Hybrid Work Policy

[Company Name]
Effective Date: [Insert Date]
Review Date: [Insert Date]

1. Purpose
Explain why the hybrid work policy is being implemented.

e Example:
This policy outlines the framework for hybrid work arrangements to enhance flexibility,
maintain productivity, and foster a collaborative work environment.

2. Scope
Specify who the policy applies to.

e Example:
This policy applies to all employees of [Company Name] eligible for hybrid work
arrangements as determined by their role and team requirements.

3. Definitions
Define key terms used in the policy.
e Hybrid Work: A combination of remote and in-office work.
e Remote Work: Work performed outside the primary office location.

e On-site Work: Work performed at the company’s primary office location.

4. Eligibility

Describe criteria for employees to qualify for hybrid work.
e Role suitability.
e Performance standards.

e Manager approval.

5. Work Schedule

Outline expectations regarding hybrid work schedules.



e Example:
o Employees are expected to work [X] days in the office per week/month.

o Remote work days must be communicated and approved in advance.

6. Communication and Collaboration
Set guidelines to ensure effective communication and team collaboration.
e Example:

o All team meetings will include both in-office and remote participants via [specific
collaboration tools].

o Core working hours for availability are [insert times].

7. Workspace Requirements
Provide details about workspace standards for remote work.
e Example:
o Employees must ensure a distraction-free environment with reliable internet.

o The company may provide necessary equipment (e.g., laptops, monitors).

8. Performance Expectations
Clarify how performance will be monitored and evaluated.
e Example:

o Employees will be evaluated based on deliverables, communication, and
adherence to deadlines.

o Regular check-ins with managers will be conducted to review progress.

9. Data Security and Confidentiality
Outline measures to protect company data in hybrid settings.
e Example:

o Employees must follow company policies on data security when working
remotely.

o Only company-approved devices and networks should be used.



10. Expenses and Reimbursements
Define what expenses the company will cover.
e Example:

o The company will reimburse internet or equipment expenses up to [amount].

11. Compliance
Specify consequences for non-compliance.
e Example:

o Non-compliance with this policy may result in revocation of hybrid work privileges
or disciplinary action.

12. Policy Review and Updates
Explain how and when the policy will be reviewed and updated.
e Example:

o This policy will be reviewed annually and updated based on employee feedback
and operational requirements.

13. Acknowledgment
Include an acknowledgment section for employees to sign.

e Example:

| have read and understood the Hybrid Work Policy. | agree to comply with the guidelines
outlined herein.
Employee Name:
Signature:
Date:




