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Terminating a Flexible Hours of Work Arrangement
If operational requirements change or are not being met, it may be necessary 
to terminate or suspend an approved flexible hours of work arrangement. It is 
important to provide as much advance notice as possible so that those affected 
can adjust accordingly. As with other alternative work arrangements, communi-
cation is key therefore all possible solutions should be discussed between the 
manager and employee before terminating a flexible hours of work arrangement. 
Employees should also be aware that the termination of the use of one type of 
alternative work arrangement does not prevent them from exploring the use of 
another type of alternative work arrangement. 

Resources

Collective Agreements ��  
http://hr.ottawa-hull.mil.ca/hrciv/
dglrc/dlrpp/en/home_e asp?  
reference=110510024
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Telework

What is it?
Telework is an authorized work arrangement wherein employees work away  
from their official place of work for part or all of their regular work week, either on 
a structured (regular/formal) or an ad hoc basis. While in most cases employees 
work from their homes, another location may be chosen. 

Benefits
Telework has many benefits and implications for managers and employees as 
well the wider workforce and environment.

Manager’s Perspective

Studies have revealed that telework has resulted in increased productivity and 
improved employee morale. Telework supports a “management by results” 
approach. This means establishing specific results-based objectives and 
monitoring the delivery of these objectives and the expected results. 

It may create an expanded pool of workers who may not otherwise be available. 
For example, employees who might have difficulties commuting may continue to 
work and contribute to the organization. Telework can help to reduce absenteeism 
by enabling employees to complete a partial day of work at home rather than be 
absent from work for a whole day. It may also allow an organization to attract 
and retain highly qualified workers who like the flexibility that telework provides. 

In terms of office accommodations, telework arrangements can provide short or 
long term solutions to lack of space, cubicles, or work areas. It can also offer a 
wider environmental benefit, reducing air pollution and congestion related to 
transportation issues.

Telework does not necessarily imply that the employee will work away from the 
office five (5) days a week, fifty-two (52) weeks a year. In most cases, a balance 
between hours worked at the telework location and at the office is to the mutual 
benefit of the manager, the employee and the organization.
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Employee’s Perspective

Telework offers many advantages. One of the more significant advantages is the 
flexibility it may provide to coordinate work, family and personal responsibilities. 
This benefit may offer a greater sense of control over their lives and help alleviate 
stress. Other benefits include reduced travel time and costs related to transpor-
tation and meals.

Other Considerations
Telework can be complex as there are many factors that need consideration 
when a work location is being moved.

Maintaining Communication

Arrangements must be made to ensure that effective communication is main-
tained between the manager and employee. Where possible, managers should 
consider teleconferencing or videoconferencing with the employee to ensure 
his/her participation in meetings.

Occupational Health and Safety

The Department of National Defence is responsible for providing a safe and 
healthy workplace for its employees. This responsibility applies to telework. As 
the employer has no formal control over an employee’s telework location (usually 
the home), employees are asked to voluntarily provide assurance to the manager 
that the telework location is in compliance with the Canada Labour Code, its 
regulations, and the General Safety Program. Under the Government Employees 
Compensation Act, public service employees who are injured in the course of 
their duties are to be compensated for their work-related illnesses or injuries. 
This is the case whether the illness or injury takes place at the employee’s official 
workplace or at any other location, where they are performing their work-related 
duties, including the employee’s automobile, hotel room or home.
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Insurance and Zoning

While the employee is not responsible for insuring equipment provided by  
the employer, employees should review their insurance coverage to ensure 
that using the home as an office does not affect current coverage.

Employees are responsible for becoming informed about any municipal zoning 
restrictions on telework.

Related Expenses

Increased costs for heat, hydro and so on are the responsibility of the employee. 
Work-related expenses such as long-distance phone charges and supplies are 
subject to normal approval procedures and, once approved, are the responsibility 
of the employer. Travel costs for the displacement between the telework locations 
and the employee’s designated place of work are the employee’s responsibility.

