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Work From Home Policy Template
Editable template for HR teams and employers

Use this template to create a clear work from home policy for your organization. Customize the sections in brackets, remove anything that does not apply to your company, and review the final policy against the employment, tax, security, and workplace requirements that apply in each location where your employees work.

	How to Use This Template
Before publishing your work-from-home policy:
1. Replace all text in [brackets] with your company's information.
2. Choose which remote work arrangements your company allows.
3. Confirm eligibility rules with managers and HR.
4. Review equipment, security, reimbursement, and work location requirements with the relevant teams.
5. Check applicable employment, tax, payroll, safety, and accommodation requirements.
6. Remove sections that do not apply to your organization.
7. Set a policy owner and review date.
8. Share the final policy with employees and collect acknowledgment.



	Important: This template provides a general framework and is not legal advice. Employment and remote work requirements vary by location. Have the final policy reviewed where necessary before implementation.




[Company Name] Work From Home Policy
	Effective date
	[Month Day, Year]

	Policy owner
	[HR / People Operations / Department]

	Approved by
	[Name / Role]

	Last reviewed
	[Month Day, Year]

	Next review date
	[Month Day, Year]


1. Purpose
This work from home policy explains when and how employees at [Company Name] may work remotely.
The purpose of the policy is to provide consistent expectations for remote work while supporting:
· Business operations
· Employee productivity
· Team collaboration
· Data security
· Employee wellbeing and safety
· Fair and consistent decision-making
Employees working remotely remain responsible for meeting the requirements of their role and following all applicable company policies.
2. Scope
This policy applies to:
[Select and customize as needed]
· Full-time employees
· Part-time employees
· Temporary employees
· Contractors
· Interns
· Other: [Specify]
This policy covers the following remote work arrangements:
· Occasional work from home
· Regular work from home
· Hybrid work
· Fully remote work
· Temporary remote work
· Other: [Specify]
Employees who are not covered by this policy may be subject to separate agreements or policies.
3. Definitions
For the purposes of this policy:
Remote work means performing work from an approved location outside a company workplace.
Work from home means working remotely from the employee's approved home address.
Hybrid work means regularly dividing working time between a company workplace and an approved remote location.
Occasional remote work means working remotely on an irregular or limited basis.
Fully remote work means performing the employee's role primarily or entirely from an approved location outside a company workplace.
Remote work agreement means an individual arrangement that records the remote work terms approved for a specific employee.
4. Eligibility
Remote work eligibility is determined primarily by the requirements of the employee's role and the organization's business needs.
Factors that may be considered include:
· Whether the essential duties of the role can be performed remotely
· The need for on-site access to equipment, customers, documents, or facilities
· Team coverage and operational requirements
· Employee performance
· Employee attendance
· Security or confidentiality requirements
· Regulatory requirements
· The employee's proposed work location
Eligible employees must:
[Insert any requirements, for example:]
· Have completed [X days/months] of employment
· Be meeting the performance expectations of their role
· Have no current disciplinary or attendance issues
· Have access to an appropriate remote workspace
· Meet the technology and connectivity requirements of the role
Remote work eligibility may differ between roles and departments.
Eligibility under this policy does not replace any process for disability, medical, pregnancy, religious, or other legally protected accommodations.
5. Types of Remote Work Arrangements
Occasional remote work
Employees may work remotely occasionally when approved by [manager / HR / other].
Occasional remote work does not create an ongoing entitlement to remote work.
Hybrid work
Approved hybrid employees may work remotely [X days per week/month].
Employees are expected to work from [office/location] on:
[Insert required office days or describe how they are determined.]
Fully remote work
Employees approved for fully remote work may perform their role primarily from an approved remote location.
Any required office attendance, travel, meetings, or company events will be communicated separately.
Temporary remote work
Temporary remote work may be approved for circumstances such as:
· Short-term personal situations
· Travel disruption
· Office closure
· Emergency conditions
· Temporary relocation
· Other business or operational reasons
Temporary approval does not automatically create a permanent remote work arrangement.
6. Request and Approval Process
Employees who want to begin or change a remote work arrangement must submit a request through:
[HR system / form / email / other process]
Requests should normally be submitted at least [X working days/weeks] before the requested start date.
The request should include:
· Requested remote work arrangement
· Proposed start date
· Proposed schedule
· Proposed work location
· Reason for the request, where required
· Any equipment or technology needs
· Any other information required by the company
Requests will be reviewed by:
[Direct manager / HR / department head / other]
The company may consider:
· Role requirements
· Business needs
· Team coverage
· Employee performance
· Security requirements
· Work location
· Legal or tax requirements
· Previous remote work arrangements
The company aims to respond within [X working days].
Approved arrangements should be documented in [HR system / employee record / remote work agreement].
7. Approved Work Location
Employees may work remotely only from approved locations.
The employee's primary approved remote work location is:
[Home address / registered location / other]
