Insert your company logo here

Working from home agreement 
How to use this template:
1. Fill out all form fields and enter variable information into the yellow highlighted areas.
2. Insert your company logo in header
3. Delete this text box
4. Share with your employee
5. Save against employee record


	Employee Name:
	[bookmark: Text1]     

	Employee Title:
	[bookmark: Text2]     

	Home based work start date: 
	[bookmark: Text4]     

	Manager: 
	[bookmark: Text5]     



1 Conditions
1.1 This Work From Home Agreement (“the Agreement”) is a voluntary and cooperative arrangement between the employee and [insert name of company] (“the company”). Each home-based work arrangement will be considered on a case-by-case basis and be subject to being approved by the employee’s manager.

1.2 The employee agrees that they are familiar with, and agree to observe, the company’s Working From Home Policy.

1.3 All other the 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 policy location].
2 Approval procedures
2.1 The company will require the employee to ensure as outlined in paragraphs 2.3 – 2.5 that the site and equipment to be used are in accordance with the appropriate health and safety legislation.

2.2 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).
[bookmark: _bookmark0][bookmark: _Ref37673925]
2.3 Prior to an employee being granted approval to commence a Work From Home Arrangement the employee will designate the area in the home to be used as the workplace.  

2.4 The employee must ensure that his/her remote work environment is without risks to health and safety, so far as reasonably practicable.

2.5 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.
[bookmark: _Ref37673937]
2.6 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.

2.7 The employee agrees to report to the company any health and safety accidents or incidents that occur while working remotely.
3 Property or Equipment
3.1 Where an employee requires additional property or equipment to work from home, the employee should discuss these requirements with [insert details of contact person here]. Where it is agreed that the property or equipment is necessary, the property or equipment will be provided at the company’s expense, subject to this policy and any reasonable conditions.

3.2 All property and equipment belonging to the company, or which the company provides to an employee to assist them to perform home-based work, must only be used as authorised by the company. Such property or equipment must be stored safely and securely and must be treated with all due care by the employee. This includes taking all reasonable security precautions in the home to prevent burglary, theft, loss or damage.

3.3 Any fault, failure, damage, or loss relating to the company’s property or equipment must be reported to the company immediately. Where an employee’s negligence leads to loss or damage of property or equipment, the company is entitled to reasonable reimbursement. This may include repayment of any insurance excess paid by the company.  

3.4 By signing this agreement, the employee gives consent (pursuant to s 5 of the Wages Protection Act 1983) to the company deducting the amount of any reasonable reimbursement resulting from any fault, failure, damage or loss of the company’s property or equipment, from the employee’s wages or salary or other money owning to the employee at any time during the course of employment, or on termination of the employee’s employment.  

3.5 At any time, the company may require the return of any property or equipment it has provided. Where authority to work from home is revoked, or where employment ends, all such property and equipment must immediately be returned to the company, or otherwise dealt with as the company specifies.

3.6 The manner in which utilities will be supplied and/or reimbursed for home-based work purposes (for example installation of high-speed internet/wi-fi modem / router equipment) need to be agreed 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].
4 Security of assets and information
4.1 [bookmark: _Hlk80631754]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 the company premises.
[bookmark: _Hlk80631824]
4.2 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. This includes:
·  using passwords and auto-lock on all devices that are used for work;
· not sharing passwords with persons outside of the company;
· keeping any hard copy documents in a secure location;
· not emailing confidential information to personal email addresses.
5 Conditions of employment
5.1 The terms and conditions of employment between the company and the employee that apply at the employee’s usual place of work also apply at the home-based worksite. In particular, unless otherwise agreed in writing, the employee’s position description, hours of work and remuneration will not be altered by this Agreement.
6 Review
6.1 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.
7 Termination of the arrangement
7.1 The company reserves the right to terminate the Work From Home Agreement at any time by agreement, or if the employment agreement is being terminated, in accordance with the employee’s employment agreement.

7.2 Upon termination of this Agreement the employee will ensure that all work-related information is returned to the company and/or deleted or destroyed as directed by the company.


[bookmark: d0e794][bookmark: _Hlk536723687][bookmark: _Hlk536724003]
	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 the 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 H&S Checklist attached.
	[bookmark: Check18][bookmark: Check17]Yes |_| No |_|

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

	Date Health and Safety 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 Agreement.  I understand I may seek independent advice and have had a reasonable opportunity to do so. 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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