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ADMINISTRATIVE STANDARD NO. AS-018 

Flexible Workplace 
 AUTHORITY FOR STANDARD: Director, Human Resource Services 

 FIRST ISSUED: May 2022 
 NEXT UPDATE: September 2022 

 

 
This Administrative Standard provides direction to all City staff whose positions 
have been identified as being eligible to perform work during flexible hours, from a 
remote location, or in a hybrid model of flexible hours, remote work and or in-office 
work. This Administrative Standard intends to meet a variety of goals including 
improving employee productivity, satisfaction, reducing commutes, addressing 
office space limitations, enhancing recruitment and retention efforts, and supporting 
the City to compete with other public service employers.   
 
 

A.  PURPOSE  

The purpose of this Administrative Standard is to enable the effective implementation of Flexible 
Workplace Arrangements, which includes three options: (1) Flexible hours, (2) Remote work, or (3) 
a Hybrid of remote work, in-office work, and/or flex hours. Flexible Workplace Arrangements at the 
City of Winnipeg (“City”) will be considered when the employer determines them to be practicable 
and beneficial to the City and the employee. This includes: 
 

• Ensuring that all Flexible Workplace Arrangements are operationally feasible, maintain the 
expected level and quality of service, maintain or improve productivity, and do not generate 
additional costs; 

• Establishing a consistent process for assessing and administering the Flexible Workplace 
Arrangements; and 

• Ensuring employees are aware of expectations and obligations when participating in a 
Flexible Workplace Arrangement. 

 
The City recognizes that working remotely may not be feasible or appropriate for all employees.  
The decision to permit an employee to work remotely will be made by the Department Head or Chief 
Administrative Officer (or their designate) on an individual basis, after an application is received, 
and an assessment process has been complete. 

 
This Administrative Standard does not replace or supersede any relevant rights or obligations in an 
applicable collective agreement. All City records, information, and data used by the employee, as 
well as work produced by the employee while working remotely, remains the property of the City of 
Winnipeg. 
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This Administrative Standard is not intended to replace the City’s obligation to accommodation 
requests under Manitoba’s Human Rights Code. Should employees require an accommodation 
based on a protected Human Rights ground, they should speak to their Human Resource 
representative.  

B.  ROLES AND RESPONSIBILITIES  

CHIEF ADMINISTRATIVE OFFICER (“CAO”): 
• Authorizes this Administrative Standard. 
• Delegates duties and decisions related to Arrangements to Department Heads, and Human 

Resource (“HR”) Services including; Occupational Health and Safety. 
• Ensures that all departments adhere to this Administrative Standard and to all related 

policies, protocols, and procedures.  
 

DEPARTMENT HEAD:  
• Supports compliance with this Administrative Standard and related legislation, policies, 

protocols, procedures, and other related administrative standards. 
• Ensures that this Administrative Standard and any related protocols and procedures are 

clearly communicated and followed by supervisors and all employees within the department.   
• Directs Supervisors/Management to orient and educate employees on City Administrative 

Standards. 
• Approves, extends, and/or cancels Flexible Workplace Arrangements in coordination with 

HR Services. 
• Can delegate duties and decisions related to Flexible Workplace Arrangements to senior 

department managers. 
 

DIRECTOR OF HUMAN RESOURCE SERVICES: 
• Reviews and updates this Administrative Standard and the Flexible Workplace Program 

content.  
• Supports the HR Department and Department Heads in decision making as required, and/or 

with significant issues impacting the Flexible Workplace Program. 
• Reviews recommendations associated with legal services, labour relations, corporate access 

and privacy related to this Administrative Standard. 
• Makes recommendations to the CAO regarding the implementation and use of the Flexible 

Workplace Program and this Administrative Standard. 
• Provides periodic updates, assists with evaluation, and reporting to the CAO as required. 
 

DIRECTOR OF INNOVATION AND TECHNOLOGY: 
• Supports Flexible Workplace Arrangements by authorizing the use of technology and 

providing technological access, security, equipment, and tools to connect employees to the 
City’s network. 

• Collaborates with the Innovation and Technology Department to evaluate and ensure that 
the City’s technology continues to meet the operational needs of City departments to support 
successful Flexible Workplace Arrangements. 
 

SUPERVISORS/MANAGEMENT: 
• Reviews applications for Flexible Workplace Arrangements and determines if an employee’s 

work is eligible for a Flexible Workplace Arrangement. 
• Educates employees on City Administrative Standards and endeavours to ensure that 

employees are supported as required. 
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• Makes recommendations on applications for Flexible Workplace Arrangements to the 
Department Head. 

