Remote Work Policy Template:
Purpose
This Remote Work Policy sets very clear guidelines and expectations for employees working from home to ensure productivity, effective communication, working together efficiently, and creating a supportive environment for everybody.
[bookmark: _qs09psln79iw]Scope
This policy applies to all employees who have been authorized to work remotely on a full time, part time or occasional basis.
[bookmark: _p5yqs6kfncm1]Eligibility
The nature of the job must lend itself to remote work without sacrificing productivity. 
The employee needs a proven record of satisfactory performance and the ability to work independently. 
Authorization for telework needs to be at the discretion of the employee's immediate supervisor or manager based on individual circumstances. 
[bookmark: _a4igadpvwubt]Work Hours
Employees are expected to work during the standard operating hours of the company, except where otherwise agreed between the employees and managers.
Employees may, subject to approval from the concerned manager, be granted flexibility in the observation of working hours.
Employees must accurately record their hours of work, break time, and overtime worked through the company's time-tracking system.
[bookmark: _wije5utfqkgk]Communication
Employees should be accessible through emails, phone calls, or messaging apps during their work hours.
Employees should meet up once a week or every two weeks with either the manager or team members to discuss project progress and point out issues that they are experiencing.
Managers encourage video calls and project management software among employees, providing better communication channels between them.
[bookmark: _mdx1kt89dato]Equipment and Technology
The company will provide all the necessary equipment, including laptops, software, and other resources required to be able to work remotely.
Subject to receiving permission from the company, employees are allowed to use their own devices in the workplace only if the said devices meet the security standards laid down by the company.
Employees must ensure they have a reliable and secure internet connection in their home workspace.
[bookmark: _ramdclxa705g]Performance and Accountability
They should maintain their productivity at the same levels they would have if they were on site.
Regular performance reviews will be conducted to ensure how well remote work is going, and feedback will be given to improve continuously.
Employees need to work with their managers to set clear and measurable goals for their remote work tasks.
[bookmark: _3ysoe79mgijc]
[bookmark: _ndfhnt9xtrtp]Confidentiality and Data Security
Employees must observe secrecy regarding sensitive information through company rules and regulations.
Employees must follow data handling principles set by the company. This involves data filing, passwords, and document destruction.
[bookmark: _jjxbjooanor1]Health and Safety
Employees are encouraged to promote a safe and ergonomic working environment that minimizes health impacts attributed to the long-term use of computers.
All work-related injuries and hazards happening at their home workspace must be reported immediately to a manager by employees.
[bookmark: _78xjk0pcu15y]Policy Review
This policy will be reviewed annually and updated where necessary to reflect changes in the work environment, technology, and legal requirements. Any significant changes to this policy are communicated to employees.
[bookmark: _mqs93ik7ggk4]Acknowledgment
All employees are required to sign an acknowledgment form confirming that they have read, understood, and agreed to abide by the remote work policy. This acknowledgment will be maintained in the employee's personnel file.