Equipment

The Department or manager is responsible for ensuring the provision, installation 
and maintenance for the equipment required by the employee at the telework 
location. Managers will ensure that these services are accessible and provided 
in a timely fashion. Equipment may include computers, fax machines, modems, 
etc. In cases where special facilities or equipment are required for particular 
tasks and it is not feasible or cost-effective to provide them to the employee, 
the employee will come into the office on designated days.

Employees may be granted the use of their own equipment to telework. In these 
instances, the employees are responsible for the maintenance and repair of the 
equipment unless otherwise agreed to by the employer.
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Factors to Consider Before a Request is Approved
Manager’s Perspective

Review the principles identified above regarding responsibilities for telework.  
As a manager, ask yourself: 

a)	 What kinds of jobs are suitable for telework? Some types of jobs readily 
lend themselves to telework e.g. jobs that requires thinking and writing, 
research, data analysis, or computer programming. A careful and creative 
look at other kinds of positions may reveal additional opportunities. 

b) 	 Can a client service job be performed effectively by telework? What kind 
of service is required? Who is the client? Where and when is the service 
provided? What is required to provide it? If project management is the 
service, is it usually provided at the client’s place of business or by 
telephone? Can the employee visit the client directly without checking 
into the office first? What is the impact on the team?

c) 	 Does the work require technical knowledge and experience? Can it be 
accomplished without the removal of classified documents from the 
office? Would parts of a job be suitable for telework? Is it possible for 
someone to work at home one or two days a week? Also consider 
security issues if any, for example what kind of information they might 
need to be accessed remotely. Careful consideration of these questions 
may show that telework is viable for a wide range of positions.

d) 	 Is the employee suited for telework? Suitable candidates normally  
have a proven track record in terms of performance. They are good 
communicators and planners, able to clearly set priorities and are 
results oriented, trustworthy and responsible. Telework suits employees 
who are autonomous and are comfortable working independently.
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Managers must be effective communicators, good planners, set clear objectives, 
tasks and expectations, be able to give effective guidance and performance 
feedback, and able to focus on results. Those managers who prefer a more 
traditional approach to monitoring employee progress might have difficulty 
adjusting to telework situations but should consider the benefits of allowing 
this flexibility. 

Employee’s Perspective

Employees must determine if they are personally suited for telework. Ideal 
candidates are people who like to work independently, set their own priorities, 
and assess their own performance by goal setting and achieving results. 

Employees should consider their work habits, likes and dislikes relating to  
work, relationships with colleagues and attitude towards their work.

Employees should ask the following questions to determine if the work is suitable 
for telework:

a)	 Could the work I perform at the office be carried out as effectively 
from a telework location? 

b)	 What part of the work can be done away from the office?  
What part cannot? 

c)	 What kind of equipment would I need to perform all of the job functions 
effectively? How many days could I work at the telework location? 

d)	 How would I ensure that client service and productivity are not 
adversely affected? 

e)	 Am I comfortable with working independently?



20 A Practical Guide to Alternative Work Arrangements
Telework

Making it Work 
It is prudent to review the Treasury Board policy before a request is made or 
agreed on. Making telework a success takes commitment and effort from both 
the employees and managers. Reliability, effective time management and good 
work habits will assist in establishing a successful work arrangement. Use the 
safety checklists to ensure the telework place meets workplace standards.

Terminating a Telework Arrangement
If operational requirements change or are not being met, it may be necessary 
to terminate an approved telework arrangement. It is important to provide as 
much advance notice as possible so that those affected can adjust accordingly. 
As with other alternative work arrangements, communication is key therefore all 
possible solutions should be discussed between the manager and employee 
before terminating a telework arrangement.

