
Remote Work Agreement
This Remote Work Policy Agreement serves as a comprehensive guide for establishing
the expectations and responsibilities of both the employer and the employee in a remote
work environment. As remote work becomes increasingly common, this document
outlines the critical components necessary to ensure a productive, secure, and legally
compliant working relationship.
This agreement, when signed by both parties, will serve as a binding document,
ensuring that all terms are understood and agreed upon, thus creating a solid
foundation for a positive and productive remote working relationship.

1. Employee Information

Field Details

Name [Employee Name]

Position [Employee Position]

Department [Employee Department]

2. Work Schedule

Field Details

Work Hours [Define Work Hours]

Core Hours [Define Core Hours]

Guidelines:

● Work Hours: Specify the expected daily or weekly working hours.
● Core Hours: Define mandatory hours when the employee must be available,

ensuring overlap with team members.

3. Job Responsibilities



Field Details

Primary Duties [List Job Responsibilities]

Additional Tasks [List Any Additional Tasks]

Guidelines:

● Primary Duties: Clearly outline the key responsibilities the employee is expected
to perform.

● Additional Tasks: Mention any additional tasks that may be assigned.

4. Communication and Reporting

Field Details

Communication Tools [List Communication Tools]

Check-in Frequency [Define Check-in Frequency]

Guidelines:

● Communication Tools: List the tools (e.g., Slack, Zoom, Email) that should be
used for communication.

● Check-in Frequency: Define how often the employee should check in with their
manager (e.g., daily, weekly).

5. Equipment and Technology

Field Details

Provided Equipment [List Provided Equipment]

Maintenance Responsibilities [Define Maintenance Responsibilities]

Guidelines:

● Provided Equipment: Specify the equipment (e.g., laptop, phone) provided by
the company.



● Maintenance Responsibilities: Outline who is responsible for equipment
maintenance and repairs.

6. Confidentiality And Data Security

Field Details

Data Protection Measures [Outline Data Protection Measures]

Employee Responsibilities [Define Employee Responsibilities]

Guidelines:

● Data Protection Measures: Detail the security protocols to protect company
data.

● Employee Responsibilities: Define the employee’s role in maintaining data
confidentiality and security.

7. Legal and Compliance

Field Details

Compliance with Labor Laws [Include Compliance Clauses]

Tax Implications [Include Tax Implications]

Work-Related Injuries [Include Reporting Guidelines]

Guidelines:

● Compliance with Labor Laws: Ensure the agreement complies with local labor
laws.

● Tax Implications: Explain any tax-related responsibilities for remote work.
● Work-Related Injuries: Provide guidelines for reporting and handling injuries

while working remotely.



8. Signatures

Field Signature/Date

Employer Signature ______________________ Date: ___________

Employee Signature ______________________ Date: ___________

This template provides a structured approach to remote work agreements, ensuring
clarity in expectations and responsibilities for the employer and employee.


