repealed or replaced by another 
policy. 

 

10. References 

Politique du télétravail du Centre jeunesse des Laurentides (Centre jeunesse des Laurentides 
telework policy) - DDOPP-18, 2016. 

Guide d’implantation du télétravail en entreprise (guide to implementing telework in the 
workplace, TECHNO Compétences, le comité sectoriel de main-d’œuvre en technologie de 
l’information et des communications, 2016. 

Les enjeux organisationnels de télétravail au Québec (organizational issues of telework in 
quebec), Rapport de recherche du Centre de recherche francophone d’information des 
organisations (CEFRIO), 2001. 

Modèle d’entente de télétravail (sample telework agreement) of the Conseil du Trésor, revised 
in April 2017. 

Cadre de référence en matière de télétravail (telework framework), Commission de la fonction 
publique du Québec, 2016. 



 

11. Appendices 

 Teleworker Health, Safety and Wellness, Occupational Health, Safety and Wellness Prevention 
Team – Version 6-01-2018 

 Telework Request Form 
 Sample Telework Agreement 
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Teleworker Health, Safety and Well-Being 

This document has been prepared for all staff who perform their duties at home. 

Telework must be performed while applying health and safety at work preventive measures.  

 

Topics covered in this guide:  

1. Ergonomics Teleworker health, 
safety and well-being 

Personal safety Home safety risks 

 MSDs 

 Practical advice  

 Adjustment of the 

computerized 

workstation 

 Good work habits 

 Load handling 

 Daily rituals 

 Contacts with the 

office 

 Psychosocial risks 

 Self-assessment list 

 

 Working in 

isolation 

 Means of 

prevention 

 

 Filing cabinets 

 Electrical safety 

 Office equipment 

 Housekeeping 

 

Services offered by the CIUSSS West-Central Montreal  

 

Teleworkers have access to the same services as other workers with respect to occupational health, 
safety and well-being. A teleworker therefore has access, at the request of his immediate superior, to an 
ergonomic assessment of his workstation and/or a workplace inspection in order to identify and eliminate 
potential risks.  

 

Please do not hesitate to contact Occupational Health, Safety and Wellness Department (SSMET) 
at the following address for any request or question in this regard: 
prevention.sst.ccomtl@ssss.gouv.qc.ca. 

 

Work Incident/Accident 

 

Any incident or accident must be reported immediately to your immediate supervisor. An incident is 
defined as an unforeseen and sudden event with no loss of time, while an accident involves a loss of 
time.  

 

All events must also be reported to Occupational Health, Safety and Wellness Department via the 
accident declaration form entitled Accidental Event Declaration Form (see Appendix 1).  

 

 The form is also available on the CIUSSS Intranet in the section entitled Occupational Health, Safety 
and Wellness Department under the Employees and management tab 
(http://co.intra.mtl.rtss.qc.ca/en/employees-and-managers/occupational-health-safety-and-wellness-
department/accident-declaration-form) 

 

mailto:prevention.sst.ccomtl@ssss.gouv.qc.ca
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1. Ergonomics 

 

Musculoskeletal disorders 

 

Musculoskeletal disorders (MSDs) are disorders of the osteoarticular and muscular systems involved in 
movement. Their severity and the affected physiological region may vary. MSDs result from an imbalance 
between an individual's biomechanical demands and functional abilities. Although some studies have 
identified factors contributing to MSDs, little is known about their mechanism of development. Inadequate 
blood circulation due to static contractions, highly repetitive labour, and the selective activation of certain 
muscles for long periods of time are considered factors that promote the development of damage to 
muscles, tendons, cartilage and bone. 

 

Canadian ergonomists have suggested that repetitive strain injury is a subcategory for MSDs resulting 
from repetitive work. Carpal tunnel syndrome is caused by compression of the median nerve at the wrist. 
Symptoms include pain or numbness in the wrist, thumb and first three fingers, and loss of strength and/or 
dexterity in the hand.  

