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Scope 

This Remote Work Policy applies to all employees of Company who have been granted the option to work 

remotely, either on a full-time or part-time basis. It is designed to ensure that remote work is beneficial to both 

Company and its employees by maintaining productivity, performance, and engagement levels. 

Audience 

This policy is intended for all eligible employees of Company, including full-time, part-time, and contract staff, 

who have been approved to work remotely. 

Objectives 

The objectives of this remote work policy are: 

●​ To provide flexible work arrangements that support work-life balance. 

●​ To ensure continued productivity and efficiency in remote work settings. 

●​ To maintain effective communication and collaboration among teams. 

●​ To safeguard company data and assets while working remotely. 

 

Responsibilities 

Employees are responsible for: 

●​ Adhering to their work schedules and being available during designated hours. 

●​ Ensuring a reliable and secure internet connection to perform their duties effectively. 

●​ Maintaining confidentiality and security of company information. 

●​ Communicating regularly with their managers and team members. 

 

Communication 

Company expects remote employees to: 

●​ Participate in scheduled meetings and conference calls as needed. 

●​ Utilize company-approved communication tools for daily interactions. 

●​ Provide regular updates on project progress and challenges. 

 

Equipment and Security 

Company will provide necessary equipment for remote work, such as laptops and access to secure 

connections. Employees are expected to: 

●​ Use company-provided equipment for work purposes only. 

●​ Implement best practices for cybersecurity to protect company data. 

●​ Report any technical issues or security breaches immediately to the IT department. 

 



Remote Work Eligibility 

Not all positions are suitable for remote work. Eligibility is based on the nature of the job role and employee 

performance. Managers will review eligibility on a case-by-case basis and provide approvals accordingly. 

Health and Safety 

Employees must ensure that their remote work environment is safe and conducive to effective work. Company 

may request photos or conduct virtual assessments of the home office setup to ensure compliance with safety 

standards. 

Performance Evaluation 

Performance metrics and project outcomes for remote workers will be evaluated through regular reviews and 

feedback sessions to ensure objectives are met and productivity is maintained. 
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