Resources

Treasury Board Policy��  
http://www.tbs-sct.gc.ca/pol/
doc-eng.aspx?id=12559
DND Checklists��  
http://hr.ottawa-hull.mil.ca/hrciv/
dgcesp/ddwb/en/home_e.
asp?reference=11049529
Collective Agreements��  
http://hr.ottawa-hull.mil.ca/hrciv/
dglrc/dlrpp/en/home_e.
asp?reference=110510024
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Part-time Employment

What is it?
This is a temporary arrangement that allows an employee to work in one position 
with fewer hours than the standard day, week or month established for full-time 
employment.

Benefits

Part-time employment can be a good use of human and financial resources.

Manager’s Perspective

Part-time employment can help manager’s fulfil their operational objectives; and 
is an option to increase flexibility in managing their human resources. Through 
part-time employment, managers may benefit from the skills, knowledge and 
experience of employees who might not otherwise be available. 

Employee’s Perspective

Part-time employment can be attractive to some employees as a way to harmo-
nize their personal responsibilities with their work. It may be the ideal option for 
an employee who wishes to pursue other personal interests such as volunteer 
work, education, etc.

Factors to Consider Before a Request is Approved
When discussing part-time employment, managers and employees must 
stipulate whether this will be a temporary or permanent arrangement as the 
implications could be significant, impacting both managers and employees.  
For the purpose of this guide we will be referring to part-time employment as a 
temporary alternative work arrangement.

Manager’s Perspective

Certain types of jobs are better suited to part-time work, and especially high 
volume concentrated activity/peak workload periods. Many talented, experi-
enced employees are in need of this arrangement due to personal situations. 
Managers are advised to consider the benefits to the organization in providing 
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this type of arrangement, such as the retention of valuable employees, who 
might be facing unusual or temporary personal circumstances, or the wish 
to engage in part-time studies which could have benefit to the organization, 
increased productivity and motivation of the employee, etc.

Employee’s Perspective

Part-time employment affects pay and benefits, e.g. pension. To retain “employee” 
status, part-time employees must work no less than one third of the regular 
government work week. It is important to be clear on these implications before 
pursuing this type of alternative work arrangement. Employees are advised to 
consult their Compensation Services in the Civilian HR Service Centre to assess 
the impact of a change in employment status on pay and benefits and get these 
impacts in writing. 

Also, employees should look at how part-time employment will affect their daily 
routines as well as their personal well-being (social, emotional, intellectual, 
physical and mental aspects).

Making it Work
It is important to understand the impacts on the employee’s pay, work unit and 
clients. The benefits and challenges of this arrangement from both employee and 
the organizational perspective should be discussed at length before a decision is 
made. Ensure that the proper adjustments have been made to work objectives 
and work assignments in advance to reflect the part-time arrangement and an 
agreement is reached with all of the stakeholders. As well, inform Compensation 
Services in the Civilian HR Service Centre, in writing, of the new arrangement so 
that hours of work can be reduced accordingly.

The arrangement should be evaluated every month for the first three (3) months 
and then as often as deemed necessary. Some problem areas may relate to  
work productivity expectations. Both employees and managers might expect 
the same amount of work done in a full-time schedule to be completed in a 
part-time schedule.
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Terminating a Part-time Arrangement
When part-time employment (temporary) is part of an AWA it can be terminated 
by either the employee or manager, however Compensation Services in the 
Civilian HR Service Centre must be informed in writing. As with other alternative 
work arrangements, communication is key therefore all possible solutions should 
be discussed between the manager and employee before terminating a part-
time arrangement. It is also recommended that as much advance notice is 
provided as possible so that those affected can adjust accordingly.  

Collective Agreements��  
http://hr.ottawa-hull.mil.ca/hrciv/
dglrc/dlrpp/en/home_e.
asp?reference=110510024

Resources
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Job Sharing

What is it?
Job sharing involves two part-time employees sharing and carrying out the duties 
and function of the same job at different times during the normal work schedule.

Job sharing is a practical application of part-time employment. The rights and 
responsibilities that apply to part-time employment extend to job sharing.

