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Working from home
Introduction
When workers carry out work at their residential premises (home) for the Organisation, the home is considered to be a workplace and the Organisation recognises that it has health and safety duties in respect of this. As a worker you are still subject to the same working standards that are applied to the Company’s offices regarding confidentiality, access to Company documents, absence notification, etc. 
The Organisation must approve all work undertaken at home. The Organisation will only allow for work to be undertaken at home if the hazards associated with the work are identified, assessed and controlled. As such, when approving work to be carried out at home, the Organisation will specify the following:
· the tasks to be performed;
· the hours of work;
· the specific location within the home where work will be carried out; and
· the furniture and equipment required to carry out the work. 
Based on the above information, risks associated with working at home will be addressed via a risk management approach.
Identifying hazards Associated with Working at Home
When working at home, hazards can be identified by:
· completing the Working from Home Checklist; 
· completing the Ergonomic Checklist;
· reviewing the tasks associated with working from home;
· observing how workers perform their tasks;
· consulting with relevant workers. 
When identifying hazards associated with working at home, the Organisation will consider whether the following hazards are present. 
Office Safety
There are a variety of hazards that may arise in an office environment which may also be present when working at home. 
Drugs and alcohol
The misuse of drugs or alcohol by workers can affect their health and safety, as well as that of others. 
Remote/isolated Work
When working at home, the worker may be working in a remote or isolated environment. 
Remote/isolated workers can face higher levels of exposure to hazards than workers in a controlled environment. In addition, remote/isolated workers may not have the same access to support and emergency services.
Manual Handling
Manual handling describes any work or task involving an action to lift, lower, push, pull, hold, carry, move or restrain any animate or inanimate object.
Some manual handling tasks are hazardous and may cause musculoskeletal disorders. Manual handling injuries are the most common type of workplace injuries across Australia and may occur when working at home. 
Plant and equipment
Plant is any machinery, equipment, appliance, implement or tool and any component or fitting used within the workplace. Ensure electrical equipment is used only for it’s intended purpose and in a safe manner.
Plant hazards generally arise from the plant itself (eg moving parts, electricity), and how or where the plant is used (eg cramped space, indoor/outdoor). Plant and equipment used when working at home must meet the same safety standards as those used in the regular place of work. Operators must be competent; the equipment must be used in the way it was intended and must be maintained according to manufacturer’s recommendations. 
Assessing Hazards associated with working at home
As part of the risk management approach, the Organisation has an obligation to ensure that any hazards which pose a risk of injury to workers when working at home, are assessed to determine the seriousness of these hazards.
Safety, Damage and faults in equipment
You are responsible for the health and safety of any visitors, children or family members who may meet any property or equipment supplied by the Employer for home working. If there are any faults in the Employer’s equipment, the equipment should not be used at any time until it has been inspected and any necessary repairs have been carried out by the appropriate specialists. You are responsible for ensuring that any damage to equipment is reported promptly to the Employer.
Controlling Hazards Associated with Working at Home
The Organisation will ensure, as far as reasonably practicable, that the risks associated with working at home are controlled. The process of controlling such risks will be determined in consultation with the workers who are required to work at home.
Control measures can be identified by referring to the following policies detailed within the Work Health and Safety Manual:
· Office Safety Policy
· Drugs and Alcohol Policy
· Remote/isolated Work Policy
· Manual Handling Policy, and 
· Plant and Equipment Policy
First Aid
Workers that are working from home, should ensure they have access to first aid and have an appropriately stocked first aid kit. Details of any workplace injury or illness are to be recorded on the Register of Injuries and the worker’s manager is to be notified as soon as reasonably practicable. At the earliest opportunity an incident report should be completed and submitted to your manager.
Consultation
The Organisation is committed to providing all workers with the opportunity to express their views and contribute to the resolution of health and safety issues that affect them. 
As such the Organisation will consider the use of email, web-based communication platforms (eg PureCloud, Workplace, etc.) and phone calls as a suitable medium for consulting with workers who are working from home. 
Emergency Procedures
The Organisation is committed to establishing and maintaining procedures to control emergency situations that could adversely affect workers, including workers who are working at home. The emergency plans detailed in the Emergency Procedures Policy apply to those workers who are working at home. In all situations, workers must act in accordance with the relevant emergency procedures and ensure their own safety at all times.
Where working at home and affected by an emergency, an Incident and Hazard Report form is to be completed and the worker’s manager is to be notified as soon as reasonably practicable. 