• Monitors employee work performance during the three-month trial period, and assesses  
whether or not the Flexible Workplace Arrangement should continue. 

• Continues to monitor and ensure employee compliance with this Administrative Standard for 
employees who are approved for Flexible Workplace Arrangements after the three-month 
trial period is complete. 

• Uses available supervisory tools to supervise employees approved for Flexible and Remote 
Work Arrangements.  

• Works with the Department Head and HR Services to address any challenges that may arise 
for the employee or the City operations. 
 

DEPARTMENTAL HUMAN RESOURCES: 
• Advises supervisors and employees on the application and interpretation of the Flexible 

Workplace Program. 
• Provides support to supervisors in evaluating Flexible Workplace Arrangements as 

contemplated in this Administrative Standard. 
• Educates and trains employees and leaders on City Administrative Standards, procedures 

and workplace requirements. 
• Advises and supports Supervisors with how to use Flexible Workplace tools and options 

available to assist with managing performance of employees in a Remote Work 
Arrangement.  

• Supports leaders with HR matters associated with the Flexible Workplace Program and/or 
HR matters associated with employees who are approved for Flexible Workplace 
Arrangements. 

 
CITY OF WINNIPEG EMPLOYEES: 

• Complies with the principles and requirements set out in this Administrative Standard and 
the Flexible Workplace Program. 

• Complies with the privacy provisions set out in the City’s Administrative Standards, 
practices, and procedures. 

• Complies with their Supervisor/Manager’s guidance relating to the implementation of, and 
their ongoing participation in the Flexible Workplace Program. 

• Participates in performance activities to demonstrate work activity, account for time, improve 
or correct performance, and to demonstrate workplace accomplishments.   
 

C.  PROCEDURES  

APPLYING FOR A FLEXIBLE WORKPLACE ARRANGEMENT:  
• Entering into a Flexible Workplace Arrangement is voluntary on the part of the employee and 

is subject to the discretion and formal approval of the Department Head in accordance with 
this Administrative Standard.   

• An employee can apply for a Flexible Workplace Arrangement at any time during their 
employment. 

• Employees must complete the Flexible Workplace Program Tool Employee Application Form 
and submit it to their Supervisor/ Manager.  

• Employees must provide additional information upon request to complete the application 
process.  

• The Department will provide the employee with written acceptance or rejection of their 
application for an Arrangement.  
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• Employees must review the Flexible Workplace Program document and tools.  
• Employees must be willing to sign the Employee Agreement which outlines the details of the 

Flexible Workplace Arrangement, the employee and supervisor obligations, and the tools to 
be used.     
  

ASSESSING EMPLOYEE DUTIES AND THEIR ELIGIBILITY FOR A FLEXIBLE WORKPLACE 
ARRANGEMENT: 

• The nature of the work must be such that productivity is readily measurable and an 
employee’s duties do not require them to be at their Designated Work Location to perform 
their duties. 

• Employees must demonstrate their ability to work independently with minimal or no direct 
supervision.  

• Employees must manage their duties and responsibilities in a consistent, efficient and 
effective manner. 

• Employees must maintain satisfactory performance, and be willing to participate in activities 
to demonstrate work accomplishments, account for time, and report on work activities and 
work progress. 

• Employees must maintain regular and consistent attendance, which includes accounting for 
time, communicating with their supervisor if they are unable to work due to illness, or some 
other reason, prior to missing any scheduled time. 

• Employees who wish to work remotely are responsible for and must demonstrate that they: 
o have the personal means to communicate regularly with their supervisor as agreed; 

including but not limited to regular checks, calendar sharing, schedule confirmation, 
etc.; 

o have reliable access to an internet connection that is sufficient to perform their duties, 
maintain camera and audio operations, at their own expense; 

o can attend video conferences, be on camera, and in appropriate professional attire 
during work hours, as a regular part of their work day; 

o have a suitable similar work environment to the Designated Work Location, that is 
free of unreasonable distraction and allows the employee to focus on the work;  

o are available to return to their Designated Work Location and/or other work location 
to attend meetings or attend other tasks that occur in person;  

o are prepared to return to their Designated Work Location if they are unable to 
connect remotely to the workplace; and 

o agree that Personal time must be approved by an employee’s Supervisor/Manager 
should they be unable to return to the workplace or connect remotely.  

• Employees must agree that travel time to and from a Designated Work Location is not 
considered or recorded as time worked, and that this travel cannot be expensed.   

• Management will endeavor to provide as much notice as possible of the need for the 
employee to return to the Designated Work Location when not a scheduled time. 

• In all cases, Arrangements should aim to achieve the most efficient and practical use of both 
the employee’s time and that of their Supervisor/Manager.  

