Hybrid Work Policy Template

Company: [Company Name]
Effective Date: [Date]


Purpose: This policy defines how employees split their time between remote and in-office work while maintaining productivity, collaboration, and accountability.
Eligibility: Employees approved by management may participate in hybrid work arrangements based on business and team needs.
Work Schedule: Employees will follow assigned office and remote workdays and remain available during core working hours.
Communication: Employees must use approved communication tools and respond to work-related messages within reasonable timeframes.
Performance: Performance will be evaluated based on results, quality of work, collaboration, and goal achievement.
Technology: The company may provide the necessary equipment. Employees are responsible for the proper use and care of company resources.
Data Security: Employees must follow all security requirements, protect company data, and report security incidents immediately.
Office Attendance: Employees must attend the office on designated days unless otherwise approved by management.
Manager Responsibilities: Managers will communicate expectations, support employees, and ensure fair policy enforcement.
Policy Review: The company may review and update this policy as business needs change.

Employee Signature: ______________________    Date: __________
