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MEMORANDUM 

 

Date: March 18, 2020 

To: Deans, Associate Deans, Chairs, Directors, Faculty Supervisors 

Executive Directors, Directors, Managers and Supervisors 

From: Kane Kilbey, Emergency Operations Center Director 

EOC Working Group Leads: Pamela Richards, Ben McAlister and Steve Gorham 

Subject: Working Remotely: faculty, librarians, staff, post-docs, grant-funded, teaching assistants, 
and research assistants  

 
As published in the campus update on Friday, the provincial health officer has recommended a measured and 
evidence-based approach to COVID-19. We continue to follow that advice while promoting strategies to prevent 
the spread of the virus such as regular hand washing, self-monitoring and isolation, enhanced cleaning and 
disinfecting of high touch objects and surfaces, suspension of non-essential travel, cancellation of events and 
gatherings of 50 or more people, and transition away from face-to-face instruction and evaluation for the remainder 
of the term. 
 
In order to further advance these goals and advice, an EOC working group, in consultation with University Systems 
and the Privacy Office, has developed this information and guidance to unit leaders to facilitate the introduction of 
a principled approach to working remotely. Like our transition away from face to face instruction and evaluation, 
the university recognizes that it would be inappropriate to offer a one-size-fits-all approach to advancing the 
provincial health officer’s social distancing goals in the workplace.  As a result, we are asking unit leaders and teams 
to apply a set of common principles and use their best judgement to introduce remote work, while continuing to 
deliver service to our students and our community, as we complete the remainder of the term.   
 
Similar to our approach to face to face instruction and evaluation, all such remote working arrangements will be 
introduced as an interim measure and assessed on a regular basis.  At this time, we expect such arrangements to be 
in place as soon as possible this week and remain in place until April 10, by which time the university will have 
assessed if these measures are appropriate to continue, subject to any new advice from the PHO. 
 
Key Principles: 
 
To continue to foster a common and consistent approach to remote working please follow the principles noted 
below when making adjustments to your workforce: 
 

• Unit driven: unit leaders to develop and adjust solutions for their units unique circumstances, 
• Advances social distancing goals of PHO:  remote working is one potential option as is social distancing and 

flexible work schedules,  
• Delivers service as best as possible for students, researchers and community:  reinforces the message that 

we are open and adjusting as necessary given the evolving situation, 



2 | P a g e  
 

• Position specific (not all roles are suitable):  certain roles are needed on campus or can only carry out their 
work on campus.  Please consider taking additional  steps to promote social distancing and/or flexible 
work for all employees. 

• Flexible (not all or nothing):  some roles can rotate; can be part-time at home, part-time in office, 
hours/days can be flexible. This is the time to get creative and think outside the box, however, it is 
prudent to set up all roles that can work remotely to work remotely when needed. 

• Accountable:  units will develop work plans and check-ins appropriate for maintaining service levels 
• Protects university data and technology:  risk-informed, recognizing these are extraordinary times, 
• Incorporates health and safety considerations:  risk-informed, recognizing these are extraordinary times. 

 
Considerations: 
 
The EOC working group has worked closely with University Systems, Occupational Health & Safety, and the Chief 
Privacy Officer to develop additional guidance for the remote work environment including: 
 

1) Security of University of Victoria Information Technology Resources 
2) Security of Personal & Confidential Materials  
3) Safety and Security of Employees Working from Home 

 
An additional resource page has been prepared to support each of these important considerations and is 
attached in the appendices of this document.  
 
Security of University of Victoria Information Technology Resources (Appendix A) 
 
An important consideration on the development of a work from home strategy is to ensure that the university 
assumes an appropriate level of risk through the information technology employed to undertake remote working 
in these circumstances. The most significant area of risk is through the use of home devices when carrying out work 
activities. To address this risk, a document has been created for campus leaders which provides key options for 
working remotely. For instance, using centrally managed UVic laptops is the lowest risk alternative, whereas the 
use of personal home computers represents a more significant risk if accessing sensitive information. The document 
addresses this continuum by providing key considerations on which options should be utilized and when. University 
Systems will also be providing support to ensure that leaders and their teams are undertaking remote work with 
appropriate technological precautions.  
 
Security of Personal and Confidential Materials (Appendix B) 
 
Whether a UVic employee works onsite, remotely, or at home, UVic is normally obligated by policy and BC law to 
protect personal privacy. However, in these extraordinary times we will need to take a risk-based approach to 
supporting working remotely or from home, as employees may not have access to the same physical and 
technological security measures that that are in place at UVic. To assist to provide a secure remote working 
environment, the Privacy Office has created a guidance to leaders, including guidance on the security of paper and 
digital records.  
 