 

MSDs have multiple causes. Most experts recognize that MSDs result from different factors acting 
simultaneously, and that their severity and impact on an individual are impossible to predict. The three 
main categories of factors associated with the development of MSDs are as follows: biomechanical, 
psychosocial and individual. 

 

 

 

 

  

Biomechanical factors 

Tools 

Task 

Workstation 

Organization of work 

Psychosocial factors 

Workload 

Relations with colleagues 

and immediate superior 

Communications 

Sense of belonging 

 

Individual factors 

Age 

Gender 

State of health 

Emotional state 
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Tips 

 

Using a computer for long hours can cause muscle and joint pain for workers. Follow the tips below to 
reduce your risk of MSDs. 

 

Be aware of your posture 

 Sit with your back firmly against the back of your chair. Keep your feet resting on the floor, on a 
footrest or on the chair's support hoop. 

 Always work close to the work surface. Open spaces under work surfaces allow you to be close to 
objects while your back is well supported by the back of your chair. 

 Do not move your chin forward or flex your neck while working: adjust your working position to 
maintain an upright position and a good support. 

 Keep frequently used items close at hand.  

  

Keep your arms and hands relaxed 

 Keep your shoulders relaxed and your forearms supported by the work surface when performing a 
task. Avoid holding your arms out to use the mouse or reach equipment. 

 Keep your wrists and arms in a neutral or aligned position, as if you were shaking hands with 
someone. Sit close to your workstation, keep objects within easy reach and adjust your chair to the 
height of the work surface.  

 Avoid repetitive or abrupt twisting or turning movements.  

 Alternate tasks when possible. 

 

Avoid static positions 

 Transfer your weight from one leg to the other when working in a standing position. Use a stool to lift 
one foot so as to relieve pressure on your back.  

 If you work standing for long periods of time, use a cushioned mat or wear shoes that provide good 
support.  

 Vary your activities. Change your position and take mini-breaks every 20 minutes to rest your muscles 
and ease blood circulation.  

 Do frequent stretching exercises throughout the day. 

 

Adjustment of the computerized workstation 

 

 To adopt an optimal posture, start by positioning from the bottom up (from the feet to the head, if 
possible) (see the 8 steps described below). Take breaks.  

 Every 15 minutes, close your eyes or focus on something in the distance. Every 30-60 minutes, get 
up to stretch and move.  
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Good work habits 

Prevent fatigue and eye irritation 

 Use the 20-20-20 rule: every 20 minutes, stare at an object 20 feet away for 20 seconds 

 

Break the routine of repetitive movements 

 Change the location of the trash can every day 

 Hold the phone with the hand you use the least  

 Stand when taking calls 

 Whenever possible, place the most frequently used objects far from you to force you to get up more 
often 

 Walk during your lunch break 

 Try your mouse on the left if your right arm is uncomfortable 

 

Protect your back 

 Try to maintain the natural curves of your back, for example, with the bump on the back of your chair 
in the hollow of your back 

 Bend your hips and knees when lifting heavy objects 

 Use a document stand to raise reading material  

 

Maintain good posture 

 Avoid bending or twisting your neck or trunk: line up tools in front of you 

Feet resting on the ground or on a footrest 

→ Adjust the height of the chair seat so that the thighs are 

parallel to the floor with the thighs uncompressed. 

Back of the knees clear 

→ Adjust the depth of the seat so that a hand can easily pass 

behind the knee. 

Back straight and well supported, especially the lower back 

→ Adjust the height, tension and incline of the backrest so that 

you do not feel your muscles working. 

Shoulders relaxed and forearms/elbows supported on 

the work surface. 

→ Or on the armrests if you are working with a keyboard holder. 

Elbows at the same level as the keyboard 

→ The keyboard support must be at the appropriate height. 

Wrists and hands in a straight line with the forearms 

Screen at a comfortable reading distance 

→  Approximately one arm's length or 70 cm. 

