Working From Home Agreement

1. Introduction

This Agreement supports the submission and approval of the relevant Working from Home Application. The Agreement works in conjunction with the staff member’s contract terms and conditions of employment and the Staff Policies and Procedures.  Please refer to both of these documents to understand your rights and obligations prior to signing this agreement. The terms and conditions that apply for working in the office also apply when working at the home based work location.

This agreement must be accompanied by the Working from Home Self-Assessment document.

2. Variation and Termination of the Agreement

Any changes in the agreement must be documented and formally agreed by both parties.  Termination of the arrangement will be by either party and by providing 4 weeks’ notice.

3. Attendance at the Normal Place of Work
Days/hours will be set for the staff member to attend their normal place of work, to maintain work contacts, provide and receive information, collect and deliver work, attend meetings and training courses. In general, meetings with other persons in relation to work should not take place at the staff member's home, unless prior approved by Management.

4. Productivity and Monitoring of Performance
The Manager/Supervisor and staff member will agree in advance what work is to completed at home, the quality and by when. Work should be consistent with that normally expected in the relevant position description and the staff member’s contracted hours.

The work plan must be formal and focus on achievable goals and targets agreed by the parties. Regular progress reports should also be required in the work plan. The work plan and updates are filed for future Performance Reviews or meetings.  Refer to paragraph 12 - Record Keeping.

5. Working Hours
The staff member will maintain an accurate and current record of hours worked at the home based work location.  The hours worked will be consistent with those set out in the employment contract.  Overtime will only be with prior formal authorisation by Management.  No meal allowance will be payable for overtime conducted at the home based work location.

Working hours’ records must be submitted in accordance with Section 12 - Record Keeping.

6. Communication
The staff member must be contactable via phone, email etc. during the hours scheduled at the home based work location.

7. Equipment
The staff member and Manager will agree a list of equipment used in the conduct of the work at the home based work location.  This list will identify who owns the equipment and/or software.  This list is included in Section 12 – Agreement Details.

Staff must use all equipment provided by the business for the sole purpose of the staff member’s work, and in accordance with the Staff Policies and Procedures.  Specific attention should be made by the staff member to their obligations to Internet usage and the Company’s right to monitor sites visited or used. Our equipment will always remain the property of the Company.  

If we wish to remove the equipment from the home based work location, the staff member will be advised within 24 hours and must ensure access to the home based work location, for equipment collection.  We will take all reasonable steps to minimise damage to the home based work location during the collection of equipment and if damage is caused, the Company will be responsible for repairs, replacement or compensation. Any defects, damage or issues with the Company provided equipment, must be formally advised to the Manager, as soon as is possible. 
If there is prior agreement that the staff member’s equipment is to be used at the home based work location, Section 12 Agreement Details will include any agreed compensation for the staff member. 

8. Office Supplies
Office supplies such as paper and pens required for Working from Home may be obtained from the Company, after seeking approval from your Supervisor/Manager. Letterhead is not to be taken to the home based work location without Management approval.

9. Access to the COMPANY Network and to the Internet
The Company  FORMDROPDOWN 
 provide access to the Company network from the work based home location.  If a staff member requires access to the Internet while Working from Home it will be at their own cost.

10. Telephone Calls
The Company will reimburse staff for all work related telephone calls made at the work based home location. Details of all calls must be recorded by the staff member and claims submitted to the relevant Manager for approval. STD and mobile calls will be reimbursed following the production of an itemised account and particulars for the call.  All expenses must be submitted in accordance with the Staff Policies and Procedures.
11. Other Expenses
The Company will not pay for costs such as heating, lighting, electricity, gas, water, rent or wear and tear at the home based work location.
12. Record Keeping

Working from Home Agreements and any additional documentation (including equipment lists, records of hours worked, work plans, self-assessment checklists), must be sent to your manager for retention on the staff member’s Personnel File.
13. Agreement Details

	Employee’s Name:
	     

	Manager’s Name:
	     

	Employee’s Position:
	     

	Home Based Work Location Details:
	Address
     
Email

     
Phone

     
Fax

     

	Days and Hours at Home Based Work Location:
	     

	Days at Company office:
	     

	Proposed Commencement & End Date:
	Start

     
End

     

	Details of Work to be Performed at Home Based Work Location:
	     

	Equipment supplied by company
	     

	Other comments
	     

	Staff Supplied Equipment

	Item
	Compensation payable to staff member

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


	I       agree to the terms of this Working from Home Agreement.
Employee’s Signature:_____________________     Date: _____________________

Manager’s Signature:_____________________       Date: _____________________


*Please note a copy of this document must be provided to the staff member and a copy kept in the employees staff file.
Working From Home Agreement.doc


7/2/2020 12:00 PM




Page 1 of 3

