
1. Introduction
The Work From Home Monitoring & Productivity Policy outlines the guidelines and

transparency, accountability, productivity, and effective performance management while
employees are working from home.

efficiency, and responsibility as working from the office. To support this objective,
employees are required to use company-approved monitoring and productivity tracking
tools.
This policy applies to all employees who have been granted Work From Home privileges by
the company.

2. Purpose & Scope
The purpose of this policy is to:
● Ensure accountability and productivity during remote work.
● Monitor work-related activities during official working hours.
● Maintain transparency in employee performance and time utilization.
● Support performance evaluation through objective productivity data.
● Align remote work practices with company operational requirements.
This policy applies to all employees working remotely using either company-provided or
personal devices for official work.
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3. Work From Home Monitoring Requirements

3.1 Mandatory Software Installation
● All employees working from home must install and maintain the company-
approved productivity and time-tracking software.
● This requirement applies to both company-provided laptops and personal
laptops used for official work.
● Employees who fail to install or maintain the required software may lose their
Work From Home eligibility.

3.2 Time Tracking
● The software will automatically track login and logout times.
● Working hours, active work duration, and work-related activities will be recorded
during official office hours.
● Employees are expected to remain available and responsive during their
assigned working schedule.

3.3 Productivity Monitoring
● The software will calculate productivity based on work-related activities
performed during office hours.
● Productivity reports may be reviewed by Reporting Managers, HR, and
Management for performance assessment.
● Productivity data may be considered during performance reviews and Work From
Home eligibility evaluations.
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4. Employee Responsibilities
To continue working from home, employees must:
● Ensure the monitoring software remains active during working hours.
● Follow all company policies, procedures, and reporting requirements.
● Maintain acceptable productivity and performance standards.
● Complete assigned tasks within the expected timelines.
● Remain accessible through approved communication channels during office
hours.

5. Compliance Requirements
● Employees must not disable, uninstall, manipulate, or interfere with the
monitoring software.
● Any attempt to alter tracking records, productivity reports, or monitoring data
will be considered a violation of company policy.
● Non-compliance may result in disciplinary action, including revocation of Work
From Home privileges.

6. Data Usage & Privacy
● Monitoring activities will be limited to official working hours and work-related
activities.
● Data collected through the monitoring software will be used only for attendance
tracking, productivity measurement, performance evaluation, and operational
management.
● The company will handle collected information in accordance with applicable
company policies and legal requirements
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7. Work From Home Approval & Continuation
● Work From Home is a privilege provided by the company and not a guaranteed
entitlement.
● Continued approval of Work From Home arrangements is subject to satisfactory
productivity, attendance, and performance levels.
● The company reserves the right to require employees to return to office-based
work if performance expectations are not met.

8. Management Rights
● Management reserves the right to review productivity reports and performance
data at any time.
● The company may modify, suspend, or withdraw Work From Home privileges
based on business requirements, employee performance, or policy violations.
● Decisions made by management regarding Work From Home eligibility shall be
final.

9. Communication
● Employees will be informed about the monitoring software and Work From Home
requirements before approval is granted.
● Any updates to this policy will be communicated through official company
channels.
● Questions regarding this policy should be directed to the HR Department.

10. Review & Update
● This policy will be reviewed periodically by Management and HR.
● Amendments may be made to align with business requirements, operational
needs, technological advancements, and company objectives.
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