Remote Employee Guidelines

1. Introduction

This document outlines the guidelines and expectations for remote employees to ensure productivity,
collaboration, and a healthy work environment while working from home or other remote locations.

2. Work Hours and Availability

¢ Remote employees are expected to adhere to their agreed working hours.
¢ Notify your manager of any changes to your regular schedule or availability.
e Be available via company-approved communication channels during core hours.

3. Communication

e Use company email, chat, or video conferencing tools for work-related communication.
e Respond to messages and emails promptly.
e Attend required meetings and team calls as scheduled.

4. Productivity & Deliverables

¢ Meet all deadlines and quality expectations for assigned tasks.
e Track work progress using company tools as required.
e Communicate proactively if challenges arise.

5. Workspace Requirements

e Maintain a secure and distraction-free workspace.
e Use company-issued devices and follow IT security policies at all times.

6. Data Security & Confidentiality

e Adhere strictly to data privacy and confidentiality protocols.
¢ Never share sensitive company information via unauthorized channels.
e Keep all company documents and devices secure.

7. Health & Well-being

e Take regular breaks to reduce fatigue.
e Maintain a healthy work-life balance.
e Seek support from HR if you experience wellness or ergonomic issues.

8. Equipment & Technical Support

e Report technical issues to the IT department promptly.

e Ensure all equipment is maintained and updated as per company guidelines.
9. Policy Adherence

Remote employees must comply with all company policies and procedures at all times. Failure to adhere to
these guidelines may result in disciplinary action.



Date:

Employee Signature:

Manager Signature:




	Remote Employee Guidelines
	1. Introduction
	2. Work Hours and Availability
	3. Communication
	4. Productivity & Deliverables
	5. Workspace Requirements
	6. Data Security & Confidentiality
	7. Health & Well-being
	8. Equipment & Technical Support
	9. Policy Adherence


