
Remote Work Policy Guidelines Overview 

Dear Team, 

As we continue to embrace flexibility and innovation in our work environment, we would like to 

provide you with an overview of our Remote Work Policy Guidelines. These guidelines aim to 

ensure clarity and efficiency while working remotely. 

Eligibility 

All employees who have been with the company for at least six months are eligible to apply for 

remote work. 

Working Hours 

Employees are expected to maintain regular working hours from 9 AM to 5 PM, ensuring 

availability for communication during these times. 

Communication 

Regular check-ins via video calls or chat are encouraged. Employees should keep their calendars 

updated to reflect their availability. 

Performance Expectations 

Performance will be evaluated based on output and meeting established targets. Clear goals 

should be set and discussed with your manager. 

Equipment and Resources 

The company will provide necessary equipment where applicable. Employees are responsible for 

maintaining a productive work environment at home. 

Security and Confidentiality 

All employees must adhere to company policies regarding data protection and confidentiality 

while working remotely. 

For any questions or further clarification, please do not hesitate to reach out to your manager. 



Best regards, 

[Your Name] 

[Your Position] 


