
HR Policies & Procedures

“Telecommuting involves a regular work-at-home or remote-access arrangement for all or part of 
the workweek. An employee will not be allowed to telecommute when:  

• The nature of the job requires the employee to be on-site,
•	 The	job	duties	cannot	be	performed	efficiently	from	a	remote	location,
• The employee does not regularly demonstrate high levels of performance and productivity, or
• The employee requires close supervision or interaction with other employees.

Employees who are allowed to telecommute must maintain high standards of performance and 
a regular work schedule. Any telecommuting arrangement will begin on a trial basis for the 
first three months, and may be discontinued, at will, at any time by request of either the 
telecommuter or the organization. Employees who work offsite will be held to the same terms 
of employment as onsite employees, and will also be required to:

•	 Maintain	equal	productivity	with	in-office	workers,	where	applicable;
•	 Keep	an	accurate	account	of	both	work	hours	and	work	completed	in	those	hours;
•	 Refuse	personal	visitors	during	work	hours	and	arrange	for	daycare	or	elder	care	services,	if	 
							applicable;
• Be responsible for any company property, including equipment, materials and intellectual  
							property	used	off-site;
•	 Remember	that	they	are	representatives	of	the	company	regardless	of	working	location;	and
•	 Maintain	a	workplace	free	from	recognized	hazards	and	that	complies	with	all	occupational	 
       safety and health standards, rules and regulations.

The company will not be responsible for loss, damages, or wear of any equipment, furniture 
or supplies owned by the telecommuter, and the telecommuter is responsible for insurance 
coverage on company-owned equipment in the event of a natural disaster or fire in which the 
equipment becomes inoperable or destroyed at the telecommuter’s residence.”
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Telecommuting Policy 
Below is a sample telecommuting 
policy an employer might include in its 
employee	handbook.

G&A Partners has got your back (office).
Without sound HR policies and procedures, your business is vulnerable to misunderstandings and 
mistakes can lead to embarrassing errors, injuries, and even expensive lawsuits and litigation. 
Learn how G&A Partners’ HR experts can help protect your business at www.gnapartners.com.

This sample policy is provided as an example only. This information is not intended to be exhaustive nor should any discussion or opinions be 
construed as legal advice. Readers should contact legal counsel for legal advice.