Safety and Security of Employees Working Remotely (Appendix C) 
 
WorkSafeBC coverage will continue to apply for employees who are working remotely through this 
initiative.  Compensation for work-related injuries occurring during the approved work hours and assigned duties 
will continue as normal.  Employees are encouraged to follow safe work practices and to promptly report to their 
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supervisor any work-related incident that occurs at the home/remote work site. 
Questions: 
 
We appreciate that you may have questions about this important social distancing initiative. To this end, the 
working group has developed at set of Frequently Asked Questions (Appendix D: Faculty & Librarians and Appendix 
E: Staff) that we trust will address the majority of your questions.  
 
For further assistance as you implement, please work with the applicable consultant assigned to your unit: 
 

 Staff Remote Working:  Please contact your Human Resources Consultant (HRC) 

 Faculty or Librarians Remote Working: Please contact your Faculty Relations Consultant (FRC) 

 Grant-funded Research Assistants or Post-Doctoral Fellows: Please contact Research Services 
 
 

Employees whose positions are not suitable for remote work: 

The EOC recognizes that not all positions or functions are suitable for working remotely and in those cases, 

employees should come to work as normal.  Leaders are encouraged to work with these teams or individuals to 

promote good hygiene and social distancing practices.  These include, but are not limited to setting up 

workspaces or meetings with clients at least 2 metres apart, taking advantage of technology as an alternative to 

face to face meetings, cleaning and disinfecting high touch surfaces including reception desks, limiting the use of 

shared equipment and adjusting work schedules with staff to avoid high traffic periods if appropriate.   The 

combination of transitioning away from face to face instruction and the broad introduction of remote work 

arrangements will benefit everyone.  These two measures alone will create a more manageable and successful 

on-campus environment for our ongoing hygiene and social distancing strategies. 

 

Isolation: 

The EOC appreciates that temporary remote working arrangements will require us all to explore and 

accommodate new ways of working. We also want to acknowledge that you and your employees may feel 

separated or even isolated when working remotely, as you will have fewer in-person interactions with your 

colleagues. We encourage you to explore creative ways to address these barriers within your unit or department. 

Please also feel free to remind your team of the resources available through our Employee and Family Assistance 

Program. 

 

Concluding Remarks: 

I encourage you and your teams to act on this guidance immediately.  The COVID-19 situation is very fluid and 

circumstances may supersede our ability to implement gradually.  Making these adjustments, however disruptive,  

at the earliest opportunity will ensure that we are all better positioned to support our students, researchers and 

community in event the Provincial Health Officer asks universities to take additional measures, including further 

adjustments to on-campus services, to prevent the spread of the virus. Thank you for your continued flexibility, 

cooperation and patience during these extraordinary times. 

  

https://www.uvic.ca/hr/manager-support/consulting/index.php
https://www.uvic.ca/vpacademic/about/staff/index.php
https://www.uvic.ca/research/contact/index.php
https://www.uvic.ca/hr/health-wellness/employee-family-assistance/index.php
https://www.uvic.ca/hr/health-wellness/employee-family-assistance/index.php
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Appendix A 

Working Remotely: Technology 
Considerations 

March 17, 2020 

General Guidelines 
Leaders: 

 Prioritize critical work to be done from home and identify which employees must transition first; we 
have a limited number of staff available to transition people to remote work and without this 
prioritization technical resources will be quickly overwhelmed. 

 Authorize the purchase of any equipment required by the employee to support working from home. 

 Communicate the above to their IT support personnel (e.g. Desktop Support Services). 

 Consider if on campus IT equipment is required at home to continue critical work and ensure equipment 
leaving campus is being tracked and inventoried (this can be done by IT support personnel). 

Employees: 
 Safely and securely, transport university equipment to and from home. 

 Have an adequate broadband internet connection at home. 

 Have a secure (long) passphrase on their home wireless network. 

 Utilize the UVic Remote access (VPN) service to securely access university resources.  
o Please log out of the VPN when not in use (i.e. breaks or lunch) 
o Please do not engage in non-work related high bandwidth activities (e.g. streaming videos from 

Netflix) while logged into the VPN.  

 Report issues to the UVic Computer Help Desk. 

 Understand applicable policies, procedures and protocols for the work they are doing. 