• Employee must be willing to participate with a Supervisor to demonstrate work activity, 
account for time, and improve or correct performance, by using the necessary tools outlined 
in the Flexible Workplace Program.  

 
APPROVING A FLEXIBLE WORKPLACE ARRANGEMENT:  

• Upon approval of a Flexible Workplace Arrangement, Management will provide written 
approval to the employee and prepare the Flexible Workplace Program Tool Employee 
Agreement for the employee to review, sign, and return. The signed agreement will be 
forwarded to HR Services and will be placed on the employee file. 
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• Employees must report as needed, account for time, and demonstrate work activities as 
required by management and as outlined in the Flexible Workplace Program.  

• Employees must agree to and follow the same obligations, collective agreements, standards, 
policies, practices, and guidelines applicable to all City employees, including but not limited 
to the Work Alone Arrangements and safety standards.  
 

DENYING A FLEXIBLE WORKPLACE ARRANGEMENT: 
• In the event of a denial of an application for a Flexible Workplace Arrangement, Management 

will provide written notice to the employee.  
• Unionized employees are able to request support from their Union or Association related to 

this or any other City Administrative Standard. 
 
SUSPENDING OR CANCELLING FLEXIBLE WORKPLACE ARRANGEMENT: 

• Employees may opt out of a Flexible Workplace Arrangement at any time with written notice.  
• Should an employee wish to end a Remote Work Arrangement, the employee shall give the 

City a minimum of 30 calendar days’ written notice, or such other notice period mutually 
agreed to by the City and the employee.  

• Management, at its discretion, may terminate a Flexible Workplace Arrangement for any 
reason, at any time, including personnel or organizational concerns. Where such termination is 
necessary, and having regard to operational considerations, management, will, where 
possible, provide at least 30 calendar days’ written notice to the employee.   

• Unionized employees are able to request support from their Union or Association related to 
this or any other City Administrative Standard. 

D.  REFERENCES AND RELATED LINKS  

AS-001 Administrative Standards Framework 
AS-006 Corporate Recordkeeping 
AS-014 Review, Approval and Execution of Agreements 
AS-015 Access to Information and Protection of Privacy 
City of Winnipeg By-law, Part 9 Official Languages of Municipal Services and By-Law No. 
8154/2002 
FM-004 Asset Management Administrative Standard 
HR – Code of Conduct Policy  
HR – Conflict of Interest Policy 
HR – Work Alone Protocol 
HR-002 Respectful Workplace 
HR-003 Employee Education & Development  
HR-006 Safety, Health & Organizational Wellness 
HR-008 City of Winnipeg Fraud, Theft, Misappropriation or Related Irregularities 
HR-010 City of Winnipeg Organizational Safety Governance 
HR-012 Employee Performance Management 
HR-017 Whistleblower & Public Interest Disclosure 
HR-020 Workforce Management Technology 
IT-002 Management of Electronic Email 
IT-003 City-Wide Electronic Data SharingIT-004 Individual Responsibility for IT Security 
IT-006 Security of Wireless Computing 
IT-007 City of Winnipeg Mobile Device Usage 
 
 

http://citynet/cao/administrative_directives/general_administration/pdf/AS001.pdf
http://citynet/cao/administrative_directives/general_administration/pdf/ad006.pdf
http://citynet/cao/administrative_directives/general_administration/pdf/AS014.pdf
http://citynet/cao/administrative_directives/general_administration/pdf/AS015.pdf
https://clkapps.winnipeg.ca/dmis/documents/docext/bl/2002/2002.8154.pdf
https://clkapps.winnipeg.ca/dmis/documents/docext/bl/2002/2002.8154.pdf
http://citynet/CAO/administrative_directives/financial_management/pdf/fm004.pdf
https://winnipeg.ca/hr/pdfs/policies/CodeofConductPolicy.pdf
https://winnipeg.ca/hr/pdfs/policies/ConflictofInterestPolicy.pdf
http://citynet/HRIntra/WorkplaceWellness/Safety/WorkingAlone/Working%20Alone%20Protocol.pdf#search=work%20alone%20protocol
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr002.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr003.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr006.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr008.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr010.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr012.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr017.pdf
http://citynet/cao/administrative_directives/human_resource_management/pdf/hr020.pdf
http://citynet/cao/administrative_directives/information_technology_management/pdf/it002.pdf
http://citynet/cao/administrative_directives/information_technology_management/pdf/it003.pdf
http://citynet/cao/administrative_directives/information_technology_management/pdf/IT006.pdf
http://citynet/CAO/administrative_directives/information_technology_management/pdf/IT007.pdf
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TOOLS & ATTACHMENTS: 
Flexible Workplace Program Tool - Application Form 
Flexible Workplace Program Tool - Eligibility, Criteria and Selection 
Flexible Workplace Program Tool - Remote Workplace Safety Inspection Checklist 
Flexible Workplace Program Tool - Employee Agreement  

