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Eligibility for 
Remote Work

Roles Eligible for Remote Work:

Remote work is available for employees 

whose roles allow for it. The ability to 

work remotely depends on individual 

responsibilities and the needs of 


the business.

Request Process

Employees wishing to work remotely 

must submit a formal request to [HR/

Manager], outlining the proposed work 

schedule and reasoning. The request will 

be evaluated based on role 

requirements and business needs.

Trial Period

A trial period of [X weeks/months] may 

be required to assess the effectiveness 

of remote work arrangements.

Work Hours and 
Schedules

Standard Working Hours

Employees are expected to maintain [X] 

working hours per week, typically from 

[start time] to [end time]. Flexibility is 

allowed, but core hours for team 

collaboration may be required.

Time Zone Considerations

Employees working remotely across 

different time zones must account for 

overlapping hours to ensure availability 

during team meetings and collaboration.

Flexible Hours

While core hours are important, 

employees may adjust their schedules 

as long as they maintain productivity 

and communication standards.

Company Name here

Purpose

The purpose of this policy is to outline the expectations, guidelines, and requirements 

for employees who work remotely. This policy aims to ensure that remote employees 

can work efficiently, remain connected with the company, and adhere to company 

standards regarding communication, performance, data security, and compliance.
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Communication Protocols

Preferred Communication Tools

Employees must use [Company’s preferred 

communication tools] (e.g., Slack, Microsoft Teams, Zoom) 

for all work-related communication.

Regular Check-Ins

Remote employees must participate in regular check-ins, 

such as daily standups, weekly team meetings, or bi-

weekly one-on-ones, as scheduled by their manager.

Response Time Expectations

Employees are expected to respond to messages within 

[X] hours during working hours, and acknowledge 

communication within [X] hours during non-working hours.

Availability

Employees must remain available during core business 

hours for calls, meetings, or collaborative tasks unless 

otherwise agreed upon with their manager.

Performance 
Expectations

Job Responsibilities

Remote employees are expected 


to maintain the same level of


performance, quality, and productivity 

as their in-office counterparts. Job 

responsibilities remain unchanged.

Key Performance Indicators 

(KPIs)

Performance will be evaluated using 

standard KPIs, project deadlines, 


and regular feedback from team 


members. Employees will have 

scheduled performance reviews 


every [X months].

Tracking Work Hours

Remote employees must track their 

work hours using [time-tracking 

software]. Overtime must be 


approved by the employee’s 


manager in advance.

Technology and 
Equipment

Company-Provided Equipment

[Company Name] will provide remote 

employees with the necessary tools to 

perform their jobs, including laptops, 

software licenses, and access to company 

systems. [List of provided tools, 

equipment, etc.]

Employee Responsibilities

Employees are responsible for maintaining 


a functional home office setup, including 

ensuring a stable internet connection, 

maintaining the provided equipment, and 

using secure networks for company work.

Reimbursement Policy

[Company Name] will reimburse employees 

for any required work-related expenses, 


such as office supplies, home office furniture, 

or high-speed internet, in accordance with 

company reimbursement policies.
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Data Security & Confidentiality

Legal and 
Compliance

Labor Laws and Taxes

The company is committed to ensuring 

compliance with local labor laws, tax 

regulations, and workers' compensation 

for remote employees based on their 

location.

Workers' Compensation

Employees working remotely are entitled 

to workers' compensation coverage as 

required by local law. Employees should 

report any workplace injuries sustained 

while working remotely immediately.

Cross-Jurisdiction Compliance

If employees are working remotely in 

different states or countries, it is their 

responsibility to notify HR, as additional 

legal or tax requirements may apply.

Health and 

Safety

Workspace Setup

Employees should maintain a safe, 

ergonomic, and distraction-free 

workspace. [Company Name] will 

provide guidelines for setting up an 

effective home office.

Mental Health Support

The company recognizes that remote 

work can sometimes feel isolating. 

Employees are encouraged to take 

mental health days as needed and have 

access to [mental health resources/

employee assistance programs].

Data Protection

Employees are required to use 

secure networks and VPNs when 

accessing company data 

remotely. All sensitive 

information must be stored and 

transmitted via secure, 

approved platforms.

Confidentiality

Employees must maintain 

confidentiality regarding 

proprietary company 

information and client 


data. Any breach of 

confidentiality will be subject 

to disciplinary action.

Compliance with 

Data Laws

Employees must comply with 

relevant data protection laws, 

including GDPR, CCPA, and any 

other applicable regulations, 

depending on their location and 

the company’s jurisdiction.
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*This template can be customized to fit your company’s specific needs and legal requirements. Once finalized, it can be 

shared with employees and used as a reference document to maintain clear guidelines around remote work arrangements.

Compensation & Benefits

Salary and 

Benefits

Remote employees will receive the 

same salary, benefits, and bonuses as 

in-office employees. Any additional 

stipends or reimbursements will be 

outlined in the [reimbursement policy].

Adjustments for 
Remote Work

Any adjustments to compensation


for remote employees, such as home 

office stipends, will be clearly 

communicated and updated 


as needed.

Policy Review and Termination

Job Responsibilities

The remote work policy will be 

reviewed annually to ensure it 

stays up-to-date with legal 

regulations and company 

needs. Any changes to the 

policy will be communicated 


to all employees.

Termination of Remote


Work Arrangement

Either the employee or the company may


terminate the remote work arrangement at 


any time with [X] days' notice. Reasons for 

termination include failure to meet


performance expectations or changes in


company business needs.

Acknowledgment

By signing below, the employee acknowledges that they have read and understood the 

[Company Name] Remote Work Policy and agree to abide by its terms.

Employee Signature:

Date:

Manager Signature:

Date:


