REMOTE WORK EMPLOYEE CONDUCT GUIDELINES

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[CITY, STATE, ZIP CODE]

Employee Name: [EMPLOYEE FULL NAME]

Employee ID: [EMPLOYEE ID NUMBER]

Job Title: [JOB TITLE]

Department: [DEPARTMENT NAME]

Reporting Manager: [MANAGER FULL NAME]

Remote Work Location Address: [EMPLOYEE REMOTE WORK ADDRESS]

Effective Date: [EFFECTIVE DATE]

Review Date: [REVIEW DATE]

RE: Remote Work Employee Conduct Guidelines

1. PURPOSE AND SCOPE

1.1 Purpose: These Remote Work Employee Conduct Guidelines establish the standards of conduct, expectations, and responsibilities applicable to employees of [COMPANY NAME] who perform work remotely.

1.2 Scope: These guidelines apply to all employees approved for remote work, including full-time, part-time, temporary, and contract personnel, beginning on [EFFECTIVE DATE].

1.3 Acknowledgment: By signing this form, the employee acknowledges receipt, review, and understanding of these guidelines.

2. ELIGIBILITY AND APPROVAL

2.1 Eligibility: Remote work eligibility is determined by [COMPANY NAME] based on job duties, performance, and operational needs.

2.2 Written Approval: No employee may work remotely without prior written approval from [APPROVING MANAGER NAME].

2.3 Approval Date: Remote work approval is granted effective [REMOTE WORK START DATE] and remains in effect until [REMOTE WORK END DATE] or until modified or revoked.

2.4 Revocation: [COMPANY NAME] reserves the right to modify or revoke remote work arrangements at any time with notice as required by applicable law.

3. WORK HOURS AND AVAILABILITY

3.1 Standard Work Hours: The employee's standard remote work hours are [START TIME] to [END TIME], [TIME ZONE], on [WORKDAYS].

3.2 Availability: The employee must remain reachable during scheduled hours via [COMMUNICATION METHOD, E.G., PHONE, EMAIL, VIDEO CONFERENCING].

3.3 Response Time: The employee is expected to respond to communications within [RESPONSE TIME, E.G., 30 MINUTES] during scheduled hours.

3.4 Overtime: Any overtime must be approved in advance by [MANAGER NAME] in accordance with company policy and applicable law.

3.5 Time Recording: The employee must record work hours using [TIME TRACKING SYSTEM] in accordance with company policy.

4. WORK ENVIRONMENT AND SAFETY

4.1 Designated Workspace: The employee agrees to perform remote work from the designated remote work location identified above.

4.2 Safe Environment: The employee must maintain a safe, clean, and professional workspace free from hazards.

4.3 Ergonomics: The employee is responsible for arranging an ergonomically appropriate workstation and may request reasonable accommodations through [HR CONTACT NAME].

4.4 Injury Reporting: Any work-related injury occurring at the remote work location must be reported to [MANAGER NAME] and [HR CONTACT NAME] within [REPORTING PERIOD, E.G., 24 HOURS].

4.5 Home Inspection: The employee consents to a workspace safety assessment upon reasonable notice, if required by [COMPANY NAME].

5. EQUIPMENT AND COMPANY PROPERTY

5.1 Company Equipment: [COMPANY NAME] will provide the following equipment: [LIST OF EQUIPMENT, E.G., LAPTOP, MONITOR, HEADSET].

5.2 Equipment Agreement: The employee must sign and comply with the Company Equipment Agreement dated [EQUIPMENT AGREEMENT DATE].

5.3 Care of Equipment: The employee must use company equipment solely for business purposes and protect it from damage, loss, or theft.

5.4 Loss or Damage: The employee must report loss, theft, or damage to [IT CONTACT NAME] within [REPORTING PERIOD, E.G., 24 HOURS].

5.5 Return of Property: All company property must be returned by [RETURN DEADLINE] upon separation or upon request.

6. DATA SECURITY AND CONFIDENTIALITY

6.1 Confidential Information: The employee must protect all confidential and proprietary information in accordance with the Confidentiality Agreement dated [CONFIDENTIALITY AGREEMENT DATE].

