Policy for Remote Work
Temporary Arrangement

Purpose:
[COMPANY NAME] (“The Company”) wishes to support the success and productivity of employees who may need to work remotely for a specified amount of time. The company realizes that at times it may become necessary to enact a temporary remote work arrangement for employees that are generally office-based. This policy is meant to provide guidance to managers and employees regarding working remotely. This policy is not meant to replace or supersede any pre-existing company policy.
If this is an arrangement initiated by the Company, no written request required.
Approval Process:
Employees who may need to establish a temporary remote work arrangement will need to provide a written request to their managers. Written requests must include the following:
· Dates remote work is to begin and end
· Reason for the request
While [COMPANY NAME] will make every effort to accommodate an employee’s request to work remotely, The Company makes no guarantee that such an arrangement will be available.
If this is an arrangement initiated by the Company, no written request required.

Work Hours:
Unless otherwise agreed upon with Management, employees working remotely will maintain working hours as established with their managers.
Requests for time off will be submitted to the employee’s manager and will follow the pre-established approval process and are subject to review.
Employees should observe any scheduled rest, meal, and/or lunch breaks as established by company policy. Non-exempt employees are strictly forbidden from performing any and are required to stop any work and leave their workstations during all breaks.

Work Duties and Responsibilities:
Employees wishing to temporarily work remotely are required to discuss their workloads with their manager to establish the duties that will be fulfilled while working remotely.
The frequency of communication and method of reporting work completed should be established between the employee and manager.
The employee agrees to provide any information, documents, or other items as requested in a reasonable timeframe, as agreed upon between the employee and manager. 
Employees should note that any business needs should take precedent over any personal needs during working hours. 
Employees should ensure that they attend any scheduled team meetings and/or conference calls and should discuss attendance with their managers.
Technology requirements:
The Company will identify the necessary tools and equipment that employees will need to perform their duties while working remotely and may provide this equipment. This equipment may include:
· Computer system
· Mouse and/or keyboard
· Office and/or mobile phone
· Software based on business needs/employee role
The use of company-provided equipment is solely for the purpose of company business by the employee. No other person is permitted to use any company-issued equipment at any time for any purpose.
[bookmark: _GoBack]The Company will maintain and repair any company-provided equipment, unless the damage sustained is a result of the employee’s negligence, at which time the employee would be liable for the cost of the equipment repair or replacement. Employees are required to report any lost or damaged equipment to their manager immediately.
Depending on the role of the employee, the minimum internet speeds required are: 3 Mbps upload/10 Mbps download. The employee is responsible for any costs associated with internet access. Any disruption in internet service impacting the employee’s ability to work must be reported to Management immediately.

Workspace requirements:
Employees who work from home are required to have a designated workspace that is free from noise and other distractions. 
Employees are required to safely secure proprietary and/or confidential business information, both electronic and hardcopy, and must take all necessary precautions to safeguard such information from loss, breach, or unauthorized access. 

Workplace Safety:
In order to foster a safe work environment for both onsite and remote workers, workstations must remain free of clutter, trip hazards or other unsafe or hazardous materials. Employees should practice good ergonomics and limit their time in their workspaces to the established work hours.
Employees are required to report any injuries sustained during work hours to their manager immediately. The Company does not assume any liability for injuries sustained while working remotely due to the employee’s negligence or failure to adhere to the safety standards and policies set forth by The Company, unless otherwise required by law.
The company does not assume any responsibility for any loss, damage, or injuries sustained to or in the employee’s home or to visitors thereof.
Returning to the Office:
Management will notify employees once the period for the temporary remote work arrangement has ended. Employees should return to their onsite workspace at their normal start time. Employees must return all company-issued equipment and should bring any company related documents and items back to the office.

I certify that I fully understand and acknowledge the terms regarding temporary remote working arrangements. 

Employee Name: _____________________________________________                                                                                                           


Employee/Signature:  	Date:  	


