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PREAMBLE
At Youth For Integrity Building (YIB), we recognize the evolving nature of work and the
increasing prevalence of remote work arrangements. As an organization committed to
fostering a flexible and inclusive work environment, we have developed this Remote Work
Policy to provide guidance and establish clear expectations for remote employees. This
policy is designed to support the successful implementation of remote work arrangements
while ensuring that our employees can maintain productivity, collaborate effectively, and
achieve a healthy work-life balance. It outlines the rights, responsibilities, and guidelines for
remote work, emphasizing the importance of professionalism, confidentiality, data security,
and compliance with company policies.

We believe that remote work can offer numerous benefits, including increased autonomy,
reduced commute time, and improved work-life integration. However, we also recognize the
unique challenges that remote work presents, such as potential feelings of isolation, blurred
boundaries between work and personal life, and the need for effective communication and
collaboration. By implementing this policy, we aim to create a supportive and inclusive
remote work environment where employees can thrive and contribute to the success of our
organization. We encourage open communication, collaboration, and adherence to the
policies and guidelines outlined herein to ensure a positive remote work experience for all.

It is important for remote employees to familiarize themselves with this policy, ask questions,
and seek clarification as needed. We also commit to regularly reviewing and updating this
policy to adapt to changing circumstances and to continuously improve our remote work
practices. We appreciate the dedication and professionalism of our remote employees and
value their contributions to our organization. Together, we can embrace the opportunities of
remote work and achieve our shared goals while upholding the values and standards of YIB.

Thank you for your commitment to remote work and for being an integral part of our
organization’s success.

Executive Director,
Youth For Integrity Building (YIB).
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1. INTRODUCTION

1.1. Youth For Integrity Building (YIB) Overview: YIB is a community based organization
established under the Community Groups Registration Act No. 30 of 2022.
1.2. YIB organization Mission: To empower young people with the knowledge, skills, and
resources to become lead agents of change in promoting integrity, ethical leadership and
social justice.
1.3. YIB organization vision: To build a world in which all individuals and communities have
the tools and resources they need to sustainably thrive, and where integrity, democracy, and
social justice are valued and promoted.

2. PURPOSE

To establish guidelines and expectations for employees who work remotely. This policy aims
to ensure a seamless transition to remote work, promote work-life balance, and maintain
productivity and collaboration within the organization.

3. SCOPE

This policy applies to all employees of YIB, regardless of their position or department, who
are eligible and choose to work remotely. It covers both full-time and part-time remote work
arrangements.

5. DEFINITION OF TERMS AND CONCEPTS

a. Communication: Communication refers to the exchange of information, ideas, thoughts, and
messages between individuals or groups. It involves the transmission and reception of verbal, non-
verbal, and written cues to convey meaning and understanding.
b. Remote: Remote refers to being physically distant or separated from a central location or
workplace. In the context of remote work, it typically refers to employees working from a location
outside of the traditional office, such as their homes or other remote locations.
c. Collaboration: Collaboration is the process of working together with others to achieve a common
goal or complete a task. It involves individuals or groups actively sharing knowledge, ideas, resources,
and responsibilities to achieve a desired outcome. Collaboration often requires effective
communication, coordination, and cooperation among team members.
YIB Remote Work Policy Terms and Concepts:
d.Work-Life Balance: The concept of effectively balancing work responsibilities with personal and
family commitments to promote overall well-being and satisfaction.
e. Confidentiality: The requirement to protect sensitive and confidential company information, client
data, and proprietary knowledge from unauthorized access, use, or disclosure.
f. Data Security: The measures and protocols in place to protect data from unauthorized access, loss,
or damage. This includes ensuring secure storage, transmission, and disposal of data.
g. Compliance: Adhering to laws, regulations, company policies, and industry standards relevant to
remote work, data privacy, security, and other applicable areas.
h. Code of Conduct: A set of ethical guidelines and behavioral expectations that employees are
expected to follow to maintain professionalism, integrity, and respect in the workplace, including
remote work settings.
i.Whistleblower Protection: Safeguards in place to protect employees who report policy violations,
unethical behavior, or concerns in good faith from retaliation or adverse consequences.
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j. Technology Usage: Guidelines and policies related to the appropriate and secure use of technology
tools, devices, and software while working remotely. This includes adherence to software licensing
agreements, password security, and responsible use of company-provided equipment.
k. Performance Evaluation: The process of assessing and evaluating the performance, productivity,
and achievements of remote employees based on established goals, objectives, and key performance
indicators (KPIs).
l. Policy Violations: Instances where remote employees fail to comply with the remote work policy,
company policies, or legal and regulatory requirements. These violations may result in disciplinary
action based on the severity and nature of the violation.
m. Data Privacy: The protection of personal and sensitive information collected, processed, or stored
by the organization, ensuring compliance with privacy laws and regulations.