Computer Options 
Employees who are already equipped with UVic laptops and familiar with working off campus should be able to 
continue doing what they are familiar doing without any increased requirements. 
 
For employees who are not equipped with laptops or familiar with working off campus: 
Leaders must work with their teams to determine remote work requirements for employees based on the 
following three options and communicate these to their IT support personnel as soon as possible – the 
recommended order is: 

1. Acquire a UVic-managed laptop computer for their staff: notify IT support person who must contact 
tsc@uvic.ca immediately.  We have been actively working with our suppliers to source laptops that can 
be securely managed in our environment. 

2. Take a UVic-managed desktop computer home: prior to taking it home, notify IT support person who 
must reconfigure the desktop to work from off-campus. 

a. Some software may not work because of campus network requirements; Systems can work to 
resolve critical software on a case-by-case basis. 

b. The individual must have a wired Ethernet connection at home (not wireless). 
c. The individual must transport and set it up themselves; there will be no on-site support at their 

home. 

https://www.uvic.ca/systems/services/internettelephone/remoteaccess/index.php
https://www.uvic.ca/systems/services/contact/index.php
mailto:tsc@uvic.ca
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3. Consider the Generic Remote Desktop Service: UVic also offers access to a “virtual” UVic-managed 
computer which can provide remote access to a secure Windows computing environment with 
university software and can be accessed from a university or personally owned laptop or desktop; 
review the information and discuss with IT support whether this option will be beneficial for staff:  
https://www.uvic.ca/systems/services/computerssoftware/generic-remote-desktop/index.php 

 (Note that this option will not support ream-time audio/video collaboration tools.) 
 
Employees should follow the guidance provided by the Privacy and Access to Information Office: Working 
Remotely: Privacy Requirements. 
 

Real-time audio/video/instant messaging Collaboration Tools 

Tools that support audio and video will provide a more reliable experience if video is disabled or only used when 
needed (e.g. for the speaker). 
 
One-to-one or less than four participants: 

1. Apple iPhone smartphones: phone, FaceTime Video, iMessage instant messaging: 
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/cellphones.php  

2. Apple iPad tablets: FaceTime Video, iMessage instant messaging: 
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/ipadorder.php  

3. Skype for Business: offers instant messaging, screen sharing, audio/video calls, small group web 
conferencing.  If an individual is supported by Desktop Support Services, but is not opted into Skype for 
Business, they should request onboarding to Skype for Business by contacting their DSS support person.  
Leaders can request that their whole unit be opted in at once. 
 

More than four participants: 
1. Desktop Video Conferencing (BlueJeans): 

https://www.uvic.ca/systems/services/avmultimedia/desktopcollaboration/index.php 
2. Skype for Business Web Conferencing: It is possible for individuals without Skype for Business accounts 

to attend web conferences as guests.  An individual with a Skype for Business account will need to set up 
the web conference, and ensure all attendees join via Skype Web App in order for this to work reliably.  

3. TELUS Audio Conferencing: If you already have a TELUS audioconference bridge, use it when possible.  If 
you would like a new bridge set up, you can request one via the following web form:  
https://www.uvic.ca/systems/support/internettelephone/telephone/requestaudioconference.php 

 (Note that TELUS is experiencing significant volume and there may be setup delays.) 
 
Tools optimized for teaching online: please refer to: https://oac.uvic.ca/teachanywhere/ 
 
Webcams, headsets, and other peripherals: can be acquired via the Technology Solutions Centre: 
https://www.uvic.ca/tsc  
 
Additional remote work resource information and FAQs are available online: 
https://www.uvic.ca/systems/remotework  
 
  

https://www.uvic.ca/systems/services/computerssoftware/generic-remote-desktop/index.php
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/cellphones.php
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/ipadorder.php
https://www.uvic.ca/systems/support/helpsupport/desksidesupport/dss-support-clients.php
https://www.uvic.ca/systems/services/avmultimedia/desktopcollaboration/index.php
https://support.office.com/en-us/article/join-a-skype-for-business-meeting-with-skype-meetings-app-skype-for-business-web-app-4828ad18-ed21-422a-a870-94d676d4b72a
https://www.uvic.ca/systems/support/internettelephone/telephone/requestaudioconference.php
https://oac.uvic.ca/teachanywhere/
https://www.uvic.ca/tsc
https://www.uvic.ca/systems/remotework
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Appendix B 
 

Privacy and Access to Information Office 

T 250-472-4914 | privacyinfo@uvic.ca | www.uvic.ca/privacyandaccess  
 

 

Working Remotely: Privacy Considerations 
Privacy and Protection of Personal Information 
UVic is obligated by policy and BC law to protect personal privacy. When working remotely or from home, 
employees normally rely on the fewer physical and technological security measures that that are in place at 
UVic. The following guidance will assist  as we shift to working remotely in response to COVID-19. 