Employees must notify [manager / HR] before regularly working from another location.
Employees may not permanently relocate or begin working from another state, province, country, or jurisdiction without prior written approval.
Temporary work from another location may also require approval.
Approval may depend on:
· Payroll requirements
· Tax obligations
· Employment laws
· Immigration or work authorization
· Insurance
· Workers' compensation
· Data security
· Customer or contractual requirements
8. Working Hours
Remote employees normally follow the same working hours that apply to their role.
Standard working hours are:
[Example: Monday to Friday, 9:00 a.m. to 5:00 p.m.]
Core availability hours are:
[Example: 10:00 a.m. to 3:00 p.m. local time]
Employees must follow all applicable rules regarding:
· Working hours
· Breaks
· Rest periods
· Overtime
· Time tracking
· Attendance
Employees who are required to record working time must accurately record all hours worked.
Employees must obtain approval before working overtime where required by company policy or applicable law.
Remote work should not be used as a replacement for sick leave, vacation, or other forms of approved time off.
9. Availability and Communication
Remote employees are expected to remain reasonably accessible during their scheduled working hours.
Employees must use the following approved communication tools:
[Slack / Microsoft Teams / email / phone / video conferencing / other]
Employees are expected to:
· Check work-related communication during working hours
· Respond to messages within [X minutes/hours]
· Keep calendars updated
· Maintain accurate availability or status information
· Attend required meetings
· Participate in team communication
· Notify their manager of unexpected absences or connectivity problems
Meeting expectations:
[Insert relevant rules regarding attendance, cameras, scheduling, time zones, etc.]
10. Office Attendance and In-Person Requirements
Employees may be required to attend:
· Team meetings
· Training
· Company events
· Client meetings
· Performance reviews
· Planning sessions
· Other activities that require physical presence
Hybrid employees are expected to work on-site:
[Insert days/frequency/rules.]
Fully remote employees may be asked to travel to a company location [X times per year / when reasonably required / other rule].
The company will provide [X days/weeks] notice where practical.
11. Performance Expectations
Remote employees are held to the same performance standards as employees working on-site.
Performance will be evaluated using criteria such as:
· Role responsibilities
· Goals
· Deliverables
· Quality of work
· Deadlines
· Productivity
· Collaboration
· Communication
· Customer outcomes
· Role-specific KPIs
Managers should maintain regular communication with remote employees.
The expected check-in frequency is:
[Weekly / biweekly / monthly / other]
Remote work approval may be reviewed if an employee consistently fails to meet role, attendance, communication, or performance expectations.
Performance concerns should be handled through the company's normal performance management process.
12. Equipment and Technology
[Company Name] provides the following equipment to eligible remote employees:
[Select or customize]
· Laptop
· Monitor
· Keyboard
· Mouse
· Headset
· Mobile phone
· Docking station
· Security equipment
· Software licenses
· Other: [Specify]
Company-provided equipment remains the property of [Company Name].
Employees are responsible for taking reasonable care of company equipment.
Employees must promptly report:
· Lost equipment
· Stolen equipment
· Damage
· Hardware problems
· Software problems
· Security incidents
Repair and replacement responsibility:
[Insert company rules.]
Employees may / may not use personal devices for company work.
[Delete one and add BYOD requirements if applicable.]
13. Equipment Return
Employees must return company equipment when:
· Employment ends
· The company requests its return
· The employee changes roles
· The remote work arrangement ends
· Equipment is replaced
Equipment should normally be returned within [X working days].
Employees must follow the company's offboarding and equipment return process.
14. Data Security and Confidentiality
Remote employees must follow all company data security, confidentiality, privacy, and acceptable-use requirements.
Employees must:
· Use approved devices
· Use approved software
· Keep devices protected by passwords
· Use multi-factor authentication where required
· Use a VPN where required
· Install required security updates
· Store company files only in approved systems
· Lock devices when unattended
· Prevent unauthorized access to company information
· Protect printed company documents
· Report lost or stolen devices immediately
· Report suspected security incidents immediately
Employees may not share company devices or login credentials with family members or other individuals.
15. Public Wi-Fi and Shared Spaces
Employees should avoid accessing sensitive company information through unsecured public networks.
Where public Wi-Fi must be used, employees must:
[Insert requirements, such as use of company VPN.]
Employees working from cafés, coworking spaces, hotels, airports, or other shared environments must take reasonable steps to prevent other people from viewing confidential information or overhearing sensitive conversations.
16. Use of AI Tools
Employees using AI tools while working remotely must follow the company's AI and data-handling policies.
Employees may only enter confidential, personal, customer, or proprietary information into AI systems when the company has explicitly approved that use.
Approved AI tools:
[Insert list or link to company AI policy.]
Prohibited AI uses:
[Insert rules or reference company AI policy.]
17. Home Workspace
Employees are responsible for maintaining a workspace that allows them to perform their duties effectively.
The workspace should provide:
· Sufficient space
· Appropriate lighting
· Reliable internet access
· Appropriate equipment
· Reasonable privacy
· A safe working environment
Where relevant, employees should use an ergonomic setup that supports safe computer work.
Employees should report any workplace safety concerns through:
[Process/contact.]
18. Internet and Connectivity
