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[bookmark: _v32oj143a7e6]Return to Office Policy Template
Company: [Organization Name]
 Effective Date: [Date]
 Last Reviewed: [Date]

[bookmark: _ldvrbmahdf1q]1. Purpose and Scope
This Return to Office Policy establishes clear guidelines for [Organization Name] employees transitioning from remote work back to in-office or hybrid work arrangements. This policy aims to:
· Support a smooth transition back to the workplace
· Balance business needs with employee preferences
· Ensure health and safety for all employees
· Maintain productivity and business continuity
· Comply with applicable laws and regulations
Scope: This policy applies to all employees who have been working remotely and are eligible to return to office facilities.

[bookmark: _sfhjuq906zad]2. Return to Office Schedule
[bookmark: _9a3yd7e8htjb]In-Office Requirements
Employees are required to work in-office on the following basis:
· Full-time in-office: [Specify roles/departments]
· Hybrid schedule: [X] days per week (typically [specify days, e.g., Tuesday-Thursday])
· Primarily remote: Employees may continue working remotely with occasional office visits for team meetings and collaboration

[bookmark: _f8yhb4g7x4e]Flexibility and Scheduling
We recognize the importance of work-life balance and offer flexible work arrangements where possible:
· Core collaboration hours: [Specify hours, e.g., 10:00 AM - 3:00 PM]
· Flexible start/end times may be arranged with manager approval
· Teams may coordinate schedules to ensure adequate in-office coverage

[bookmark: _6owakwark0sn]3. Health and Safety Measures
[Organization Name] is committed to maintaining a healthy work environment. The following safety measures are in place:
[bookmark: _dew31kz3mj5g]Workplace Safety Protocols
· Enhanced cleaning and sanitization of common areas daily
· Hand sanitizer stations available throughout office space
· Improved ventilation systems and air quality monitoring
· Social distancing guidelines in shared spaces (where applicable)
· Personal protective equipment (PPE) available upon request
[bookmark: _b0rsdvgkqk72]Employee Health Responsibilities
Employees are expected to:
· Stay home if experiencing illness symptoms
· Follow respiratory etiquette and hygiene best practices
· Report any safety concerns to HR or facilities management
· Comply with all health authorities guidelines currently in effect
[bookmark: _xmco9gqg3t07]Medical Leave and Extended Absence
Employees returning from medical leave or extended absence must:
· Notify HR and their manager at least [5-10] business days before intended return date
· Provide required documentation from healthcare provider if absence exceeded [30] days
· Complete a return-to-work meeting with HR to discuss any necessary accommodations

[bookmark: _xjn3xmj91tl0]4. Flexible Work Arrangements
[bookmark: _ewxhetugq0m7]Hybrid Work Options
Eligible employees may request hybrid work schedules that combine remote and in-office work:
· Submit requests through [HR system/manager]
· Approval based on role requirements, team needs, and business operations
· Hybrid arrangements reviewed quarterly to ensure effectiveness
[bookmark: _jrflanxm6j15]Remote Work Eligibility
The following criteria determine remote work eligibility:
· Role can be performed effectively outside the office
· Employee has demonstrated productivity and self-management
· Position does not require regular in-person collaboration or client interaction
· Adequate technology and workspace available at home
[bookmark: _uuaq8wg4ze4a]Equipment and Technology
· Office equipment (monitors, keyboards, etc.) must be returned when transitioning to in-office work
· IT support available for technical issues during transition period
· [Specify equipment provision policy for hybrid workers]


[bookmark: _dkegvfh8l4g1]5. Workplace Accommodations
[bookmark: _8z8dgombbz96]Accommodation Request Process
[Organization Name] complies with the Americans with Disabilities Act (ADA) and all applicable laws regarding workplace accommodations.
Employees requiring accommodations should:
1. Submit request to HR at [email/system]
2. Provide supporting documentation from healthcare provider (if applicable)
3. Participate in interactive dialogue to identify reasonable accommodations
4. Work with HR to implement approved accommodations
[bookmark: _qxvhbtvbk8x9]Types of Accommodations Available
· Modified work schedules or flexible hours
· Continued remote work arrangements
· Modified duties or transitional assignments
· Ergonomic workspace adjustments
· Assistive technology or equipment
Confidentiality: All medical information and accommodation requests are kept confidential and stored separately from personnel files.

