
Hybrid Work Model Policy 

Date: [Insert Date] 

Dear [Employee's Name], 

We are pleased to introduce our Hybrid Work Model Policy which aims to provide flexibility 

while ensuring productivity and collaboration within our team. Under this model, employees will 

have the option to work both remotely and in the office. 

Policy Overview 

The Hybrid Work Model allows employees to work from home up to [insert number] days a 

week, with the expectation to be present in the office for [insert number] days for essential 

meetings and collaboration sessions. 

Eligibility 

This policy applies to all employees who meet performance expectations and have completed 

their probationary period. Manager approval is required to participate in this model. 

Communication 

Regular check-ins and communication are crucial. Employees are encouraged to stay connected 

with their teams through [insert communication tools] and have scheduled meetings to ensure 

alignment on projects. 

Performance and Accountability 

Employees must maintain productivity levels while working remotely and are expected to meet 

all deadlines and performance targets as outlined in their job descriptions. 

Implementation 

The Hybrid Work Model will take effect starting [insert date]. Employees wishing to participate 

must submit a request to their respective managers by [insert deadline]. 

Thank you for your continued commitment to our organization's success. We are excited about 

this new flexible approach to work. 

Sincerely, 

[Your Name] 



[Your Position] 

[Company Name] 


