Distributed Workforce Policy Model

1. Purpose

The purpose of this policy is to establish guidelines for employees working as part of a distributed workforce.
This policy covers eligibility, expectations, communication, and compliance requirements for remote and
hybrid work arrangements.

2. Scope

This policy applies to all employees and contractors of [Company Name] who are engaged in remote or hybrid
work arrangements, whether on a permanent, temporary, or ad-hoc basis.

3. Eligibility
¢ Eligibility for remote or hybrid work is determined by position, employee performance, and business needs.

e Managers will review and approve remote work requests based on current guidelines.

4. Expectations

e Employees must be available and responsive during agreed-upon core business hours.
e All company policies regarding conduct, confidentiality, and security apply to distributed work.

¢ Productivity and deliverables are expected to match in-office performance standards.

5. Communication

¢ Employees are required to maintain regular communication with managers and team members.

e Meetings and check-ins will be scheduled to ensure ongoing collaboration.

6. Security & Data Protection

e All devices used for remote work must comply with company IT security standards.

e Sensitive data must be accessed and stored according to company guidelines.

7. Equipment & Support

e [Company Name] will provide standard equipment or reimburse approved expenses as necessary.

e Employees are responsible for the care and appropriate use of company property.

8. Compliance

e Non-compliance with this policy may result in review of remote work privileges and/or disciplinary action.

9. Review

This policy will be reviewed annually or as needed to ensure relevance and effectiveness.



Effective Date: [MM/DD/YYYY]
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