Telecommuting Policy Framework Document

1. Purpose

This document establishes the framework for telecommuting within [Company Name], outlining eligibility,
expectations, and procedures for remote work arrangements.

2. Scope

This policy applies to all employees of [Company Name] who are authorized to work remotely, either on a full or partial
basis.

3. Definitions

¢ Telecommuting: Working outside the traditional office, usually from home, using technology to perform job
duties.
¢ Remote Work: Any work performed away from the designated office location.

4. Eligibility

e Position suitability based on job responsibilities.
¢ Employee performance history and ability to work independently.
e Managerial approval required for all telecommuting arrangements.

5. Expectations

1. Maintain productivity and quality of work.

2. Adhere to scheduled working hours.

3. Be accessible via agreed communication tools during working hours.
4. Follow all company policies and procedures.

6. Equipment and Technology

e Company will provide necessary technology and support as appropriate.
e Employees are responsible for ensuring a secure and functional remote workspace.

7. Data Security

e Adhere to all data protection policies.
e Secure confidential information at all times.

8. Communication

e Regular check-ins with supervisors and teams.
¢ Notification required for any changes to the telecommuting schedule.

9. Health and Safety



e Maintain a safe remote work environment.
e Report any work-related injuries immediately.

10. Revision and Review

This policy will be reviewed periodically and updated as necessary to reflect changes in telecommuting practices or
regulations.

11. Acknowledgment

Employees are required to acknowledge receipt and understanding of this policy framework as a condition of
telecommuting approval.
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