Benefits
Manager’s Perspective

Job sharing can enable a manager to maintain full-time production/service while 
employing part-time employees. This can also be an arrangement to facilitate a 
retirement transition and/or a knowledge transfer initiative. In addition, collective 
work descriptions create greater flexibility for two part-time employees in sharing 
a full-time position, because employees sharing the same work description 
reduce the need to consider classification issues between job sharers.

Employee’s Perspective

Job sharing allows an employee to work part-time in a situation where part-time 
employment is not normally an option (i.e. when the organization must maintain 
full-time production or services).  

Factors to Consider Before a Request is Approved
Manager’s Perspective

There are some factors unique to job sharing that all managers must take into 
account:

The compatibility and availability of interested employees (note: both ��
job sharers must possess the required skills, abilities and knowledge 
to perform the full duties of the job share position i.e. they must be 
able to do the whole job);
The delineation of the duties of each employee; ��
Performance monitoring and evaluation; ��
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Communication between the job sharers and the manager; ��
The potential impact of the departure of one of the job sharers;��
Accommodation requirements (desks, office space, equipment). ��

It is important to note that one of the benefits of part-time employment—reduced 
salary costs—does not necessarily apply to job-sharing situations. Expenditures 
may increase due to requirements for training, or specialized office equipment. 
Further, it is recommended that:

the Civilian Performance Review Reports (CPRR) of employees utilising ��
the job sharing arrangement reflect the individual duties being under-
taken within the scope of the arrangement.

Employee’s Perspective

In addition to the flexibility relating to part-time employment, there are some 
special factors for an employee to consider. Cooperation, communication, 
flexibility, teamwork and mutual respect are essential to successful job sharing. 
People who prefer to work alone or exercise primary responsibility over their 
work may not find it suitable.

If employees are considering job sharing, they should assess their attitudes and 
work habits and ask themselves:

Can I be counted on to do my fair share of the work (i.e. carry out my ��
share of the more difficult or demanding tasks and/or those jobs that 
may not be as rewarding or personally interesting)? 
Am I flexible enough to adapt to sharing my workspace, ��
files and computer? 
How will I handle possible conflicts with my job-sharing partner — ��
differences in communication styles, work methods or work habits? 
Am I interested in and willing to work as a team member? ��
Am I prepared to share credit and take responsibility for my mistakes? ��
Am I committed to making the arrangement work?��
Am I willing to be flexible and make adjustments along the way? ��
Do I have anyone in mind with whom I would like to job share? ��
Have I contacted the human resources advisor, to see if they are ��
aware of any people interested in job sharing? 
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Making it Work
Attempt to resolve difficulties with job sharer directly, as they arise and identify 
solutions to the problems. If necessary, ask management for support. The 
arrangement should be evaluated every month for the first three (3) months  
and then as often as necessary.

Job sharing can be arranged in many ways. It is recommended that managers 
contact their human resources advisor to discuss possible mechanisms  
and advice. 

Terminating a Job Share Arrangement
This arrangement can be terminated by the employee(s) or manager. Where there 
is only one employee who wishes to terminate the arrangement, the manager will 
need to assess the situation to determine the appropriate course of action, however 
it is likely that the arrangement will need to be terminated for both job sharers unless 
another part-time arrangement can be established. As with other alternative work 
arrangements, communication is key therefore all possible solutions should be 
discussed between the manager and employee(s) before terminating a job-share 
arrangement. It is also recommended that as much advance notice is provided as 
possible so that those affected can adjust accordingly. Compensation Services in 
the Civilian HR Service Centre must be informed in writing should the arrangement 
be terminated.

