
Take the quiz to determine if your organization is  
doing all it can to protect hybrid employees.

POLICY AND PROCEDURE 
CONSIDERATIONS  
FOR REMOTE WORK
Are you doing all you can to keep your employees 
safe in a hybrid work environment?

The COVID-19 pandemic has fundamentally changed the way organizations approach 
work. According to a recent report, The State of the Digital Workplace from Reworked, 
72% of office-based organizations are now utilizing a hybrid work model – with 
employees alternating between remote work and working in the office. 

It is the responsibility of each organization to make changes to policies and 
procedures to improve the way your employees work during the pandemic.

72%
of office-based 

organizations are 
now utilizing a 

hybrid work model

https://www2.reworked.co/cw-cp-smg-dw-report-dw.html
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Have you updated your remote work policy based on recent COVID-19 guidance?  Yes     No

Think about instituting a remote work policy to eliminate the opportunity for exposure in the 
workplace. Existing policy may require updating and should include specifics on the type of 
work that can be done remotely and the official procedure for requesting remote work.

Have you updated your sick policies?  Yes     No

Updating sick and absence policies can help ensure sick employees stay home. 
Flexible sick leave policies, consistent with public health guidance, and policies that 
permit employees to stay home to care for ill family members are helpful. 

Have you re-evaluated current scheduling practices to accommodate  
current COVID-19 guidance?  Yes     No

Implementing shift and schedule changes, such as staggered work shifts and breaks, 
eliminating the use of time clocks and timecards, and rotating weeks between home 
and office to cut down on interaction between people can help mitigate risk. 

Evaluate how your new employee work areas are serving your organization. Do  
changes need to be made? Can adjustments be made to current configurations?  Yes     No

Adjusting employees’ work areas by eliminating desk and equipment sharing, requiring 
cleaning, or moving workstations to increase separation distance between workers 
is a helpful way to create a safe work environment during a pandemic.
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Have you established infection prevention requirements, such as hand-washing?  Yes     No

Establishing basic infection prevention measures for hygiene (hand washing, respiratory etiquette, 
etc.), updating the frequency of housekeeping practices, and using EPA-Registered Disinfectants are 
key. All employees should have training in disinfection procedures for specific operations, facilities, 
and work areas. Provide frequent reminders and re-training to keep best practices top-of-mind.

Have you updated your meeting protocols?  Yes     No

Establish new meeting protocols that include no handshake greetings, remaining six feet 
apart and using video or telephone conferencing instead of in-person client meetings.

Have you updated your travel policies?  Yes     No

Retool your organization’s travel policies to start with essential travel only — and define what that 
is. Discontinue non-essential travel to locations with ongoing COVID-19 outbreaks. Regularly check 
CDC travel warning levels, and continue to provide workers with up-to-date education and training 
on COVID-19 risk factors and protective behaviors (e.g., cough etiquette and care of PPE).

Have you created new signage to communicate updated workplace policies?  Yes     No

Installing signage to communicate social distancing, cough and sneeze etiquette, proper hand hygiene 
and control, and other procedures is a critical step in creating a safe work environment for employees.

Establishing a solid plan is 
key to returning to business 
during a pandemic. Are you 
doing all you can to keep 
your employees safe … from 
wherever they are working?

Learn more about 
compliance for a remote 
— or hybrid — workforce.

LEARN MORE

https://www.skillsoft.com/compliance-for-a-remote-workforce
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