E.  REVIEW PROCESS  

The Director of Human Resources is accountable for implementing, reviewing, and ensuring the 
distribution of this Administrative Standard. The CAO approves amendments to this Administrative 
Standard which during the first year following approval of a Flexible Workplace Program will be 
reviewed minimally at 6 months and 1 year.  The City of Winnipeg takes an inclusive approach to 
reviewing Administrative Standards before they are approved and made available for use.  

F.  KEY CONTACTS  

Senior Management Team  
Human Resource Services 
Legal Services 
Chief Administrative Officer 
Corporate Access and Privacy Officer 

G.  DEFINITIONS  

FLEXIBLE WORKPLACE PROGRAM: 
• Related protocols and procedures associated with the implementation of Flexible 

Workplace Arrangements. 
 
DESIGNATED WORK LOCATION: 

• Where an employee would normally work if no Remote Work Arrangement is in place. 
 
EMPLOYEES: 

• All workers, including but not limited to employees and consultants performing duties for the 
City of Winnipeg (excluding students and volunteers). 

 
FLEXIBLE WORK HOURS ARRANGEMENT: 

• An arrangement to alter the work schedule of an employee to work hours outside of their 
standard schedule of hours, while maintaining a high level of service during the City's peak 
operating hours. 

 
FLEXIBLE WORKPLACE ARRANGEMENT(S): 

• A formalized voluntary Arrangement between the City and an employee that includes 3 
options (1) Flexible Hours Arrangement, a (2) Remote Work Arrangement, and/or (3) a 
hybrid Arrangement of either remote work and in-office work or flexible hours. This could 
include designated days or hours in the office or working remotely.  This arrangement is 
mutually agreed and is signed by both parties in the Employee Agreement.   

 
 
 
 

http://sharepoint/returntoworkflexcommittee/Shared%20Documents/Remote%20Work%20Application%20Form-%20May%202020.doc
https://winnipeghc.sharepoint.com/sites/RemoteWorkProgramProjectTeam-WorkingGroup/Shared%20Documents/Working%20Group/Current%20Working%20Group%20Documents/Framework%20Development/Remote%20Work%20-%20Eligibility.docx
http://sharepoint/returntoworkflexcommittee/Shared%20Documents/Remote%20Work%20-%20Work%20from%20Home_Safety%20Inspection%20Checklist.docx
http://sharepoint/returntoworkflexcommittee/Shared%20Documents/Remote%20Work%20-%20Work%20from%20Home_Safety%20Inspection%20Checklist.docx
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HYBRID WORK ARRANGEMENT: 
• A Flexible Workplace Arrangement consisting of either Flexible Hours and/or both 

Remote Work and City office work locations. Work produced by the employee while 
working from an approved remote work remains the property of the City of Winnipeg. 

 
REMOTE WORK: 

• Work done by an employee from an approved remote work location. Work produced by the 
employee while working from an approved remote work remains the property of the City of 
Winnipeg. 

 
REMOTE WORK LOCATION: 

• Remote location(s) approved by Supervisor/Manager 
 

REMOTE WORK ARRANGEMENT: 
• An arrangement to formalize the location of approved remote work for an approved 

employee.  
 
EMPLOYEE AGREEMENT:  

• A document that outlines the approved Flexible Workplace Arrangement. between the 
employee and the employer related to the Flexible Workplace Program.  The agreement 
is signed by the employee and employer, and is placed on the employee file.   

H.  FREQUENTLY ASKED QUESTIONS  

When will the Flexible Workplace Program be available and is it permanent?  
 
This program has been made available under the authority of the CAO. The program is expected to 
be permanent. There is a 3-month trial for approved employees attached to the program for any 
individual approved to start a Flexible Workplace Arrangement.  

Can my Flexible Workplace Arrangement change?  
 
Yes. You can either voluntarily stop it or the City can end it by giving 30 days written notice, unless 
both parties mutually agree to a shorter period. See the Flexible Workplace Program Overview for 
more information. All approved arrangements will be reviewed annually.  

What can I do if my application for a Flexible Workplace Arrangement is denied?  
 
The process to apply and be approved for Flexible Workplace Arrangements is done in cooperation 
with your Supervisor/Manager and Department Human Resource Team.  You can speak to your 
Department Head about a denial, but their decision is final.   
 