Employees are responsible for maintaining internet connectivity that is reasonably sufficient for their role unless the company states otherwise.
Minimum requirements:
[Example: stable broadband connection of X Mbps.]
If an internet or power outage prevents an employee from working, they must notify their manager as soon as possible.
The manager and employee should determine whether the employee will:
· Resume work when service returns
· Work from another approved location
· Report to the office
· Use another approved arrangement
19. Expenses and Reimbursements
[Company Name] reimburses the following eligible remote work expenses:
[Customize]
· Internet
· Mobile phone
· Office supplies
· Equipment
· Coworking space
· Furniture
· Utilities
· Other: [Specify]
Monthly remote work stipend:
[$ amount / Not provided / Other]
One-time home office allowance:
[$ amount / Not provided / Other]
Expenses above [$ amount] require advance approval.
Employees should submit reimbursement requests through:
[Expense system/process]
Required documentation:
[Receipts / invoices / manager approval / other]
Reimbursements will normally be processed within:
[X days / next payroll cycle / other]
20. Compensation and Benefits
An approved remote work arrangement:
[Select one]
· Does not change the employee's salary or benefits.
· May affect compensation based on the employee's work location.
· Is subject to the company's location-based compensation policy.
· Other: [Specify]
Employees will be informed of any compensation or benefits change before it takes effect.
Remote employees remain eligible for company development, promotion, training, and other employee programs subject to the same applicable criteria as other employees.
21. Working From Another State or Country
Employees must receive written approval before changing their regular work location to another state, province, country, or jurisdiction.
Employees planning temporary work from another location must request approval if the stay will exceed:
[X days]
Requests should be submitted at least:
[X days/weeks] in advance.
Approval may be denied where the proposed location creates:
· Payroll obligations
· Tax exposure
· Employment law obligations
· Immigration requirements
· Work authorization issues
· Insurance issues
· Security risks
· Data residency requirements
· Customer or contractual restrictions
· Operational difficulties
Employees must not assume that an approved remote role can be performed from any location.
22. Temporary Exceptions
Managers may approve temporary exceptions to this policy where appropriate.
Examples may include:
· Transport disruption
· Severe weather
· Temporary personal circumstances
· Office closure
· Short-term operational needs
Temporary exceptions should include:
· Reason for the exception
· Start date
· End date
· Approved work location
· Any special conditions
Repeated temporary exceptions should be reviewed to determine whether a formal remote work arrangement is more appropriate.
23. Emergency Remote Work
The company may temporarily require employees to work remotely during emergencies or business disruptions.
Examples include:
· Severe weather
· Natural disasters
· Public health emergencies
· Building closures
· Security incidents
· Infrastructure failures
The company may temporarily modify normal remote work rules during these situations.
Employees will receive instructions from:
[HR / management / business continuity team / other]
24. Accommodation Requests
Requests to work remotely because of a disability, medical condition, pregnancy-related need, religious requirement, or another legally protected reason should be handled under the company's applicable accommodation process.
Employees should contact:
[HR contact / accommodation process]
These requests may require a different review process from ordinary remote work requests.
25. Compliance With Other Company Policies
Remote employees remain subject to all other applicable company policies.
These may include:
· Code of conduct
· Information security
· Confidentiality
· Data privacy
· AI use
· Timekeeping
· Overtime
· Leave
· Expenses
· Equipment
· Workplace safety
· Anti-harassment
· Performance management
· Records management
If this policy conflicts with another company policy, employees should contact [HR / manager / policy owner] for guidance.
26. Review of Remote Work Arrangements
Individual remote work arrangements may be reviewed:
· After an initial trial period
· At regular intervals
· When the employee changes roles
· When the employee changes manager or department
· When performance concerns arise
· When business requirements change
· When the employee changes work location
· When legal or regulatory requirements change
Initial review period:
[Example: 90 days]
Regular review frequency:
[Example: Every 12 months]
27. Changes or Termination of a Remote Work Arrangement
[Company Name] may modify or end an approved remote work arrangement where permitted by applicable law.
Reasons may include:
· Changes in business needs
· Changes to the employee's role
· Performance concerns
· Attendance concerns
· Security requirements
· Team restructuring
· Office requirements
· Legal or regulatory changes
· Failure to comply with this policy
Where practical, employees will receive:
[X days/weeks] written notice.
The company may require an immediate change where necessary for legal, security, safety, or serious operational reasons.
28. Policy Review and Updates
This policy is owned by:
[Department / Role]
The policy will normally be reviewed:
[Every 12 months / other frequency]
It may be reviewed earlier when:
· Employment laws change
· The company expands into new locations
· The company's work model changes
· New technology is introduced
· Security requirements change
· Business needs change
· Recurring policy questions show that clarification is needed
Employees will be notified when material changes are made.
Employee Acknowledgment
I confirm that I have received and read the [Company Name] Work From Home Policy.
I understand the expectations that apply to my remote work arrangement and agree to follow this policy and other applicable company policies.
I understand that an approved remote work arrangement may be reviewed or changed in accordance with this policy and applicable law.

