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1. Purpose
The purpose of this Remote Working Policy is to outline the expectations, guidelines, and best practices for employees working remotely at Positive Progress Tuition. This policy ensures that remote work is conducted efficiently, in compliance with company standards, and supports our goal of providing high-quality education to students.
2. Scope
This policy applies to all employees who have been approved to work remotely, either full-time or part-time, as part of their job responsibilities.
3. Eligibility
Remote work is available to employees whose job functions allow them to perform their duties effectively from home or another remote location. Managers and supervisors will assess each role on a case-by-case basis to determine eligibility for remote work.
Staff may request to work remotely in case of emergency. However, this must be requested directly to the CEO with valid reasons for having to make the sudden change of work location.
4. Working Hours
· Employees are expected to maintain regular working hours, unless otherwise agreed upon. 
· Employees are expected to sign in and out using the Bright HR App
· Flexibility in working hours may be permitted, provided that core tasks and responsibilities are met, and students receive the expected level of service.
· All remote employees must be available for communication during designated working hours via email, video calls, chat, etc. 
5. Communication and Collaboration
· Employees must maintain open lines of communication with their team and manager.
· Remote workers must attend team meetings, scheduled check-ins, and training sessions via video conferencing tools such as Zoom/Teams.
· Regular updates on student progress, feedback, and any issues should be shared with the relevant team members.

6. Technology and Equipment
· Employees must ensure they have access to the necessary technology and a reliable internet connection to effectively perform their job duties.
· The company may provide necessary tools (e.g., laptops, software, etc.) to remote employees.
· Employees are responsible for maintaining a secure working environment at home, including safeguarding confidential student data and materials.
· The company will assist with troubleshooting technical issues where possible, but employees should be proactive in managing their own workstations.
7. Data Security and Confidentiality
· Employees are expected to comply with all company policies related to data protection and confidentiality while working remotely.
· Any sensitive student information must be handled according to the company's privacy guidelines. Remote workers should use secure networks and encrypted communication tools to protect information.
· Personal devices should not be used to store or process sensitive company or student information 
· Staff must not work in a public place or in a location that is not their usual remote base.
· Staff may not go on holiday and work remotely from their holiday location, unless previously agreed with the CEO.
8. Performance and Accountability
· Remote workers are expected to meet the same performance standards as in-office employees. This includes meeting deadlines, attending meetings, and delivering quality work.
· Supervisors may conduct regular check-ins to ensure that remote employees are meeting their responsibilities.
· Regular feedback will be provided to help remote employees succeed in their roles.
9. Health and Wellbeing
· Remote workers should create a dedicated workspace that promotes productivity and well-being.
· The company encourages employees to take regular breaks, engage in physical activity, and maintain a healthy work-life balance while working remotely.
10. Return to Office
· If necessary, the company may require employees to return to the office, either temporarily or permanently, due to business needs, operational requirements, or other factors.
· Any changes to remote work arrangements will be communicated in advance.
11. Policy Review
This policy will be reviewed periodically to ensure it remains relevant and effective. Employees will be notified of any changes or updates to this policy.
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