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TITLE

Working From Home Based Employment.

OVERVIEW

This Model Procedure defines the requirements that need to be addressed to assist in protecting the health and safety of employees working in designated home based positions for specified periods of time and under certain conditions for any entity of the Uniting Church in Australia Synod of NSW and ACT (the Synod).
Working from a home based workplace is not a right or entitlement and can only occur following consultation and formal agreement between a manager and an employee with approval of the respective Executive Director of the Board.  

SCOPE/APPLICATION

This procedure should be applied in conjunction with relevant HR management procedures, Workers’ Compensation and other Insurance arrangements.  It should be read in conjunction with applicable legislation and needs to be customised to incorporate relevant legislative and licence requirements.  

DEFINITIONS

Home Based Employment

A home based position shall comprise:

· A position for which work from home on a routine basis and/or for substantial periods is an inherent requirement of that position and/or

· Specific arrangements between any entity of the Synod and an individual employee which permit a substantial component of the job to be performed from the employee’s home.

· Requirements for, or approval of, home based employment shall be specified in either a job description and/or written agreement and/or contract of employment.

Home based employment means regular performance of ordinary hours of duty at a home based workplace.  However, it may not necessarily mean that an employee will be working full time from the home site or that all of their ordinary hours of employment will be performed at the home based site.  The hours of duty at a home based workplace must be formally negotiated, agreed and documented between an employee and their manager and approved by the Executive Director of the Board.  

Home Workplace

The area of the employee’s home from which work for the Synod employing entity is principally conducted.

The exact location and extent of the home based workplace should be clearly defined to establish the extent of obligation of the Synod in relation to Work Health and Safety and Workers Compensation legislation.  Precise definition of the home workplace may be also relevant to related insurance issues eg. public liability, home building and contents insurance.  The definition of the home based workplace should take into account areas of the home used during work breaks (eg. kitchen and bathroom).

RELATED DOCUMENTS/FORMS

	Work Health and Safety legislation

	Systems of Work MP

	Health Assessment MP

	Ergonomics and Manual Handling MP

	Drugs and Alcohol MP

	Lone and Isolated Work MP

	Office Safety and Health MP

	First Aid MP

	Rehabilitation MP

	WHS Training MP

	Workplace Hazardous Substances MP

	Electrical Safety MP

	Fire Safety Management MP

	Home Based Workplace Inspection Checklist

	Model Procedure Implementation Audit


REFERENCES & LINKS

	Current Work Health and Safety legislation as applicable to NSW & ACT


ROLES & RESPONSIBILITIES

Responsible Manager

· Ensure the requirements for home based employment are implemented and monitored.

· Ensure appropriate supervision of home based employee 

Home Based Employee

· Comply with requirements of the Home Based Employment WHS Plan

PROCEDURE

Prior to the selection and placement of an employee in a home based employment environment, a Home Based Employment WHS Plan must be agreed.  The Home Based Employment WHS Plan must encompass:

· an Assessment (by an appropriately qualified person) of personal characteristics and competencies relevant to the ability to work safely and effectively in an isolated or remote environment, unsupervised and detached from a traditional workplace.
· A pre-employment or job transfer health assessment with particular emphasis on medical conditions relevant to a lone and/or isolated worker.

· Key Assessment Requirements as outlined below:

1. Suitability Assessment of Position

Home based working arrangements need to be seriously considered and carefully planned prior to implementation.  Therefore, an assessment must be conducted to ensure that the position is suitable for home based employment and should address factors which include:  

· Employment Contract, Enterprise Agreement and Industrial Award provisions

· Requirements for direct supervision

· Existence of quantifiable outputs upon which to measure performance

· Requirements for face to face interaction with other employees

· Capacity of available technology to enable the type of work being performed to be easily transferred and effectively performed in a home workplace

· Independence of work tasks

In most cases, work that involves a high degree of individual autonomy and independence is most suitable for a home based working arrangement and includes:

· project work

· report writing

· policy and procedure development

· system design and development

Generally, home based employment is not suitable for jobs that:

· require a high degree of supervision or close scrutiny

· require face to face contact with other staff or team members

· require an employee to service organisational facilities or assets

· do not lend themselves to objective performance monitoring

2.  Suitability Assessment of Employee

Prior to the placement of an employee in a home based position, the employee’s personal characteristics and competencies relevant to their ability to work safely and effectively in an isolated and unsupervised environment shall be assessed to include:
· Significant experience in position

· Strong organisational and planning skills

· Strong motivational skills

· Little necessity for colleagues’ inputs

· Low need for supervision

· Highly reliable, trustworthy and loyal

· History of achieving performance objectives

· Sound communication skills to initiate interaction with colleagues’

3.  Suitability Assessment of a Proposed Home Based Workplace

Using the Home Based Workplace Inspection Checklist, the assessment shall address:

	· Workplace layout and space
	· Fire and electrical safety

	· Ergonomic factors, furniture and equipment
	· Noise, lighting and thermal environment

	· Adequacy and safety of storage facilities
	· Injury, emergencies and evacuation

	· Housekeeping in the work area
	· Control of hazardous substances


Workplace Layout and Space

Following consultation with the employee, the exact location and extent of an area of the employee’s home shall be clearly defined and delineated as the designated ‘workplace’ and a risk analysis undertaken by the employee’s manager, prior to work commencing.  This will help to establish clear employee and Synod responsibilities under WHS Policy and System, Work Health and Safety and Workers Compensation legislation.  Precise definition of the Home workplace maybe also relevant to related insurance issues eg. public liability, home building and contents insurance.  

