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WORKING FROM HOME
POLICY STATEMENT
The Service may allow Employees to work from home for periods of time under certain conditions which are described below. The opportunity to work from home is not an entitlement or right and can only occur by formal agreement between the Service and the Employee. Either the Approved Providers, Nominated Supervisor and/or Directors or the Employee can initiate discussion about formalizing a Working from Home Agreement, but, unless both parties ultimately agree, an Employee cannot be directed to work from home and the Service is under no obligation to approve a request from an Employee to enter a working from home agreement.

CONSIDERATIONS
	Education and Care Services National Regulations
	168, 170, 171, 172, 181, 183

	National Quality Standard
	4.2, 7.1.2, 7.1.3, 7.2.3

	Other Service policies/documentation
	· Working From Home Agreement
· Working From Home WHS Checklist

	Other
	· Work Safe Australia Employer (PCBU) WFH Information Sheet
· Work Safe Australia Employee (Worker) WFH Information Sheet
· Work Safe Australia Workstation Set Up Sheet
· Work Safe Australia Managing the work environment and facilities Code of Practice
· Work Safe Australia Hazardous manual tasks Code of Practice




PROCEDURE

a) The Service:
· When asked to approve a working from home request, will consider:
· The type of work and the amount of work
· Whether the work will be completed efficiently
· Whether the work can be completed without direct supervision
· If there will there be an adverse effect on the provision of service delivery
· When asked to approve a working from home request, will consider positions which may be considered inappropriate for home-based work include:
· Which carry full-time supervisory responsibilities
· Are part of a team and require regular face to face contact daily with other team members
· Which provide face-to-face child/family services

b) Conditions governing working from home
The duties to be performed while working from home should be clearly detailed and formalized in the agreement prior to commencing the work arrangement.
· Hours of work:
· A record of hours worked at home must be maintained
· These hours are to be within the Employee’s normal span of hours
· Overtime may be worked provided the overtime is approved by the Service Management in advance
· No mealtime allowance is applicable to overtime worked at home
· Work health and safety:
· The Service must ensure that the work site conforms to acceptable Work Health and Safety standards and the Employee working from home is aware of the need to maintain a safe working environment
· A risk assessment of the home may need to be carried out before permission is granted to ensure that the home is a safe environment for the work to performed
· Basic Work Health and Safety requirements such as a first aid kit, fire extinguishers or fire blankets need to be present and maintained
· A Working from Home WHS checklist must be completed before commencement of work
· Equipment:
· The Service must ensure that adequate appropriate furniture and equipment is available for the work to be conducted effectively
· An agreement on the provision and maintenance of furniture and equipment is to be reached before approval is given and ownership of furniture and equipment provided for the work is properly recorded
· Maximum period for working from home agreements:
· The amount of time spent working from home each week will be negotiated and agreed, but it will not be a full time working-from-home arrangement, except under specific circumstances
· A home-based work agreement will generally be for a maximum of six months in the first place, after which time it will be reviewed
· Approval:
· Before the Service will approve a Working from Home Agreement, the Employee must comply with the requirements set out in the Agreement
· The Agreement, once signed by the Director, is to be forwarded to Parent Committee Management for confirmation
· Until the confirmation has been received, the Working from Home Agreement is not to be regarded as approved
· Working From Home Agreement:
· A Working from Home Agreement that details the terms and conditions that will apply to Employees and the Service will be provided by the Director and signed by the Employee
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