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As an employment agency staff member, you may have suddenly found 

yourself in a new situation—supporting employees and their employers 

virtually. You want to be supportive and helpful—but how? 

Here are some actions you can take. 

How can I support employees who work from home? 

Working from home can be a major benefit for some employees who are on the autism 

spectrum or who have an intellectual disability. Some may prefer working remotely. It 

allows them to focus better and with fewer interruptions than in a busy office.  

However, there can also be challenges, such as: 

• Social isolation 

• Loneliness 

• Less sense of belonging 

• A change in routine 

• A lack of structure 

Here are some helpful practices and tips for supporting remote employees. 

 

Understand each situation 

• Facilitate a conversation with the business and employee.  

• Ask about their unique needs and how you can best support them.  

• Establish the parameters for remote work from the outset.  

• How will the work be done?  

• What are the expectations?  

• What questions or concerns do they have? 

 

Refer employees to remote work resources 

Direct the employees you support to this resource: Working Well with 

Others. Read through it and discuss it with them. Answer any questions 

they have. 

https://theinclusiveworkplace.ca/pdf/en/Work_Well_With_Others.pdf
https://theinclusiveworkplace.ca/pdf/en/Work_Well_With_Others.pdf
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Establish frequent check-ins 

• Connect frequently with the remote employees you support. 

Decide what format works best for them (telephone, video 

conference, text). 

• Check-ins are a valuable way to monitor their well-being, 

challenges, concerns, and needs—and to support them as needed.  

• Make these calls regular, structured, and predictable. 

• Find out what works best for each employee: A pre-work phone 

call at the start of their workday? A check-in during their break? A 

debrief at the end of their day?  

• During your check-ins, listen to their concerns, answer their 

questions, and consult with them. 

Note that employers also benefit from regular check-ins during 

remote work, so schedule these too. 

 

Be available 

• Be available if an employee wants or needs to connect with you. 

• Let them know how and when to reach out to you if they need to 

or want to. 

Extend your availability to the employers you support as well. 

 

Use technology available to you 

• Technology can allow you to support employees without needing 

to be physically with them. 

• What devices or technology do you have access to? What devices 

or technology do the employees you support have access to? (For 

example, they may use a laptop, phone, smartphone, or tablet.) 

• What communication tools best allow you to provide the support 

the employee needs? How do they prefer to communicate and be 

communicated with? 
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Assist with technology 

Do the employees you support have equipment, access, or knowledge 

needs?  

• Equipment: Do they need a monitor or keyboard? 

• Access: Are they able to access files, documents, or other sources 

of information they need to do their job? 

• Knowledge: Do they require training?  

How can you support them?  

• Can you discuss available technology with their manager?  

• Can you help the employee apply for funding to get the equipment 

or technology they need?  

• Can you help the employee learn to use the technology? 

 

Be creative with technology features 

How can you best use the functionality and features to support 

employees? For example: 

• Talk on the phone to do a check-in. 

• Send an email that breaks a task into its smaller components. 

• Send a text message to provide a reminder. 

• Send a picture or video by email or text message to show how to 

do something. 

• Have a video call (Zoom, Skype, FaceTime) to watch how the 

employee is doing something or to demonstrate how to do 

something. 

• Send a direct message (Slack, Google Chat) to do a check-in. 

What features best allow you to support the employee’s needs? What 

do they prefer? 

Include the employer in conversations and decisions about 

remote support. Find out if they have questions or concerns. 
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Be empathetic and supportive 

It’s okay for the employees you support to find remote work 

challenging, and it’s okay for them to talk about it.  

Support them with encouragement and emotional support.  

Be empathetic and understanding.  

• Ask how the remote employee is doing. 

• Actively listen to their concerns and struggles.  

• Briefly repeat their response back to them to show you were 

listening and to ensure you properly understood them. 

• Acknowledge the situation, and work together to find solutions. 

 Yes, this is challenging. Let’s find ways to use your 

strengths.” 

• Encourage employees you support to have a dedicated 

workspace with a set-up that is comfortable and safe 

(ergonomic) and free from distractions, if possible.  

• A separate workspace in the home can also help with the 

mental separation of “at work” and “off work.” 

 

Encourage on and off hours 

• Encourage the remote employees you support to keep boundaries 

with their time, so they work during office hours and relax during 

their “off” time. 

• Encourage them to do things that make them feel good during 

their “off” time: 

• Get outside. 

• Move their body. 

• Connect with people they care about. 
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Provide tips for success 

Tailor tips for success based on each employee’s individual needs.  

