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APPLICATION 

EFFECTIVE DATE 

This policy comes into force on May 1, 2022, and replaces the Telework Policy of January 
13, 2020. 

APPLICATION 

This policy applies to staff members of the National Film Board of Canada. 

DEFINITIONS 

Telework:  a flexible work arrangement in which employees are allowed to perform some 
of their duties in a location other than the official building in which they work (hereinafter 
referred to as the NFB office). 

Telework location: a place, usually the home, where a staff member is authorized to 
perform their work responsibilities. This location must provide a suitable and safe work 
environment.  

Staff members: for the purposes of this policy, staff members (hereinafter “employees”) 
means persons with a term contract (temporary status of less than three months or more 
than three months) or with indeterminate (continuous) employment. 

OBJECTIVES, REQUIREMENTS AND 
EXPECTED RESULTS 

1.1 OBJECTIVES 

The purpose of the Telework Policy is to provide a clear and cohesive framework for the 
formulation of telework agreements between employees and managers in a fair, objective 
and consistent manner across the organization.  

By updating the guidelines in its telework policy, the NFB is demonstrating a commitment 
to promoting:  

• work-life balance for staff members;  

• the adoption of modernized management practices; 

• a reduction in emissions from travel, in line with government targets. 
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1.2 REQUIREMENTS AND EXPECTED RESULTS 

1. Importance of the NFB’s mandate and the operational requirements 
needed to achieve it 

Managers and employees alike are responsible for ensuring that the organization’s 
operational needs are met, and that the application of this policy does not have an adverse 
impact on productivity and costs. 
 
Managers and employees should bear in mind that there may be a preference for certain 
responsibilities or activities to be performed in the office whenever possible, in whole or in 
part. These include but are not limited to: 
 

• developing and maintaining productive, dynamic and effective interpersonal 
relationships that nurture the creation, ideation and collaboration activities 
essential to achieving the NFB’s mandate and respecting its organizational values; 

• effectively meeting technical requirements; 

• providing a service to the public or welcoming and supporting collaborators and 
creators in NFB offices; 

• providing centralized services; 

• using equipment or tools that are only available in NFB offices; 

• participating, on an ad hoc basis or otherwise, in events, activities, specific 
meetings or collaborative projects. 

Where appropriate, telework agreements between the employee and their reporting 
manager should be assessed and tailored, on a case-by-case basis, to ensure that their 
terms and conditions do not contravene the requirements and responsibilities of the job.  
 

2. Voluntarism and successful conditions 

Participation in telework arrangements is voluntary; no staff member is required to 
telework. 
 
The success of individual telework arrangements is largely based on:  

• a climate of trust; 

• open, honest and transparent communication; 

• reciprocal flexibility; 
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• a thorough evaluation of feasibility (team, sector, collaborators); 

• good planning; and 

• feedback and adjustments, as required. 

Each party is expected to adopt a collaborative approach to establishing a telework 
arrangement, in all its forms, and to promote the implementation of cost-effective and 
feasible arrangements in a fair, equitable and transparent manner. 

 

3. Telework agreement 

Verbal telework agreements between the employee and their reporting manager are valid 
and, upon request from either party, may be recorded in writing using the template 
provided in Appendix IV: Telework Agreement. The signed agreement can be sent to 
Human Resources to be incorporated in the employee file. 
 
To avoid misunderstandings, it is essential that work expectations are clearly established, 
the expected performance level and objectives are known, and communication is frequent, 
transparent and clear. 
 
The following should be part of the discussion and documented to form the agreement:  
 

1. Number of days per week (or specific days) that attendance is required at the 
NFB office; 

2. Circumstances (not exhaustive) in which presence at the NFB office is essential 
(e.g., team meetings, training, etc.); 

3. Working hours; 
4. Telework location; 
5. Work objectives and expected results; 
6. Request notice and preferred communication method; 
7. Potential impacts on colleagues/clients and the actions to mitigate them; 
8. Preferred method of communication (MS Teams, telephone, email, etc.); 
9. Frequency or acceptable response time for instant messages, emails, voice 

messages, etc.; 
10. A good understanding of the “Responsibilities of the staff member” described in 

this policy and the obligation to comply with all provisions of the NFB policies, 
rules and regulations; 

11. Contingency plans (e.g., Internet or power failure at home, etc.). 

The parties may request an adjustment to the terms and conditions or, where appropriate, 
temporarily suspend or terminate the telework agreement, with reasonable notice, in order 
to satisfy job requirements or meet the operational needs of a sector, studio or team. 
 