Paper vs. Electronic Records  
 Employees working remotely should access and use electronic versions of records whenever possible. Paper 
records should only be taken home if they cannot  be accessed or created electronically. ,  

Employees working from home and accessing electronic records remotely must do so over a secure network, 
using UVic’s Virtual Private Network (VPN) service: 
https://www.uvic.ca/systems/services/internettelephone/remoteaccess/index.php. 
 
Employees should follow the guidance provided by University Systems: Working from Home: Technology 
Considerations. 

Use of Paper Records 
If an employee requires the use of paper records to work from home, care should be taken to keep the records 
safe while in transit and at the employee’s home, and that they are ultimately returned to UVic.  In order to 
assist with this it is suggested that employees taking paper records home list the records they are taking home 
and provide a copy to their  work unit, so the location of the records is known and the employee can use the list 
as a reference to ensure all records are returned to UVic. 
 
If paper records are lost, or inappropriately accessed notify the Privacy Office at privacyinfo@uvic.ca  if the 
records contain personal information, or the University Archives at rmarchivist@uvic.ca for records not 
containing personal information. 

Transport and Storage of Personal Information 
Do not leave paper records and electronic devices (laptops, USB drives, and smartphones) containing records 
unattended while in transit.   Encrypt electronic devices containing personal information before removing them 
from UVic. Store records containing personal information in a secure location when left unattended.  

Use of Information Technology 
BC privacy law does not permit the use of information technology services that store personal information 
outside of Canada. To ensure UVic meets our legal obligations, employees who are working from home must 
only use information technology resources approved for use by University Systems. Using cloud services that 
store personal information outside of Canada such as Gmail, Google Docs, or Dropbox is not permitted.  

mailto:privacyinfo@uvic.ca
http://www.uvic.ca/privacyandaccess
https://www.uvic.ca/systems/services/internettelephone/remoteaccess/index.php
mailto:privacyinfo@uvic.ca
mailto:rmarchivist@uvic.ca
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Privacy Resources and Training 
UVic has developed several self-paced online privacy, records management and information security training 
and resource kits.  Employees who will be working from home and accessing or transporting personal 
information should review these resources.  
 

Privacy Open Educational Resources 
https://www.uvic.ca/vpfo/departments/privacy/open-resources/index.php 
 

Annual Staff Training 
This training provides an overview of privacy, records management, and personal information security at UVic:  
https://www.uvic.ca/vpfo/departments/privacy/annual-staff/index.php  
 

Privacy Toolkit for Teaching 
UVic has developed a Privacy Toolkit for Teaching. Use the toolkit to find out how to protect student privacy in 
your courses and react to a privacy breach if one occurs: 
https://www.uvic.ca/vpfo/departments/privacy/teaching-toolkit/index.php  
 

Relevant UVic Policies: 
Protection of Privacy Policy (GV0235) - 
https://www.uvic.ca/universitysecretary/assets/docs/policies/GV0235.pdf 
Information Security Policy (IM7800) - 
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7800.pdf 
Records Management Policy (IM7700) - 
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7700.pdf 
Information Security Standards - https://www.uvic.ca/systems/support/informationsecurity/security-
standards/index.php  
  

https://www.uvic.ca/vpfo/departments/privacy/open-resources/index.php
https://www.uvic.ca/vpfo/departments/privacy/annual-staff/index.php
https://www.uvic.ca/vpfo/departments/privacy/teaching-toolkit/index.php
https://www.uvic.ca/universitysecretary/assets/docs/policies/GV0235.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7800.pdf
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7700.pdf
https://www.uvic.ca/systems/support/informationsecurity/security-standards/index.php
https://www.uvic.ca/systems/support/informationsecurity/security-standards/index.php
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Appendix C 

 
Response to COVID-19: Working Remotely - General Considerations 
 
 
Workday and Hours 

When working remotely under these exceptional circumstances, supervisors and staff are encouraged to develop 
a work schedule following the spirit of the principles for remote working during COVID-19 established by the 
university.  It is likely the regular work schedule may be need to be flexible for either personal or work-related 
reasons, so regular check-ins between staff and supervisors is recommended.  For most staff, a regular work week 
is a 35 hour work week.  Overtime may be worked if authorized by the supervisor.  Existing modified work week 
schedules may also be disrupted for the duration of the COVID-19 response. 

