
2. Eligibility
2.1 Only permanent employees are eligible for remote work under this policy.
Applicable in the case of on-site employment

responsibilities, and individual performance.

2.3 Interns and employees on probation are not eligible for work-from-home.

2.4 Work-from-home entitlement:
● Employees are allowed to take only one Work From Home (WFH) day per month
with prior approval If an employee takes more than one WFH day in a month, the
additional WFH days will be considered as Half Day Leave.
● Exceeding the monthly limit will result in being marked as absent from work.
● For security reasons, Digital Marketing and Social Media Marketing employees are
required to sign an undertaking taking the form before opting for work from home,
stating that they will not use personal devices (laptops, mobiles, or PCs) to access
the company’s social media accounts.

1. Purpose
The purpose of this Remote Work Policy is to establish guidelines and expectations
for employees who may be allowed to work remotely.
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 3. Approval Process
3.1 Employees interested in participating in the remote/WFH program must submit
a formal request to their supervisor/manager through official emails.
3.2 Requests will be reviewed based on business needs and job responsibilities.
3.3 Upon approval, the approval email must be forwarded to the HR Department for
record-keeping.

4. Equipment and Security
4.1 Employees working remotely are responsible for maintaining the security and
confidentiality of
company information.

5. Work Hours
5.1 Remote employees are expected to adhere to their regular work hours unless
alternative arrangements are approved by their manager.

6. Use of Company-Approved Time Tracking Software
6.1 Employees working remotely are required to use company-approved time
tracking software during work hours.
6.2 The software will be installed on company-provided devices or, with the
employee’s consent, on personal computers or laptops used for work purposes.
6.3 If an employee chooses to use a personal device, the approved tracking software
must be installed to monitor work hours.
6.4 The software will track only work-related activities and will not access personal
files or data.

Work From Home Policy



7. Conditions
7.1 Remote employees must maintain regular communication with their supervisors
and team members.

emails, G-chat, Zoom, and phone.
7.3 Software for tracking work progress will be installed on employees' laptops/PCs.

8. Productivity and Performance
8.1 Performance expectations for remote employees are consistent with those for in-
office employees.
8.2 Regular performance reviews will be conducted to ensure accountability and
productivity.

9. Health and Safety
9.1 Employees are responsible for maintaining a safe and ergonomic work
environment at their remote location.

10. Expenses
10.1 The company will not reimburse any expenses incurred during remote work.

11. Termination of Remote Work Agreement

any time based on business needs.

7.2 Employees must utilise company-approved communication tools, such as HR Magix

9.2 HR Magix is not liable for injuries that occur at the employee’s remote workspace.

11.1 HR Magix reserves the right to terminate or modify the remote work arrangement at
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12. Confidentiality
12.1 Remote employees must adhere to all confidentiality and data protection
policies.
12.2 Unauthorised disclosure of sensitive information may result in disciplinary
action.

13. Compliance

13.1 Remote employees must comply with all applicable laws, regulations, and
company policies while working remotely.

14. Work Availability
14.1 Employees are expected to remain available and actively engaged during
working hours while working remotely.
14.2 Failure to do so may result in strict action, including deduction of leave or
termination in cases of repeated violations.

15. Acknowledgement
15.1 By participating in the Remote/WFH program, employees acknowledge their
understanding and agreement to comply with the terms and conditions outlined in
this policy.

16. Review and Updates
16.1 This policy will be reviewed periodically and may be updated as needed.
16.2 Employees will be informed of any changes.

17. Contact Information
For any questions or concerns regarding the Remote Work Policy, employees may
contact the HR Department.
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