What if working remotely doesn’t working for me and I need to come back to work?  
 
Speak to your Supervisor/Manager.  They will work with you and Human Resources to arrange for a 
return to the workplace.   
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If I change jobs, will my current Flexible Workplace Arrangement still apply?  
 
No. All Flexible Workplace Arrangements are non-transferable and will be automatically cancelled if 
an employee moves into a different position. 
 
What should I do if a personal issue interrupts my work day from my remote location?   
 
If a personal priority has interrupted your work day you need to account for the time in the same 
way you would as if you were working in a Designated Work Location.  You need to advise your 
Supervisor/Manager and request the time off you require to deal with your personal circumstance. 
 
Is my Union or Association able to assist me with issues under this Administrative 
Standard?  
 
Your Union and or Association can assist you with this or any other Administrative Standard 
outlined by the City of Winnipeg. 

How do I know what is expected of me when working remotely?    

You are required to work at home the same way you would at the office.  Your supervisor will outline 
what work place tools will be used to set expectations to account for time, update on your workplace 
activity, and for you to report on work accomplishments.  This will be formalized in the Employee 
Agreement that you will sign off and will go on your file.  

What tools/options are available so I can share my productivity at work?  

There are a variety of tools/options available that can be used to support the employee and 
supervisor in a Flexible Workplace Arrangement. This can vary by position but may include; open 
calendar sharing, project plan updates, email and phone interactions, daily and/or weekly meetings, 
daily and/or weekly reports, schedule presentation, meeting attendance confirmation, work progress 
updates, and verbal discussions.  
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FLEXIBLE WORKPLACE PROGRAM  

 
Purpose 
The City of Winnipeg is committed to providing high quality public services supported by an 
engaged and effective workforce.  The Flexible Workplace Program (hereinafter referred to as 
the Program”) offers three options: (1) Flexible Hours, (2) Remote Work, and/or (3) Hybrid Work 
Arrangements which is a mix of both remote and city office work and or Flexible Hours.  The 
Program enables Management to consider these three options for employees, provided they are 
consistent with the Administrative Standard AS-018 - Flexible Workplace, and the Flexible 
Workplace Arrangement will not negatively impact service to customers or internal program 
delivery.  Employees may apply for one of these options and attain approval to perform their 
work remotely from a primary residence/ and or secondary remote location.   
 
Flexible Workplace options allows our public service to enhance operational efficiency and 
effectiveness, support work-life balance, adapt to evolving service and workforce needs, 
compete with other employers, and continue to provide quality service to our customers. The 
Flexible Workplace Program and AS – 018 will be evaluated regularly and will be formally 
reviewed at three (3) months, (6) six months, and at one (1) year after it takes effect. Thereafter, 
AS-018 will be reviewed annually. This is a living document authorized by the CAO.  Additional 
tools and resources will be incorporated into the Program as they become available. 
 
This Program is not intended to replace the City’s obligation to accommodation requests under 
Manitoba Human Rights. Should employees require an accommodation based on a protected 
Human Rights ground, they should speak to their Human Resource representative.  
 
Objectives 
Flexible Workplace Arrangements must be requested by the employee, supported by the 
Supervisor/Manager, approved by the Department Head or designate, and be consistent with 
Administrative Standard AS-018 - Flexible Workplace. A Flexible Workplace Arrangement must: 
• Enable employees to meet established performance expectations; 
• Balance employees’ preferences for flexibility or remote work with the responsibilities of their 

role;  
• Support innovative and progressive ways of delivering services, while maintaining or 

improving quality of service and/or employee productivity; 
• Promote a public service culture that values flexibility in where and how work is performed 

while maintaining a safe, healthy, and respectful work environment; 
• Ensure that an employee’s role and their job requirements can be achieved in a Flexible 

Workplace Arrangement; 
• Ensure the required technology and equipment is available and able to be used remotely; 
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• Ensure that the remote location meets the health, safety, and wellness requirements to 
perform the role safely remotely; and 

• Be implemented at no additional cost to the City of Winnipeg. 
 
Principles 
Flexible Workplace Arrangements:  
• Are voluntary, and must make prudent and transparent use of public resources and ensure 

that services continue to be provided fairly, reliably, and competently; 
• Ensure that service levels are maintained or improved, and not be negatively impacted; 
• Ensure that sensitive information is handled appropriately, discreetly and that measures are 

in place to protect confidentiality.  That information security is in place as required by 
legislation and that the City’s policies and procedures are followed carefully; 

• Support continued teamwork, collaboration, and professional learning and development; 
• Are flexible and adaptable to changes in the priorities and needs of the organization, 

departments, stakeholders, and the public; 
• Are continually evaluated to ensure that employees continue to meet their position and 

operational requirements. 
• Ensure Supervisors/ Managers have access to the same tools available to manage staff in a 

Flexible Work Arrangement as they do staff that remain at their  Designated Office location.   
 