6. OBJECTIVES OF THIS POLICY.

6.1. To provide employees with the flexibility to work from a location outside of the
traditional office setting, allowing them to optimize their work environment and schedule to
enhance productivity.
6.2. To promote a healthy work-life balance, enabling employees to better manage personal
commitments while meeting their professional responsibilities.

6.3. To maintain a high level of productivity and collaboration among remote employees.
6.4. To emphasize compliance with company policies, procedures, and security protocols.
Employees are expected to adhere to the same standards of professionalism, confidentiality,
and ethical conduct while working remotely.

7. POLICY STATEMENT

YIB recognizes the changing landscape of work and acknowledges the benefits and flexibility
that remote work can provide. We believe that by implementing a remote work policy, we
can empower our employees to achieve their best work while maintaining a healthy work-
life balance.

8. PRINCIPLES.
8.1. YIB asserts ownership and control over intellectual property created by employees,
volunteers, and contractors within the scope of their employment or engagement with YIB,
unless otherwise agreed upon in writing. YIB respects the rights of individuals to retain
ownership of intellectual property created outside the scope of their YIB responsibilities,
subject to any legal or contractual obligations.
8.2. Individuals associated with YIB have an obligation to promptly disclose any intellectual
property created or acquired that may be relevant to YIB’s mission or operations. This
includes inventions, designs, copyrights, trademarks, trade secrets, and other forms of
intellectual property. Such disclosures should be made to the designated authority or
department responsible for intellectual property management.
8.3. YIB will take necessary measures to protect intellectual property assets and pursue
appropriate legal protections, such as patents, copyrights, or trademarks, when deemed
necessary and feasible. YIB may also explore opportunities for commercialization, licensing,
or partnerships to maximize the impact and value of intellectual property assets.
8.4. YIB encourages collaboration and the sharing of knowledge and ideas. When multiple
individuals or entities contribute to the creation of intellectual property, YIB will endeavor to
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establish clear agreements regarding ownership, rights, and attribution to ensure fairness
and transparency.

8.5. YIB is committed to complying with all applicable laws, regulations, and intellectual
property rights. Individuals associated with YIB are expected to respect and abide by
intellectual property laws and adhere to any additional policies or agreements related to
intellectual property.

9. ROLES AND RESPONSIBILITIES.
9.1. Employees
 Adhere to the remote work policy guidelines and requirements.
 Maintain regular communication with their supervisors and teammembers.

 Ensure a suitable and productive remote work environment.
 Follow company policies, procedures, and security protocols.
 Attend virtual meetings and participate actively in collaborative activities.
 Complete assigned tasks and projects within the agreed-upon timelines.
 Seek support and assistance when needed.

9.2. Supervisors/Managers:
 Ensure clear communication of expectations and guidelines to remote employees.
 Provide necessary resources, tools, and technology for remote work.
 Monitor and evaluate remote employees’ performance and productivity.

 Offer guidance, support, and feedback to remote employees.
 Foster a collaborative and inclusive work environment, even in a remote setting.
 Address any concerns or issues related to remote work promptly.

9.3. Human Resources:
 Develop and communicate the remote work policy to all employees.
 Provide training and support to employees and supervisors on remote work best

practices.
 Ensure compliance with legal and regulatory requirements related to remote work.
 Address any questions or concerns regarding the remote work policy.
 Monitor and evaluate the effectiveness of the policy and make necessary adjustments.

10. ELIGIBILITY AND APPROVAL
10.1. Eligibility Criteria:

a. Employees who wish to work remotely must meet certain eligibility criteria.
b. These criteria include factors such as job role, performance record, and the nature of
their work.
c. Eligibility will be assessed on a case-by-case basis to ensure that remote work is
suitable for the employee’s role and responsibilities.