→ Screen height adjusted so that the line of sight is at the top 1/3 

of the screen. 
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 Keep your shoulders relaxed with forearm support  

 Use a light touch on the keyboard and a light grip on the mouseor other instruments 

 Keep the mouse close and at the same height as the keyboard to decrease the range of motion. 

 

Use body mechanics properly  

 Plan your movements before lifting an object and check its weight first   

 Use your legs (stronger muscles) to lift heavy loads 

 Use both hands to hold heavy objects; don't take them with one hand 

 Slide, push or pull objects instead of lifting them 

 Work as little as possible with the arms extended 

 Carry heavy objects by keeping them close to the body 

 

Load handling 

You may have to move heavy or bulky objects (e.g. box of paper) as part of your job. Every step of 
load handling is crucial to avoid MSDs. The tips below are taken from the guide "Getting to grips with 
manual handing" found at www.hse.gov.uk/pubns/indg143.pdf. 

 

 

 

 

 

 

 

 

 

  

Think before lifting/handling 
 Plan the handling. Will help be needed? 
 Only lift what can be easily handled. 

→ I can lift  I can lift safely. 
 Is the place where the object will be deposited accessible? 
 Remove all obstacles such as packing material. 

Take a stable position 
 Place your feet on each side and one leg slightly forward to 

maintain balance. 
 Be ready to move your feet to maintain your balance. 
 Avoid inappropriate footwear (sandals, high heels). 

Start with good posture 
 At the beginning of the lift, a slight bend in the back, hips and 

knees is preferable to a full bend in the back (arching) or hips 
and knees (squatting). 

 Do not bend the back too much when lifting. 

Keep the load close to the body 
 Keep the load close to the body for as long as possible. 
 Keep the heaviest side of the load close to the body. 
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2. Teleworker health, safety and well-being 
 
The information on the following pages is taken from the Canadian Centre for Occupational Health and 
Safety (CCOHS) document entitled "Telework and Home Office Health and Safety Guide".  
The complete guide is available on the CCOHS website. 

 

Daily rituals 

Even though you don't have to leave your home every day to get to work, it’s important to maintain a 
"daily work ritual". Here are some tips for working from home: 

 

 Reserve a specific place for work. Whether it’s a room or the corner of a room, it should always be 
reserved for work. 

 Start and end the day at the same time when working from home. Maintain a daily ritual of beginning 
and ending work periods. Since there is no longer a "break" between getting up and going to work, 
some workers take the opportunity to walk around the block, for example, before starting the day. 

 Maintain good personal hygiene and take care of your appearance as if you were going to the office. 
 Set a schedule and stick to it, just as you would if you were working in the office. 
 Make a "to do" list and check your accomplishments at the end of the day. Respect deadlines and be 

disciplined. 
 Keep in touch with the office. Establish a routine for communicating with your supervisor and co-

workers. 
 Keep your supervisor informed of your progress and the challenges you face. 
 Attend work meetings and gatherings as often as possible. This interaction gives you more "visibility". 
 Determine which interruptions are acceptable and which are not. Inform your friends and family 

members of the rules to follow. 
 

Keeping in touch with the office 

"Getting in touch" with the office is a very common problem reported by teleworkers. Here are some 
suggestions for keeping in touch. 

Keep your head up 
 Look forward, not down, once you have a good grip. 
 Move smoothly to keep control of the load. 

Avoid twisting your back 
 Especially when the back is bent. 
 The shoulders should be kept even and facing in the same 

direction as the hips. 
 Turn by moving the feet, without twisting. 

Put it down, then adjust 
 If precise positioning of the load is required, place the load 

down first and then slide it into the desired position. 
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 Attend important meetings, whether in person, by conference call, by videoconference or by web 
conferencing. 

 Be flexible. You may have to come into the office on a day when you would normally work from home. 
 Make sure everyone knows how and when to reach you. Tell them when and how (email, phone, etc.) 

they can contact you. 
 Communicate accurately because you can't see the reaction to your message. Take the time to 

review your emails or plan your voicemail messages to ensure that the message is received the way 
you want. 