Workplace Inspections
The Organisation may conduct inspections as part of the ongoing management of hazards in the workplace. 
When the home is first used as a workplace, and on request by their manager, the worker will undertake an inspection using the Working from Home Checklist and the Ergonomic/Workstation Checklist. Future Inspections will continue to be undertaken by the worker where required by their manager. Completed checklists are to be provided to the Organisation. 
PROVISION OF COMPANY EQUIPMENT
The Employer will identify what equipment you need to work from home. This could include equipment such items as a laptop, PC, printer, mobile telephone, internet connection and/or telephone line. 
If equipment is supplied by the Employer, the Employer will pay for the installation and maintenance necessary for you to work at home, and pay all expenses incurred in relation to its use including costs for consumables such as paper, cartridges and toner and ongoing costs for telephone and internet usage subject to receipts, itemised bills, and other evidence that the Employer reasonably requires which you incur in the proper performance of your duties. 
All property which is provided to you for the purposes of home-working must be returned immediately to the Employer upon request and, in any event, immediately following the termination of your employment.
On the termination of your employment or upon the Employer’s request, you must return all Employer property and equipment which is in your possession or for which you have responsibility. Failure to return such items within seven days will result in the cost of the items being deducted from any pay due to you. 
You are responsible for any damage to equipment or property which the Employer provides for work purposes which goes beyond ordinary wear and tear and to any damage to your home which may result from the installation or removal of Employer equipment or property.
Where any damage to Employer property or equipment is as a result of your negligence or lack of care due to your voluntary and private use of the Company property (whether approved use or not), the Employer reserves the right to insist on you paying for the cost of repair or make a deduction for the cost of the damage to the Company property. This is a lawful deduction allowed under the Fair Work Regulations 2009.
CONFIDENTIALITY
All Company business information is regarded as confidential; this includes customer and staff information.  Therefore, you must take steps to protect Company records at all times against loss, unauthorised access, alteration or destruction.
You are required to take special care to secure all records and to prevent unauthorised disclosure of any Company or other business information.  Customer or customer contact information is particularly sensitive as customers have a legal right to expect personal information held about them to be held in utmost confidence.  On behalf of the Company it is your legal obligation to ensure these rights are protected.
Precautions must be taken to ensure third parties, including members of your family, visitors or other persons visiting or residing in your home do not become aware of any information which is confidential.  Information must not be left unattended when you are working and when materials are not in use they should be locked away in a secure place. Similar precautions must be taken when transporting documents in the course of your work.
You must take responsibility for destroying safely any paperwork containing confidential Employer business that is no longer required. Where necessary, papers can be brought to the Employer’s offices for confidential shredding.
If you have any reason to believe that Company information is lost, altered or has been accessed by any unauthorised person, you must report this to your manager without delay.
Use of any computer equipment owned by the Company, its software, etc. is limited to yourself alone and to business applications only.  Peripheral equipment such as printer and modem may not be connected to any of the Company’s computers other than those issued to you by the Company.  Information personal to you should not be stored on the computer.
CONTACT AND COMMUNICATION
Managers will agree with home workers, the measures that will ensure regularity of one to one supervision and other communication from the Employer.
All home working staff will be required to attend team meetings and other events as specified from time to time by the Employer. 
{OPTIONAL} They will also maintain regular contact with their administration support staff, and their correspondence will be sent to them on a regular basis, by post or electronically.
In the event of sickness, home workers must contact their line manager as soon as possible on the first day of sickness and comply with all aspects of the Employer’s sickness reporting procedures as outlined in the Worker Handbook unless otherwise directed by your Manager.
MANAGEMENT
Management of the home worker, other than where detailed in the provisions of this policy, will not differ from the management of the Employer’s office-based staff.
Managers will involve their teams in devising the most appropriate methods of maintaining team cohesion and collaboration among the home and office-based staff, paying particular attention to the working relationship between the home worker and their administrative support if applicable.
ACCESS TO YOUR HOME
The Company’s representatives have the right, on request, to visit and gain access to that area of your home you use for your workplace in order to:
· review, inspect or remove any of our property, documents, records or other information relating to our business and your work for us
· to conduct an audit of health and safety provisions
HOME DETAILS
Your Manager must be informed immediately of any actual or potential changes to:
· your address
· occupancy of the property by yourself and/or others
· telephone communications with the property, and
· any other changes relevant to the use of your home as your work base
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