WORKING FROM HOME POLICY

SS-WHS-POL-000

Work From Home Policy

At [Organisation Name], we recognize the benefits of allowing employees to work from home,
including increased flexibility, improved work-life balance, and reduced commute times. This policy
outlines the guidelines and procedures for remote work arrangements, ensuring that employees can
effectively and securely perform their job responsibilities from home.

Scope

This policy applies to all employees of [Organisation Name] who have been granted permission to
work from home either on a full-time or part-time basis. It encompasses all aspects of remote work,
including work hours, communication, equipment, security, and performance expectations.

Responsibilities
Employees:

e Employees who are approved to work from home are responsible for creating a suitable
work environment to perform their job responsibilities effectively and efficiently.

e They must adhere to their regular work hours as agreed upon with their supervisor or
manager and remain available during core business hours for meetings, collaboration, and
communication.

e Employees should maintain regular communication with their supervisor or manager,
providing updates on their work progress, challenges, and availability.

Supervisors/Managers:

e Supervisors or managers are responsible for assessing employees' suitability for remote work
and granting approval based on job requirements, performance, and other relevant factors.

e They must establish clear expectations for remote work arrangements, including work hours,
communication protocols, and performance objectives.

e Supervisors or managers should provide support and guidance to remote employees,
addressing any challenges or issues that may arise and ensuring that they have the necessary
resources and support to perform their job responsibilities effectively.

Information Technology (IT) Department:

e The IT department is responsible for providing remote employees with access to necessary
technology, software, and systems to perform their job responsibilities from home securely.

e They must ensure that remote access systems are configured with appropriate security
measures, such as multi-factor authentication and encryption, to protect company data and
networks.

e The IT department should provide technical support to remote employees as needed,
troubleshooting issues related to remote access, connectivity, and software applications.

Policy Guidelines

Eligibility: Remote work arrangements may be granted to employees whose job responsibilities can
be performed effectively from home and who have demonstrated the ability to work independently
and responsibly.
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Work Hours: Remote employees are expected to adhere to their regular work hours as agreed upon
with their supervisor or manager. They should maintain a consistent schedule and remain available
during core business hours for meetings and communication.

Communication: Remote employees must maintain regular communication with their supervisor or
manager and colleagues, using email, phone, video conferencing, and other communication tools as
necessary.

Work Environment: Remote employees are responsible for creating a suitable and productive work
environment at home, free from distractions and interruptions. They should ensure that their
workspace is comfortable, ergonomic, and conducive to focused work.

Equipment and Technology: [Organisation Name] will provide remote employees with necessary
equipment, such as laptops, monitors, and peripherals, to perform their job responsibilities from
home. Employees should use company-provided equipment for work purposes only and follow IT
security protocols.

Data Security: Remote employees must take measures to protect company data and confidential
information while working from home, including using secure Wi-Fi networks, encrypting sensitive
files, and following company security policies.

Performance Expectations: Remote employees are expected to meet the same performance
standards and objectives as office-based employees. Supervisors or managers will assess remote
employees' performance based on their productivity, quality of work, and ability to meet deadlines.

Health and Safety: [Organisation Name] is committed to ensuring the health and safety of remote
employees. Employees should take regular breaks, stretch, and avoid prolonged sitting to maintain
their physical and mental well-being while working from home.

Work-Life Balance:

Remote work offers flexibility that can support a better work-life balance for employees. However, it
is important to establish clear boundaries between work and personal life to avoid burnout and
maintain overall well-being. Employees should establish a designated workspace at home and
maintain a regular schedule to create structure and separation between work and personal life.
[Organisation Name] encourages employees to set boundaries around work hours, communicate
availability to colleagues, and practice time management techniques to prioritize tasks effectively
and avoid overworking.

Approval Process

Request: Employees who wish to work from home must submit a formal request to their supervisor
or manager, outlining their reasons for requesting remote work and proposed work schedule.

Assessment: Supervisors or managers will assess the employee's suitability for remote work based on
job requirements, performance history, and other relevant factors.
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Approval: If approved, supervisors or managers will notify the employee and establish clear
expectations and guidelines for the remote work arrangement.

Review and Updates

This policy will be reviewed periodically to ensure its effectiveness and compliance with Australian
legislative requirements and company objectives. Updates may be made as necessary to reflect
changes in remote work practices, technology, or business needs.

Authorised by

[Sign]

[Name]
[Position]
[Company]
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