	Employee name:
	

	Job title:
	

	Department:
	

	Approved remote work arrangement:
	

	Approved work location:
	

	Start date:
	

	Review date:
	

	Employee signature:
	

	Date:
	

	Manager signature:
	

	Date:
	

	HR approval, if required:
	

	Date:
	


Remote Work Policy Review Checklist
Before publishing the policy, confirm that:
· Purpose and scope are clear
· Eligible employee groups are defined
· Remote work types are defined
· Eligibility rules are role-based
· Accommodation requests have a separate process
· Request and approval steps are documented
· Approved work locations are defined
· Out-of-state and international work are addressed
· Working hours are defined
· Core hours are included where relevant
· Time tracking requirements are clear
· Overtime rules are addressed
· Communication channels are defined
· Response expectations are specific
· Office attendance requirements are clear
· Performance expectations are documented
· Equipment responsibilities are defined
· BYOD rules are addressed
· Equipment return procedures are included
· Security requirements are included
· Public Wi-Fi rules are included
· AI tool requirements are aligned with the company's AI policy
· Home workspace expectations are defined
· Internet and outage procedures are covered
· Expense reimbursement rules are clear
· Any stipend or allowance is documented
· Compensation implications are addressed
· Temporary exceptions are covered
· Emergency remote work is addressed
· Individual arrangements have a review process
· Conditions for changing or ending remote work are documented
· A policy owner is assigned
· A review date is set
· Employees acknowledge receipt of the policy

	Template note
This template is intended as a starting point for creating an internal work from home or remote work policy. Organizations should adapt it to their workforce, locations, work model, and applicable requirements before use.
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