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Working From Home Arrangement 

	Employee Name:
	[bookmark: Text1]     

	Employee Title:
	[bookmark: Text2]     

	Home based work start date: 
	[bookmark: Text4]     

	Manager: 
	[bookmark: Text5]     



Conditions
1.1 A Working From Home Arrangement is a voluntary and cooperative arrangement between the employee and the Company. Each home-based work arrangement will be considered on a case-by-case basis and approved by the employee manager. 
1.2 This Agreement does not form part of your contract of employment.
Approval procedures
1.3 The Company is responsible for the health, safety and welfare of all employee’s at work and whilst working at the approved home-based site.  The Company will require the employee to ensure as outlined in paragraphs 2.2 – 2.8 that the site and equipment to be used are in accordance with the appropriate Work Health Safety legislation.  Except where otherwise agreed in writing, the employee is responsible for all costs associated with compliance of the home-based work environment (excluding computer and phone equipment supplied by the Company). 
1.4 [bookmark: _Ref453139078]Prior to an employee being granted approval to commence a Working From Home Arrangement the employee will designate the area in the home to be used as the workplace and complete a Home-Based Work Health & Safety Checklist. 
1.5 The employee agrees to cooperate with the Company in all measures to ensure that the home-based worksite conforms to acceptable Work Health and Safety (WHS) standards.  
1.6 Company policies, which apply at the employee’s usual place of work shall, as far as practicable, apply in carrying out work at the home-based worksite. Policies are available at all times from [insert details].
1.7 The employee consents to the Company having access by specified personnel to visit or inspect the home-based worksite at mutually convenient times within business hours with a notice period in writing not less than 24 hours. The Company may inspect the home-based worksite with an appropriately qualified WHS person to ensure that the environment complies with the Company's statutory obligations to provide for the health, safety and welfare of the employee. 
1.8 The employee agrees to notify his/her manager as soon as practicable of any work-related accident, injury, illness or disease arising out of a home-based work arrangement using the [insert details of appropriate incident reporting form or system]. 
1.9 [bookmark: _Ref453139093]The employee agrees to complete a WHS checklist detailing their obligations which is to be signed and attached to this Agreement prior to approval of the arrangement.
1.10 [bookmark: _Ref453140080]The employee will notify his/her manager and complete a revised WHS checklist immediately concerning any proposed alterations to the home-based workspace or location of technical equipment.  
Equipment 
1.11 Equipment belonging to the Company used by the employee at the home-based worksite is intended for use by the employee for the work purposes only.  All equipment owned or leased by the Company will remain the property of the Company or lessor. 
1.12 The employee will notify the Company if any problems or difficulties arise with the operation of Company equipment and return the equipment when required to replace, service or repair the equipment.  The employee should not service, upgrade or repair the equipment supplied by the Company.
1.13 The Company shall maintain an insurance policy in respect of all the equipment owned by the Company and used to carry out work at the home-based worksite. 
1.14 The manner in which utilities will be supplied and/or reimbursed for home-based work purposes (for example installation of internet service and/or modem / router equipment) need to be agreed in writing between the employee and the Company.  If the Company agrees to pay the cost of supplying a utility required for work purposes, the employee is required to [insert details of reimbursement process].
Security of assets and information
1.15 Security of information, data integrity and privacy in the home-based worksite shall mirror the Company’s office-based policies with the employee required to abide by [insert names of relevant IT-related and confidentiality-related policies], as they would on Company premises. The employee is required to comply with all relevant policies and procedures and shall take all precautions necessary to secure the Company’s equipment and intellectual property. 
Conditions of employment and variations in the conditions of employment
1.16 [bookmark: _Ref453139404]The terms and conditions of employment between the Company and the employee that apply at the employee’s usual place of employment also apply at the home-based worksite.  In particular, the following will not be altered by this Agreement: 
· any applicable legislation, awards or agreements; and
· the level of position and related remuneration.
Hours of work/overtime 
1.17 The employee acknowledges that they have agreed to work the hours reflected in their employment agreement at the home-based worksite.  Such hours to be worked will be within the normal span of hours of the employee’s hours of work.  
1.18 The home-based worksite may be used for work outside of the normal hours however, this work will not attract any overtime payment except where expressly agreed prior.  
Communication
1.19 As it is working time, the employee is required to be contactable and available during the periods in normal agreed hours of their home-based work 
Performance 
1.20 The Company and the employee agree to establish and implement a procedure, appropriate to the work, by which the performance of the employee at the home-based worksite can be monitored and amended.  
Insurance
1.21 The employee agrees to notify his/her household insurer of the home-based work arrangement and provide the name of the insurer to the Company.
1.22 The employee indemnifies the Company against all loss or damage to the employee’s property and all claims by third parties in respect of personal injury and/or property damage except to the extent caused by the negligent act, error or omission of the Company. 
Review
1.23 It is agreed that in cooperation with the employee and the employee’s manager a review will be undertaken annually to assess the functionality and continuation of the work from home arrangement. 
Termination of the arrangement 
1.24 The Company reserves the right to terminate the arrangement at any time by agreement, or if the employment contract is being terminated, in accordance with the employee’s employment contract.  
1.25 Upon termination of the Working From Home Arrangement the employee will ensure that the all work related information on their personal computer will be deleted in accordance with Company policy and procedures.
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	Employee Details

	Name of Employee: 
	      

	Position:
	[bookmark: Text8]     

	Home office address:
	[bookmark: Text9]     

	[bookmark: Text10]Home office phone:     
	[bookmark: Text11]Facsimile:     

	[bookmark: Text12]E-mail personal:      
	[bookmark: Text13]Work Email:      

	Working From Home Arrangement Details

	Number of days at home-based worksite:
	[bookmark: Text14]     

	Number of days at Company office / worksite:
	[bookmark: Text15]     

	Commencement date of arrangement:
	[bookmark: Text16]         (DD/MM/YYYY)

	End date of arrangement (if known):
	[bookmark: Text17]        (DD/MM/YYYY)

	 Average hours of work per week at home-based worksite:
	[bookmark: Text18]     

	Checklist

	Asset/equipment list attached:
	[bookmark: Check16][bookmark: Check15]Yes |_| No |_|

	Home-based Work WHS checklist attached.
	[bookmark: Check18][bookmark: Check17]Yes |_| No |_|

	Date WHS approved Home-based Work Checklist:
	[bookmark: Text19]         (DD/MM/YYYY)

	Date WHS inspection completed if required:
	[bookmark: Text20]        (DD/MM/YYYY)

	Declaration and Authorisations

	I have read and understood the conditions set out in this Work From Home Arrangement.  
I indicate my acceptance of the terms of this agreement by signing below.

	Employee’s signature:
	
……………………………………………………………

	Date
	[bookmark: Text21]         (DD/MM/YYYY)

	Manager’s signature:
	
……………………………………………………………

	Date
	[bookmark: Text22]         (DD/MM/YYYY)
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