10.2. Remote Work Proposal:
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a. Employees interested in remote work must submit a remote work proposal to their
supervisor or manager.

b. The proposal should outline the reasons for requesting remote work, the proposed
schedule, and how the employee plans to maintain productivity and collaboration while
working remotely.

10.3. Supervisor/Manager Approval:
a. Supervisors or managers will review the remote work proposal and assess its
feasibility and impact on team dynamics and productivity.
b. They will consider factors such as the employee’s performance, the nature of their
work, and the team’s operational requirements.
c. Approval will be granted based on the employee’s eligibility and the potential
benefits and feasibility of remote work.

10.4. Trial Period:

a. In some cases, a trial period may be implemented to assess the employee’s ability to
work remotely effectively.

b. During this period, the employee and their supervisor will closely monitor
performance, communication, and collaboration to ensure that remote work is
successful for both the employee and the organization.

10.5. Remote Work Agreement:

a. Once approval is granted, the employee and their supervisor will enter into a remote
work agreement.
b. This agreement will outline the terms and conditions of remote work, including the
agreed-upon schedule, communication expectations, performance evaluation criteria,
and any specific requirements related to the employee’s role.

10.6. Ongoing Evaluation:
a. Remote work arrangements will be continuously evaluated to ensure that they
remain suitable and beneficial for both the employee and the organization.
b. If circumstances change or if performance or collaboration issues arise, the remote
work arrangement may be re-evaluated or modified accordingly.

11. WORK SCHEDULE AND AVAILABILITY
11.1. Work Hours:

a. Remote employees are expected to adhere to a defined work schedule.
b. The specific work hours may vary depending on the employee’s role, department,
and time zone considerations.
c. The work schedule should be agreed upon between the employee and their
supervisor, taking into account any team or client requirements.

11.2. Flexibility:
a. YIB recognizes the importance of flexibility in remote work arrangements.

b. While there may be core hours when employees are expected to be available for
collaboration and meetings, there is also room for flexibility in terms of when and how
work is completed.
c. This flexibility allows employees to manage personal commitments and optimize their
productivity.
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11.3. Communication Expectations:
a. Remote employees are expected to maintain regular and effective communication
with their supervisors, teammembers, and stakeholders.
b. This includes promptly responding to emails, messages, and other communication
channels during working hours.
c. Clear guidelines will be provided regarding preferred communication methods and
response times.

11.4. Availability:
a. Remote employees should be available during their designated work hours unless
prior arrangements have been made with their supervisor.
b. This availability ensures effective collaboration and timely response to work-related
matters.
c. Any planned time off or unavailability should be communicated in advance to
minimize disruptions and ensure appropriate coverage.

11.5. Time Tracking and Reporting:
a. Remote employees may be required to track and report their work hours accurately.
b. This can be done through time-tracking tools or other designated methods.
c. This helps ensure accountability, transparency, and compliance with labor regulations.

11.6. Breaks and Rest Periods:

a. Remote employees are entitled to regular breaks and rest periods as per company
policies and applicable labor laws.
b. It is important for employees to take adequate breaks to maintain their well-being
and productivity.
c. Guidelines will be provided regarding break duration and scheduling.

11.7. Time Zone Considerations:
a. For remote employees working across different time zones, coordination and
collaboration with team members may require flexibility and understanding.
b. YIB encourages open communication and coordination to accommodate time zone
differences and ensure effective teamwork..

12. COMMUNICATION AND COLLABORATION
12.1. Communication Tools:

a. YIB provides remote employees with the necessary tools and technology to facilitate
seamless communication.
b. This include email, instant messaging platforms, video conferencing software, project
management tools, and other collaboration platforms.
c. Clear guidelines will be provided on which tools to use for different types of
communication.

12.2. Regular Check-ins:

a. Remote employees are expected to engage in regular check-ins with their supervisors
and teammembers.
b. These check-ins can be conducted through virtual meetings, phone calls, or video
conferences.
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c. The frequency and format of these check-ins will be determined based on the needs
of the team and the nature of the work.

