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Work/Life Benefits - Working from Home Policy

Work Hours

Our normal work hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. A one-hour lunch break is provided. Lunch breaks should be scheduled in accordance with department staffing requirements. Employees are expected to be at work during their normal hours unless the work assignment takes them out of the office.

Working from Home

In order to best accommodate the needs of our employees and our customers, the company expects all employees to be available during normal working hours. Subject to the staffing needs of their department, and prior management approval, an employee may occasionally request to work from home. Employees wishing to work from home must adhere to the following guidelines:

· Working from home must be approved in advance by the department manager. As approval of work from home will be based on internal and external customer requirements--not all departments may be able to accommodate all requests.

· Each work from home request schedule must include at least 40 hours of scheduled work time spread over at least five work days. A minimum of a 30-minute lunch period is required each day.

· When working from home an employee must be available by phone or e-mail if customers or other employees have questions.

· Generally employees will be expected to adhere to the same normal work hours when working from home.

· When working from home requires an employee to take home company files, prior management approval is required.

· Employees who want to work from home are responsible for assuring that the “home” office has needed tools and set-up to assure that work is performed safely, efficiently and effectively.
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
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