Out-of-Territory Remote Work Request Form 
GAM 3.12 – Remote Work

	OUT-OF-TERRITORY REMOTE WORK REQUEST FORM


Purpose: This form is for departments to request a remote work arrangement outside of Yukon for an employee. Such arrangements are approved only in exceptional circumstances, and requests will be evaluated based on the information provided in this form. Please note that requests for remote work outside of the country will not be approved. See Out-of-Territory Remote Work Guidelines for more information.
EMPLOYEE INFORMATION
	Employee name:  Enter Employee Name

	Employee email:  Enter Employee email

	Employee ID: Enter Employee ID.

	Remote work start date: Select date
	Remote work end date: Select date

	Requested out-of-territory remote work location
Please note: location must be in Canada. Remote work arrangements outside of Canada will not be approved.
Street address: Enter text
City: Enter text
Province/Territory: Enter text
Phone number: Enter text


POSITION INFORMATION
	Department:  Select Department

	Position Title:  Enter position title

	Position Type: Enter position type (e.g. permanent, term)

	Hours of Work:  
Enter Hours  (bi-weekly)
	☐ Full-time
☐ Part-time


SUBMITTED BY
	HR Contact:  Enter HR Contact Name.
	Date: Select date

	DM Approval: [signature]
	Date: Select date

	Public Service Commissioner Approval:
[signature]
	Date: Select date


· Submit completed request forms to the Executive Assistant for the Public Service Commissioner at: PSC-Commissioner@yukon.ca.
· If the request is approved, the department will receive a final copy of this form. Approved requests must be entered into the MyHR system. The department is then responsible for contacting PSC Finance to arrange for worker’s compensation coverage. 
RATIONALE
Check all considerations that apply:
I. Operational needs: 
☐ 	The arrangement will enable the employee and work unit to meet operational needs
☐ 	The arrangement can avoid or mitigate any adverse impacts on colleagues or the work unit.
II. Position suitability: 
☐ 	The job duties can be effectively performed at an off-site, out-of-territory location. 
☐ 	The nature of the work allows for the secure transfer, storage and use of government materials.
III. Employee suitability: 
☐ 	The employee has demonstrated their ability to meet performance expectations.
☐ 	The employee can work well independently and with reduced face-to-face supervision.
☐ 	The employee has the ability to attend the official workplace in person if required. 
IV. Remote workplace suitability:
☐     The remote workplace meets health and safety requirements.(Please note: the employee and supervisor are responsible for meeting the remote work health and safety requirements outlined in section 3 of the remote work policy.) 
☐ 	The remote workplace meets requirements for the protection of confidential information.
☐ 	The remote workplace is relatively free of distractions.
☐ 	The department is confident that Yukon government equipment, files, or other materials will be returned at the end of the remote working assignment
V. Exceptional and/or time-limited circumstances
☐ 	There are exceptional personal circumstances, such as compassionate reasons. 
☐ 	The nature of the position is unique and/or hard to fill.
☐ 	The remote work arrangement would permit the department to meet objectives/priorities that otherwise could not be met.
☐ 	The request is short-term and temporary, not a permanent arrangement.

**Please note: Requests for remote work outside of the country will not be approved.
Detailed rationale:
Please explain the circumstances of this request, e.g. what makes this an exceptional circumstance, and provide any additional information on any of the selections above.
Click here to enter text.



History of request
If the employee has previously been approved for an out-of-territory remote work arrangement, please note the start and end dates of previous arrangements below. 
Click here to enter text.

Approach to work hours and leave
Out-of-territory remote work arrangements are not intended to be a replacement for the use of leave, including vacation or special leave. Please indicate any changes to the employee’s hours of work during the out-of-territory arrangement, as well as any planned use of leave (for example, special leave to attend appointments with an ill relative). 
Click here to enter text.

End date for arrangement
Out-of-territory remote work arrangements are meant to be temporary and should have a clear plan to end, either with the employee returning to the territory or the employment relationship otherwise ending (retirement, etc.) Please explain plans for the end of this arrangement, including (if relevant) any anticipated requests for extension/renewal. The remote work arrangement must also be updated in MyHR when it ends, to ensure accurate tracking and reporting.
Click here to enter text.

Department justification
(To be completed by departmental HR and/or deputy minister)
The Guidance for out-of-territory remote work arrangements notes that it is the role of senior decision-makers to balance conflicting principles and make decisions in the best interest of the public service. Please explain how this request balances the principles set out in section 3 of the guidance. 
Click here to enter text.
 

Collection Notice:
Personal information is collected under the Access to Information and Protection of Privacy Act, Section 15(i), for the purposes of assessing out-of-territory remote work requests. For further information, contact the Director, Staffing Management and Solutions branch, at SMS.Services@yukon.ca.
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