
SmartWork Guidance 

RIMA is implementing SmartWork, a work from home program, to address the current 
health and safety concerns.  All employees who are able to perform their assignments full- or 
part-time at home are being directed to do so.  These guidelines apply to anyone not working in 
their assigned office.   

Employee Guidelines 
While employees and supervisors must form an agreement as to the specific departmental 
needs, the following basic requirements must be met:  

 Employees must be able to carry out the same duties, assignments, and other work
obligations at their home office as they do when working on RIMA's premises

 Performance and results do not change based on SmartWork arrangements
 Employees must be available to their supervisors and co‐workers during regular work

hours
 Employees must be available to attend scheduled meetings and participate in other

required office activities at the home office as needed
 Employees must arrange for childcare during their work hours as SmartWork is not an

alternative to childcare

Home Workspace 
While working from home, the following work space conditions must be met:  

 Have reliable audio communication (cell phone, landline, computer audio)
 Have a workspace free from distraction
 Able to maintain privacy and confidentiality
 Secure confidential information
 Equip home work space so that they can accomplish their work in an efficient and

expeditious manner
 Have the appropriate internet connection and speed necessary to use the systems

required to perform their job
 Employee shall maintain this workspace in a safe condition, free from hazards and

other dangers to the employee and equipment

If these conditions cannot be met, SmartWork arrangement may not be implemented. 

The company is not liable for loss, destruction, or injury that may occur in or to the 
employee’s home.  This includes family members, visitors, or others that may become injured 
within or around the employee’s home. 

It is the employee’s responsibility to determine any income tax implications of maintaining a 
home office area.  The company will not provide tax guidance nor will the company assume 
any additional tax liabilities.  Employees are encouraged to consult with a qualified tax 
professional to discuss income tax implications. 
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Data, Network & Systems Access 



If an employee is accessing company systems from a personal device, they are responsible for 
ensuring the proper data security and system protections are in place.  Employees must also 
follow instructions for accessing company systems and keep required passcodes up to date. 

If using company provided equipment, all asset policies apply. 

All aspects of confidentiality and non-disclosure apply when working from home as in the office. 

Time & Attendance 
Any employee in a SmartWork situation must adhere to all company timekeeping and time off 
rules.  This includes logging in and out as required in the office and scheduling / requesting sick 
or vacation time. 

Collaboration 
It is critical to successful SmartWork arrangements to stay connected to the rest of the team and 
workforce.  This will help reduce feelings of isolation and being disconnected from important 
business happenings. 

Recommended actions to ensure cohesive team while on SmartWork: 
 Managers should implement use of formal and informal collaboration tools.
 Meetings and daily communication should be face-to-face via video options at all times

possible.
 Employees and managers must check in regularly during any SmartWork period.
 Managers remain responsible for assignments and feedback.

Tips & Tricks 
Here are some recommendations from people who have worked from home longer than 
SmartWork programs indicate: 

 Continue with your typical morning routine. Don’t stay in PJs all day.
 Set the atmosphere in your home for productivity.
 Create a dedicated space conducive for work, e.g. not the couch; invest in your set up if

you can!
 Have the supplies you need right at your fingertips…bring home wat you need before

you leave the office.  Think of pens, sticky notes, notebook, calculator, video camera,
headset.

 Make a daily priority list; write the top 5-10 things you need to get done and check them
off as you complete them.

 Take a couple breaks throughout the day. Take a lunch break, make a pot of coffee, text
a friend, have social interaction. It’s important that you don’t feel alone.

 Video chat when possible.
 Personal time and work can sometimes get blurred. Fight to keep them independent if

you can according to your prior in office schedule.
 Avoid sending a million emails to show “I’m working”. It’s not helping productivity.
 Your primary communication will now be written words…write what you want to say, re-

read it, and then rework it. If you cannot get the message across in email, pick up the
phone and call!

 
 

 You can produce more now than ever because you finally have better control over the 
distractions. 
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