Remote Work Policy
[Insert Company Name]  
Effective Date: [Insert Date]  
Policy Number (if applicable): [Insert Number]  
Department Owner: [Insert Department or HR Contact] 
I. Purpose
The purpose of this Remote Work Policy is to establish clear guidelines, expectations, and compliance requirements for employees performing work duties from an approved remote location. [Company Name] supports remote work arrangements that maintain operational effectiveness, meet legal requirements, and enhance employee engagement.
This policy is intended to ensure:
· Productivity and performance standards are maintained
· Company assets and confidential data are protected
· Employees work in safe and compliant environments

II. Scope
This policy applies to all employees approved for remote work arrangements, whether:
· Full-time or part-time
· Permanent or temporary
· Hybrid (e.g., a combination of in-office and remote work)
It also covers emergency remote work scenarios (e.g., public health events, natural disasters).

III. Eligibility
Remote work is not an automatic benefit. Eligibility is determined based on:
· Job responsibilities and operational feasibility
· Demonstrated performance and ability to work independently
· Supervisor and HR approval
· Compliance with legal and tax considerations related to the remote work location
Remote work may also be considered as a reasonable accommodation under the Americans with Disabilities Act (ADA). Employees seeking such accommodations should follow the company’s established interactive process through Human Resources.

IV. Approval Process
To initiate remote work:
1. Submit a formal request via the [Remote Work Request Form or platform].
2. Obtain written approval from your manager and HR.
3. Sign the Remote Work Agreement, which outlines specific conditions (e.g., work location, schedule, equipment, responsibilities).
Short-term or emergency arrangements may be granted at a supervisor’s discretion, with HR coordination.

V. Work Hours and Availability
Remote employees are expected to:
· Maintain their standard work hours unless otherwise agreed upon
· Be available and responsive via phone, email, or chat during business hours
· Comply with company timekeeping policies (especially if non-exempt under FLSA)
· Receive supervisor approval for any schedule deviations
Hourly (non-exempt) employees must:
· Track all time worked accurately
· Take required rest and meal breaks
· Obtain prior approval for overtime

VI. Equipment, Tools, and Technology
[Company Name] may provide:
· Company-owned laptops or mobile devices
· Access to secure software, file-sharing, and communication platforms
· Technical support during standard business hours
Employees are responsible for:
· Safekeeping and proper use of company-issued devices
· Maintaining a secure and stable internet connection
· Reporting technical or access issues promptly
Equipment Return Clause:
All company property must be returned in working condition upon termination or at the company’s request. Failure to return equipment may result in deductions as allowed by law or legal action.

VII. Data Security and Confidentiality
Remote workers must follow all information security policies, including:
· Using company-approved VPN and multi-factor authentication
· Securing devices with passwords and locking screens when away
· Never sharing login credentials
· Avoiding use of public Wi-Fi or unsecured networks
Security Breach Notification:
If a device is lost, stolen, or compromised — or if there is suspected unauthorized access — employees must report the incident immediately to IT or the Security Officer.
Failure to protect company data or to report breaches may result in disciplinary action.

VIII. Workspace and Safety
Employees must:
· Maintain a safe, clean, and ergonomically sound workspace
· Certify the workspace using a Remote Work Self-Assessment Checklist
· Follow applicable safety practices, including those for equipment setup
[Company Name] may:
· Offer virtual ergonomic consultations
· Require photo/video walkthroughs of the home office setup
Injury Reporting:
Work-related injuries occurring during approved working hours must be reported immediately. Workers’ compensation may apply if the injury is job-related and occurred within the designated workspace.

IX. Remote Work Location Requirements
Remote work must occur at the approved address listed in the employee’s Remote Work Agreement. Employees may not:
· Work from public or unsecure spaces (e.g., cafes, hotels, airports) without express written approval
· Work outside the United States without prior authorization
· Change their remote work address without notifying HR

X. Communication and Collaboration
Remote employees must:
· Attend team and company meetings (virtual or in-person, as required)
· Maintain regular communication with their supervisor
· Use company communication tools (e.g., Slack, Teams, Zoom) as directed
· Follow team collaboration norms (e.g., project management tools, documentation)

XI. Performance and Accountability
Remote workers are held to the same standards as on-site employees. This includes:
· Meeting deadlines and productivity goals
· Maintaining quality and compliance
· Demonstrating availability and responsiveness
· Participating in regular performance evaluations
Examples of policy violations include:
· Failure to submit timesheets or work logs
· Ignoring communications or meetings
· Working unauthorized hours or from an unapproved location
· Failure to follow data security protocols
Violations may result in loss of remote work privileges or disciplinary action.

XII. Compensation and Expenses
· Employees will continue to be paid at their regular rate and pay schedule.
· [Company Name] will reimburse pre-approved work-related expenses (e.g., internet stipend, special equipment) per the Expense Reimbursement Policy.
· Employees are responsible for routine home office costs, including:
· Utilities
· Internet (unless specifically reimbursed)
· Home office furniture

XIII. Legal and Compliance Considerations
Employees must follow:
· Applicable federal, state, and local labor laws
· Laws related to breaks, overtime, and work hours (especially if working from a different state)
· Tax and business registration requirements if working out-of-state or across jurisdictions
Labor Law Posting Access:
Remote employees will be provided with electronic access to required workplace postings (e.g., via the company intranet or PDF delivery). Physical copies may be mailed upon request.
Out-of-State Workers:
Employees must notify HR if working in a different state so tax withholding and labor laws can be assessed and properly applied.

XIV. Policy Review and Modifications
This policy will be reviewed annually, or sooner as laws, business needs, or technologies change.
[Company Name] reserves the right to modify, suspend, or terminate any remote work arrangement at its discretion, with appropriate notice.
This policy does not alter the at-will employment relationship between the company and any employee.

VIII. Employee Acknowledgment
I acknowledge that I have received, read, and understood [Company Name]’s Remote Work Policy. I agree to comply with its provisions and understand my rights and responsibilities under this policy and applicable law.
 
Employee Signature: _______________________________
Printed Name: ____________________________________
Date: ____________________________________________

This document is a template and must be customized to reflect your organization’s operations, technology infrastructure, and applicable local, state, and federal laws. Final versions should be reviewed by legal counsel or qualified HR/safety professionals before implementation.