Expenses and Costs 

It not expected that employees will incur additional costs associate with the remote work. 

Computer Usage 

Where possible, employees should use UVic-supplied standard computers that are managed by appropriate UVic 
personnel (e.g. University Systems Desktop Support Services - DSS).  It may be periodically necessary to bring 
equipment to the UVic main campus in order to perform maintenance.  Such requests will likely be made by the 
UVic personnel responsible for maintaining your technology (DSS).  

Review the University Systems: Working Remotely: Technology Considerations.  

Managing Information 

Whether a UVic employee works onsite, remotely, or at home, UVic is normally obligated by policy and BC law to 
protect personal privacy. However, in these extraordinary times we will need to take a risk-based approach to 
supporting working remotely or from home, as employees may not have access to the same physical and 
technological security measures that that are in place at UVic.  

If paper records are lost, or inappropriately accessed notify the Privacy Office at privacyinfo@uvic.ca if the records 
contain personal information, or the University Archives at rmarchivist@uvic.ca for records not containing 
personal information. 

To assist to provide a secure remote working environment, the Privacy Office and the University Systems 
department have both created information sheets as guidance to leaders and employees, including advice on the 
security of paper and digital records.  These information sheets are attached to this package.  

 

 

mailto:privacyinfo@uvic.ca
mailto:rmarchivist@uvic.ca
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Workspace and Ergonomics 

To assist to make the home or remote working environment as ergonomically comfortable as possible, please 
refer to our helpful ergonomic resources at: https://www.uvic.ca/hr/health-wellness/ergonomics/index.php.  

WorkSafeBC 

WorkSafeBC coverage will continue to apply for employees who are directed or approved to work from home.  
Compensation will be limited to work-related injuries occurring during the approved work hours and assigned 
duties.  Employees are encouraged to follow safe work practices and to promptly report to their supervisor any 
work-related incident that occurs at the home work site.  Incident Reporting Procedures can be found here. 

Communicating with your Colleagues 

There are several tools available to enhance communication between supervisors, colleagues and clients. An 
excellent source of remote work information and FAQs is available online: 
https://www.uvic.ca/systems/remotework 
 
Some examples include: 
 
One-to-one or less than four participants: 

1. Apple iPhone smartphones: phone, FaceTime Video, iMessage instant messaging: 
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/cellphones.php  

2. Apple iPad tablets: FaceTime Video, iMessage instant messaging: 
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/ipadorder.php  

3. Skype for Business: offers instant messaging, screen sharing, audio/video calls, small group web 
conferencing.  If an individual is supported by Desktop Support Services, but is not opted into Skype for 
Business, they should request onboarding to Skype for Business by contacting their DSS support person.  
Leaders can request that their whole unit be opted in at once. 
 

More than four participants: 
4. Desktop Video Conferencing (BlueJeans): 

https://www.uvic.ca/systems/services/avmultimedia/desktopcollaboration/index.php 
5. Skype for Business Web Conferencing: It is possible for individuals without Skype for Business accounts 

to attend web conferences as guests.  An individual with a Skype for Business account will need to set up 
the web conference, and ensure all attendees join via Skype Web App in order for this to work reliably.  

6. TELUS Audio Conferencing: If you already have a TELUS audioconference bridge, use it when possible.  If 
you would like a new bridge set up, you can request one via the following web form:  
https://www.uvic.ca/systems/support/internettelephone/telephone/requestaudioconference.php 

 (Note that TELUS is experiencing significant volume and there may be setup delays.) 
 
Tools optimized for teaching online: please refer to: https://oac.uvic.ca/teachanywhere/ 
 
Webcams, headsets, and other peripherals: can be acquired via the Technology Solutions Centre: 
https://www.uvic.ca/tsc  
 
For an excellent source of remote work resource information and FAQs are available online: 
https://www.uvic.ca/systems/remotework  
  

https://www.uvic.ca/hr/health-wellness/ergonomics/index.php
https://www.uvic.ca/ohse/incident/index.php
https://www.uvic.ca/systems/remotework
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/cellphones.php
https://www.uvic.ca/systems/support/computerssoftware/technologysolutions/ipadorder.php
https://www.uvic.ca/systems/support/helpsupport/desksidesupport/dss-support-clients.php
https://www.uvic.ca/systems/services/avmultimedia/desktopcollaboration/index.php
https://support.office.com/en-us/article/join-a-skype-for-business-meeting-with-skype-meetings-app-skype-for-business-web-app-4828ad18-ed21-422a-a870-94d676d4b72a
https://www.uvic.ca/systems/support/internettelephone/telephone/requestaudioconference.php
https://oac.uvic.ca/teachanywhere/
https://www.uvic.ca/tsc
https://www.uvic.ca/systems/remotework
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Appendix D 
 