Flexible Workplace Arrangements 
 

• A Flexible Workplace Arrangement is between the City and the employee.  There are three 
options available: (1) Flexible Hours, (2) Remote Work, and or (3) Hybrid Arrangement of 
(remote work, City office work, or flexible hours), that occur on a regular and recurring basis. 

• This could include designated days or hours in the Designated Work Location or remote 
work location as per the employee contract and as operational needs require. 

• The Employee is still required to maintain their standard number of hours of work per week 
and comply with rules relating to overtime as set out in the relevant Collective Agreement, 
applicable legislation and/or City policies.  

• Approved Flexible Workplace Arrangements will be formalized in the Flexible Workplace 
Program Tool Employee Agreement, which must be signed and placed on the employee’s  
file. 
 

Flexible Hours 
• A Flexible Work Hours Arrangement formalizes an alteration of the schedule of an 

employee’s standard hours of work. 
• Flexible hours (or flex time) schedules, including the days and hours of work, can vary 

depending on operational and employee needs. This may support maintaining a high level 
of service during the City's peak operating hours, and/or employee start/end time needs.  

• Schedules are determined through consultation and agreement between the employee and 
their Supervisor/Manager.   
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Remote Work 
• A Remote Work Arrangement formalizes the location and schedule of remote work for an 

employee. 
• Remote work schedules, including the frequency of remote work, can vary depending on 

operational needs and employee preferences.  
• Schedules are determined through consultation and agreement between the employee and 

their Supervisor/Manager. 
• A remote work location is often the employee’s residence, but may also be another 

approved designated remote work location. 
 
Hybrid Model 
• A Hybrid Work Arrangement formalizes an arrangement consisting of either Flexible Hours 

and/or both Remote Work and City office work locations. 
• Hybrid work schedules will have flexibility in hours and location of work, including both at the 

Designated Work Location and the Designated Remote Work Location. 
• Approved Hybrid Work arrangements will be outlined in the Employee Agreement that the 

employee is required to sign and will be placed on their employee file. 
 
Application 
 
This program applies to all employees whose positions have been deemed eligible for Flexible 
Workplace Arrangements by their Department Head. 
• Employees must apply for a Flexible Workplace Arrangement using the Flexible Workplace 

Employee Application form. 
• The form is submitted to the employee’s direct Supervisor/Manager, who reviews the 

application and makes a recommendation to the Department Head and HR Services to 
approve or deny the application. 

• The Department Head or delegate considers the recommendation of the 
Supervisor/Manager and decides to approve or deny the application. 

• If the application is approved, the Flexible Workplace Arrangement will be formalized in the 
Employee Agreement, and the employee will participate in a three-month trial to ensure the 
Arrangement meets the needs of the department and the employee’s role. 

• Once an application is approved the Director (or designate) will request HR Services create 
an Employee Agreement document to be signed by the employee,  Supervisor/Manager and 
the Director.  It will be returned and placed on the employee file.   
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Changes and Stopping a Work Arrangement 
 

• During the three-month trial, employees and their Supervisor/Managers can recommend an 
immediate cancellation of a Flexible Workplace Arrangement. This recommendation must be 
approved by the Department Head (or delegate) and processed through HR Services. 

• After the three-month trial, a cancellation of a Flexible Workplace Arrangement requires 30-
days’ written notice from the employee or the City, unless they mutually agree to a shorter 
notice period. 

• All Flexible Workplace Arrangements are non-transferable and will be automatically 
cancelled if an employee moves into a different position. 

• All Flexible Workplace Arrangements shall be reviewed on an ongoing basis and formally at 
(3) three months, (6) six months, and one (1) year, and annually thereafter. 

 
Flexible Workplace Program Process 
 
Directors or Delegates 
• Approve the acceptance, change, or end of Flexible Workplace Arrangements as required.  
• Assist Human Resources and the Supervisor/Manager should performance management, 

attendance management, additional support, or discipline be necessary in the course of a 
Flexible Workplace Arrangement.  

• Ensure that Supervisors/Managers are using the required tools to manage the workplace 
and performance of employees. 

• Address any issues related to Supervisors/Managers leading staff. 
• Are closely monitoring the impact of Flexible Workplace arrangements on the department, 

service levels to clients, and both external or internal customers. 
• Report on Flexible Workplace Program department activity to the CAO as required. 
 
