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Veterans Affairs Canada Guideline for Equipping Employees Remotely 
 

1.0  Key Highlights 
 

 Veterans Affairs Canada (VAC) is committed to equip employees working remotely to 
support health, safety, well-being, effectiveness and productivity during COVID-19.  
 

 Employees may make arrangements with their manager to pick up, or have transported 
existing items in the VAC office (e.g. chair, keyboard whether assigned to them or in 
unused inventory) where it is safe and reasonable.  
 

 When, after reasonable efforts, employees are unable to access and transport existing 
items from the VAC office to support them in a remote work environment, employees 
may purchase items up to $500 (excluding taxes and including delivery) and request 
reimbursement with their budget manager’s approval; or employees can work with their 
delegated budget manager to have items purchased directly by VAC.  

 

 VAC has a legal obligation to ensure employees with a Duty to Accommodate are 
appropriately equipped whether they work in a VAC office or remotely.  
 

 The Department retains ownership of all equipment, furniture and other items paid for 
directly by VAC or through reimbursement. These assets must be tracked, and 
returned/disposed of when no longer needed.  

 

 While working remotely, information management, security and privacy practices must 
be followed. Printing and the use of paper based office supplies is discouraged for these 
reasons, along with being digitally incompatible. All IT equipment must be purchased 
and supplied by VAC IT to ensure compatibility and security compliance. 

 
2.0  Context 
 
Since the beginning of the Department’s pandemic response, employee health, safety and well-
being continues to be the primary focus while supporting employees to be as effective and 
productive as possible.  
 
The pandemic has brought about many changes, including a more digitally-focused work 
environment, reduced office occupancy and a continued need to leverage remote work in the 
interests of employee health and safety. Some employees may require additional equipment 
and furniture to enable them to work in a manner that best supports their health and safety. 
 
These temporary guidelines, made in light of the unprecedented pandemic, serve as a tool to 
empower consistent decision making to support employees working remotely. The guidelines 
are retroactive to March 16, 2020 and valid through to March 31, 2022. The guidance and end 
date may be subject to change at any time in order to align to new or updated directions from 
the Government of Canada or other circumstances as the situation continues to evolve. 
 
 
 
 
  

https://www.veterans.gc.ca/eng/info-vac-staff-covid-19
https://www.veterans.gc.ca/eng/info-vac-staff-covid-19
https://www.veterans.gc.ca/eng/info-vac-staff-covid-19
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3.0  Objectives and Expected Results 
 
Objectives  

 Support the health, safety, well-being and productivity of employees while working 
remotely.  

 Make consistent decisions based on care, compassion and respect following the 
principles of good stewardship, accountability and transparency (See Annex B for 
Managerial Considerations for Equipping Employees Remotely). 

 Ensure employees are not financially disadvantaged or experience barriers that may 
negatively impact them to effectively, efficiently and safely perform their work.  

 Have a Department-wide approach to financially managing and tracking Government of 
Canada assets in the remote work environment.  

 Be a digitally-enabled workforce with limited reliance on paper-based equipment and 
supplies to support information management, privacy and security compliance. For this 
reason, employees are encouraged to limit the use and purchase of paper-based 
equipment and supplies. 
 

Expected Results 

 Employees have the tools they need to be healthy, safe and productive in a remote work 
environment.  

 Decisions made to equip employees remotely are done with care, compassion, respect, 
integrity, transparency, accountability and sound judgement in a fair and consistent 
manner.  

 Resources are well managed to support a remote work environment.  
 
4.0  Eligibility  
 
This Guideline applies to all employees, irrespective of employment status as indeterminate, 
term, casual or student.  

1. Terms, Casuals and Students working less than three months should only be provided 
the standard IT equipment in order to work remotely unless there is a duty to 
accommodate or exceptional circumstance.  

 
2. Contractors are ineligible for additional IT equipment, furniture other miscellaneous items 

unless there is special departmental equipment required to fulfill the terms of their 
contract (e.g., use of a departmental tablet to access a departmental network). This 
should be provided in accordance with the terms of the contract and applicable policies. 
 