12.3. Virtual Meetings:
a. Remote employees are encouraged to actively participate in virtual meetings.
b. These meetings include teammeetings, project updates, brainstorming sessions, or
client meetings.
c. Remote employees should ensure they have a reliable internet connection and
appropriate technology to fully engage in these meetings.

12.4. Collaborative Platforms:
a. YIB utilizes collaborative platforms to foster teamwork and productivity.

b. These platforms may include shared document repositories, project management
tools, or virtual whiteboards.
c. Remote employees should actively utilize these platforms to collaborate, share
information, and contribute to team projects.

12.5. Communication Guidelines:
a. Clear communication guidelines will be provided to remote employees.
b. This include expectations for response times to emails and messages, appropriate use
of communication tools, and guidelines for professional and respectful communication.
c. These guidelines ensure effective and efficient communication within the remote
work environment.

12.6. Documentation and Sharing:
a. Remote employees should document and share their work progress, updates, and
relevant information with their team members.
b. This can be done through shared documents, project management tools, or other
designated platforms.
c. Transparent and accessible documentation promotes collaboration and ensures
everyone is informed and aligned.

12.7. Team Building and Social Interaction:

a. YIB recognizes the importance of fostering team cohesion and social interaction, even
in a remote work environment.
b. Virtual team building activities, online social events, and informal communication
channels can be utilized to maintain a sense of camaraderie and connection among
remote employees.

12.8. Conflict Resolution:
a. In the event of conflicts or misunderstandings, remote employees should follow
established conflict resolution processes.
b. This involves discussing concerns with their supervisor or seeking guidance from the
HR department. Prompt resolution of conflicts ensures a harmonious and productive
remote work environment.

13. EQUIPMENT AND TECHNOLOGY
13.1. Technology Requirements:
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a. YIB acknowledges the importance of providing remote employees with the necessary
technology to perform their work effectively.

b. This includes access to a reliable computer or laptop, high-speed internet
connectivity, and relevant software applications needed for their specific roles.

13.2. Company-Issued Equipment:
a. YIB may provide company-issued laptops, mobile devices, or other necessary
equipment to remote employees, ensuring uniformity in technology standards and
compatibility.
b. These devices should be used solely for work-related purposes and in accordance
with the company’s technology policies.

13.3. Internet Connectivity:

a. Remote employees are responsible for ensuring a stable and secure internet
connection.

b. YIB may provide guidelines or recommendations for internet service providers or
offer assistance in troubleshooting connectivity issues when necessary.

13.4. Software and Applications:
a. YIB will provide remote employees with access to necessary software and
applications required for their work.
b. This include communication tools, project management software, virtual meeting
platforms, and other productivity-enhancing applications.
c. Remote employees should adhere to software licensing agreements and comply with
the company’s software usage policies.

13.5. Data Security:
a. YIB places a high priority on data security and confidentiality.

b. Remote employees are responsible for adhering to the company’s data security
protocols and guidelines.

c. This includes using secure networks, protecting sensitive information, and following
best practices for data privacy and cybersecurity.

13.6. Technical Support:
a. YIB will provide technical support to remote employees to address any technology-
related issues or concerns.
b. This may involve a dedicated IT helpdesk or designated personnel who can assist with
troubleshooting, software installations, or other technical assistance remotely.

13.7. Remote Access to Company Systems:
a. Remote employees will be provided with secure remote access to YIB’s systems and
databases as necessary for their work.
b. This ensures that they can access the required resources and collaborate effectively
while maintaining data security and integrity.

13.8. Training and Resources:
a. YIB will offer training sessions or resources to help remote employees optimize their
use of technology and enhance their remote work experience.
b. This include training on specific software applications, cybersecurity awareness, or
best practices for remote work technology usage.
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14. PERFORMANCE EVALUATION ANDMONITORING
14.1. Performance Expectations:

a. Clear performance expectations will be communicated to remote employees,
outlining the specific goals, objectives, and deliverables they are expected to achieve.

b. These expectations should align with the employee’s role, departmental objectives,
and overall organizational goals.

14.2. Key Performance Indicators (KPIs):
a. Remote employees will have measurable KPIs established to evaluate their
performance.
b. These KPIs may include productivity metrics, project milestones, customer
satisfaction ratings, or any other relevant performance indicators specific to their role.

