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WORKING FROM HOME POLICY

GUIDANCE NOTE:  Please thoroughly read and update this Agreement as necessary prior to distributing to your employees to ensure it is suitable for your business. Should you require assistance, please contact Edwards HR on 0459 818 011.

IMPORTANT: This document has been prepared by Edwards HR to assist employers to create workplace documents between their business and their employees. While due care has been taken in preparing the document, no responsibility is accepted by the author for the accuracy or suitability of the information contained. All liability is expressly disclaimed for any loss or damage which may arise from any person relying on, using or acting on any information contained therein.

1. SCOPE

This Policy will apply to employees of Company Name who work from home on a permanent or intermittent basis. 

2. POLICY REQUIREMENTS
Where working from home is approved on a permanent, ongoing or regular basis, the following details must be agreed and recorded in a Working From Home Agreement prior to the commencement of the work:
· The days/hours to be worked;
· The duties to be performed;
· Relevant KPI’s and deadlines, where applicable;
· Any equipment provided by the company, where applicable;
· The method and timeframes for reporting to Management. 

Company Name may review any approved working from home arrangement at any time, to ensure the arrangement remains suitable.

Any working from home arrangement agreed between Company Name and an employee does not impact the employee’s existing employment terms and conditions.  

3. EMPLOYEE RESPONSIBILITIES

Employees approved to work from home are required to:

· Maintain compliance with all company workplace health and safety requirements;
· Comply with all company standards, policies and procedures, including but not limited to confidentiality, IT, phone and email usage, online security measures, conduct, communication and the like;
· Accept the costs associated with establishing and maintaining the home work space, including but not limited to furniture, cleaning, phone and internet, and the like unless otherwise agreed in writing;
· Ensure a suitable internet connection is available for use during work hours;
· Ensure their home workspace area is setup and utilised in a way that allows confidential and sensitive information to be safeguarded at all times;
· Immediately report any hazard, incident, injury or illness arising from home-based work to the Managing Director. 

4. PERFORMANCE EXPECTATIONS
It is expected that all employees working from home will deliver a consistently high level of performance, as would be expected when working at any other usual place of work. 

When working from home, the employee must ensure that they:

· Work during the agreed hours in order to be accessible to colleagues and clients unless otherwise approved in writing. This includes but is not limited to being available by phone, email and scheduled video calls, and keeping their Manager and clients informed about work, as required;
· Perform only company duties during paid hours and not conduct personal business, for example, caring for dependants, cleaning, cooking and home maintenance;
· Present for all meetings as directed from time to time.
If Company Name has reason to believe that the employee’s performance is compromised by working from home, the arrangement may be changed or revoked without notice.

Employees may be asked to provide appropriate evidence that childcare arrangements are in place for any period of time they are approved to be working from home.
5. WORKPLACE HEALTH & SAFETY
All workplace health and safety policies and procedures that apply in the workplace, also apply to employees when they work from home. Employees must familiarise themselves with these policies and procedures prior to commencing work from home and raise any questions or concerns with the Managing Director. 

Employees working from home must keep their home workspace safe and free from hazards. To minimise risk and distraction, it is recommended that this area be separate to the usual living space. It is further recommended that:
· Breaks be taken throughout the day;
· Breaks involve standing, stretching and/or light walking;
· Headphones or handsfree mode is used for phone calls;
· Employees familiarise themselves with the Ergonomic Guide to Computer Based Workstations published by Worksafe Queensland. 

6. WORKSPACE ASSESSMENT
Prior to approval of a working from home arrangement, the employee must complete a self-assessment of their home workspace using the Working From Home Checklist to ensure reasonable standards are upheld, and any known hazards are appropriately addressed. Self-assessments using the checklist must also be completed by the employee quarterly and when circumstances change (such as moving to a new home or introducing new furniture/equipment).

Where necessary, onsite visits with the employee may be arranged for the purpose of inspecting the home work space.  Company Name has the right to decline or revoke a request to work from home where the area is considered to be unsuitable, unsafe or non-compliant. 
7. INSURANCE & SECURITY
An employee’s personal property associated with the home office (for example, furniture, fittings, office and IT equipment etc) is the sole responsibility of the employee, including insurance and security.  Company Name does not accept any responsibility for the security or insurance of any employee’s personal property in any location. 

Any property issued to the employee by Company Name to perform their role, such as a company mobile phone or laptop, is insured by the company provided the loss or damage (or similar) is not as a result of the employee’s negligence. 


8. TAXATION

Company Name strongly encourages any employee working from home to seek independent advice regarding any personal tax implications the arrangement may incur. Company Name does not accept any responsibility or liability relating to personal tax affairs that arise from any working from home arrangement. 


9. POLICY COMPLIANCE

Any employee found to be in breach of this Policy, including negligence in conduct associated with this Policy, may be subject to disciplinary action up to and including termination of employment. 



Approved by the Managing Director
July 2021
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