Collective Agreements ��  
http://hr.ottawa-hull.mil.ca/hrciv/dglrc/
dlrpp/en/home_e asp?reference 

=110510024

Resources
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The information provided below is a cursory overview of leave options available 
to DND civilian employees to assist them in developing alternative working 
arrangements to suit their needs. For complete information on these and other 
leave options, users are encouraged to:

Refer to the �� Leave Administration Guide 
(http://hr.ottawa-hull.mil.ca/hrciv/documents/word/leave_administration_
guide_e.doc)
Contact their respective Compensation Services in the Civilian ��
HR Service Centre 
Review their respective Collective Agreement��
Refer to the Treasury Board Secretariat �� Employee Entitlements and 
Leave (http://publiservice.tbs-sct.gc.ca/hr-rh/eel-doec/index-eng.asp)

Pre-Retirement Transition Leave
Pre-retirement transition leave (PRTL) enables employees who are within ��
two years of retirement to reduce the length of their work week by up to 
40 per cent. Pay for participating employees would be adjusted to reflect 
the shorter work week, but their pension and benefits coverage, as well 
as premiums or contributions, would continue at pre-arrangement levels. 
Employees may take PRTL for up to two years, but must agree to resign 
at the end of the leave period.
TBS policy link:	  ��
http://publiservice.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12586

Leave Options Associated With AWA
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Leave with Income Averaging
Leave with income averaging is an arrangement that enables employees ��
to reduce the number of weeks worked in a specific 12-month period by 
taking leave without pay for a period of between 5 weeks and 3 months. 
Pay for the participating employee would be reduced and averaged out 
over the year.
TBS policy link: ��
http://publiservice.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12555 

Self-funded Leave
Self-funded leave (SFL) allows indeterminate employees, who have ��
been on strength for a minimum of two years, to take a period of leave 
without pay for six months to one year. Arrangements are made with 
the Department to deposit a portion of the employee’s salary in a trust 
fund for a certain period (deferral period) to provide an income during 
the period of leave.
DND Policy link (DCCS Directive 6006-31) ��
http://hr.ottawa-hull.mil.ca/hrciv/documents/word/self_funded_leave_e.doc
TBS Policy link:  ��
http://publiservice.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12588 
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Pension
If the average weekly hours of work remain the same under telework, variable 
or flexible hours, there is no change in pension plan contributions. The eligibility 
to contribute to a plan continues for employees working part-time or job sharing, 
with an average of 12 hours per week or more. The contribution rate remains the 
same as for full time contributors. However, the required pension contributions 
will be of a lesser amount due to the employee’s reduced income and it will 
result in a smaller pension based on a reduced annual salary rate.

If the employee is currently a pension contributor, and is assigned to work less 
than 12 hours per week, pension contributions will be suspended. The employee’s 
pension would be based on his/her pensionable service at the date of retirement.

When a part-time employee works more hours than the amount established for 
Superannuation (PSSA) purposes, the excess hours are not considered as 
pensionable service. If this occurs on a regular basis, the assigned work week 
should be changed to more accurately reflect the hours worked.

Insurance
There is no change for employees except for employees who are working with 
the telework arrangement (see section on telework). Also, for employees who are 
job sharing, note the following restrictions:

Employees with an average of 12 hours per week or more are eligible ��
for the Supplementary Death Benefit. 
Employees working 1/3 or less of the normal weekly hours are not ��
eligible to participate in the Dental Care Plan, Disability and Long Term 
Disability Insurance. 
For Public Service Health Care Plan, there are no minimum assigned ��
hours in order to be eligible.

Pensions and Insurances
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Q1.	 Who is eligible to apply for an AWA?

A1.	G enerally, all indeterminate employees and term employees whose 
terms are longer than three months are eligible.

Q2.	 Are AWAs more work for a manager?

A2.	 Initially, it will take extra time to work with the employee who is exploring 
the alternative work option. In the event of a successful proposal, it will 
also take a little extra effort to monitor the situation to work out any 
problems that may arise. It is advisable to attempt AWAs on a pilot  
basis before entering into any long-term arrangement.

Q3.	 Is my job suitable for an AWA?