 Ask a friend who still works at the office to keep abreast of office news and keep you informed. 
 Attend social events. Take advantage of special events such as a Christmas lunch or a retirement 

party. 

 

Psychosocial risks 

 

Work-related stress can express itself through adverse physical and emotional reactions. Excessive 
occupational stress can lead to poor health and even to injury or illness.  Warning signs or symptoms of 
stress include the following:  

 

 Headaches 
 Trouble sleeping 
 Anger 
 Job dissatisfaction 
 Loss of interest in work 
 Self-blame 
 Depression 

 

The symptoms of stress are often confused with its causes. Both help us recognize the presence of 
stress. Here are some sources of stress. 

 

 Poor task design: excessive workload, insufficient rest periods, long working hours, routine tasks, 
lack of control over one's work. 

 Management style: low worker participation in decisions, poor communication. 
 Personal relationships: poor social environment, lack of support from colleagues and supervisors. 
 Professional roles: conflicting or unclear expectations, excessive responsibilities, too many 

mandates. 

 

Isolation can make it difficult for a teleworker to find ways to eliminate stress. Make sure you stay in touch 
with your supervisor and co-workers. Don't hesitate to use the Employee Assistance Program (EAP). 

 

Self-assessment list 

 

There are advantages and disadvantages associated with teleworking and this type of work arrangement 
is not necessarily favourable to everyone. A worker self-assessment is desirable to avoid and/or manage 
the pitfalls of telework. The table below provides an overview of some of the issues related to telework. 
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Self-assessment element Yes/No Required improvement 

Ability to work alone, away from co-workers   

Ability to work independently, without direct 
supervision 

  

Ability to communicate well in writing and over the 
phone 

  

Good time management skills   

Self-discipline   

Autonomy   

Understanding of work roles and responsibilities   

Adequate workstation   

Secure and reliable method for connecting to the 
organization's computer network 

  

Access to a quiet place dedicated to work   

No interference with family responsibilities   

No private calls during working hours   

Other:   

 

Teleworker self-assessment 

 

3. Personal safety  

Working in isolation 

Personal safety can become a concern for the employee who works from home because he is alone all 
day. A person is considered to be working "alone" or in "isolation" if:  

 they are the only person on the premises. 
 they cannot be seen or heard by anyone else. 

 

What you should do 

Consider your home office the same as any other workplace and keep your safety in mind at all times. 
Since CIUSSS COIM teleworkers do not receive clients at home, the safety risks are relatively low. 
Nevertheless certain security measures should still be taken: 

 Always have your cell phone with you or in an easily accessible place. 
 Keep emergency and/or essential contact numbers near the phone. 
 Have a resource person you can reach every day. Establish a schedule with this person. 
 Develop an emergency response plan in case contact with the resource person cannot be made. 
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4. Office security risks 

 

We do not generally think that filing cabinets, shelves, storage lockers and bookcases are dangerous 
pieces of furniture. Yet these familiar objects can occasionally cause injuries ranging from scratches to 
fractures. 

 

Filing cabinets 

 

 Load the drawers evenly, starting with the bottom ones. Never fill a filing cabinet from the top first.  
 Fill the bottom drawers with what is heaviest and used the least often. 
 Place the most frequently used documents in the middle drawers, at a height between the knees and 

the shoulders. 
 Only open one drawer at a time to prevent the filing cabinet from falling over on you. 
 Close the drawers when you no longer need them. 
 Close the drawers gently using the handle to avoid pinching your fingers. 
 Place filing cabinets so that they do not open onto a doorway or passageway. 
 Do not place heavy objects on a filing cabinet. 
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Electrical safety 

 

 Only licensed electricians are allowed to handle electrical installations or open electrical panels. 
 If you feel a tingling sensation when using electrical equipment, stop the machine immediately and 

unplug it. Do not use the equipment until it has been repaired or replaced. 
 In case of electric shock, seek immediate medical attention or emergency hospital care. 
 Use extension cords only when a fixed connection is not possible. 
 Use equipment approved by the Canadian Standards Association (CSA). 
 Unplug electrical equipment before checking it, cleaning it, adjusting it or unblocking a mechanism.  
 Do not overload electrical outlets.  
 Replace damaged or frayed cables immediately. 
 Never run extension cords under carpets. 
 Never unplug a device by pulling on the cord. 