In exceptional circumstances, where the teleworking location is outside of Canada, it is 
mandatory for the telework agreement to be recorded in writing (Appendix IV: Telework 
Agreement) and be approved by the relevant delegated authorities.  
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International Telework 
 
International telework should not be the norm. Employees are expected to work from 
within Canada, except where duties require them to work abroad, or, in exceptional cases, 
for a defined period. Risks associated with working outside of Canada carry serious 
implications, such as visa and tax requirements, health care access and health benefits, 
public health and emergency response, personal and information security, and diplomatic 
relations.  
 
Requests to work outside of Canada should be granted only in extreme exceptional 
circumstances and be reviewed by the chief security officer and security functional 
specialists and the organization’s head of human resources and human resources 
specialists. These requests should also require departmental approvals beyond the 
normal process for teleworking in Canada. 
 

➢ When an exception is accepted for working outside from Canada, a secure network 

connection must always be established based on information technology 

requirements. If modifications need to be made to accommodate this access which 

may put NFB infrastructure at risk, international telework agreement will not be 

authorized. 

➢ Type of exceptions are determined on a case-by-case basis. 

 
4. Office supplies, tools, technological and telecommunications equipment 

Equipping and maintaining the telework location 

The staff member is responsible for assuming the cost of equipping and maintaining the 
telework location, including office equipment not supplied by the employer and the cost of 
utilities, including reliable high-speed Internet. 
 
Office supplies, tools and equipment loaned to employees in the course of their 
employment remain property of the NFB and, as such, should the telework agreement or 
employment come to an end, it is the employee’s responsibility, together with their 
reporting manager, to coordinate the return of all material assets in their possession.  
 
Failure to return NFB assets upon termination will lead to a taxable benefit being charged 
to the employee account.  
 

Ergonomic equipment and furniture 

All accommodation requests for ergonomic furniture should be submitted to Human 
Resources for assessment, including requests to have a virtual ergonomic assessment 
completed for small-sized equipment. Accommodation requests should be discussed with 
the reporting manager. 
 
It should be noted that employees will only be equipped once: if equipment is provided at 
a remote work location, it will not be provided in the workplace, and vice versa. 
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ROLES AND RESPONSIBILITIES 
 

2.1 STAFF RESPONSIBILITIES 

A staff member who wishes to participate in a telework arrangement, or who already does, 
is responsible for the following. 

1. Working arrangement 

• Comply with the applicable terms and conditions of employment, collective 
agreements, or agreements from which they are excluded, as well as applicable 
laws and policies. 

• Respect the agreed-upon schedule and perform work in a manner equivalent to 
that provided to the NFB office and that meets the expectations of their job.  

• Ensure that changes or modifications to the original agreement (e.g., workplace, 
allocation of hours, remote days, etc.) are agreed in advance with their reporting 
manager. 

• Make arrangements to maintain open and effective communication with their 
reporting manager and, where applicable, their colleagues. 

• Be reachable during working hours to take and return calls, telephone messages, 
emails, etc., according to the frequency or acceptable time of response agreed 
with their reporting manager, as applicable. 

• Be available, with a reasonable amount of notice, to report to the NFB office.  

2. Health and safety 

• Ensure that the telework location complies with health and safety requirements, 
provides a distraction-free workspace and is safely and ergonomically designed. 
For more detailed information, please refer to the Appendix II: Health and Safety 
Checklist. 

• Report any injuries or accidents that occur at the telework location, as soon as 
possible. 

o The provisions of laws regarding occupational health and safety, as well as 
workplace accidents and diseases, still apply in a telework situation. 
However, each case is unique and will be interpreted according to the 
associated facts and circumstances. 

https://intranet.nfb.ca/content/913/
https://intranet.nfb.ca/content/907
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o The NFB has responsibilities only for the tasks performed while teleworking 
and within the scope of the job, and not for the entire telework location. 
Consequently, any work-related accidents or occupational diseases 
resulting from telework will be considered work-related only if they arise 
from these tasks. 

• Strive to avoid the pitfalls of teleworking (hyperconnectivity or not disconnecting 
during breaks or at the end of the workday, loss of work-life balance, lack of 
separation between office and home, decreased participation in office social life 
and activities, etc.). 

