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SUMMARY

This policy defines the framework for remote and hybrid work arrangements, including eligibility,
expectations, and the responsibilities of employees and managers.

Policy

1. Scope and Applicability
2. This policy applies to all full-time and part-time employees who work remotely for any portion of

their work week.
3. Eligibility
4. Remote work arrangements require manager approval and are evaluated based on role suitability,

performance, and operational needs.
5. Expectations
6. Remote employees must maintain core working hours, remain reachable during scheduled hours,

and complete all assigned deliverables to the same standard as on-site work.
7. Equipment and Security
8. Employees are responsible for safeguarding company equipment and following the information

security policy when working from home.

Policy acknowledgement: all employees are expected to read and comply with the provisions of this policy.
Questions about interpretation should be directed to the policy owner.


