Working From Home Application

A request to Work from Home requires this Application form and our Self-Assessment form to be completed and sent to the staff member’s Manager.  The Manager will formally advise the outcome of the application within 21 days of the application.  If agreed, we will then formalise the arrangement prior to commencement of the work. 
	Manager’s Name:
	

	Employee’s Name:
	

	Employee’s Title
	

	Home Based Work Location Details:
	Address

Email

Phone

Fax

	Proposed days and hours at home based work location:
	

	Proposed days at Company offices:
	

	Proposed commencement & end date of arrangement:
	

	Details of proposed work to be performed at Home Based Location:
	

	Reason for request and impact if not approved:
	

	Impact on Work Performed and Colleagues 
	

	Other comments
	

	Working from Home Self-assessment Form completed and attached:  Yes       No

	Employee’s Signature:_____________________   Date: _____________________


*Please note a copy must be provided to the employee and a copy kept with the employment agreement and wages records.
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