3. Costs, material assets, security and protection of information  

• As required, discuss material needs with their reporting manager. 

• Protect and properly manage documents at the telework location that contain 
sensitive information, as per established procedures; ensure the safety and 
security of government assets and information, keep them separate from private 
property and personal information, and immediately notify their reporting manager 
of incidents (e.g., loss, theft, damaged assets, compromised information, etc.). 

• Familiarize themselves with the IT Security Policy. 

• Ensure that all the necessary tools, resources and equipment are accessible from 
the telework location (e.g., adequate high-speed Internet connection [minimum 
Internet speed of 30 Mbps for administrative jobs, with 50 Mbps recommended], 
and for technical or creative jobs involving large digital files, minimum 50 Mbps 
and 100 Mbps or more recommended, network access, VPN, folders, files, laptop 
and mobile phone applications). 

o Some Internet service providers limit the monthly amount of data. 
Teleworking can lead you to exceed your data quota and increase your 
Internet bill. The NFB will not reimburse you for any costs that may result 
from an unexpected increase in your Internet costs.  

• Assume the cost of equipping and maintaining the telework location, including the 
cost of utilities, insurance policy, etc. 

• If applicable, pay for overcharges resulting from the use of mobile collaboration 
tools in the context of telework (e.g., long-distance charges, excess mobile data 
use, etc.); overcharges resulting from the use of tools in the context of telework 
are not attributable to the NFB. 

• Verify, with the appropriate authorities or a competent person (e.g., accountant, 
tax specialist, revenue agency), the tax implications or income tax declaration 
procedures applicable to interprovincial or international teleworking, as relevant. 

 

https://intranet.nfb.ca/content/827
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• Cover their commute expenses (e.g., bus pass or ticket, parking) to travel to the 
NFB office when required by management or operational necessity; there is no 
eligibility to claim travel expenses, and relocation provisions do not apply. The 
only exception where travel expenses can be claimed is when the employee’s 
location of work (as stated in their letter of offer) is other than an NFB office; in 
this case, the employee can claim travel expenses when requested to travel to 
an NFB office, as they are considered to be on authorized government travel. 

2.2 REPORTING MANAGER RESPONSIBILITIES 

Reporting managers are expected to promote the implementation of cost-effective and 
operationally feasible agreements in a fair, equitable and transparent manner and in 
accordance with the principles of sound management of human, financial and material 
resources. Permission shall not be unreasonably withheld. 

Upon receipt of a telework agreement request or a request to review the assigned flexibility 
profile for a given job, reporting managers must ensure that consideration is given to 
several factors. They are responsible for the following. 

1. Feasibility assessment  

Under the requirements of this policy, assess the request based on the following criteria 
to ensure that from the telework location it is possible to:  

1. Accomplish the work, in whole or in part, through telework; 

2. Maintain efficient service delivery; 

3. Meet the requirements for services to the public; 

4. Maintain an adequate level of performance, professional and technical 
competencies (autonomy, etc.); 

5. Other considerations. 

As required, consult with their reporting manager or Human Resources Advisor for advice 
and guidance. 

2. Establishing the terms of the agreement 

When developing a telework agreement, it is recommended that a meeting be held with 
the staff member to establish the terms of the teleworking arrangement and to discuss the 
respective expectations.  

Please refer to section 1.2, item 3, “Telework Agreement,” for the recommended elements 
to be discussed and documented to form the agreement.  

N.B.: You can also consult the Q&A for Supervisors and Managers, which provides 
additional suggestions. 

https://intranet.nfb.ca/content/22574


 

 
 10  

It is important to reassess, annually or as necessary, the teleworking terms of staff 
members. The assessment, regardless of the workplace of the staff member, may include 
the following criteria: 

1. Ability to meet deadlines; 

2. Productivity level; 

3. Progress of team or individual tasks; 

4. Availability and ability to participate in meetings;  

5. Service delivery;  

6. Other. 

N.B.: As required, changes to the telework agreement may be made, and in some cases 
the agreement may be suspended or terminated.  
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APPENDIX I: FLEXIBILITY PROFILES  
 

 

Profiles On-Site Mostly On-Site Hybrid Mostly Remote Teleworker 

Description The work must be carried 
out entirely in the office.  
Telework on rare occasion. 
 
E.g., 5 days on-site.  