6.2 Secure Networks: The employee must use a secure, password-protected network and company-approved VPN when accessing company systems.

6.3 Device Security: The employee must keep all devices updated with required security software and enable screen locks.

6.4 Prohibited Practices: The employee may not store company data on unauthorized personal devices or unapproved cloud services.

6.5 Data Breach Reporting: Any suspected data breach or security incident must be reported immediately to [IT SECURITY CONTACT NAME].

7. PROFESSIONAL CONDUCT AND COMMUNICATION

7.1 Professional Standards: The employee must maintain the same professional standards of conduct, dress, and communication as required in the office.

7.2 Video Conferencing: During video meetings, the employee must present a professional background and appearance.

7.3 Respectful Communication: The employee must communicate respectfully and inclusively with colleagues, clients, and partners.

7.4 Prohibited Conduct: Harassment, discrimination, and other conduct prohibited by company policy remain prohibited in all remote work settings, including virtual communications.

8. PERFORMANCE AND ACCOUNTABILITY

8.1 Performance Standards: The employee must meet the same performance standards and deadlines as office-based employees.

8.2 Regular Check-Ins: The employee must participate in scheduled check-ins with [MANAGER NAME] at [CHECK-IN FREQUENCY].

8.3 Reporting: The employee must submit work progress reports in the manner and frequency requested by [MANAGER NAME].

8.4 Corrective Action: Failure to meet performance or conduct standards may result in corrective action up to and including termination, subject to applicable law.

9. WORK-LIFE BOUNDARIES AND DEPENDENT CARE

9.1 Dependent Care: The employee must arrange dependent care during scheduled work hours and may not use work time for dependent care responsibilities.

9.2 Distractions: The employee must minimize household distractions during scheduled work hours.

9.3 Separation of Spaces: The employee is encouraged to maintain a workspace separate from personal living areas.

10. EXPENSES AND REIMBURSEMENT

10.1 Reimbursable Expenses: [COMPANY NAME] will reimburse pre-approved remote work expenses in accordance with the Expense Reimbursement Policy dated [EXPENSE POLICY DATE].

10.2 Approval Required: All expenses must be approved in advance by [MANAGER NAME].

10.3 Submission Deadline: Expense reports must be submitted within [SUBMISSION PERIOD, E.G., 30 DAYS].

11. TAX AND LEGAL COMPLIANCE

11.1 Tax Responsibility: The employee is responsible for understanding and complying with applicable tax obligations related to their remote work location.

11.2 Jurisdictional Notice: The employee must notify [HR CONTACT NAME] of any change in remote work location at least [NOTICE PERIOD, E.G., 30 DAYS] in advance.

11.3 Legal Compliance: The employee must comply with all applicable laws, regulations, and company policies while working remotely.

12. POLICY VIOLATIONS

12.1 Violations: Violations of these guidelines may result in disciplinary action, up to and including termination of employment.

12.2 Investigation: [COMPANY NAME] will investigate alleged violations in accordance with its standard procedures.

12.3 Reporting Violations: Suspected violations should be reported to [HR CONTACT NAME] or [COMPLIANCE CONTACT NAME].

13. ACKNOWLEDGMENT AND SIGNATURES

13.1 Acknowledgment: The employee acknowledges that they have read, understood, and agree to comply with these Remote Work Employee Conduct Guidelines.

13.2 At-Will Statement: Nothing in these guidelines alters the at-will nature of employment, where applicable.

13.3 Amendment: [COMPANY NAME] may amend these guidelines at any time with written notice to the employee.

Employee Signature: ______________________________

Employee Printed Name: [EMPLOYEE FULL NAME]

Date: [SIGNATURE DATE]

Manager Signature: ______________________________

Manager Printed Name: [MANAGER FULL NAME]

Date: [MANAGER SIGNATURE DATE]

HR Representative Signature: ______________________________

HR Representative Printed Name: [HR REPRESENTATIVE NAME]

Date: [HR SIGNATURE DATE]
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