A3.	 There are no rules governing what jobs will and won’t work. You and your 
manager are in the best position to work out what arrangement would be 
most appropriate. The reality is that there may be situations where alterna-
tive arrangements will not be appropriate. If you are interested and you 
feel you are a good candidate for one of these arrangements, you should 
discuss the viability of this with your manager. At the very least it will become 
a starting point for discussions about other options. However, no alternative 
arrangement can be approved in isolation or without regard for business 
responsibilities and client service.

Q4.	 How will AWAs impact career opportunities?

A4.	 The department is committed to ensuring that employees who choose 
an AWA option are not penalized in terms of opportunities for promotion, 
or career development.

Questions and Answers
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	E mployees should make it a point to keep themselves informed of career 
opportunities. It is, however, possible that a career advancing opportu-
nity may arise that is not compatible with your alternative arrangement. 
You would, in such cases, need to decide whether to explore different 
AWA options or assume the hours and work location appropriate to the 
new position.

Q5.	 What happens if all the employees in the section want to work some 	
	 type of AWA?

A5.	 Managers should avoid a possible “first come, first serve” syndrome by 
having some knowledge of what various AWAs are available. Managers may 
have to invest time in thinking through how each option would work in their 
units. If a number of people express interest in the same AWA option, 
managers could suggest that they collaborate on their proposals and submit 
them together. This would give an opportunity to consider the requests as 
a whole rather than in an ad hoc fashion. It would also provide a forum for 
employees to work together to develop a workable and satisfactory proposal 
from a group perspective. It is also important to remember that some 
AWAs are a workplace accommodation requirement.

	E ach proposal should be assessed on its own merits and should  
take into consideration both the needs of the individual and the work 
unit. It is not advisable to decline a proposal simply because the same 
arrangement cannot be offered to everyone else. Management flexibility 
in accommodating various situations demonstrates a willingness to 
provide a supportive work environment.

Q6.	 How do alternative work options impact time off for medical, dental 	
	 and other appointments?

A6.	 There is no change. The immediate supervisor will use the applicable 
collective agreements to approve all interruptions of work, such as leave, 
doctor’s appointments, family obligations, etc.
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Q7. 	 What happens when training falls on compressed days off or outside 	
	 of scheduled part-time hours?

A7.	 As with other types of work-related activities it is always better to try to 
arrange training during times that fall within scheduled hours, however 
where there is no other option, employees and managers are asked to 
be flexible in rescheduling a compressed day off to another day within 
the averaging period or reschedule part-time hours so that the training 
can be accommodated. If rescheduling is not possible, managers will 
need to refer to the applicable collective agreements to determine 
impacts.

Q8.	 How do I stay in touch?

A8.	 With all AWAs, communication is essential. One of the more challenging 
aspects of having employees working alternative schedules is to ensure 
that all staff members remain current on office practices, policies and 
procedures. Employees need to continue to be aware of and involved in 
all the ongoing activities of their unit. This means that at a minimum, 
employees and managers must establish regular contact to ensure that 
each are well informed, and not inadvertently left out of the loop.

	 The use of e-mail is very beneficial for keeping up to date on departmental 
information. It is also important to let co-workers and clients know how 
service will be provided during an alternative work arrangement. One 
way is to keep recorded voice mail messages current, stating very 
clearly where and when the employee can be reached. 

Q9.	 What about disagreements?

A9.	 As with all potential conflict situations, it is imperative that both the 
manager and employee discuss the issue further and attempt to reach 
an agreement to resolve the issue as soon as possible. Either side may 
contact a human resources advisor for advice or clarification about the 
technical aspects of AWAs. In addition, Alternative Dispute Resolution is 
available for mediation (http://hr.ottawa-hull.mil.ca/adr-marc/engraph/
contacts_e.asp).
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Q10.	 If an employee is injured while working at the telework place, is he/she 	
	 covered by Workers’ Compensation?

