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Hybrid Workplace Policy:
Video Production and Podcasting

To foster creativity, collaboration, and high-quality output, Tech News
(HK) has adopted a hybrid work model tailored to the specific needs
of our video production and podcasting teams. This policy outlines
the guidelines for in-office and remote work arrangements.



In-Office Work Requirements

Video Production and Podcasting Teams

Core Team Members: Key personnel involved in video production,
audio engineering, and podcast hosting are required to be on-site
during specific production days or time blocks.

Production and Recording Sessions: All production and recording
sessions, including pre-production, recording, and post-production,
must be conducted on-site to ensure optimal audio and visual quality,
as well as effective collaboration.

Equipment Access and Maintenance: On-site presence is necessary
for accessing specialized equipment, such as cameras, lighting, sound
recording devices, and editing software. Regular maintenance and
calibration of this equipment require in-person attention.

Remote Work Guidelines

Remote Work Eligibility: Roles that primarily involve scriptwriting,
research, editing, and administrative tasks may be eligible for remote
work arrangements, subject to manager approval and project
requirements.
Remote work should not compromise the quality or efficiency of the
team's output.

Remote Work Expectations

Communication and Collaboration: Remote workers must maintain
regular communication with on-site team members through video
conferencing, instant messaging, and project management tools.
Equipment and Technology: Remote workers are responsible for
providing their own reliable internet connection, computer, and
necessary software to perform their duties effectively.

Remote Work Hours: Remote workers must adhere to the company's
standard work hours and be available for virtual meetings during
designated times.



Hybrid Work Arrangements

. Flexible Scheduling: For roles that allow for flexibility, hybrid work
arrangements can be considered, with a combination of in-office and
remote work days.

. In-Office Collaboration Days: Regular in-office collaboration days
can be scheduled to foster team bonding, brainstorming sessions, and
knowledge sharing.

Policy Review and Updates

This policy is subject to review and updates as business needs and
technological advancements evolve. The company reserves the right to modify
or amend this policy at any time.

By implementing this hybrid work policy, Tech News HK aims to balance the
benefits of remote work with the importance of in-person collaboration for video
production and podcasting.



