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1 
POLICY

1.01
Employees health and well-being are priorities while working and away from work. Fourcast is committed to increasing overall employee health and wellness and providing employees with a better work-life balance by encouraging employees to disconnect from work related activities outside of regular business hours such as responding to phone calls, text messages or emails.
1.02
The purpose of this policy is to provide: 



(a) Guidance to managers and all other employees on disconnecting from 
work-related 
communications and other work outside of regular working 
hours. 



(b) Guidance to ensure compliance with Employment Standards Act, 2000 
(ESA) 
provisions on disconnecting from work, while maintaining 
compliance with requirements surrounding overtime, hours of work, 
breaks, vacations, flexible or hybrid work, remote work, and other laws 
and best practices. 



(c) Balance between employees’ right to disconnect and the organization’s 
need for employee flexibility in emergencies and other necessary 
instances.  

1.03
Employees who do not fully disconnect from their work at the end of the day may 
experience stress and other mental health issues. Stress and poor mental health 
are associated with many of the leading causes of disease and disability, can 
lead to burnout, negatively affect performance, mood, and attendance, and 
impact personal and professional relationships.
1.04
Periodically, Fourcast may need to connect with employees outside of business hours such as in extreme weather conditions to notify employees of office closures; or when an employee is on a leave of absence to inquire on their progress or return to work requirements. Fourcast will ensure these communications are reasonable and not without purpose.
1.07
Employees that may need to work outside of their regular scheduled hours or during their scheduled break due to a client emergency or time-sensitive project will be compensated by receiving 
banked hours in lieu of payment.  Employees must receive prior approval from their manager and report the amount of time they worked in addition to their regular scheduled hours.
1.07
Fourcast will review the Right to Disconnect from Work policy annually to assess 
its effectiveness and identify opportunities for continual improvement.

1.08
Fourcast will retain a copy of every written policy on disconnecting from work for three (3) years after the policy is no longer in effect.
2
PURPOSE

2.01
This policy was established to support employee wellness, minimize excessive sources of stress, and ensure that employees understand their right to disconnect from their work outside their regularly scheduled hours.
3
SCOPE

3.01 
This policy applies to Fourcast employees.
4
RESPONSIBILITIES
4.01
Employees are responsible for:

(a) Taking responsibility for their ability to disengage from work by:



(i) Knowing their regular working hours and the organization’s normal 
business hours. 



(ii) Notifying their managers if they are routinely unable to disengage from 
work outside 
of their regular working hours because of excessive 
meetings, overtime, workload, or 
frequent communications from 
colleagues or others. 



(iii) Notifying their managers of pressures that waive their rights to 

disconnect. If the manager fails to resolve the concerns, employees 
may escalate the matter to Human Resources Department.


 (v) Tracking work hours and complying with other procedures 
implemented under this policy. For instance, employees that work 
remotely may need to document actual work hours and report to their 
managers.



 (vi) Taking leaves and breaks and truly disconnecting. Employees should 
notify managers in writing if they lose the benefit of a leave or break 
because of any inability to disconnect from work. Provide details of when 
the interruption occurred and why, so that managers can address root 
causes. 
(vii) Putting away work materials and carrying out other end-of-day rituals at the end of 
the workday. These disengagement procedures are critical particularly for employees in positions that have been designated as work from home. For remote workers, the best practice is to have a dedicated workspace in the home to make it easier to separate work and personal time and space. 



(viii) Managing electronic devices and communication, for instance, by 
using different email accounts for work and personal purposes, separate 
devices for work and personal use. Use 
sender-based rules in email 
software to generate notifications for urgent emails. 

(b) Respect the rights of other employees to disengage from work by:


 (i) Ideally, not sending emails or other electronic communications outside 
of business hours, even if no response is requested or expected before 
their regular working hours. For instance, use email software’s delivery 
options to delay delivery of emails until regular working hours. 