FACULTY & LIBRARIANS FAQs: 
 
VACATION 
I was scheduled to take vacation during the period we are to be working from home.  While I have cancelled my 
international travel plans, can I still take this as vacation time?   
Yes.  Faculty members and Librarians are entitled to one month of vacation in each Academic Year.  If this 
vacation has already been approved by your Chair, then the time will be honoured.  As per the Collective 
Agreement, unused vacation cannot be carried over from Academic Year to Academic Year, unless it is necessary 
for the operation of the Academic Unit, and is approved by the Dean.  
 
SICK LEAVE 
I have just learned that I will need to be off sick for an extended period during the time we are expected to work 
remotely.  What should I do? 
If the reason for the sick absence is not related to COVID-19, you should notify your Chair/Director/Supervising 
Librarian as soon as possible.   This is an important step to identifying the date of disability for purposes of Long 
Term Disability.  If you will be absent for a period greater than two weeks, your Dean or the University Librarian 
will need to approve the leave. You will be advised if medical documentation is required. 
 
Please see Article 39 Sick Leave, Long-Term Disability, Return to Work, and Medical Accommodation for more 
details about sick leave. 
 
Please reference Health & safety section of the “Faculty, instructors, librarians & staff FAQs” if your sick absence 
may be related to COVID-19. 
 
I am scheduled to return on a graduated basis. How should I proceed? 
Please contact your supervisor/Chair/Director/Dean as soon as possible before return to identify whether your 
return to work plans will be adjusted in the face of University protocols related to COVID-19. 
Returning from an unrelated absence 
 
I am scheduled to return from an approved absence (study leave, political leave, sick leave etc.) during the period 
we are able to work remotely.  Can I come into the office to pick up my laptop and other materials I need? 
Yes.  The campus remains open and you may choose to work remotely or to access your office.  Depending on the 
items you will be bringing home, you may need to ensure appropriate storage and software security to ensure 
privacy requirements are maintained.  Please review the handouts on Working Remotely: Technology 
Considerations (appendix A) and Working Remotely: Privacy (appendix B) for guidance on these steps. If you have 
additional questions please contact the UVic Helpdesk or your Desk Top Support Specialist directly. Should you 
have Privacy questions please contact the Privacy Office. 
 
ILLNESS DURING TRAVEL 
 
Who should my faculty or staff contact if they are already travelling and have become ill?  
They should immediately contact International SOS for advice and guidance. Also if they are enrolled in the UVic 
Extended Health Plan and require emergency medical assistance (business or personal travel), they should 
contact our out-of-Country emergency assistance provider, Pacific Blue Cross. For instructions, Please visit: 
https://www.pac.bluecross.ca/individual/travel/faq.  

https://www.uvic.ca/covid-19/faculty-staff/index.php
https://www.uvic.ca/systems/services/helpsupport/computerhelpdesk/
https://www.uvic.ca/systems/services/helpsupport/desksidesupport/index.php
https://www.uvic.ca/vpfo/departments/privacy/index.php
https://www.uvic.ca/international/travel-safety/international-sos/index.php
https://www.pac.bluecross.ca/individual/travel/faq
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If they are travelling and require emotional support for them and/or their dependents, UVic Employee and Family 
Assistance Program (EFAP) plan members and their dependents can contact Morneau Shepell at 1-844-880-9142 
or via https://www.workhealthlife.com/. 
 
Who do faculty call or refer to for questions about their extended health plan coverage if they plan to travel?  
Faculty and Librarians enrolled in the UVic Extended Health Plan can find information on the out-of-
province/Canada through various channels: 

 Pacific Blue Cross are able to answer questions by dialing 1-877-722-2583; 
 Pacific Blue Cross plan member website (https://www.pac.bluecross.ca/);  
 UVic Benefits: https://www.uvic.ca/hr/contact/index.php##acc--compensation-and-benefits); or 
 Refer to appropriate benefits booklet based on their employment group.  

UVic’s Faculty and Librarian group number is 40704 – Plan Design 4 and the certificate / member is the 
employee’s 7-digit employee ID. 
 