3. The Guideline applies to item(s) in Annex A that have been previously approved by 
delegated budget managers and purchased by employees, retroactive to March 16, 
2020.    
 

4. Home internet costs and additional expenses for personal cell phone plans will not be 
reimbursed unless there is an exceptional situation.1 

 

                                                           
1 Employees without a reliable home internet connection can leverage the data plan on their mobile work 
device to connect to VPN. Exceptions may be made for employees who, in the absence of a 
departmental phone or access to the VAC Network prior to the pandemic, had for a short period, incurred 
data costs over and above their regular standard rates for their personal mobile phones or home internet 
plans 
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5.0  Approach and Accountabilities  
 
IT Configuration 
 
VAC employees receive a base standard of IT equipment to work remotely including: 
 

 Laptop  

 Laptop carrying case (unless not required) 

 Mouse 

 Docking station and cables 
 
Should an employee require other IT equipment that cannot be safely accessed and transported 
from a VAC office or was not previously required (e.g. ergonomic mouse,  
ergonomic or standard keyboard, monitor or mobile phone), managers can submit a request 
through AssystNET. 
 
Mobile Phones 
 
Mobile phones are provided on request to enable remote work. As with all provided electronic 
devices, their use is subject to the Government of Canada Policy on Service and Digital and the 

Directive on Service and Digital including the provided examples of acceptable and unacceptable 

use.  
 
Furniture and IT Equipment 
 

1. Employees may work with their manager to access equipment (e.g., keyboard) and 
furniture (e.g. desk chair, sit/stand desk) from their work location if it is safe and 
transportation arrangements can be made. This includes any equipment that may be 
available in unused inventory in the office.    
 

2. If an employee cannot safely access or transport standard non-IT items (e.g. desk, chair) 
or non-standard items from a VAC office (See Annex A for Standard and Non-Standard 
Items), or they have additional requirements, employees may obtain items to support 
them in the remote work environment in the following ways: 
 

a) Employee Reimbursement (See Annex C for Process) 
i) Employees can purchase up to $500 (excluding taxes but including delivery) 

of standard and/or non-standard non-IT items collectively, and be reimbursed 
with the approval of their delegated budget manager. 
 

b) Purchased Directly by VAC 

i) Delegated budget managers may purchase items to meet employee needs 

by following existing departmental procurement procedures/requirements 

(See Annex D for Security Considerations). The method of payment for these 

items can be either via a supplier invoice to the Department or an acquisition 

card.  

 
 
 

https://assystwebnlb.vac-acc.gc.ca/assystnet/#serviceOfferings/84
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32603
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32601
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32605
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32606


January 2021  4   

Tracking 
 
Equipment and furniture provided to an employee for remote work, whether purchased directly 
by VAC or through employee reimbursement, remains a departmental asset.  
 

1) Managers are responsible for tracking standard and non-standard items removed from 
the office for the purpose of remote work.  

 
2) Items purchased directly by employees who seek reimbursement, and items obtained by 

VAC to support employees in the remote work environment will be tracked between VAC 
IT, Finance and the Administrative Services Directorate.  

 
3) Items may be retrieved, when no longer required by an employee for remote work, to 

reuse or dispose of as per the Government of Canada Directive on Disposal of Surplus 
Material.  

 
6.0  Duty to Accommodate  

 

Employers have a legal obligation to accommodate employees who fall into the groups 

protected by the Canadian Human Rights Act (CHRA) up to the point of undue hardship. By 

removing barriers, employers create inclusive workplaces in which employees can make an 

optimal contribution. 

 

Employees who require accommodation under the CHRA can obtain specific equipment and 

furniture through existing departmental procurement procedures/requirements initiated by the 

delegated budget manager, or if the employee prefers, they may use the reimbursement 

approach where the cost of items under $500 (excluding taxes but including delivery).  

Employees must discuss their requirements with their delegated manager in advance.  

