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Effective Date: ____________
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Approved by: ____________

1. Purpose
This policy outlines the guidelines for employees participating in the virtual workforce to ensure consistent
productivity, data security, and communication within the organization.

2. Scope
This policy applies to all employees, contractors, and consultants who are authorized to perform work
remotely on a full-time or part-time basis.

3. Policy Guidelines
1. Eligibility: Criteria for determining eligible positions and employees for virtual work.
2. Work Hours: Expected work hours, availability, and time tracking procedures.
3. Communication: Accepted channels, frequency of check-ins, and response time expectations.
4. Performance: Monitoring productivity and quality of work.
5. Workspace: Requirements for a safe and confidential home workspace.
6. Equipment and Technology: Provisioning, use, and security of company equipment and

software.
7. Confidentiality: Protection of sensitive data and adherence to privacy policies.

4. Roles and Responsibilities
Employee: Adhere to policy guidelines, communicate with supervisors, maintain work standards.
Supervisor/Manager: Monitor performance, provide support, clarify expectations.
IT Department: Support technology needs, ensure data and network security.
HR Department: Maintain policy, resolve issues, conduct periodic reviews.

5. Policy Review
This policy will be reviewed annually or as necessary to ensure relevance and compliance.

6. Acknowledgment
I acknowledge that I have read, understood, and agree to comply with the Virtual Workforce Policy.

Signature: _______________________
Date: ___________________________
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