MEDICAL ACCOMODATION 
 
I have an active work accommodation plan.  What should I do? 
Your Chair/Director/Supervising Librarian will review your work accommodation plan with someone from the 
Work Life Office and/or Faculty Relations.  If adjustments or changes to this plan are required, you will be notified. 
Please raise any concerns with your Chair/Director/Supervising Librarian.  
 
LIMITED TERM FACULTY 
 
I am a Limited Term faculty/librarian.  How am I affected by the decision to have me work remotely? 
You are expected to continue with your normal academic responsibilities (faculty members) or professional 
responsibilities (librarians) during this period, to the degree that it is possible remotely.  Please work with your 
chair/director/associate university librarian should you have any questions or concerns or challenges in respect of 
remote work.  
 
FACULTY & LIBRARIA HIRING/START-DATE 
 
I have a new faculty/librarian hire that is scheduled to start soon. Can they work remotely or in their home country 
if the borders are closed? 
Yes, they can work remotely on many elements of their role (teaching preparation, research, professional 
development, and some service where remote attendance is possible). Please work with your Faculty Relations 
Consultant on accounting for the adjusted workload appropriately for the new hire. Some new hires may wish to 
postpone their start date and this may be an option but would require approval of the Dean and Provost. Please 
work with your Faculty Relations Consultant to resolve issues arising.  
 
Can we still get an employee number and NetLink ID for a new hire? 
Yes, if the new hire is a Canadian citizen or permanent resident, the appointment paperwork will need to be 
scanned and sent to Heidi Morrison at fra@uvic.ca, or you can email the appointment form with an email that 
provides electronic approval/ sign-off. The appointment form must include the following information: name, 
social insurance number, date of birth, current address. This process may take slightly longer due to the current 
reality of COVID-19. If the new hire is non-Canadian, we will not be able to set them up as an employee until they 

https://www.workhealthlife.com/
https://www.pac.bluecross.ca/
https://www.uvic.ca/hr/contact/index.php
mailto:fra@uvic.ca


12 | P a g e  
 

have been issued a work permit and SIN.  
 
If the new hire is non-Canadian, please contact Heidi Morrison for assistance on this process.  
 
What other onboarding tasks does the new member need to complete? 
The new faculty member or librarian will receive an email from the Benefits office with instructions that include 
links to required training and benefit forms. Please contact your Faculty Relations Consultant if you have further 
questions.  
 
PROFESSIONAL EXPENSE REIMBURSEMENT and REQIURED DESIGNATIONS 
 
Currently I am required to maintain my professional designation. Will the University still honor reimbursements for 
canceled events?  
 
Yes. Professional Expense Reimbursement (PER) enables eligible Members to enhance knowledge and skills by 
attending conferences and seminars, engaging in professional development activities and acquiring property and 
services that enable Members to undertake Academic and Professional Responsibilities. For further information it 
is advisable to contact your local association/chapter for more specific details on their events and any possible 
designation extensions they may be granting.  
 
STUDY LEAVE 
 
I would like to cancel my study leave given that I can no longer travel. Can I do so? What steps do I need to take? 
 
Normally, once approved, it is expected that a Study Leave will occur as planned. However, if you can no longer 
undertake your Study Leave work plan due to travel restrictions, you may discuss with your 
Chair/Director/Dean/Supervising Librarian whether or not it could be deferred in view of operational 
requirements.  If the Chair/Director/Supervising Librarian and Dean/University Librarian supports deferral, a 
request to waive provisions of the Study Leave article may be made to the VPAC office and are subject to 
agreement by the Faculty Association.  
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Appendix E 

STAFF FAQs: 
 

RETURN TO WORK 
 
What do I do if I have a medical accommodation at my workplace?  
Please talk to your supervisor, who may connect with a Work Life Consultant, if you are going to be working from 
home. Supervisors need to ensure accommodations are met even when employees are working from home.  
 
What should I do if I am scheduled to return to work in the near future and I have a COVID-19 related vulnerability 
(i.e., immune deficiency)?  
Please talk to your supervisor, who may connect with a Work Life Consultant, as it may be best to delay your 
return to work at this time.  
 
My employee would not normally be able to work from home but has requested to work from home based on 
advice from their doctor due to an underlying health condition. Do we need any kind of official accommodation? 
An official accommodation is not required at this time; however, employees should provide medical 
documentation to support this request. These are extenuating circumstances and flexibility is encouraged.  
 
Please contact your Work Life Consultant if you have further questions.  
 