(ii) Using the appropriate tone when communicating outside of regular 
working hours or business hours. For instance, do not unnecessarily 
request an “immediate” or “urgent” response. Instead, state in the email 
signature or body that a reply is not expected until the recipient’s regular 
working hours. 
4.02 Program Managers are responsible for:

Managers and other leaders will: 

(a) Model appropriate behaviours, for instance, by communicating with direct reports only during their regular work hours, except in cases of an emergency or as previously agreed. Leaders should demonstrate that they themselves disconnect outside of their own regular working hours. 


(b) Foster an environment and culture in which employees feel free to exercise their right to disconnect, by, among other things: 



(i) Not penalizing employees who rely on their right to disconnect. 


Managers should avoid formal sanctions or discipline and avoid 


cold shoulders or other informal or non-verbal penalties. 



(ii) Not rewarding employees who pressure others to surrender their 

right to disconnect or surrender their own rights in order to be 


hyper-available for work. 


(c) Set realistic deadlines and schedules, reallocate work, create adequate backup, on-call, or standby arrangements, and otherwise ensure that employees can complete work during regular working hours. Managers should minimize overtime demands, prohibit working through breaks, sick leaves, vacations or other leaves, and other encroachments on personal time. 

(d) Ensure that each employee knows their own working hours and the organization’s regular business hours.

(e) Monitor employees work patterns and hours to ensure compliance with this policy. Monitoring may include reviewing reports on system log-ons, email dates and times or reviewing lieu time hours. 

(f) Follow-up with employees who appear to be working excessive hours or hours outside of their regular working hours. Document follow-up in writing. Evidence may be required to defend against allegations that the organization knowingly permitted policy violations. 

(g) Act on an employee’s notification that they cannot disengage from work. Prompt action will de-escalate disputes. Document corrective actions taken and resolutions. 

(h) Ensure equitable treatment of employees who work flexible hours, remotely, require accommodation, or are otherwise at risk of adverse impacts related to the right to disconnect. For instance, ensure that: 


(i) These employees understand and can define their regular 


working hours. The lines are particularly blurry when employees 


work from home or have atypical arrangements. 


(ii) If necessary, employees with flexible work hours confirm, or 


document their actual hours worked in time-tracking software or 


mechanisms. A simple spreadsheet or email confirmations 


may suffice. 


(iii) There is documented evidence that these employees are not 


being deprived of their right to disengage from work. 

(i) Ensure that employees take vacations and other leaves and encourage them to disengage from work-related communication and work during that time. Vacations are essential from both wellness and Internal control perspectives. For example, Fourcast will :


 (i) Suspend access to emails when employees are on a leave 


 of absence


 (ii) Require employees to engage auto-replies or “out of office” 


messages explaining that they are away and asking the sender to 


contact their backup.
 
(j) Where applicable, administering lieu time to employees for all hours worked outside of their regular schedule through the payroll system in a timely manner.


(k) Ensure that employees use appropriate automated messages, phone greetings or email signature messages to communicate expectations about response times. 
4.03 Human Resources is responsible for:
(a) Assisting the Director of Administrative Services to prepare and maintain the disconnecting from work policy. Assistance may include providing data or helping to write the policy. Human Resources may need to advise on the interplay between the disconnecting from work policy and other policies, including those on equity, accommodation, overtime, and hours of work. 
(b) Provide training and orientation for managers and other employees on the policy and encourage employees to engage in a healthy work-life balance.

(c) Ensure that employment contracts or amendments define regular working 
 
     hours. 
(c) Ensure that each new hire receives and acknowledges receipt of the disconnecting from work policy within the first 30 days of their employment. Ensure that existing employees receive and acknowledge receipt of amended policies within 30 days after changes to the policy. Policies may be provided in 
hard copy, soft copy by email attachment or posting to the intranet. 

(d) Apply the disconnecting from work policy equitably, in the context of other 

    policies, including those on overtime, breaks, vacations, health and safety, 

    flexible work hours, remote work, hybrid work arrangements and 
     
 

    accommodations. 
(d) Investigate and resolve complaints or disputes between employees and Managers pertaining to any violation of this policy, such as not being able to disconnect from work. 
4.04
Director of Administrative Services is responsible for:

(a) Leading the development, implementation, monitoring, operation, and continual improvement of the policy on disconnecting from work.