 

Office equipment 

 

Many offices contain equipment that can cause injury if not used properly. For example: shredders or high-
speed printers.  

For your safety: 

 

 Keep long hair, ties, fingers and jewelry away from machines or moving parts. 
 Follow the manufacturer's instructions in the event of a breakdown. 
 If a machine is faulty, unplug it before checking it. 
 Beware of hot parts when you open a machine. 
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Housekeeping 

 

Good housekeeping is the first and most important way to prevent falls.  

While it is easier to manage these risks at home, it is important to do housekeeping on a regular basis. 
Here are some preventive measures that can help reduce the risk of falls. 

 

 Clean up all spills immediately 
 Identify spill and/or wet areas. 
 Wash or sweep up garbage. 
 Remove obstacles from corridors. 
 Close filing cabinets or storage drawers. 
 Cover cables on the floor (with strong tape). 
 Replace burnt-out bulbs. 
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TELEWORK REQUEST FORM 
 

Identity of the employee 

Employee #       

Last name, First name       

Directorate       

Activity sector / program       

Facility       

Job title       

 

Desired organization of telework 

 Occasional 
Date:      

Hours:  AM from       to           PM from       to       

 For a period  

From        to        

Indicate the desired telework day(s): 

 Monday    Tuesday   Wednesday 

 Thursday   Friday 

 Regular 

Indicate the desired telework day(s): 

 Monday    Tuesday   Wednesday 

 Thursday   Friday 

Reason(s)       

Conditions for teleworking 

Location:       

I have a space that can be dedicated to teleworking   Yes   No 

I have all the necessary equipment for teleworking   Yes   No 

I have sufficient Internet access     Yes   No 

 

Employee's signature:             Date: 
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Identity of the manager 

Last name, First name       

Request authorized by the 
manager 

  Yes   No    

Comments / telework request denied, justification: 

      

Manager's signature:        Date:  Date: 

 
The manager must keep the completed telework request form on file and provide a copy to the employee. 
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TELEWORKING AGREEMENT 

1. Employee identification 

Last name: ___________________________________________ 

 

First name: ___________________________________________ 

 

Administrative unit: _____________________________________ 

 

2. Duration of telework  

The agreement will be in effect for a period of ______ months from ______________ to 
______________. It can be extended at the end of this period if the employer and employee agree 
(the decision must be made two weeks before the end of the agreement). 

3. Telework schedule 

I agree that telework will be performed according to the following work schedule: 

 Monday Tuesday Wednesday Thursday Friday 

A
t 

th
e
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ff
ic

e
 AM 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

PM 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

T
e
le

w
o

rk
in

g
 AM 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

PM 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

from___to___ 

 

 

I agree to respect the above work schedule. 
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4. Teleworking location 

Address: _______________________________________ 

City: ___________________________________________ 

Postal code: ____________Telephone: _______________ 

 

5. Employer-provided equipment (if applicable) 

Laptop computer: __  Printer: __  Other (specify): _____________  

6. Termination 

I acknowledge that the agreement may be terminated by either party, but upon seven (7) days' 

notice. At any time, the employer may temporarily suspend the agreement to ensure the needs 

of the department. 

7. Employee's undertaking and responsibilities 

I declare that I have read the Teleworking Policy of the CIUSSS West-Central Montreal and I 

agree to respect its terms and conditions. 

 

 

________________________________ _____________________ 

Employee's signature Date 

 

 

8. Manager's authorization 

I authorize telework under the terms and conditions of this agreement. 

 

________________________________ _____________________ 

Per: Date 

 

9. Union approval (if applicable) 

 

 

 

________________________________ _____________________ 

Per: Date 

 