14.3. Regular Check-ins and Feedback:
a. Supervisors or managers will conduct regular check-ins with remote employees to
discuss progress, provide feedback, and address any concerns or challenges.

b. These check-ins can be conducted through virtual meetings, phone calls, or other
communication channels.

c. Feedback will be provided to acknowledge achievements, identify areas for
improvement, and support ongoing growth and development.

14.4. Performance Reviews:
a. Remote employees will undergo periodic performance reviews to assess their overall
performance, strengths, and areas for improvement.
b. These reviews may be conducted annually, semi-annually, or at intervals determined
by the organization’s performance evaluation cycle.

c. Performance reviews may include self-assessments, peer feedback, and input from
other stakeholders, as appropriate.

14.5. Objective Measurement:
a. To ensure fair and objective performance evaluation, remote employees’
performance will be assessed based on quantifiable outcomes, agreed-upon targets,
and observable behaviors.

b. This approach minimizes biases and ensures a transparent evaluation process.
14.6. Collaboration and Teamwork Assessment:

a. Remote employees’ ability to collaborate effectively with colleagues and contribute
to team projects will be evaluated.
b. This assessment may include feedback from teammembers, project outcomes, and
the employee’s communication and collaboration skills in a remote work environment.

14.7. Training and Development Opportunities:

a. YIB recognizes the importance of providing remote employees with opportunities for
professional growth and development.

b. Training programs, workshops, or online resources may be offered to enhance their
skills, knowledge, and capabilities in their respective roles.

14.8. Performance Recognition and Rewards:
a. YIB acknowledges and rewards exceptional performance by remote employees.
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b. Recognition programs, bonuses, or other forms of incentives may be implemented to
acknowledge their contributions and motivate continued high performance.

15. CONFIDENTIALITY AND DATA SECURITY
15.1. Confidentiality Agreement:

a. Remote employees will be required to sign a confidentiality agreement that outlines
their responsibility to maintain the confidentiality of sensitive company information,
client data, and any other confidential or proprietary information.
b. This agreement emphasizes the importance of safeguarding confidential information
both during and after remote work.

15.2. Secure Remote Access:
a. YIB will provide secure remote access to company systems and databases for remote
employees.
b. This access will be granted through encrypted connections and multi-factor
authentication to ensure the confidentiality and integrity of data.

c. Remote employees should adhere to the company’s remote access policies and
guidelines.

15.3. Data Protection Measures:
a. Remote employees are expected to follow data protection measures to safeguard
sensitive information.
b. This includes using secure file storage and sharing platforms, encrypting files when
necessary, and not storing confidential data on personal devices or unsecured networks.

15.4. Password Security:
a. Remote employees should adhere to strong password practices, including using
unique and complex passwords, regularly updating passwords, and not sharing
passwords with unauthorized individuals.

b. Password managers may be recommended to assist in securely managing passwords.
15.5. Secure Communication Channels:

a. Remote employees should use secure communication channels, such as encrypted
email or messaging platforms, when transmitting sensitive or confidential information.
b. They should also verify the recipients’ identity and exercise caution when sharing
information externally.

15.6. Physical Security:
a. Remote employees are responsible for ensuring the physical security of their work
environment.

b. This includes securing their work devices, locking screens when not in use, and
preventing unauthorized access to company information.

15.7. Data Backup and Recovery:
a. Remote employees should regularly back up their work-related data to prevent data
loss.
b. YIB may provide guidelines or tools for data backup and recovery to ensure that
important information is protected and can be restored if needed.

15.8. Compliance with Data Protection Regulations:
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a. YIB is committed to complying with applicable data protection regulations, such as
GDPR or CCPA.

b. Remote employees should familiarize themselves with these regulations and adhere
to the company’s policies and procedures related to data protection and privacy.

15.9. Training and Awareness:
a. YIB will provide training and awareness programs to remote employees on data
security best practices, phishing prevention, and other cybersecurity measures.
b. This ensures that remote employees are well-informed and equipped to protect
company and client data.

16. COMPLIANCE AND POLICY VIOLATIONS
16.1. Compliance with Company Policies:

a. Remote employees are expected to comply with all company policies and procedures,
including those specifically related to remote work.

b. These policies may cover areas such as data security, confidentiality, code of conduct,
and acceptable use of technology.
c. Remote employees should familiarize themselves with these policies and adhere to
them at all times.

