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This Hybrid Work Policy template is ready to be tailored for your company’s needs and should be considered a starting point for setting up clear hybrid work arrangements. The Hybrid Work Policy may also be referred to as a Remote Work Policy, Flexible Work Policy, or Work From Home Policy.
Hybrid Work Policy Template
1. Purpose & Scope
At elia, we believe hybrid work offers the best of both worlds: flexibility for employees and alignment with business needs. This policy governs hybrid work arrangements and sets expectations for both office and remote work. It applies to all eligible employees whose roles can support remote contributions without compromising service, collaboration, or security.
2. Definitions
· Hybrid work: a work model in which employees split time between working in the office and working remotely.
· Remote work: work performed outside the company’s primary location (e.g. from home).
· Eligible employees: those whose job duties permit remote work and whose performance and role meet standards defined in this policy.
3. Eligibility & Approval
· To be eligible, an employee must meet criteria including stable employee performance, role suitability, and prior tenure (e.g., 3–6 months).
· Managers and the HR department jointly approve hybrid work requests.
· Employees with active disciplinary actions may be excluded.
· Approval is not permanent; we may revoke or modify hybrid arrangements based on business needs or performance concerns.
4. Work Schedule & Office Presence
· Each hybrid employee will establish a hybrid schedule in consultation with their supervisor.
· We define core hours (e.g., 10 a.m.–3 p.m.) during which all employees must be reachable, regardless of location.
· Employees should maintain a minimum number of regularly scheduled office days (e.g., two or three per week), unless otherwise approved.
· Business needs may require additional in-office days; the company reserves the right to adjust schedules.
5. Remote Work Location & Workspace Standards
· Remote employees must maintain a safe, quiet, and suitable remote workspace free from distractions.
· The company may provide key equipment (e.g. laptop, monitor, VPN access) and will reimburse employees for preapproved expenses (e.g. internet, phone service) when applicable.
· Remote work from locations other than home (e.g. coworking spaces) is subject to prior approval and must meet the same standards for data security and confidentiality.
6. Communication & Technology
· Employees must use our approved communication tools (e.g. Slack or Microsoft Teams) and respond in agreed windows during normal business hours.
· In person meetings, group sessions, or all-hands gatherings may require presence in office; employees will be informed in advance.
· Use of audio/video conferencing, shared project tools, and collaboration protocols is mandatory.
7. Performance Management & Accountability
· Employees are evaluated by outcomes, goals, and agreed KPIs, not simply presence. Strong employee performance is expected regardless of location.
· If performance concerns arise, a corrective or growth plan (sometimes called a performance improvement plan) may be initiated.
· Supervisors must document feedback, check-ins, and escalation steps for hybrid and remote employees alike.
8. Legal, Compliance & Safety
· Remote employees are covered under workers’ compensation for approved remote work hours, consistent with local laws.
· The policy respects overtime rules for nonexempt employees, required rest periods, and other labor laws.
· For employees working across states or provinces, we will monitor tax, employment, and liability implications.
· Records of hybrid work requests, approvals, and changes will be retained in HR files.
9. Security & Confidentiality
· All employees must adhere to our data security protocols: VPN, multi-factor authentication, secure storage, etc.
· Confidential information must be protected at all times, whether in office or remote.
· Equipment usage, return policies, and incident reporting procedures are clearly defined.
· Employees should not perform non-company or personal business during core work hours unless explicitly permitted.
10. Trial Period & Review
· Each approved hybrid arrangement begins with a trial period (e.g. 3 months) during which performance, feedback, and operational impact are evaluated.
· The policy will be reviewed annually (or more frequently) based on feedback, metrics, and evolving business needs.
11. Policy Changes & Exceptions
· This policy may be amended over time; all employees will be notified of changes.
· Exceptions may be granted when business conditions or job demands require special treatment, subject to management and HR approval.

Take the hassle out of hybrid work — explore elia Hybrid Office Management.
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