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(replace our logo with yours if you prefer)
WORKING FROM HOME AGREEMENT

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.


Insert Company Name (the Company) and Insert Employee Name (the Employee) 

agree for the Employee to work from home in accordance with the following Working From Home Agreement (Agreement):

PARTICULARS:

	Employee Address 
(location work will be performed)
	Insert Employee Address

	Agreement Commencement Date
	Insert commencement date

	Expected Duration
	Insert expected duration of agreement or N/A

	Day/Hours to be worked
	Insert how many days per week, hours per day/times

	How Days/Hours will be recorded
	Insert details – employers should keep a record of all hours worked

	Agreed Duties
	Insert agreed duties

	KPI’s and Deadlines
	Insert agreed KPI’s/deadlines or N/A

	Manager Reporting
	Insert method and timeframes for reporting to Supervisor/Mgr



AGREEMENT:
This agreement is conditional on the Employee completing the Working From Home Checklist, providing it to the Company and actioning the required improvements. 

The Employee will comply with the Company’s Working From Home Policy and this Agreement at all time while working from home. 

The Employee will immediately advise the Company of any change of circumstance which may impact the working from home agreement. 

The Employee will take all reasonable steps to ensure that the location is safe and will perform their work in a safe manner.

Unless otherwise agreed, the Employee is responsible for all costs associated with ensuring that the Employee can safely perform work from home.

All policies of the Company, including but not limited to confidentiality, IT, phone and email usage, online security measures, conduct and communication, will apply to the Employee while working from home. The Employee shall familiarise themself with these. 

The Employee will cooperate with and be available for communication with the Company at all times while working from home. 

Equipment Register

The equipment listed will be used to carry out the work from home. Any equipment owned by the Company will only be used for work purposes and remains the property of the Company. 
	Equipment
	Provided By

	
	

	
	

	
	

	
	

	
	

	
	

	
	





EMPLOYEE ACCEPTANCE:

I, ____________________________________________ (name), accept and agree to comply with the terms of this Working From Home Agreement and have attached my completed Working From Home Checklist.

Signed: ______________________________________________		Date: _________________




APPROVED BY THE COMPANY:

Signed: ______________________________________________		Date: _________________

Name: ______________________________________________
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