 

Managers should consult with their Labour Relations Advisor to discuss Duty to Accommodate 

situations on a case-by-case basis. Further information can be found in Annex E: Treasury 

Board Secretariat Guidance for Managers on the Duty to Accommodate During the COVID-19 

Pandemic. 

 
7.0  Budgets and Coding 

 
IT Governance is the funding source for all standard IT equipment. Responsibility Centre 

budgets are the funding source for all non-standard items, along with desks and chairs. 

Delegated budget managers should engage their Financial Management Advisor to discuss any 

budgetary issues and request a report on expenditures.    

 

Delegated budget managers must ensure that all COVID-related expenditures are coded to 

Project Code 635 “COVID-19 Response.” Please refer to 2020-01 Project Code 635 for COVID-

19 Related Expenditures Finance Bulletin.  

 

 

 

 

https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12066
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=12066
http://intranet.vac-acc.gc.ca/resources/human-resources/healthy-workplace/union-labour-relations/lr-strategic-advisor-list-2020.xlsm
http://intranet.vac-acc.gc.ca/eng/workplace-services/finance/corporate-accounting
http://intranet.vac-acc.gc.ca/eng/workplace-services/finance/corporate-accounting
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Annex A –Standard and Non-Standard Items  

 

1.0 Base Standard IT Items Provided by VAC IT for Employees Working Remotely 

Laptop  

Laptop carrying case (unless not required) 

Mouse 

Docking station and cables 

2.0 Other Standard IT Items (Take from Workplace/Available Upon Request from VAC 

IT) 

Ergonomic Mouse  

Keyboard (can be ergonomic) 

Monitor  

Mobile Phone (includes earbuds)  

3.0 Standard Non-IT Items (Take from Workplace/ Sourced by Employees or 

Managers) 

Supporting IT Items (e.g. Mouse Pad, Power Bar) 

Desk 

Chair   

4.0 Non-Standard Items  

Headphones  

Mobile Phone Case  

Mobile Phone Holder  

Wrist Mouse Pad  

Desk Lamp  

Protective Floor Mat 

Miscellaneous Items (e.g. office supplies) 

 

Note: The list of non-standard Items is not exhaustive. When employees request items that are 

not listed as standard items, delegated budget managers must review on a case-by-case basis.  

 

Note: Where information is not available electronically, keep hard copy protected information, 

such as client files, secured in a locked container;  

o To obtain a secure container, employees can submit an e-mail request, including 

their manager’s approval and a rationale, to Head Office Shipping and Receiving. 

 

 

 

 

 

 

 

 

 

 

http://today-infosdujour.vac-acc.gc.ca/pdf/security/Storage-Transmittal-Transportation-Destruction.pdf
mailto:vac.chhoshippingandreceiving-expeditionetreceptionchho.acc@canada.ca
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Annex B - Managerial Considerations for Equipping Employees Remotely  

 

In making a decision to approve items to support remote work during the pandemic, managers 

should consider the following factors: 

 

1. Physical and mental health, safety and well-being of employees. 

 

2. Employees must be enabled to operate productively and effectively. 

 

3. Managers must demonstrate sound decision-making, along with reasonableness, care, 

compassion and respect for employees. 

 

4. Supplies that do not support a paperless, digitally-enabled work environment, and do not 

create a privacy or security risk should be approved on an exceptional basis only (e.g. 

printers, shredders, secure containers, and other office supplies).  

 

5. Equipping employees remotely must demonstrate sound stewardship of public funds and 

value for money. Reasonable efforts must be made to contain costs without compromising 

timeliness, or employee health and safety. These efforts must include leveraging equipment 

in VAC offices and mitigating “mirror offices” between the remote work and office based 

environments. 

 

6. Ability to safely deliver/pick up/set up equipment at the employee’s remote work location.  

 

7. Likelihood that the items can be reintegrated into a VAC office in the future.  
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Annex C – Reimbursement Process for Employee Purchased Items 
 

1. If the employee has not previously been reimbursed for a travel claim or another type of 
expenditure, they must complete the FreeBalance Direct Deposit Enrolment Request 
form (VAC561) and submit by email to KLFIN Employee Payments and Cashier. 