A10.	U nder the Government Employees Compensation Act, and consistent 
with jurisprudence on the subject of workers’ compensation, Public 
Service employees who are injured in the course of their duties are to  
be compensated for their work-related illnesses or injuries. This applies 
whether the illness or injury takes place at the employer’s designated 
workplace or at any other agreed location, including the employee’s 
home. This is consistent with the Canada Labour Code, which defines 
the “work place” as any place where an employee is engaged in work 
for the employer, and this can include an employee’s home. The 
employee must bring any accident or injury occurring in a telework 
situation to the immediate attention of the supervisor.

Q11.	 Are there any specific rules for AWAs?

A11.	 Alternative work arrangements permit maximum flexibility in adapting 
to the needs of employees, providing that operational and/or business 
requirements are met.

There are a few key principles:

An AWA must be operationally feasible and approved by the  ��
delegated manager. 
AWAs are subject to existing policies, legislation, and ��
collective agreements.
An AWA must not result in decreased output. ��
Any costs associated with an AWA, should be limited to those ��
connected with initiation only. 
AWAs are voluntary. ��
AWAs are not a right; however employees should expect that ��
their requests for an arrangement be given due consideration.
AWAs need to be built on trust and communication.��
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Introduction
These are the most common elements of alternative work arrangements. How-
ever, this does not preclude additional elements being included in this template.

Alternative Work Arrangement Understanding Between

 
Name of Manager 

and 

Name of Employee(s)					   

Description: 
Provide a clear, concise description of the proposed alternate work arrangement.

Terms and Conditions of Alternative Work Arrangement:
Be sure to include details such as:

Start date and end date if there is one;��
Length of trial period;��
Division of responsibilities (specific to a job sharing arrangement);��
How vacations and statutory holidays will be affected  ��
(if at all) /scheduled within the parameters of the arrangement; 
Hours of the day and the days of the week when you will work;��
Where the work will be done; ��
Duration of lunch breaks; and��
Number of hours to be worked each week.��

Alternative Work Arrangements 
Template
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Sometimes creating a table to specify work hours can help for example:

Process:

This section should outline communication process, issues such as documentation, 
how emergencies will be dealt with, attendance to meetings, client management, 
reporting, etc. Also indicate how any amendments will be made to the understanding.

Equipment:

Note any issues related to departmental equipment such as the need to borrow 
equipment or have access to specialized services. Itemize any specific equipment 
requirements and associated costs. Who will be responsible for these costs 
should also be included. This is particularly important in telework arrangements.

DAY FIRST WEEK SECOND WEEK

Hours  of Work Hours  of Work

Monday a.m. Hours a.m. Hours

p.m. p.m.

Tuesday a.m. Hours a.m. Hours

p.m. p.m.

Wednesday a.m. Hours a.m. Hours

p.m. p.m.

Thursday a.m. Hours a.m. Hours

p.m. p.m.

Friday a.m. Hours a.m. Hours

p.m. p.m.

Total Hours
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Training:
Note any specific training requirements related to this understanding, e.g., time 
management, equipment/software training, etc. and revise the employee’s 
Personal Learning Plan.

Evaluation:
Outline how the arrangement will be evaluated and when. Include timeframes.  
It is always good to test the arrangement within a specified timeframe. It is also 
important to identify specific “success indicators”, that will provide both parties 
with an agreed on method of determining if the alternative work arrangement is 
effective and efficient.

Termination:
Identify the notice period for termination as well as other details that might be 
associated with a need to terminate the arrangement. The time it would take to 
make other arrangements should be considered in identifying the appropriate 
notice period.

Effective Date and Signature:
Indicate the date in which the arrangement will come into effect and ensure that 
both the manager and employee sign the document and each keep a copy. This 
template can also serve as a method to inform Compensation Services in the 
Civilian HR Service Centre on changes to work times, etc. where necessary.

Date this understanding comes into effect:                                                        

Date(s) this understanding will be evaluated:                                                        

Signed by                                          this day 			                    
		  employee				   date of signature

Signed by                                         this day                                                       	
		  employee				   date of signature

Signed by                                         this day                                                       	
	         manager (delegated)			   date of signature


