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[bookmark: _eqpoxxy8gmzz]September 04, 20XX
[bookmark: _rrar1dgps27e]Introduction
The purpose of this document is to establish guidelines and expectations for our remote team members. By following these guidelines, we can maintain a productive and collaborative work environment while working remotely.
[bookmark: _ogp52fyi6djo]Communication Protocols:
To ensure effective communication, remote team members are expected to:
1. Respond to emails and messages within a reasonable timeframe.
2. Use appropriate communication channels for different types of communication.
3. Inform team members of any changes in their availability or work schedule.
[bookmark: _ksmxnrgo4jdp]Availability
Remote team members are expected to:
1. Maintain regular working hours that align with the team's schedule.
2. Notify team members in advance of any absences or changes to their work schedule.
3. Be available for scheduled meetings and calls.
[bookmark: _1pw1ma28yzdz]Work Hours:
Remote team members are expected to:
1. Work the agreed-upon number of hours per week.
2. Track their work hours accurately.
3. Use time management techniques to maximize their productivity.
[bookmark: _k17x0dyo9u3i]Policies:
Remote team members are expected to:
· Remote team members are expected to:
· Adhere to the company's policies and procedures, including confidentiality and security policies.
· Use company-provided equipment and software for work purposes only.
· Report any technical issues or concerns to the IT department.
[bookmark: _pehl0mx7nw00]Conclusion:
By following these guidelines, we can ensure that our remote team members are productive, engaged, and connected with their team. It is the responsibility of each team member to adhere to these guidelines and communicate any concerns or issues to their manager.
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