Human Resource Services  
• Advises Supervisors/Managers and employees on the application and interpretation of this 

Program and Administrative Standard Flexible Workplace AS-018. 
• Provides support to Supervisors/Managers in considering employee requests for a Flexible 

Workplace Arrangement as needed, and/or ending Flexible Workplace Arrangements with 
employees. 

• Provides support to Supervisors/Managers in addressing any performance, attendance, or 
disciplinary concerns that may occur during a Flexible Workplace Arrangement . 

• Supports Supervisors/Managers in accessing and utilizing the available tools to assist with 
managing a remote workforce and workplace productivity. 

• Provides support to Supervisors/Managers should union involvement be required. 
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Supervisors/ Managers 
• Assess employee requests for a Flexible Workplace Arrangement, ensuring that any 

arrangement is operationally feasible, and maintains or improves service and productivity.  
• Ensure all Flexible Workplace Arrangements arrangement do not generate any additional 

cost to the public service.  
• Ensure performance expectations, accountability measures, and parameters for all Flexible 

Workplace Arrangements are clearly defined. 
• Respond to the employee’s application for a Flexible Workplace Arrangement in writing.  
• Confirm the employee has the necessary equipment and supplies to perform their work 

remotely, including a safe and appropriate space to work remotely, suitable working alone 
provisions, and that the required equipment and workplace tools are in place.  

• Review and complete the Flexible Workplace Safety Checklist with the employee. 
• Ensure each Employee Agreement is reviewed and confirmed with human resource staff, 

and seeks additional guidance as required.  
• Ensure Department Head approval and signature is in place prior to the Employee 

Agreement being implemented. 
• Once implemented, checks in with the employee regularly to assess the suitability and 

effectiveness of the Flexible Workplace Arrangement and keeps track of progress for future 
evaluation.  

• Where a Flexible Workplace Arrangement cannot be operationally supported as requested, 
consider if potential alternatives may apply (example: a part-time remote work schedule 
instead of full-time), and provide written rationale for the decision to the employee.  

• Confirm in writing if changes are made to a Flexible Workplace Arrangement, and provide  
notice in accordance with the Program if changes or cancellation of a Flexible Workplace 
Arrangement is required. 

• It is recommended that monthly check-ins occur during the three-month trial period, and at 
the end of the three-month trial period so a decision or extension can be made.  

• Formally review the Flexible Workplace Arrangements again at six months, and at annual 
intervals after that.  

• Proactively address any performance, attendance, communication or workplace concerns.  
• Determine if the Flexible Workplace Arrangement is negatively impacting the ability to 

manage the employee.  Use the supervisor tools available as outlined in the Program. 
• Work with HR Services and the Director should issues arise to manage employees. 
• Ensure that all other relevant policies, administrative standards, programs, and guidelines 

are followed. 
• Works with HR Services, the Employee, and the Union should that become necessary. 
 
Employees 
• Apply for a work arrangement to the Supervisor/Manager using the Flexible Workplace 

Program Tool Employee Application form.  
• Takes all reasonable steps to address the items on the checklist and complete the full 

application form. Include as much detail as possible to support the application as missing 
information will delay a decision.  
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• Cooperate with management by providing any additional information needed to assess the 
request and decide on the application. 

• In cooperation with the Supervisor/Manager complete, discuss, review, and agree to the 
Employee Agreement and all parts of the Flexible Workplace Safety Checklist.  

• Should a Flexible Workplace Arrangement be approved and implemented, provide regular 
updates on the effectiveness of the arrangement, participate as outlined in the Program with 
the Supervisor/Manager, and follow the Employee Agreement.  

• Work with the Supervisor/Manager to proactively discuss and work to resolve any 
challenges that occur during the arrangement. 

• Advise the Supervisor/Manager if any changes to the Flexible Workplace Arrangement are 
required. 

• Provide the required notice if the employee wishes to cancel or modify the Flexible 
Workplace Arrangement.  

• Advise the Supervisor/Manager as soon as possible of any changes to the remote 
workplace environment that impacts employee productivity or time, and/or requires a 
change to the arrangement. 

• Maintain appropriate home tools and requirements for Remote Work, including, but not 
limited to; adequate homeowner or tenant insurance, internet access, utilities, maintenance, 
and appropriate work space. 

• Assume the personal cost of any modifications or renovations at the designated remote 
location to establish an appropriate work space. The City is not responsible for these costs. 

• Ensure that all City records, including electronic and hard copy formats are maintained in 
accordance with City records retention and disposal schedules.  

