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Purpose 
 
This document provides guidelines for businesses with employees who are working from home. A draft policy is 
below. 
 
Using this Policy 
 

1) If the arrangements regarding work from home are clear and unlikely to change frequently, specify them in 
the policy under the heading Eligibility. (See the blue text below).  

 
2) If the arrangements regarding work from home vary frequently and vary for different employees, then 

delete the section in blue text below but ensure you specify the terms of these arrangements clearly to each 
employee when they are determined.  
 

3) Review the other terms below carefully and customize them for your organization if required. 
 

4) Present this policy to affected employees so the terms are properly understood. In particular, make it clear 
that this policy is designed to benefit the employer AND the employee. It also contains guidelines which may 
help the employee adapt to working from home. 
 

5) Get affected employees to sign and date the below policy. 
 
6) Get legal advice to ensure this policy complies with regulations in your region.  
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[Enter Company Name] 
 

Work From Home Policy 
 
Background 
 
This Work From Home Policy is published by [Enter Company Name] (hereafter “the Employer”) to: 
 

• help employees and subcontractors achieve a productive, balanced, rewarding and fulfilling work 
environment  

• help the employer maximize productivity in accordance with its culture, mission and goals 
 

This Work From Home Policy does not alter any duties, obligations, responsibilities and/or conditions of employment 
with the employer unless specifically agreed upon in writing.  
 
This Work From Home Policy governs those deemed eligible to work from home in the employer’s sole discretion.  
 
Eligibility 
 
Not all work performed by the employer lends itself to remote work. A representative of the employer will assess 
responsibilities and obligations during any work period and determine whether work is conducive to a remote 
working policy.  
 
At that time, the representative of the employer will inform affected employees of the terms of any work from home 
arrangements.  
 
Optional (for those with clearly determined work from home terms): 
 
Currently, management has determined that [insert details of eligible employees, e.g. “name of employee(s)” or “all 
Accountants” or “all full-time employees” etc.] may work remotely [insert date/time restrictions if any, e.g. “on 
Tuesdays, Wednesdays and Thursdays” or “at all times EXCEPT for Monday mornings” etc.], and this permission may 
be withdrawn at any time as the employer’s business needs require. 
 
Requests for a Work from Home Arrangement 
 
An employee who does not meet the eligibility criteria mentioned herein may request to work from home, in which 
case the employer will make a decision (in its sole discretion) based on the following criteria: 
 

• the effect on the workplace, other employees and the business should the request be approved  

• the compliance of the home-based work with applicable health and safety requirements 

• the financial impact of approving the request, including the impact on efficiency, productivity and customer 
service 

• the ability of the employee to meet the requirements of their job if the request were approved 

• the practicality or otherwise of the arrangements that may need to be put in place to accommodate the 
employee’s request 

• the nature of the work being done and whether that work can be done from home. and if so, on what basis 

• the ability of the requesting employee to self-manage their work and performance as a home-based worker 
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• the ability of the manager to remotely manage the employee working from home  

• other matters based on individual circumstances and the employer’s operational requirements 
 
Any Home Working Arrangement approved under this policy should undergo a trial period of three (3) months to 
ensure the arrangements meet the business requirements of the employer. The employer may end the remote work 
assignment at any time with or without cause. 
 
Designated Workspace 
 
It is the responsibility of the employee to designate a remote workspace, which is typically a space in the employee’s 
home (an office, spare bedroom, etc.). No work should be performed outside of this designated workspace. The 
designated workspace must be kept in a safe condition, free from hazards to both the employee and the equipment. 
Should the employee sustain any injuries in their designated workspace and in conjunction with his or her regular 
work duties, the employee is responsible for notifying his or her manager of such injuries as soon as is practicable. The 
employer will not be responsible for any injuries to the employee or any third parties outside of the designated 
workspace or during the employee’s non-working time. 
 
If, while working from a designated workspace, the employee experiences technical issues with his or her computer or 
internet access that prevent the employee from working remotely, the employee must notify his or her manager 
immediately. Interruptions to work caused by internet outages may require the employee to work from their regular 
office space for the remainder of the day, or until the outage is fixed. 
 
Employees working from a designated workspace may, from time to time, be required to come to their usual work 
site as required by the needs of the business. 
 