 
2. Complete the “Home Office Set-Up Expense Claim” form (VAC 1668, Electronic Forms) 

and code to “Project Code 635 “COVID-19 Response” to obtain reimbursement for 
employee purchased items.  

 
3. Submit the completed claim form and supporting documentation by email to KLFIN 

Employee Payments and Cashier. Claims must include: 
 

a. A copy of all purchase receipts (i.e. scanned or photographed).  
 

4. If employees have multiple reimbursement claims, they are encouraged to bundle their 
requests for submission, where possible, to reduce administrative burden.  
 

5. Questions regarding the reimbursement process (i.e., submitting a claim) can be sent by 
email to KLFIN Employee Payments and Cashier. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Annex D – Security Considerations for Delivery or Installation  
 

1. Where employees obtain items purchased directly by VAC that are subject to 
installation, employees must: 
 

a. Allow access and provide an escort into their home;  

http://ws51.vac-acc.gc.ca:10568/formscat/forms/document?number=VAC561
http://ws51.vac-acc.gc.ca:10568/formscat/forms/document?number=VAC561
mailto:vac.klfinemployeepaymentsandcashier-paiementsauxemployesetcaissierklfin.acc@canada.ca
mailto:vac.klfinemployeepaymentsandcashier-paiementsauxemployesetcaissierklfin.acc@canada.ca
mailto:vac.klfinemployeepaymentsandcashier-paiementsauxemployesetcaissierklfin.acc@canada.ca
mailto:vac.klfinemployeepaymentsandcashier-paiementsauxemployesetcaissierklfin.acc@canada.ca
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b. Provide a clear path to and from the installation area; and 
 
c. Ensure all protected information is removed from the area that will be accessed. 

 
2. If item(s) are delivered to an employee’s door (no installation), there are no specific 

security requirements.  
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Annex – E Treasury Board Secretariat Guidance for Managers on the Duty to 
Accommodate During the COVID-19 Pandemic 
 
As a result of this unique and unprecedented situation and to respect the public health 
advisories aiming to prevent the further spread of COVID-19, some employees are continuing to 
work remotely. 
 
Even though employees are working remotely, the employer continues to be legally obligated to 
accommodate their needs, in a timely manner, when they stem from one or more prohibited 
grounds of discrimination under the Canadian Human Rights Act. 
 
The Treasury Board Policy on People Management and Directive on Duty to Accommodate give 
expression to these legal obligations, requiring that: 

 Candidates for employment and persons employed are treated with dignity and respect 
in an inclusive, barrier free environment; 

 When barriers cannot be removed, individuals are accommodated up to the point of 
undue hardship, taking into consideration issues of health, safety and cost; and, 

 Accommodation is made according to the circumstances of each case while respecting 
the individual’s right to privacy and confidentiality. 

 
Where an employee requests accommodation and that request is related to the prohibited 
grounds of discrimination, it is your duty to follow the appropriate steps to ensure that the duty to 
accommodate is met.  
 
Please keep in mind that while accommodation may already be in place for employees at the 
worksite (i.e. pre-COVID), some employees may require new or different accommodation while 
working remotely. 
 
In some circumstances, ergonomic equipment is provided to partly or fully address an 
accommodation request. However, it is more often used to ensure that employees can work 
productively without injury and is separate from the duty to accommodate. Further information 
on providing equipment to employees is available on the Coronavirus disease (COVID-19): 
Working remotely web page. 
 
The Accessibility Strategy for the Federal Public Service, which is the Government of Canada’s 
response to the Accessible Canada Act (ACA), further identifies actions that all federal 
departments must take to improve the recruitment, retention and promotion of employees with 
disabilities. Managers are responsible for creating the conditions for their employees to succeed 
in their jobs, which means providing them with the necessary tools and support measures to 
mitigate or eliminate barriers. 
 
Recommended Steps 
 
Managers are encouraged to take the following steps to assess accommodation needs for 
employees who are working remotely: 

1. Identify employees who are required to work remotely and discuss with them (and your 
human resources department) what accommodation may be required for remote work. 