HIRING 
 
I have a new employee that is scheduled to start soon. Can they work from home? 
If this is a position that can work from home, you are encouraged to establish a remote working arrangement at 
the earliest opportunity. For roles that can only be carried out on campus, the new employee should report to 
work on campus as scheduled.  
 
Hiring managers can speak with the new hire about postponing their start date upon mutual agreement.  
 
Can my new staff hire still get an employee number and NetLink ID? 
Yes, through UVic Careers onboarding – your new employee needs to complete the New Employee Information 
form. Completing this form issues employee a V# and then starts the workflow for NetLinkID. Please note 
processing time may be longer than usual.  
 
What other onboarding tasks does the new employee need to complete? 
As per usual, a new employee will receive an email from UVic Careers with instructions that include links to 
required training and benefit forms. Supervisors can follow up with new hire to ensure they have completed all 
required steps before they start work. 
 
Please contact your HR Advisor if you have further questions.  
 
What should my new employee do with their completed benefit enrolment forms? 
Please have your new employee send a colour scanned copy to benefits@uvic.ca.  
The Benefits Office will follow-up directly with the new employee about any original forms they require and how 
to submit those.    For benefit related questions, please contact the Benefits Office. 
 

https://www.uvic.ca/hr/contact/index.php
https://www.uvic.ca/hr/contact/index.php
mailto:benefits@uvic.ca
https://www.uvic.ca/hr/pay-benefits/index.php
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I have a medical condition that puts me at higher risk for COVID and my job requires me to attend campus, what 
should I do?  
Please phone your health care provider to obtain documentation to support your non-attendance at campus. 
Your supervisor may connect with a Work Life Consultant, to attempt to make alternate arrangements. 
 
What if I stay home because I have flu-like symptoms but do not have access to a paid sick leave plan or have 
exhausted my sick leave benefit? 
All staff, librarians and faculty who stay home because they have flu-like symptoms or have COVID-19 will be 
placed on a medical leave of absence. 
 
Staff, librarians and faculty who do not have access to a paid sick leave plan or who have exhausted their paid sick 
leave benefit and who stay home because they have flu-like symptoms or have COVID-19 will be placed on a 
medical leave of absence without loss of pay. 
 
TERM SESSIONALS  
 
Sessional Instructors – CUPE 4163 (Component 3): 
 
I am a CUPE 4163 (Component 3) Sessional Instructor teaching a face-to-face course.  Will I continue to be paid this 
term?   
Yes, you will continue to be paid for the current 2020 winter.  
 
Second Language Teachers – CUPE 4163 (Component 2): 
 
I am a 4163 (Component 2) Second Language Teacher.  Will I continue to be paid? 
You will continue to be paid up to the end of the current 2020 winter term. After that, you will be placed on a 
term-by-term contract subject to work availability, student enrolment, and the reappointment provisions in the 
collective agreement. 
 
RECENT TRAVEL 

I have been travelling recently and am back in Canada. Should I self-isolate? 

The BC government advises against international travel (including the United States) and that anyone who 
chooses to leave the country should self-isolate for 14 days upon their return. All staff are directed to not come to 
work for those 14 days.  Avoid situations such as social gatherings, events, work, school/university, public 
transportation, restaurants, grocery stores, and public spaces. 

Monitor yourself and those close to you for symptoms similar to the flu or common cold such as coughing, 
sneezing, sore throat, fever or difficulty breathing. If any symptoms arise, please contact 1-888-COVID-19 or text 
604-630-0300 or their medical provider for advice.  

Will I be paid during this self-isolation? 

Anyone who left Canada before the BC Government advisory was released on March 13 will not lose pay and not 
be required to debit vacation, etc. Those who can perform work remotely should do so. 

Anyone who left Canada after the advisory on March 13 for personal reasons (vacation) will not be eligible for pay 

https://www.uvic.ca/covid-19/faculty-staff/index.php
https://www.uvic.ca/covid-19/faculty-staff/index.php
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during the 14 day self-isolation period unless they can work remotely.  Those who cannot perform work remotely, 
can use vacation or banked overtime or CTO or to be approved for unpaid leave. 

If an employee is experiencing COVID-19 symptoms and believes they may have been exposed to COVID-19, what 
should a supervisor do? 
 
It is recommend that the supervisor, ask the employee to go home, contact 1-888-COVID-19 or text 604-630-0300 
or their medical provider for advice. If the employee informs you that they are being tested for COVID, then the 
supervisor should contact OHSE to arrange for appropriate cleaning. 
 


