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PURPOSE 
Provide TRCA employees with the tools needed to effectively work remotely during the rapidly evolving 
COVID-19 situation. 

Remote work will support TRCA’s efforts in: 
• Proactively protecting the health and safety of our employees, stakeholders and customers  
• Doing our part in preventing further spread of the virus 
• Enabling employees to balance work-life priorities during this time 
• Continuing to meet our organizational needs 

 

EFFECTIVE REMOTE WORK PERFORMANCE  
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EMPLOYEE REMOTE WORK TIPS 
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REMOTE WORK RECOMMENDATIONS 
 
Structure Plan for Remote Work 
Creating a structured workplan can help to increase your productivity, ensure that you are focusing on your 
priorities of the day, and help to maintain a work-life balance while working remotely. When creating your 
workplan with your supervisor, consider the following points:  

• Set touch points with your team and supervisor – regular team meetings using remote technology 
can help to keep you and your team on track with your priorities.  

• Keep regular hours – it is easy to work longer hours or lose track of time when working from home. 
Set a schedule with your supervisor and stick to it like you would at work.  

• Follow your regular work routine – that means get ready for your workday as normal. Working in 
pajamas would be great for a few days, but to be productive long-term, getting into the right mindset 
and following your regular work routine can go a long way in separating work life and home life.  

• Take short breaks when needed – when you’re feeling bogged down, remember to take a short break 
to do some stretches or get rehydrated. Use the short time away to re-energize and come back to 
your work refreshed and focused.  

 
Avoid Distractions 
Throughout the course of a day, there can be many temptations or distractions that pop up such as household 
chores. Whenever you are tempted by a distraction or something else unrelated to work or a designated 
break, write it down on a to-do list for later.  
 
Set up a Space just for Work 
Separating the office and the home is essential. If you don’t have a home office, designated a corner of a room 
or table as your workspace and use it exclusively for work. Commit to working in this space every day and do 
your best to ensure that while you are focusing on your work while in that space.  
 
Effective Communications 
Communications is a critical part of working remotely and extends beyond email and use other digital tools that 
replicate the in-person office experience. 
 
Working remotely means we need to be more concise with how we communicate, including writing clearly and 
effectively. This is because most of your communication will happen via writing. The most important thing is to be 
concise, so that you’re not making your colleagues wade through a sea of words to get to your point. The clearer you 
are, the less room you’ll leave for misinterpretations and assumptions. 
 
It is also very important to be conscious of tone and choice of words, as without the visual reference, communications 
can again be misinterpreted. 
 
Safeguarding TRCA Data and Records 
TRCA employees that are working from a remote location are to ensure that all digital data and hard copy records  
are always safe and secure by following these suggestions. 

• TRCA computers and hard copy information must be locked away when being transported. They must be 
stored in the trunk of any vehicle, out of sight and secure. 

• Personal information and/or sensitive matters are only viewed by the TRCA employee who is working on 
that matter.  Confidential and sensitive verbal conversations will be conducted in private. 

• Employees will not permit third parties (including family members and colleagues) to access TRCA resources 
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or information. 
• Computers must always be screen-locked (Ctrl + Alt +Del + Lock or WinKey +L) by employees when leaving 

their device unattended for anytime.    
• Use collaboration tools (O365) to avoid having duplicate copies of files. 
• All hard copy transitory records and information will be brought back to the worksite and destroyed using 

TRCA on premises shredding units or placed in carbon neutral shredding bins. 
• Sharing data outside the organization requires appropriate agreements are in place and signed. 
• Use the TRCA VPN when working remotely. 
• Save often!!!....(if your software doesn’t do it automatically). 
 

Information Technology Tools 
Staff are able to perform regular work duties remotely using the suite of technology tools within the organization.  
Connecting to the network, sharing files, scheduling and hosting tele and video conferencing, submitting 
timesheets, accessing applications (IBM Notes, escribe, GIS, CPR, etc.) is all possible and generally speaking quite 
easy.  If you have any questions, issues or suggestions please refer to the resource base of documents on the 
StaffHub or call the IT Service Desk to speak with someone directly. 

 
Health and Safety while working Remotely 
While working remotely, it is critical that you follow the below safety tips and report any accidents that occur while 
working remotely to your supervisor. 
 

 



7 | P a g e   

Breaks 
Make sure to take your regular breaks throughout the day as you would in the office. Often times we think 
that by working from home, we will be able to get more done because there will be fewer distractions. 
Therefore, sometimes we end up over-committing and working too much, which also negatively impacts 
productivity. Research shows that taking short breaks can actually increase productivity and creativity levels.  
 
Exercise and Stretch Regularly  
Exercise naturally boosts endorphins, which increases happiness, enjoyment, and interest levels, all of which 
are important for productivity. 
 
Regularly stretching helps you maintain great posture. At a minimum, stretch throughout the day so you don’t 
get sore or hinder your quality of life. If your day allows, when you take your lunch break o for a walk or 
stretch. 
 
Ergonomics 
Ensure you assess your remote workspace using the below tips: 
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Use the following examples to set up your remote workspace 
 

 

  

 

 
 
Eating Healthy  
Another remote work reality is that we have full access to the kitchen. So, when it’s time for lunch or a snack 
break, we are immediately drawn to the usual snacks, such as chips, cookies, or leftover pizza.  
 
Research has shown that eating fruits and vegetables has a direct link to overall productivity levels and 
individual’s general health.  
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Avoiding Isolation 
Even with the various technology tools in place, the abrupt nature of the transition from an office to a remote 
work environment could leave some struggling to get accustomed to the change. It is important to ensure you 
maintain a regular routine and continue your regular communications with peers, your supervisors.  
 
Look for opportunities with you team to continue regular celebrations – virtual birthday celebrations, praise 
for peers when they have received project goals etc. Make time for the regular ‘water cooler’ conversations or 
‘quick chats’. The more effort you put into communicating with colleagues, the better chance you have of 
avoiding feelings of isolation. 
 
Make it Personal  
Most importantly, find out what works best for you and the situation that you are in. Stay active and hydrated, 
ensure that you get enough rest and are eating healthy, and incorporate these working from home guidelines 
to ensure that you maintain a good work-life balance.  
 
It can be hard to remain motivated when you are working from home. Whenever you find yourself needing 
motivation, evaluate your present situation and make plans for improvements for the future. Take a break, 
read a book, or get some rest. Sometimes, a bit of rest is all that we need to stay motivated and productive.   
 
Managing your Health & Wellbeing 
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Employee and Assistance Program (EAP) 
During this challenging time of uncertainty, we want to remind employees our Employee Assistance Program. 
This is a confidential forum for employees who could use support and assistance at this time: 
 

ComPsych Guidance Resources 
Phone: 844.814.2415 
TDD: 877.373.4763 
Online: guidanceresources.com 
Company web ID: CAEAP 

 
Parenting during this Time of Uncertainty 
This time of uncertainty is not only challenging for adults but can also be difficult for children. Below are 
recommendations to support managing the situation with kids: 
• Be calm and proactive. Parents should have a calm, proactive conversation with their children about the 

coronavirus disease (COVID-19), and the important role children can play in keeping themselves healthy. 
• Stick to a schedule. It is important to keep a schedule – kids thrive on routine. 
• Let them feel their emotions. Help them get the correct information, talk to them about their worries. 
• Create welcome distractions – family game night, meals together, other ways of getting kids off screens as 

we normally would. 
• Lead by example - children rely on their parents to provide a sense of safety and security.  Parents should do 

what they can to manage their anxiety in their own time and to not overshare their fears with their children.
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