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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Hybrid Work Policy

The Company is committed to providing hybrid work options to employees to enable employees to have increased flexibility with their work schedules. Hybrid work aligns with the Company’s mission and values, reduces the Company’s carbon footprint, increases productivity and innovation, and attracts and retains diverse talent by enhancing work/life balance.

Hybrid work is not an entitlement and does not change the terms and conditions of employment with the Company. Employees are required to comply with wage and hour laws as required for their position. Hybrid work is approved on a case-by-case basis, and whether to grant hybrid work or not is at the discretion of your immediate supervisor. It is the responsibility of your supervisor to monitor and ensure the performance of employees on a hybrid work schedule.

Your compensation and benefits will not change as a result of hybrid work. Hybrid or remote work is not intended to be used in place of paid time off or any other type of leave. Remote work is not intended to serve as a substitute for formalized child or adult care. Children or adults present at an off-site location during the employee’s work hours should not impede the employee’s ability to perform work. 

You are subject to all Company policies, including discrimination and harassment, regardless of whether or not you are participating in hybrid work. 

The Company will engage in the interactive process to discuss reasonable accommodation as needed in compliance with the Americans with Disabilities Act.

Work Schedule Definitions

In-office: Employees work in the office most of the time.

Hybrid: Employees work in the office for a portion of the week and remote for a portion of the week.  This requires the employee and their supervisor to complete a Hybrid Work Agreement.

Remote: Employees work remote, away from the office, for most of the time.  Employees working fully remote may have to report to the office occasionally. Employees that are eligible for fully remote work also are required to complete a Remote Work Agreement with their supervisor.
No matter of the location you are working, you are required to work and be available during your regularly scheduled hours, unless otherwise approved by your supervisor. Work expectations remain the same regardless of your work location; communication will be handled according to processes of the specific department and your immediate supervisor will decide on the appropriate method and schedule of check-in meetings to assess productivity.

Any of these work arrangements can be rescinded at the discretion of your immediate supervisor if not used properly, or if the needs of the Company require your presence in the office. 

Hybrid Work Definition

A hybrid work schedule allows employees to perform work during their regular work hours either in the office or at an approved alternative worksite such as the employee’s home (“remote office”). 

There is a continuum of hybrid work schedules based on the needs of the position to be in the office. Not all positions are eligible for hybrid work.

Hybrid Occasional: Occasional or short-term work approved by the supervisor on a case-by-case basis, such as for specific project work or extenuating employee circumstances. Occasional hybrid work may be approved by the supervisor without formal documentation with the understanding that there is no expectation of regularly scheduled hybrid work. 

Hybrid 50% or Less: Regularly scheduled remote work up to two days per week. This requires the employee and their supervisor to complete a Hybrid Work Agreement.

Hybrid Greater Than 50%: Regularly scheduled remote work at least three days per week. This requires the employee and their supervisor to complete a Hybrid Work Agreement.

Employees regularly scheduled to work remotely more than 50% of the time or fully remote may not have a dedicated work space at the office and need to coordinate with the office to arrange for space prior to coming to the office. 

Eligibility

Not all positions are eligible for a hybrid schedule, as the nature of the work may require the position to be in the office full-time. The nature of the work and responsibilities performed need to be conducive to a hybrid/remote work location without causing disruption to performance or service. Your supervisor will assess whether or not your position is eligible for a hybrid schedule, and, if so, the amount of time necessary for the position to be in the office and the amount of time the position may be able to work remotely. Whether or not an employee is eligible is also based on past performance. In general, to be successful working away from the office, eligible employees 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

Eligible employees also are required to collaborate with their supervisor to determine the following:

· Establish a work plan with goals – daily, weekly, and monthly
· Set a predictable weekly schedule (and vary when needed)
· Have a sufficient, reliable internet connection
· Be able to access work electronically
· Agree to be available via email and phone during working hours

Employees may not be eligible for hybrid work for the first six months of their employment with the Company, as they may need to report to the office for onboarding and training.

Requesting a Hybrid Work Schedule

To be considered for a hybrid work schedule, you are required to submit a Hybrid Work Request form to your supervisor. The form is required to be submitted with as much notice as possible, but no less than two weeks before the schedule is to begin.

Supervisors will assess all requests considering the impact on the department, and if the hybrid schedule would adversely affect business or operational needs. 

An employee’s supervisor may also independently determine a hybrid work schedule is appropriate for the position.  

Hybrid Work Agreement

Upon the employee’s request, their supervisor will assess the position and employee performance to determine eligibility for hybrid work. Once a determination is made and the arrangement approved, the employee and the supervisor will complete and sign a Hybrid Work Agreement. The hybrid work schedule will be detailed in the agreement. After three months, the supervisor and the employee will evaluate the work schedule and determine if the hybrid work schedule should continue. All signed agreements will be forwarded to Human Resources.

Hybrid Work can be rescinded at the discretion of your immediate supervisor if not used properly or if the position is no longer eligible. The employee may also request to end the agreement and return to the office full time. 

Working Off-Site

Your compensation and benefits will not change as a result of working remotely. Remote work is not intended to be used in place of paid time off or any other type of leave. Non-exempt employees authorized for hybrid work are not authorized to work overtime without prior written approval from their supervisor. 

Hybrid/remote employees are to maintain a safe and secure work environment at their own cost. In the event the employee is using Company equipment, it is to be used for business purposes only. You will be required to sign an inventory of all office property and agree to take appropriate action to protect all equipment, records, and materials from unauthorized or accidental access, use, modification, destruction, or disclosure. Employees are expected to report to their supervisor any incidents of loss, damage, or unauthorized at the earliest reasonable opportunity. All Company data should be restricted so that others entering the work space do not have access.  

Employees are responsible for controlling interruptions during their work hours. Hybrid/remote work is not intended to serve as a substitute for formalized child or adult care. Children or adults present at an alternative work location during the employee’s work hours should not impede the employee’s ability to perform work. 

Questions

Employees with questions about hybrid work, including eligibility or the approval process should contact Human Resources. 
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