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Thank you for downloading this template! 
You’re one step closer to managing remote employees. 

This remote work policy template has been created by i-Sight to help you inform employees of their responsibilities and your expectations as they work from home.

While forms and documentation can facilitate a quick resolution to employee misconduct and complaints, they are only beneficial when they are thorough, orderly and consistent. 
i-Sight’s case management solution provides a robust system that can help HR staff keep track of all forms, documents and relevant evidence.  

i-Sight’s solution also provides: 

· A Web-Based Platform
· Important Alerts
· Case Centralization
· Task Management Capabilities
· Real-Time Dashboards 

Book a demo today to find out how i-Sight works with you to streamline your human resources investigations. 

Connect with us: 
1-800-465-6089
info@i-sight.com
i-sight.com  


[Replace with your organization’s logo]



Remote Work Policy
Eligibility and Frequency

In this section, explain which employees are eligible to work from home. Do you require a certain length of service? Are employees who work in specific roles or departments only eligible? In addition, sayl how often eligible employees may work remotely.

At [Company Name], employees in any department and role are eligible to work remotely. Employees must have been employed by [Company Name] for at least [minimum service length] or have worked [minimum number] of hours, to be eligible for remote work.

Employees are also permitted to work remotely on a permanent basis for two reasons:
1) The employee previously worked on-site at [Company Name] but has relocated
2) The employee’s contract reflects a permanent remote work agreement. If an employee was not hired as a permanent remote employee, they may submit a request to HR for a change to their contract.

[Company Name] allows employees to work remotely on a temporary basis for up to [maximum number of hours/days/weeks] per year without explanation. Those who wish to work remotely for a longer period of time due to caretaking obligations or medical reasons should consult with their manager and HR for alternate arrangements.


Equipment and Workspace

In this section, explain the requirements for employees’ workspaces. Also, include information about work equipment and devices (i.e. what is provided, what can be expensed, acceptable use, etc.).

All remote employees will be provided with a laptop to complete their work tasks. Additionally, managers working remotely will receive a mobile phone. These devices come equipped with software and programs used at [Company Name], as well as a VPN. Employees who require other equipment (such as headsets) will be provided this equipment for remote work.

Remote employees may request reimbursement for up to $ [maximum budget] for ergonomic office equipment (e.g. chairs, desks, arm rests, etc.).

Employees [may/may not] use company equipment for personal tasks while working remotely. Remote employees are expected to comply with [Company Name]’s acceptable use policy. Remote employees will receive a monthly stipend to cover the cost of internet access. 

[bookmark: _GoBack]Remote employees are expected to work in a distraction-free environment, preferably in a space specifically designated for work. Employees working remotely are responsible for ensuring their workspaces are free of health and safety issues, including, but not limited to electrical hazards, fire hazards and environmental hazards. 


Communication Standards

In this section, explain your communication expectations for remote employees. How should they communicate with colleagues and how often? Are there events or occasions when they are required to come into the office or to an off-site location?

While working remotely, employees are expected to attend virtual team meetings as set out by their managers. They are also required to attend [monthly/quarterly/yearly] all-staff meetings in person.

Remote employees must have an internet connection robust enough to handle their workload, including video and audio calls.


Schedule

In this section, lay out the required number of weekly working hours for remote employees and explain scheduling protocols.

[Company Name] expects employees working remotely to work for [required amount] hours per day. It is not necessary for employees to work from 9 to 5 [or whatever your company’s regular hours are]. However, they should be available between ___ and ___ to engage with colleagues and participate in discussion via [company’s communication platform].

Remote employees are required to determine their working hours with their immediate manager and communicate any deviations from their regular schedule. If an employee works on an hourly basis, they should follow protocols for timesheet submission detailed in [your relevant policy].

Employees working remotely are subject to the same leave and attendance policies as in-office employees and should follow protocols for requesting and logging time off.
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