60% to 80% of the work 
must be carried out in the 
office.  
 
On-site days are fixed or 
flexible.  
 
E.g., 4 days on-site.  

About 50% of the work can 
be carried out remotely.  
 
On-site days are fixed or 
flexible.  
 
E.g., 2 or 3 days on-site; may 
vary.  

The work can be carried 
out almost entirely 
remotely.  
 
The teleworking location 
should be a reasonable 
distance from the office. 
 
E.g., 1 day on-site, 
occasionally; may vary. 

The work can be carried 
out entirely remotely. 

No reserved workspace in 
NFB offices. 

On rare occasions, may 
require a trip to the office. 

Activity On-Site Mostly On-Site Hybrid Mostly Remote Teleworker 

Creation, ideation, 
collaboration and 
interaction  

Daily collaboration or 
interaction is required in 
person due to the nature 
of the work.  

Requires in-person 
interactions but can have 
routine/regular scheduled 
telework days.  

Some of the interactions 
can be done remotely while 
others require in-person 
presence.   

Most interactions can be 
done remotely; in-person 
participation is sometimes 
required.   

Collaboration and 
interaction can be done 
fully remotely. 

Work is asynchronous and 
can be done alone. 

Access to tools, 
equipment and 
materials (incl. 
physical documents, 
servers, network, etc.) 

Requires daily access to 
materials, equipment or 
tools that are only 
available on-site.  

Requires frequent access to 
materials, equipment or 
tools that are only available 
on-site.  

Requires regular access to 
materials, equipment or 
tools that are only available 
on-site.  

On rare occasions, access 
to materials, equipment or 
tools that are only 
available on-site is 
required. 

Does not require access to 
materials, equipment or 
tools  that are only 
available on-site.  

Services Service delivery requires 
in-person daily presence.  

In-person presence is 
needed on a frequent basis.  

In-person presence is 
needed on a regular basis.  

In-person presence is 
needed on an occasional 
basis. 

In-person presence may 
be required on rare 
occasions.  
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APPENDIX II: HEALTH AND SAFETY 
CHECKLIST 
 

Retrieved from: Directive on Telework (https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32636) 

This appendix presents a health and safety checklist for the employee and their manager to 
complete, in order to ensure that the telework location complies with the health and safety 
requirements of the Canada Labour Code, Part II, and its Regulations.  

1. Home office environment 

1. The desk, chair and other accessories are suitable to the needs of the employee. 
2. The computer furniture, shelves, cabinets and bookcases are sturdy and properly installed 

(for example, anchored to the wall, if necessary). 
3. The workstation is adjusted properly: the desk, chair, computer monitor, and keyboard are at 

appropriate heights (for example, the employee’s head and wrists are in neutral positions). 
4. The employee is aware of how to prevent musculoskeletal injuries (for example, the 

employee takes breaks to avoid extended hours of repeated motions or of being in the same 
body position). 

5. The lighting is properly arranged and appropriate for the work of the employee (for example, 
there is no reflection or glare from the computer monitor). 

6. The employee has control over levels of ventilation, temperature, light and sound. 
7. The employee has made sure that there are no tripping hazards, such as frayed or wrinkled 

carpets, obstructed halls, walkways or entries, and that any guardrails are properly installed. 
2. Electrical safety 

1. Any extension cords are in good condition and positioned properly. 
2. There are no cords or cables that could act as tripping hazards. 
3. Outlets are grounded and not overloaded. 
4. Outlets are safe and are not in need of repair. 
5. There is surge protection for electrical equipment. 
6. There is sufficient ventilation for electrical equipment. 

3. Fire protection 

1. There is a smoke detector that is checked regularly near the employee’s workstation at the 
telework location. 

2. Paper materials and any chemicals are stored safely away from all heat sources. 
3. Any hazardous product is properly stored to prevent accidental exposure. 
4. The employee has complied with prescribed fire safety standards and emergency measures. 
5. An evacuation plan has been established. 

4. Other 

1. The first aid supplies are adequate. 
2. A regular method of communication (daily) is established between the employee and 

manager to ensure that the employee is safe and healthy. 
3. The office contact knows how to reach someone near the employee in the event of an 

emergency. 
4. The employee is aware that they must immediately report to the supervisor any accidents or 

injuries that occur during working hours. 
5. Any other health and safety hazards that have been taken care of. 