(b) Ensuring the policy complies with Employment Standards Act and preserves principles of equity, employee accommodation and anti-discrimination. 

5
DEFINITIONS

5.01 “Disconnecting from work” refers to an employee’s right to disengage from work and be free of work-related obligations, including work-related communications, outside of their regular working hours, except in cases of emergencies or prior agreement. Work-related communications include phone or video calls and sending, reading, or responding to emails, texts, instant messages, social media messages and other electronic communications.  

5.02 “Emergency” refers to an unexpected and aberrant situation that demands attention before or after an employee’s regular working hours to avoid significant adverse consequences. Significant adverse consequences may include but not limited to client crisis, staff shortages, financial reporting, or processing. Emergencies can arise in various contexts, for instance, during a snowstorm or other natural disasters or because of man-made events like an unplanned outage of a critical computer system. An urgent need to fill an important shift because of a failure of typically adequate scheduling practices qualifies as an emergency. 

5.03 “Mental Health” refers to an employee’s state of mental well-being where they can optimize to their full capacity, maximize their abilities, work productively, cope with stresses and successfully contribute to the goals of the company. 

5.04 “Regular working hours” refer to an employee’s standard contractual working hours. Quantitatively, an employee works a minimum number of hours per week, depending on their status as part-time or full-time or other contractual arrangements. Regular working hours will vary depending on employee’s employment status, position and/or location.
5.05 “Remote work” means working from a home or from another location rather than being required to go to the physical workplace or the employer.
6
REFERENCES and RELATED STATEMENTS of POLICY and PROCEDURES



Working for Workers Act 2021


Employment Standards Act (ESA)


2.06 Hours of Work Policy



4.06 Vacation and Vacation Pay



4.08 Employee Counselling Policy
7
PROCEDURES
7.01
Employees are encouraged to disconnect from their job and any work-related tasks or communication outside of working hours without fear of reprisal.
 

Employees are encouraged to set clear boundaries between work and their 
personal lives.
 

The right to disconnect means that employees:
 
· Can and should stop performing their job duties and work-related tasks when they are not expected to work.
· Are not required to take work home with them to complete outside of regular working hours.
· Are not expected or required to respond to work-related communication outside their regular working hours, while on break, or during any paid or unpaid time off.
· Should take and use all of their scheduled breaks and time off entitlements for non-work-related activities; and
· Will not face repercussion or be penalized for not communicating or continuing to work outside of their regular working hours.
 

Employees must also be respectful of others’ right to disconnect and should not 
expect their co-workers to respond, communicate, or complete work when not 
working.
7.02
Workload and Productivity

Fourcast understands that employees may want or need to work outside their 
regular hours to meet a time-sensitive deadline, to attend to an urgent matter, or 
due to unforeseen circumstances; however, employees should not regularly or 
frequently work outside their scheduled hours to complete or catch up on work.
 

Employees who cannot manage their workload during their regularly scheduled 
hours should meet with their direct manager to evaluate the current workload, 
priorities, and due dates.
 

Managers will work with employees to come up with a solution to ensure:
 
· The current workload does not result in the employee working excess hours or contribute to additional stress and burnout.
· Normal job duties can be completed during working hours; and
· Employees can remain productive and meet company goals and objectives.
7.03
Communication

Employees may feel obligated to send or respond to messages when not 
working. Fourcast may on occasion send general communication to 
employees when they are not working, such as on an employee’s day off or 
scheduled vacation but will do their best to ensure that they are not sending 
communication that requires an immediate response from employees. 
Employees are not expected to respond to any company communication when 
not at work, with the exception of unforeseen circumstances, such as an 
emergency or when on a leave of absence.
 