 
2. Have periodic one-on-one discussions with employees to identify any accommodation 

that may be newly required or need adjustment, recognizing that, typically, employees 
initiate requests for accommodation.  

https://laws-lois.justice.gc.ca/eng/acts/H-6/
https://www.tbs-sct.gc.ca/pol/(S(e021jvamqbhco5551teiyz55))/doc-eng.aspx?id=32621
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32634
https://www.canada.ca/en/government/publicservice/covid-19/working-remotely.html
https://www.canada.ca/en/government/publicservice/covid-19/working-remotely.html
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3. As needed, seek guidance from your human resources department on employee 

accommodation and implementation considerations (e.g., technical aids, flexible hours of 
work, adaptive technology, etc.). 

 
4. Assess each situation on a case-by-case basis, beginning with an open and positive 

conversation with the employee. Do not automatically assume that an employee who is 
accommodated at the worksite will necessarily require any or similar accommodation 
while working remotely. Equally, an employee who was not accommodated at the 
worksite may now require accommodation while working remotely.  

 
5. Contact the Accessibility, Accommodation, and Adaptive Computer Technology team at 

Shared Services Canada, if you need advice and assistance specific to accommodations 
concerning computer technology or adaptive solutions (details below). 

 
6. Assess any health and safety impacts and measures that should be considered when 

providing necessary equipment, including how it should be delivered (e.g., contactless 
pickup, disinfecting equipment, etc.). 

 
Considerations 
 

 Employees provide important information and advice on their functional limitations and 
what may be needed to accommodate their individual work-related circumstances, so 
trying to identify an employee’s disability-related accommodation needs on your own is 
not likely to succeed. 

 

 Each case must be examined on its own merits. 
 

 Human resources departments provide a critical source of advice and information on 
accommodations.  

 

 Public health advisories may have an impact on an  employee’s ability to obtain  
documentation.  

 

 The employer also has legal obligations beyond the Duty to Accommodate to address 
ergonomic workplace hazards relating to occupational health and safety. Equipping 
employees with appropriate equipment while working remotely can prevent injury and 
ensure safety. 

   
Resources/References 
 
For details on the accommodation process and procedures, refer to the Directive on Duty to 
Accommodate. 
 
For general information on equipment for employees working remotely, consult the working 
remotely section of Canada.ca or your HR team to learn more about your organization’s 
procedures. 
 
For detailed guidance on the resumption of work, consult the Guidebook on Easing Restrictions. 
 

https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32634
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=32634
https://www.canada.ca/en/government/publicservice/covid-19/working-remotely.html
https://www.canada.ca/en/government/publicservice/covid-19/working-remotely.html
https://www.canada.ca/en/government/publicservice/covid-19/easing-restrictions/departmental-guidebook.html#part1
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For guidance on leave provisions, consult the Coronavirus disease (COVID-19): Employee 
illness and leave section. 
 
 If you have questions about the accommodation process and procedures: 
 

 Consult your Human Resources Advisor; and/or 
 

 Send an email to us at covid19-err-rpr@tbs-sct.gc.ca. 
 

For advice and assistance on adaptive solutions, contact the Accessibility, Accommodations 
and Adaptive Computer Technology (AAACT) team at aaact-aatia@ssc-spc.gc.ca or by 
telephone at 819-994-4835, TTY 819-994-3692. The team continues to serve clients during the 
COVID disruption via audio and video conference and can ship equipment directly to the 
location where the employee is currently working. 
 
 

 

 

 

 

 

 

 

 

https://www.canada.ca/en/government/publicservice/covid-19/employee-illness-leave.html
https://www.canada.ca/en/government/publicservice/covid-19/employee-illness-leave.html
mailto:covid19-err-rpr@tbs-sct.gc.ca
https://www.canada.ca/en/shared-services/corporate/aaact-program.html
https://www.canada.ca/en/shared-services/corporate/aaact-program.html
mailto:aaact-aatia@ssc-spc.gc.ca