 

https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32636
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32636
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APPENDIX III: ATTESTATION 
 
 

 
I affirm that I have read the National Film Board of Canada’s Telework Policy and understand 
my responsibilities. 
 
 
 
             
   Signature      Date   
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APPENDIX IV: TELEWORK AGREEMENT 
 

Section A: Administrative Information 

Identification 

Employee’s name (first and last name) 

 

Work telephone number 

 

Position/title 

 

Work location (NFB office) 

 

Division, Sector or Studio 

 

 
Employee’s emergency contact information 

Primary emergency contact name (first and last) 

 

Telephone number 

 

Contact’s relation to employee 

 

Email address 

 

Section B: Specific Terms of the Agreement 

Specific terms of the agreement and contingencies, as applicable 

The following are elements you can choose to specify as part of the agreement, as applicable:  

• Number of days per week (or specific days) that attendance is required at the NFB office; 

• Circumstances (not exhaustive) in which presence at the NFB office is essential (e.g., team meetings, 

training, etc.); 

• Duration of the telework agreement; 

• Working hours; 

• Telework location; 

• Work objectives and expected results; 

• Request notice and preferred communication method; 

• Potential impacts on colleagues/clients and the actions to mitigate them; 

• Preferred method of communication (MS Teams, telephone, email, etc.); 

• Frequency or acceptable response time for instant messages, e-mails, voice messages, etc.; 

• Contingency plans (e.g., Internet or power failure at home, etc.). 

 

Section C: General Conditions 

General conditions  

The employee and reporting supervisor have read the provisions of the Telework Policy and agree to abide 
by them. It is also understood that the terms and conditions of employment, the provisions of relevant collective 
agreements and existing legislation and policies continue to apply during teleworking periods.    
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The employee is responsible for upholding their responsibilities, as described in the “Responsibilities of the 
staff member” section of the policy.  

It is understood that the employee is responsible for fulfilling all of their work obligations while teleworking and 
that the expected results and objectives remain those established during the current period (e.g., annual or 
performance objectives).  

Failure to adhere to the terms of the telework agreement could result in the termination of the agreement. 

Occupational health and safety 

By signing the telework agreement, the staff member attests to having read, understood and accepted their 
responsibilities and the conditions as described in the “Health and Safety” section of the policy, including 
those listed in the Appendix II: Health and Safety Checklist. 

The employee confirms that the telework location complies with the health and safety requirements and 

agrees to report any occupational health and safety hazards in the telework location and any work-related 

injuries or illnesses to their reporting manager. 

Costs, material assets, security and protection of information 

By signing the telework agreement, the staff member attests to having read, understood and accepted their 
responsibilities and the conditions as described in the “Costs, Material Assets, Security and Protection of 
Information” section of the policy. 

 

Section D. Signatures  

Agreed to by employee: I have read and agree with the above telework agreement. I understand the 

responsibilities detailed in the policy and the conditions for telework expressed in this document.  

Print name Signature Date 

 

Approved by reporting supervisor: I have reviewed and approve the above telework agreement.  

Print name Signature Date 
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Section E. International Telework Agreement (if applicable) 

International Telework Agreement 

Address of telework location    Telework telephone number 
   

It is understood that International Telework Agreement exceptional and temporary.  

The current agreement is expected to begin on (DATE) and end on (DATE).                       

This telework agreement has been reviewed and approved by departmental officials (IT Security and 
Departmental Security departmentalsecurity@nfb.ca). The factors and, where applicable, specific actions to 
be considered in relation to the foreign location have been discussed, are understood and will be followed by 
the employee and their reporting supervisor.  

☐ Yes.         ☐ No. 

Reminder to the staff member 

It is the staff’s responsibility to find out how out-of-province travel will affect their protection under insurance 
plans (on the Internet, you can search for "PSHCP Out-of-Province Benefit” or contact the Plan Administrator 
directly at 1-888-757-7427). Where applicable, we strongly recommend the staff member arranges to maintain 
or obtains additional medical insurance. 

 

Approved by Departmental Security (if applicable): Any international telework agreements must be 

approved by the appropriate delegated authority. 

Print name Signature Date 

 

Comments 

  

 

Approved by delegated authority (if applicable): Any international telework agreements must be 

approved by the Division’s Director General or appropriate delegated authority. 

Print name Signature Date 

 

mailto:departmentalsecurity@nfb.ca