Employees must also respect others and avoid direct communication like sending 
e-mails, messages (through their phone or other communication and messaging 
apps) or calling other employees or clients outside their regularly scheduled 
working hours, during breaks, or during an employee’s time off, such as their 
regular day off or vacation time.

Fourcast understands that it may be necessary to send communication to a 
group of employees, such as an entire department, or 
forward important 
information to an employee who is not working. If employees do send 
communications to others who are not at work, they should not expect a 
response until the other employee returns. If the matter is urgent or an 
emergency and requires an immediate response, employees must reach out to 
their manager.
 

Ways employees can disconnect from work: 

 
· Set Boundaries with clients – not communicating outside of regular business hours unless you are dealing with a crisis and have managers approval.
· Logging off for the day or setting your online status to “away,” “out of office,” “do not disturb,” or “offline” when not working.
· Change voicemail messages to out-of-office notifications
· Scheduling any breaks or time off in your calendar; 
· Avoiding using work e-mail or phone for unrelated or personal communication
· Turn work cell phones and computers off when not working
· Employees that are on a leave of absence or away from work for a period of time, will have their access to email suspended until their return. 
· If employees send communication outside working hours, others are more likely 
to feel obligated to respond or assume the employee sending the communication will be available during those hours. If it is necessary to compose messages or communication outside regular working hours, use a scheduling tool to send the e-mail at a specified time during work hours, such as the start of the next workday.
· Do not connect work emails to personal devices such as Smart watch
7.03
Breaks and Time off

Breaks are provided in accordance with employment standards and are intended 
to provide employees with time to recharge and enable them to resume their 
regular work productively. 
Employees should take any scheduled or organization
provided breaks during their shift. Employees should take time away from their 
work and refrain from responding or sending communication 
during breaks.
 

In emergency circumstances where an employee may need to provide client 
supports during their scheduled lunch break, employees must notify their 
program manager to inform them and discuss an alter time when the employee 
can take their break.


Employees are encouraged to use their break times for nutrition and self-care. 
Employees may elect to eat lunch, go for walk, read a book, or run an errand.  

Regardless of the activity, Fourcast encourages employees to engage in an 
activity that allows them to 
disconnect from work and/or provides them with self-
care. Fourcast employees will respect individual choices as it relates to activities 
employees engage in during break times.

Time off


Fourcast understands the importance for its employees to have personal time off. 
Employees are required to use their accrued paid vacation time in full every year 
for rest, relaxation, and personal pursuits. Employees are expected to complete 
any time-sensitive projects and meet any deadlines before going on vacation. If 
work can be attended to when the employee returns, they can resume their 
duties 
where they left off before taking vacation. Managers will work with 
employees to delegate job-specific duties that must be completed while the 
employee is on vacation to maintain workflow and productivity. Employees 
should not be reluctant to take vacation due to workload, unless there are 
limitations or restrictions because of a due date, project priority, scheduling 
conflict, or unforeseen circumstance that prevent an employee from taking 
a vacation at a specific time requested.
7.04
Additional Hours worked and Overtime

Fourcast allows employees to work additional hours or overtime under certain situations to ensure work is completed; however, any worked hours above the employees regular scheduled hours must receive managers approval prior to the hours being worked. 

7.05
Mental Health Support

Fourcast recognizes that the workplace plays a significant role in managing and 
supporting mental health and understands that deterioration of mental health 
and wellness can be triggered by excess pressures at work or at home and result 
in lowered work performance and harm to one’s physical and mental condition.
 

Four Counties Addiction Services Team will support mental health by:
 
· Regularly assessing workload, productivity, and expectations.
· Promoting work–life balance.
· Helping employees recognize the signs and symptoms of mental health issues.
· Having an open-door policy for communication and ensure employees are    comfortable talking to their manager or human resources about mental health 
concerns.
· Treating mental health with the same level of importance as physical health and safety.
· Conducting risk assessments to identify workplace factors that worsen or improve mental health; and
· Providing employees with the assistance and access to resources they need to support their mental health such as financial support for individual counselling.