[bookmark: _ap36h07awypb]6. Communication and Notification Procedures
[bookmark: _lprz4gxj67lr]Return to Office Notification
Employees must notify their manager and HR of:
· Changes to work location or schedule (minimum [2 weeks] advance notice)
· Any concerns or challenges with return to office transition
· Accommodation or modification requests
[bookmark: _cj7tb14k1d3w]Communication Protocols
· Regular updates will be shared via [email, intranet, team meetings]
· Employees can direct questions to [HR contact information]
· Managers will conduct check-ins during transition period
· Feedback mechanisms: [surveys, suggestion box, open office hours]

[bookmark: _np2ve83svktf]7. Performance Expectations
Performance standards apply equally regardless of work location. Employees are expected to:
[bookmark: _jgjqkou8sgkq]Productivity and Deliverables
· Meet all deadlines and performance objectives
· Maintain consistent communication with team and manager
· Attend required meetings (in-person or virtual as specified)
· Respond to communications within [timeframe]
[bookmark: _fn23d477vqot]Measuring Performance
Performance will be evaluated based on:
· Quality and timeliness of work output
· Collaboration and team contribution
· Achievement of goals and key performance indicators
· Professional conduct and adherence to company policies
[bookmark: _nj7i30cd0zrm]Areas for Improvement
Regular performance feedback will identify areas for development and provide necessary support for success in the new work arrangement.

[bookmark: _bm8ul2tzfu5x][bookmark: _osvh73kgsaq3]8. Office Space and Resources
[bookmark: _lpadsyqyhgrl]Workspace Assignment
· Assigned desks: [Specify roles/departments]
· Hot-desking/shared spaces: [Booking system/procedures]
· Meeting room reservations: [Process and tools]
[bookmark: _8wi8w64cgfat]Office Capacity
To manage office space effectively:
· Maximum capacity: [percentage/number]
· Booking system for desk reservations: [system name/link]
· Priority access for roles requiring in-office presence

[bookmark: _qyv4nty11ate]9. Roles and Responsibilities
[bookmark: _im3av823d1as]Human Resources
· Oversee policy implementation and compliance
· Process accommodation requests
· Provide guidance and support to employees and managers
· Monitor policy effectiveness and recommend updates
[bookmark: _23k4en82ezwr]Managers and Team Leaders
· Communicate policy details to team members
· Approve flexible work arrangements within policy guidelines
· Support employees during transition
· Address concerns and escalate issues to HR as needed
· Monitor team productivity and collaboration
[bookmark: _x7s00wtdkdg2]Employees
· Comply with return to office requirements
· Communicate proactively about scheduling and availability
· Maintain productivity standards regardless of work location
· Report safety concerns or policy violations
· Participate in feedback processes

[bookmark: _i7d2eg8deuhz]10. Compliance and Legal Considerations
This policy complies with:
· Americans with Disabilities Act (ADA)
· Family and Medical Leave Act (FMLA)
· Occupational Safety and Health Administration (OSHA) requirements
· State and local employment laws
· Current health authorities guidelines
Note: Employees should consult with HR or legal counsel regarding specific situations or concerns.

[bookmark: _z0m19j2wfnqq]11. Policy Review and Updates
This policy will be reviewed annually and updated as necessary to reflect:
· Changes in business needs
· Evolving health and safety guidelines
· Employee feedback and policy effectiveness
· Updates to applicable laws and regulations
Next Review Date: [Date]
[bookmark: _b7wl5sssagr6][bookmark: _boyojiqpjyhe][bookmark: _6vpfps6zu6ix]
[bookmark: _s814b7mzjhpy]12. Acknowledgment and Agreement
I acknowledge that I have received, read, and understand the Return to Office Policy. I agree to comply with all provisions outlined in this policy.
Employee Name: _________________________
Employee Signature: _____________________
Date: _________________

[bookmark: _9cs0uwqy1ci5]Questions or Concerns?
Contact the HR Department:
HR Contact Name: [Name]
 Email: [email address]
 Phone: [phone number]
 Office Hours: [hours]

Disclaimer: This policy template provides general guidelines and should be customized to your organization's specific needs. It does not constitute legal advice. Organizations should consult with legal counsel to ensure compliance with all applicable federal, state, and local laws before implementing this policy.
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