
 

 

 

CCTB WORK FROM HOME POLICY 
 

1. About the policy 

CCTB supports working from home under special circumstances to 
accommodate staff occasional or permanent working from home statuses can, 
in certain circumstances, accommodate a disability or special situation, and can 
then be categorized as a means of reasonable accommodation, gradual return 
to work status or flexible work. 

Special situations include government declared emergencies, unforeseen global 
events (such as pandemic or epidemic diseases).  

This policy outlines how CCTB will deal with requests for working from home and 
conditions on which working from home will be granted If employees are permitted 
to work from home, compliance with the “Working from Home Policy” is 
mandatory.  

This policy does not form part of any employee’s contract of employment and CCTB 
may amend it at any time.  

 
2. Working from home arrangements 

Working from home is only permitted if pre-approved by line managers and HR. In 
order to qualify for working from home, staff must request to work remotely by 
submitting the ‘Work from Home Request Form’ to their line managers. 

If the request to work from home has not received final approval from HR, the 
request will not be valid.  

During unforeseeable events (in the staff’s personal circumstances), staff are 
encouraged to use their personal or sick days if they are not able to attend 
work.  

Inclement weather may make it difficult for employees to get to work. Employees are 
expected to make arrangements during periods of inclement weather which will enable 
them to arrive as soon as possible In times of severe weather, employees may reach  
out to their Line Manager to find out if the office will be open and if they are expected to 
attempt to come into the office. 

You may want to vary your working arrangements so that, either permanently or for a 
fixed period, you work from home for all or part of your working week. Any request to 
work remote must meet the needs of our business as well as your needs. 

Staff members must outline the specific reasons why they would like to undertake 
working from home. CCTB will take the reasons into account when assessing an 
application. Staff should recognize that while a home-based work arrangement may 
assist with dependent care, it is not considered a suitable substitute. 



 

 

 
3. Working from Home Application 

The base requirement for applying to work from home is only eligible once an 
employee completes six months of service. However, not all roles and jobs are 
suitable for remote work.  

Employees must submit their request at least 2 weeks before their proposed start 
date so their request can be considered. 

The request cannot be submitted on the same day employees plan to work from 
home. Employees must notify their line manager before their regular working time 
if the situation is a special circumstance.  

To be considered for work from home status, employees must submit a ‘Working 
from Home Request Form’ to their line manager. Application must state: 

● the reason for requesting to work from home  
● whether this is permanent or for a fixed period. In either case employees 

should state the date from which they wish the arrangements to start and, 
if they wish to work from home for a fixed period, the date on which they 
want the arrangements to finish. 

● how employees would organize their work from home including how they 
would ensure the security of documents and information, where 
appropriate  

● the extent to which employees could be available to come to work on days 
they are proposing to work from home if needed, for example to cover if 
colleagues are off sick, to cope with high or unexpected levels of work or to 
attend meetings or   training days; 

● if different from the employee’s current hours of work, the hours of work 
that they propose apply when they are working at home; and 

● how employees envisage maintaining contact with their line manager and 
team, how their work will be set, and progress monitored  

In considering the applications, line manager may invite employee to a meeting to 
discuss their proposals.  

CCTB may also ask for employees to agree to a home visit by the OHS & IT 
Assistant in order to carry out a risk assessment.  

CCTB will try to respond to requests within 4 weeks of receipt.  
 

If request is refused, CCTB will give the employee written reasons for the refusal. If 
employee is not happy with the decision, they may appeal by contacting HR.  

 

If the application is accepted the agreed arrangements will be recorded in writing and 
may be subject to a trial period. 

 
 



 

 

 
Any terms on which it is agreed that employee may work from home will include 
the following: 

● CCTB reserve the right to terminate the work from home 
arrangements, subject to reasonable notice  

● Employees will be subject to the same performance measures, 
processes and objectives that would apply if they worked in the 
office. 

● If employees receive an unsatisfactory grade in a review or are 
subject to a warning for any reason their work from home 
arrangements may be terminated immediately, and they will be 
expected to return to work at CCTB premises  

● Line manager will remain responsible for supervising their employees 
and will regularly review their work from home arrangements and take 
steps to address any perceived problems. They will also inform 
employees of meetings or training sessions that they must be able to 
attend in the office and ensure that they are kept up to date with 
circulars and information relevant to their work.  

● Working at or from home may affect their home and contents 
insurance policy. Employees must make any necessary arrangements 
with their insurers before commencing homeworking  

● Working hours: Employees are working remotely so hours of 
work remain unchanged  

● Accessibility: being available during working hours and have essential 
tools of communication (must be reachable) via email and/or phone  

● Responsiveness: Respond to calls and messages from 
colleagues and/or students promptly  
 

4. Working from home: equipment 

CCTB will provide employees with any equipment if deemed required which will 
allow them to work from home. CCTB reserves the right to determine whether 
employees need equipment, and this equipment will remain the property of 
CCTB. CCTB will also make all necessary arrangements for and bear the cost of 
installing and removing equipment from the employee’s home. Where equipment 
is provided employees must: 

● use it only for the purposes for which CCTB have provided it; 
● take reasonable care of it and use it only in accordance with any operating 

instructions and our policies and procedures; and 
● make it available for collection by employees or on CCTB’s behalf when 

requested to do so  

It is the employee’s responsibility to ensure that they have sufficient and appropriate 
equipment for working from home. CCTB will not be responsible for the provision, 
maintenance, replacement, or repair in the event of loss or damage to any personal 
equipment used by the employee when working for CCTB.  

CCTB will not be responsible for associated costs of working from home including 
the costs of heating, lighting, electricity, broadband or telephone calls.  



 

 

 
5. Working from home: data security and confidentiality 

All equipment and information must be kept securely. Employees should take all 
necessary steps to ensure that private and confidential material is always kept 
secure. Line manager must be satisfied that all reasonable precautions are being 
taken to maintain confidentiality of material in accordance with CCTB’s 
requirements before approving the request  

Employees may only use equipment which has been provided or authorized by   
CCTB. Employees agree to comply with CCTB’s instructions relating to software 
security and to implement all updates to equipment as soon as they are requested 
to do so  

Employees confirm that they have read and understood CCTB’s policies relating to 
computer use, electronic communication and data security and that employees will 
regularly keep themselves informed of the most current version of these policies  

If employees discover or suspect that there has been an incident involving the 
security of information relating to CCTB, clients, students or anyone working with or 
for the company, they must report it immediately to their manager  
 

6. Working from home: Health and Safety 

When working at home, employees have the same health and safety duties as other 
employees. They must take reasonable care of their own health and safety and that of 
anyone else who might be affected by their actions and omissions  

CCTB will retain the right to check home working areas for health and safety 
purposes. The need for such inspections will depend on the circumstances 
including the nature of the work undertaken  

Employees must not have meetings in their home with clients, students, faculty, or 
staff members and must not give them personal home address or telephone 
number  

Employees must ensure that their working patterns and levels of work both over 
time and during shorter periods are not detrimental to their health and wellbeing 

Employees must use their knowledge, experience, and training to identify and 
report any health and safety concerns to their line manager 
 

7. Working from home: Unforeseeable events beyond control 

Under unforeseeable events beyond CCTB’s control, employees will be notified 
latest by morning in which they were meant to come in to report for work, that they 
will be working from home  

CCTB will continue to pay staff according to the B.C. Legislation “Employment 
Standards Act” unless communicated otherwise by HR  

Under such circumstances, employees understand and agree that they are fully 



 

 

responsible for completing their normal working hours from home. If for any reason 
this is not possible, employees are to contact their line manager to let them know 
of issues. 
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