
Work From Home (WFH) Policy 
Introduc on: 
We recognize the importance of flexibility in today's workplace. Our Work From Home (WFH) Policy is 
designed to support employees in balancing their professional and personal lives while ensuring 
produc vity and collabora on. This policy outlines the guidelines, expecta ons, and responsibili es 
associated with remote work arrangements. 
Objec ve: 
The purpose of this policy is to define the terms and condi ons under which employees may work 
remotely, either on a full- me or part- me basis, and to ensure that both the needs of the business and 
the well-being of our employees are met. 
Scope: 
This policy applies to all full- me, part- me, and contract employees who are eligible for remote work, as 
determined by organiza on. Specific roles may be required to work onsite depending on business needs, 
the nature of the posi on, or other factors as outlined by repor ng managers or HR. 
Eligibility for Remote Work: 
Employees may be eligible for remote work based on the following criteria: 

 Job Requirements: The nature of the employee’s role must allow for remote work without 
impac ng business opera ons. 

 Performance: Employees must demonstrate the ability to work independently, manage their me 
effec vely, and maintain produc vity while working remotely. 

 Technology and Tools: Employees must have access to a reliable internet connec on and the 
necessary tools and so ware to perform their job du es. 

 Manager Approval: All remote work arrangements require approval from the employee’s 
manager and the HR department. 

Remote Work Arrangements: 
Remote work may be categorized into the following: 

1. Full-Time Remote Work: Employees who work exclusively from home or an alternate loca on. 
2. Hybrid Remote Work: Employees who divide their me between working remotely and working 

from the office. 
3. Temporary Remote Work: Employees who work remotely for a short dura on, such as during a 

special project, emergency, or personal situa on. 
Expecta ons for Remote Workers: 
Employees working remotely are expected to maintain the same level of professionalism and produc vity 
as they would in the office. Key expecta ons include: 

1. Work Hours: 
 Employees should maintain consistent working hours, as outlined in their employment 

agreement or agreed upon with their manager. 
 Any changes to the regular work schedule should be communicated and approved by the 

employee’s manager. 
2. Availability: 

 Employees must be available for virtual mee ngs, calls, or other forms of communica on 
during their scheduled working hours. 

 Teams should use designated communica on tools (e.g., email, messaging apps, or video 
conferencing so ware) to ensure seamless collabora on. 

3. Produc vity: 
 Employees are responsible for managing their me and workload efficiently. Performance 

expecta ons and deadlines will remain the same as if working from the office. 



 Managers will regularly review the performance of remote workers to ensure goals and 
deliverables are being met. 

4. Work Environment: 
 Employees should establish a dedicated, quiet, and distrac on-free workspace that allows 

them to focus on their tasks. 
 Company may provide or reimburse for essen al equipment (e.g., laptops, monitors) if 

needed for work. 
Communica on and Collabora on 

1. Regular Check-ins: 
 Remote employees are required to par cipate in regular check-ins with their managers 

and team members to ensure consistent communica on and project alignment. 
2. Mee ngs: 

 Employees must a end all scheduled mee ngs, whether through virtual conferencing 
tools or other pla orms. 

 Employees should ensure that they have the appropriate technology set up to join 
mee ngs seamlessly. 

3. Availability and Responsiveness: 
 Remote employees should respond to emails, messages, and calls within a reasonable 

meframe during their work hours. 
 If an employee is unavailable due to personal reasons, illness, or emergencies, they must 

no fy their manager as soon as possible. 
Data Security and Confiden ality: 
Remote workers are expected to comply with Company data security policies. Employees must: 

 Use only approved so ware, pla orms, and devices for work-related tasks. 
 Protect company data and confiden al informa on by maintaining proper security protocols, such 

as using VPNs, secure passwords, and encryp on tools. 
 Avoid using public Wi-Fi networks without proper security measures. 
 Report any security breaches, lost devices, or other data-related incidents immediately to the IT 

department. 
Equipment and Technical Support: 
Company will provide the necessary equipment (e.g., laptops, phones) and so ware licenses to facilitate 
remote work. Employees are responsible for: 

 Maintaining company-provided equipment in good condi on and repor ng any malfunc ons or 
technical issues promptly. 

 Covering their own internet and u lity costs, unless otherwise specified in their employment 
contract or agreement. 

In case of technical issues, employees can reach out to the company’s IT support team for assistance. 
Health and Safety: 
Although working from home offers flexibility, employees are expected to maintain a safe and healthy 
working environment. Employees should: 

 Ensure that their workspace is ergonomically suitable to avoid injury. 
 Take regular breaks to rest and move, in compliance with work guidelines (e.g., hourly breaks). 
 Follow any health and safety advice provided by Company. 

Compensa on and Benefits: 
Employees working remotely will con nue to receive their agreed-upon compensa on, benefits, and 
other en tlements, as outlined in their employment contracts. Remote work will not affect: 

 Salary: Remote employees will be compensated as per their employment agreement. 



 Benefits: All company benefits, such as health insurance, leave en tlements, and re rement 
contribu ons, will remain unaffected. 

Work From Home Best Prac ces: 
To help employees succeed in a remote work environment, Company encourages the following best 
prac ces: 

 Set a Rou ne: Establish clear start and end mes for your workday. 
 Dress for Success: Dressing in work-appropriate a re can help maintain a professional mindset. 
 Stay Organized: Use project management tools and calendars to keep track of deadlines and tasks. 
 Stay Connected: Make an effort to communicate frequently with your team and stay engaged. 

Termina on of Remote Work Arrangement: 
Company reserves the right to modify or terminate the remote work arrangement at any me, depending 
on business needs or employee performance. Employees will be given reasonable no ce of such changes, 
except in cases of emergency. 

 
Conclusion: 
We believe that remote work is a valuable op on that benefits both employees and the company when 
managed effec vely. Company is commi ed to providing the necessary support, tools, and resources to 
help employees succeed in their remote work arrangements. For any ques ons or clarifica on regarding 
this policy, please contact the HR department. 

 
Company encourages open communica on and feedback on the WFH policy to ensure it meets the 
evolving needs of both the company and its employees. 

 
This policy is intended to provide clarity and set the right expecta ons for employees working remotely 
while suppor ng a produc ve, secure, and flexible working environment. 