For example: 

• Suggest they check their email once in the morning and once in the 

afternoon, to avoid email overload. 

• Suggest they set up reminders (for example, to take breaks, to start 

and stop working on certain tasks, to end their workday). 

• Help create a work routine, structure, and schedule. 

 

Refer employees to needed resources 

An employee may have needs that extend beyond the support an 

employment agency can provide.  

• Mental health: During your frequent check-ins with employees, if 

you have concerns for their mental health, discuss the mental 

health support that is available to them, such as through their 

employer’s benefits program and Employee Assistance Program 

(EAP). 

• If someone tells you they’re struggling with things like housing 

instability, food insecurity, or intimate partner violence, you can 

offer to help connect them to appropriate community resources. 

How can I support an employee to advocate for accommodations 

while working from home? 

Please take the time to read this resource: Advocate for Accommodations.  

It offers tips about: 

• Advocating for accommodations for the employees you support. 

• Coaching businesses about accommodations. 

 

 

 

https://theinclusiveworkplace.ca/pdf/en/Advocate_For_Accomodations.pdf
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Examples of remote accommodations 

Here are some common adjustments and accommodations for employees working from 

home. Please note that working from home itself can be an accommodation. 

 Can the employee work in the 

workplace even when everyone else 

is working from home?” 

 Can small talk be kept to a minimum 

in meetings (or be optional)? The 

employee processes information and 

communicates differently.” 

 Can the employee have a flexible 

work schedule in order to build in 

more frequent and shorter breaks?” 

 The employee has noise sensitivity. 

Can they be provided with 

headphones to reduce noise?” 

 Can the employee be provided with a 

large external monitor?” 

 Can the employee be provided with 

the following assistive technology 

device ...?” 

 Can you please communicate with 

the employee using simple, plain, 

direct language?” 

 Can you please incorporate visual 

aids (for example, a slide with bullets 

on it) during video calls to help the 

employee understand the message?” 

 Can the mute feature be used during video meetings when attendees aren’t 

speaking, to reduce background noise and distractions?” 
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 Can the agenda be sent to the employee the day 

before a meeting so they have time to process it?” 

 Can video meetings be recorded and 

provided to the employee to rewatch 

to help with understanding?”  

 Can a written list of “to do” items be 

sent by email after each meeting?” 

 Can a support person (job coach) 

attend virtual staff meetings to help 

with understanding?” 

 Can a support person (job coach) 

communicate with the employee at 

agreed-upon times during the 

workday to help with planning or 

understanding tasks?” 

Remote accommodations are 

important  

Accommodations support everyone to work 

at their best. They should be implemented  

and maintained.  

Employees may need new or different 

accommodations when they are working 

remotely than if they are working on-site. 

Most accommodations can still be provided 

remotely. They may be a bit different from 

on-site accommodations.  

In tough economic times, reduce businesses’ 

concerns about cost by mentioning that most 

accommodations require little or no expense. 
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Advocate for accommodations 

 

Discuss accommodations 

Discuss accommodations and options with the employee. Get their 

feedback. Determine which accommodations will benefit the 

employee (if any). Do they have any questions? 

 

Request accommodations 

Meet virtually with the employer and the employee. Together, discuss 

the accommodations. Answer any questions and discuss any 

concerns the employer may have. 

 

Discuss the process 

• Does the business want or need any support in implementing the 

accommodation? Do they have previous experience with this type 

of accommodation?  

• What are the next steps? 

• Recommend a follow-up meeting to ask the employee if the 

accommodation is working as intended. 

Next steps 

Book regular scheduled meetings with the employees you support (and their employers) 

into your calendar. Direct the employers you support to these resources: 

• Accommodations for Your Workplace  

• Managing a Virtual Team 

Discuss the documents with them. Do they have any questions? 

Direct the employees you support to these resources: Accommodations for You and Work 

Well with Others. Read through and discuss these documents with them. Do they have any 

questions? Discuss their accommodation needs and take action, if needed.  

What can you start doing or continue doing to support employees who work from home? 

 

https://theinclusiveworkplace.ca/pdf/en/Accomodations_For_Your_Workplace.pdf
https://theinclusiveworkplace.ca/pdf/en/Manage_A_Virtual_Team.pdf
https://theinclusiveworkplace.ca/pdf/en/Accomodations_For_You.pdf
https://theinclusiveworkplace.ca/pdf/en/Work_Well_With_Others.pdf
https://theinclusiveworkplace.ca/pdf/en/Work_Well_With_Others.pdf
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