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This is a template.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Remote Work Policy and Procedures

Purpose 

The purpose is to establish a policy and procedures for remote work, in order to support the [Company Name]’s mission and vision, reduce the [Company Name]’s carbon footprint, support Continuity of Operations plans, and sustain the hiring and retention of a highly qualified workforce by enhancing work/life balance. 

Remote Work Definition 

Remote work is an alternative work arrangement available to employees through a mutual agreement between an employee, their immediate supervisor, and their division director. It is based on the needs of the job, work group, and the [Company Name], as well as the employee’s past and present levels of performance. Remote work is intended to reduce the number of commute trips taken by employees, reduce pollutants, save energy, and to enhance employee job performance and satisfaction without impairing productivity or service to customers.

Policy

The remote work policy shall apply to all employees who have been employed in a regular-status position and have achieved career service status (this can be waived in emergency situations).

Remote work is not appropriate for all employees. No employee is entitled to, or guaranteed the opportunity to remote work. The employee and their immediate supervisor will assess the job responsibilities of the employee to determine if the job is appropriate for remote work. The employee’s immediate supervisor has full discretion to deny a remote work agreement if they deem it inappropriate.

Remote work employees are subject to all company policies on discrimination and harassment. The company will engage in the interactive process to discuss reasonable accommodation as needed in compliance with the Americans with Disabilities Act.  

Employees must comply with wage and hour laws as required for their position.  Employees injured while performing remote work must report the injury to their immediate supervisor as soon as possible.

Type of Arrangements

The [Company Name]  offers two different remote work arrangements, both of which require the completion of a Remote Work Agreement.

Informal remote work: Ad hoc remote work arrangements may be approved for an employee when the employee is working on a project requiring uninterrupted focus. Additionally, immediate supervisors may approve remote work arrangements in advance if there is anticipation of inclement weather. If an employee performs remote work on a regular basis rather than on an occasional basis, the remote work becomes routine remote work and the appropriate Remote Work Agreement must be completed.

Routine remote work: Permitted for employees only under the terms of the Remote Work Agreement reached between the employee, their immediate supervisor, and their division director. An application will then be forwarded to Human Resources (HR) for final review. 

Eligibility 

The [Company Name]  remains committed to participation in remote work to the extent that the needs of both internal and external customers can be met without adverse impact to the organization. [Company Name]  employees are considered eligible to remote work if their position duties and performance meet the criteria required by [Company Name] policy.

Remote work eligibility
· The employee’s current position must be deemed suitable for remote work.
· The employee has a portion of their workload that can be completed outside of the office.
· The employee can still be available for in-person or face-to-face interactions. 
·  An employee does not have any documented performance issues.

In general, to be successful remote work employees must have demonstrated the ability to:
· Prioritize work to meet deadlines.
· Accomplish job duties with minimal supervision.
· Communicate effectively with stakeholders and team members.
· Manage time effectively.

To participate in the remote work program, each employee in an eligible position, and in collaboration with their immediate supervisor, must:

1. Establish a work plan with goals – daily, weekly, and monthly
a. Focus on results, such as accomplishments, products, or services 
b. Establish standards that are measurable, observable, and verifiable
c. Define a communication plan.
2. Set a predictable weekly schedule (hours and days - and vary when needed).
3. Have a defined workspace, ensure work documents remain private, and consider ergonomics.
4. Know how to use needed technology and have a sufficient, reliable internet connection.
5. Be able to access work electronically.
6. Agree to be available via email and phone during working hours.

Procedures

· Employee reads and understands the remote work policy.

· Employee’s remote workplace technology meets the requirements for remote work. 

· To initiate a remote work arrangement, an employee should contact their immediate supervisor. The immediate supervisor and employee will review the need for remote work, and the immediate supervisor will request the employee to complete a Remote Work Agreement when it is deemed viable for the [Company Name] and the employee. Informal remote work arrangements can be pre-approved in advance without a specific date being identified.

· If approved, the immediate supervisor and employee will complete a Remote Work Agreement and forward the completed agreement to HR.

· The application, agreement, and checklist are forwarded to HR for final review. Any concerns will be addressed. Denied requests will be returned to the employee with explanation.

· Along with their immediate supervisor, the employee determines the best working schedule, workspace needs, and necessary check-in meetings to assess productivity.

· All remote work employees will adhere to [Company Name] policies while working from their home office or other approved remote work location. 

· Remote work is only allowed from the approved location noted in the remote work agreement.
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