• Ensures that City information, information security, and confidentiality requirements as set 
out in the City’s policies and procedures and the applicable legislation are being followed. 

• With reasonable notice, reports to the Designated Work Location as scheduled, when 
requested for meetings, training, and/or at the Supervisor/Manager's request for business 
purposes. 

 
 
Equipment, Confidentiality, & Shared Work Spaces 
 
Assigning City of Winnipeg Equipment 
• The City will not assume duplicate equipment costs for the remote work location. 
• The City will supply employees with the necessary equipment to work at the designated 

office location which can be used to work remotely. This may include a mobile device and 
laptop (if normally supplied as part of their position), and access to the City’s network.   

• If approved by the Supervisor/Manager, employees may request additional equipment 
through the City of Winnipeg Remote Work Equipment Request, for related items such as a 
mouse, keyboard, additional computer screen etc.  

• If employees are provided City property to use remotely, it must be maintained in good 
condition and returned when requested by the Supervisor/Manager.  

https://forms.office.com/Pages/ResponsePage.aspx?id=Wb1aQE4vq0-0A9xsWR2zDEm7KDyDxuBIvQ6gvqzYB8pUMk5DUlRaQ1YzNEtTSU5TM0M1UlhQRE1QSiQlQCN0PWcu
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• If an internet or network connection issue, equipment failure, or other disruption arises that 
prevents the employee from working remotely, the employee must immediately notify their 
Supervisor/Manager and either relocate to the Designated Work Location or make 
alternative arrangements with their Supervisor/Manager. This could include using personal 
time if the employee is unable to report for work. 

• Meetings that include participants attending remotely and in-person will use web 
conferencing tools such as Microsoft Teams or ZOOM, where the technology exists. If no 
adequate communication tools are available, or if in-person attendance is preferred, the 
Director (or delegate) or the immediate Supervisor/Manager may direct the employee to 
attend meetings in person. 

• The City is not responsible to supply any other equipment other than what is outlined in this 
Program. Basic home office equipment like chairs and desks are the employee’s 
responsibility. 

 
Maintaining a Safe & Confidential Remote Work Environment 
• Employees are responsible for, and must take all reasonable steps to ensure the 

confidentiality and security of all work-related information when working remotely. In the 
event of a breach, the employee must report it to their Supervisor/Manager immediately. 

• Employees are responsible for making personal commitments to safety, including the 
provision of a suitable, sufficient, and a dedicated workstation. 

• Employees are required to provide information to the City to demonstrate they are 
maintaining a safe workspace. Minimum requirements (Flexible Workplace Safety Inspection 
Checklist) will be provided to employees to ensure adequate facilities exist prior to approval, 
and to ensure the employee is compliant with all City of Winnipeg protocols and practices. 

• In the event of an accident or injury occurring that is directly related to performing assigned 
work duties remotely, normal Incident and Injury reporting will be required and a WCB claim 
processed.  This is provided the employee injured is active on payroll at the time of the 
accident or illness, and incurred the injury while carrying out their assigned City duties. 
http://citynet/hrintra/workplacewellness/Safety/Investigating/Protocol.pdf 

 
Shared Office Space 
• Official workplace workstations/offices/cubicles may be considered shared spaces amongst 

employees, as allocated and determined by the Supervisor/Manager.  
• Employees who have entered into a work Agreement might not be assigned a dedicated 

office/cubicle solely for their exclusive use and may be directed to schedule or share space  
at the Designated Work Location. 

• If an employees’ work space is changed or shared, it will be outlined in the Employee 
Agreement  between the City and the Employee. 

 
 
 
 

http://citynet/hrintra/workplacewellness/Safety/Investigating/Protocol.pdf
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Frequently Asked Questions 

• Refer to FAQs in Administrative Standard Flexible Workplace AS – 018

Attachments 
• Flexible Workplace Program Tool – Employee Application Form
• Flexible Workplace Program Tool – Eligibility, Criteria and Selection
• Flexible Workplace Program Tool – Safety Inspection Checklist
• Flexible Workplace Program Tool – Employee Agreement 

http://citynet/hrintra/flex-work/pdfs/AS-018_Employee-Application.pdf
http://citynet/hrintra/flex-work/pdfs/AS-018_Eligibility-Criteria-Selection.pdf
http://citynet/hrintra/flex-work/pdfs/AS-018_Eligibility-Criteria-Selection.pdf
http://citynet/hrintra/flex-work/pdfs/AS-018_Safety-Checklist.pdf
http://citynet/hrintra/flex-work/pdfs/AS-018_Safety-Checklist.pdf
http://citynet/hrintra/flex-work/pdfs/AS-018_Employee-Agreement.pdf
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