Remote Meetings  
 
Employees working from a designated workspace will be expected to attend all essential meetings via video 
conference or by phone. 
 
Rules and Policies 
 
All of the employer’s rules and policies apply while working from a designated workspace. These policies include, but 
are not limited to, policies regarding attendance, confidentiality, compensation and policies prohibiting harassment. 
Employees are reminded that this Work From Home Policy is not to be used in place of sick leave, or any other leave 
designation. The employer is not responsible for any expenses related to remote work during this period. 
 
Employees working from a designated workspace understand that their computers and the internet may be 
monitored by the employer periodically during their work time. 
 
Designated Work Time 
 
Employees must follow their regular assigned work schedule, unless otherwise discussed with and approved by the 
employee’s manager. All arrangements for childcare, elder care, repair persons, etc. must be arranged so as not to 
interfere with the employee’s regular work schedule. 
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Time Keeping 
 
Employees who are entitled to overtime pay will be required to accurately record all hours worked and submit 
accurate time records to their managers. Overtime hours will require the advance approval of the employee’s 
supervisor. Failure to comply with these requirements may result in the immediate termination of the remote 
working arrangement. 
 
Meal and Rest Breaks 
 
Employees are expected to adhere to the employer’s meal and rest break policies. Employees are relieved of all duty 
during such meal and rest breaks and must not conduct work of any kind while they are on their meal or rest breaks. 
Employees are expected to accurately record their meal and rest breaks, and make those records available to their 
managers, if required. 
 
Confidentiality and Security 
 
Employees working remotely are reminded that even if they are working from a designated workspace, they are 
bound by any confidentiality and/or security agreements which form part of their employment with the employer. 
Thus, consistent with the employer’s expectations of information security for employees working in the office, remote 
employees will be expected to ensure the protection of proprietary company and customer information accessible 
from their home office. Steps include regular password maintenance, locked file cabinets and desks to store sensitive 
information, and any other measures appropriate for the job and the environment of the designated workspace. Any 
questions regarding this Work From Home Policy may be directed to the employee’s manager.  
 
Review of Conditions  
 
The employer may from time to time review the circumstances of any work from home arrangement to ensure: 
 

• health and safety requirements continue to be met 

• all deliverables are being met 

• the employer’s policies and procedures are being adhered to 

• the quality, quantity and timeliness of the work performed is to the standard required 

• the impact on other members of the work team is not detrimental to the overall performance of the team 
and company 

• the operational requirements of the area are being met 

• the employee is complying with the terms of the agreement 

• the home working arrangements are meeting the needs of the employee 
 
The employer may terminate any work from home arrangement with an employee at any time by giving four weeks’ 
notice.  
 
Guidelines for Employees Working From Home 
 
The employer advises that employees should: 
 

• Maintain a morning routine. Because you’re not going into an office, do not skip things that ordinarily set you 
up for success. Wake at the same time, and continue the routine that works for you.  
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• Repurpose commute time for self-care. Average commute times range from 15 to 60 minutes each way so use 
this time in a beneficial way, whatever that means to you.  

• Dress appropriately for business. Dress as though you will be interfacing with colleagues, partners, or customers 
via video. Dressing comfortably yet professionally helps get you in the right mindset to stay productive.  

• Focus on nutrition. Maintain focus and energy by avoiding foods with sugars, artificial ingredients, or empty 
calories. 

• Designate a dedicated workspace. Find an environment that fosters productivity. It should be quiet, 
comfortable, and free of distractions - and different from where you usually eat or relax.  

• Take time to go outside. Taking breaks helps focus and well-being. Recharge by walking around the block or 
stepping outside on a patio or balcony. 

• Conduct video meetings where possible. Face-to-face interaction can be a casualty of remote work. Daily stand-
ups or team meetings via video conferencing software will maintain personal connections.    

 
Updates and Effect of this Policy 
 
This policy may be updated or rescinded by the employer from time to time in its sole discretion.  
 
This policy does not override the terms of any employment agreement entered into with the employee. 
 
Acknowledgment of Receipt 
 
I acknowledge that I have read and understood this Work From Home Policy and that I agree to abide by it at all times.  
 
 
 
________________________ 
Signed (Employee) 
Date: 