16.2. Reporting Policy Violations:
a. YIB encourages remote employees to promptly report any suspected policy violations
or concerns related to remote work.
b. This can be done through established reporting channels, such as a designated HR
representative or a confidential reporting hotline. Reports will be treated confidentially
and investigated thoroughly.

16.3. Consequences of Policy Violations:
a. Policy violations, whether related to remote work or other company policies, will be
taken seriously and may result in disciplinary action, up to and including termination of
employment.

b. The consequences for policy violations will be applied consistently and in accordance
with applicable laws and regulations.

16.4. Disciplinary Process:
a. YIB will follow a fair and transparent disciplinary process when addressing policy
violations by remote employees.
b. This may involve conducting an investigation, providing the employee with an
opportunity to respond, and taking appropriate disciplinary measures based on the
severity and nature of the violation.

16.5. Training and Education:
a. YIB will provide remote employees with training and education on company policies,
including the remote work policy.

b. This ensures that employees are aware of their responsibilities, understand the
expectations, and are knowledgeable about the consequences of policy violations.

16.6. Policy Updates and Communication:
a. YIB will periodically review and update the remote work policy as needed to align
with changing business needs, legal requirements, and best practices.
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b. Any updates or changes to the policy will be communicated to remote employees to
ensure their continued compliance.

16.7. Confidentiality and Non-Disclosure:
a. Remote employees are expected to maintain the confidentiality of company
information, client data, and any other proprietary or sensitive information.
b. Breaches of confidentiality or non-disclosure obligations may result in disciplinary
action and legal consequences.

16.8. Whistleblower Protection:
a. YIB is committed to protecting employees who report policy violations or concerns in
good faith.
b. Whistleblower protection mechanisms will be in place to ensure that employees can
report violations without fear of retaliation.

17. POLICY REVIEW AND UPDATES:
17.1. Regular Policy Review:

a. YIB recognizes the importance of regularly reviewing and updating the remote work
policy to ensure its relevance and effectiveness.
b. The policy will be reviewed at least annually or as needed based on changes in
business requirements, industry trends, or legal and regulatory obligations.

17.2. Stakeholder Input:
a. During the policy review process, input from various stakeholders will be sought.

b. This may include feedback from remote employees, supervisors, HR representatives,
legal advisors, and other relevant parties.

c. Their perspectives and insights will be considered to ensure a comprehensive and
inclusive policy.

17.3. Legal and Regulatory Compliance:
a. The remote work policy will be reviewed to ensure compliance with applicable laws
and regulations governing remote work, data privacy, employment, and health and
safety.
b. Any necessary updates or adjustments will be made to align with the current legal
landscape.

17.4. Technology and Security Considerations:

a. As technology evolves, the remote work policy will be reviewed to address emerging
technology trends, data security measures, and best practices.

b. This includes ensuring remote employees have access to secure communication tools,
data protection measures, and guidelines for using remote work technology.

17.5. Work-Life Balance and Well-being:
a. The policy will be reviewed to ensure it promotes work-life balance and supports the
well-being of remote employees.
b. This may involve addressing issues such as setting boundaries, managing workload,
promoting breaks, and providing resources for maintaining physical and mental health
while working remotely.

17.6. Collaboration and Communication:
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a. The policy will be reviewed to ensure it promotes effective collaboration and
communication among remote employees and with their colleagues.

b. This may involve assessing the use of technology tools, guidelines for virtual meetings,
and fostering a sense of connection and teamwork in a remote work environment.

17.7. Training and Education:
a. The policy review process will assess the need for additional training and education
initiatives to support remote employees in understanding and complying with the policy.
b. This may include providing resources, workshops, or online training modules to
enhance remote work skills and knowledge.

17.8. Communication of Policy Updates:
a. Once the remote work policy has been reviewed and updated, clear communication
will be provided to remote employees.
b. This may include sharing the revised policy document, conducting training sessions,
or providing informational materials to ensure employees are aware of any changes or
updates.

Youth For Integrity Building Organization (YIB).

P.O Box 921-80108, Kilifi, Kenya.
Telephone No: +254 710785237.

Email: info@yc4integritybuilding.org

mailto:info@yc4integritybuilding.org
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