Working From Home Management Response Letter 

Dear

This letter is in response to your application to work from home.

As outlined in the Working from Home section within our Staff Policy and Procedures, the Company will assess each request for a staff member to work from home case on its own merits and will consider the following factors.

· The staff member’s preferred work environment and need for quiet, uninterrupted time to be appropriately productive

· Whether or not this quiet environment can be provided at the work place 

· Impact on colleagues in the immediate work area, particularly on workloads

· Potential positive and/or negative affect on the quality of the Company’s processes, practices and outcomes

· The adequacy of the proposed communication mechanisms for maintaining regular contact with supervisors, colleagues, the Company as a whole, clients etc.
· Responsibility for supplying equipment and furniture for use in the home based work location
· The adequacy of the proposed work area and equipment in relation to the Company’s W.H &S obligations and standards

· Insurance coverage of furniture and equipment in the home based work location
· Ensuring the arrangement is not a substitute for dependent care or sick leave

Successful Application – please note this comment does not print
We wish to advise that your application has been successful.

In order for this arrangement to be implemented, we require that you sign a Working from Home Agreement and any other associated documentation specifically prepared for this arrangement.

Unsuccessful  – add / remove points as required - please note this comment does not print
We wish to advise that your application has been unsuccessful.

The following points outline the reasons your application was not successful on this occasion.

· Staffing levels in the office require all staff to be in attendance to ensure coverage of sick/holiday/lunch absences.

· Nature of role requires full time presence in office.
· Role has full time supervisory responsibilities

· Assessment of home based work location presents risks that cannot be satisfactorily mitigated.

· We do not have the necessary IT / Communications facilities to cater for such an arrangement.

· We do not believe that the work proposed can be effectively and efficiently completed outside of our office environment.

If you feel that your application has not been assessed fairly please lodge a formal request for a review with your manager who will refer the matter as required and provide a response within 21 days.

Yours faithfully,
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