It shall be necessary to:

· identify potential health and safety hazards (potential for harm) present in the proposed workplace whilst mindful of the proposed work activity and job tasks

· assess the requirements for, and feasibility of, modifications to control risks (likelihood, frequency and consequence of exposure to harm).

· determine controls and procedures that need to be established.

· take into account access to, and use of, bathroom and kitchen facility areas during work breaks.  

The feasibility of modifications to the proposed home based workplace and the requirements for the provision of furniture and equipment shall take into account the WHS hazards identified by the assessment and the nature and duration of work to be performed.  Modifications requiring structural changes to an employee’s home would not normally be made.
Fire Risk

An assessment of the fire risk of the home based work place including adjacent areas shall be undertaken and appropriate adjustments made where feasible.  The assessment shall include identification and documentation of appropriate escape routes in the event of fire (signage shall not be required).  Unsuitable areas for a home based workplace may include a room with a single exit (eg. a windowless attic or basement reached by ladder):  

· A smoke detector in the working area shall be installed.

· Combustible materials in the working area shall be minimised.

· Electrical equipment which is continuously powered should be minimised.

· Flammable materials (eg. products or samples) shall not be stored in the workplace.

· Smoking in the home based workplace during hours of work shall be prohibited.

· A fire extinguisher shall be provided and maintained

Electrical Safety

All Synod supplied electrical equipment and electrical equipment used directly in the work process (eg. PCs printers, facsimile machines desk lamps) shall be protected by a residual current device, preferably fixed.  Wherever practical, protection by residual current devices should be extended to cover electrical equipment used incidentally during working hours (eg. tea or coffee making equipment).  The employee shall perform the push button test at the recommended intervals.  A Synod approved contractor shall perform the calibration check at the recommended intervals.  

Continuing use of double adaptors or power boards shall be minimised (unless fitted with overload protectors).   

Electrical cords shall be appropriately secured.

Inspection and tagging of all Synod supplied equipment and equipment used directly in the work process shall be performed by an approved contractor.  Maximum inspection intervals shall be in accordance with similar equipment in offices.  Wherever practical this requirement shall apply to electrical equipment which is incidental to the work process (eg: kettle or jug, heater, fan).  Registration of equipment shall not be required.

Where electrical equipment used directly in the work process does not meet required standards, repair or replacement shall be at the Synod expense.  Where equipment incidental to the work process does not meet required standards or poses an unacceptable risk, the use of that equipment shall be prohibited. 

Electrical isolation of power outlet circuits shall be performed as far as practicable within the restriction of the existing installation.

Under no circumstances shall an employee undertake electrical maintenance or repair.

Lighting and Thermal Environment

An assessment of lighting and the thermal environment shall be conducted.  A home workplace, in most cases, will not be dedicated to work tasks and therefore lighting will need to be taken into account for both work and domestic requirements.  In general adjustments to improve lighting in the home workplace shall be limited to:

· repositioning of workstation to either improve lighting or control glare.

· optimum use of existing glare controls eg: blinds and curtains.

· use of light globes with appropriate wattage.

· use of portable desk lamps where necessary.

Thermal environment should be assessed.  In general, adjustments shall be limited to portable equipment eg: heaters and fans.

Housekeeping

Standards for housekeeping shall be defined at the commencement of the home based position and compliance reviewed at times when the manager visits the workplace.  Extraneous portable items which may interfere with the safe performance of work may be required to be removed from the work area (eg: toys).  

Workplace Hazardous Substances

The workplace hazardous substances regulations apply to home workplaces and therefore the presence of hazardous substances in the home workplace shall be minimised.  Where substances are present, a register of hazardous substances shall be developed and material safety data sheets obtained and maintained in the workplace.

Smoke Free Working Environment

The intent of the requirements for a ‘smoke free’ working environment shall apply to a home based workplace during the hours that work is conducted.

4.  Agreed Working Arrangements

The inherent or routine arrangements (either temporary or permanent) for home based work must be specified in a position description and employment contract.
Other Persons in the Workplace

Home based work should not be viewed as a substitute for engaging third party child or dependant care.  Employees caring for (or being distracted by) children or other dependants during work periods, or in a workplace, has the potential to adversely affect work performance and compromise safety.  Therefore, child or dependant carer responsibilities should not be undertaken concurrently with work being performed for and on behalf of the Synod.  Employees with child or dependant carer responsibilities must be able to demonstrate that alternative appropriate care arrangements are in place and will be maintained (at their own expense) whilst performing work in the home based workplace.  

Hours of Work

Wherever practical, specific days and hours of work should be defined and specified (within reasonable parameters) to within the normal span of hours of work.  Agreement should be made to:

· ensure that appropriate hours and patterns of work are adopted to facilitate safe and effective work performance.  

· provide adequate opportunity for the employee to communicate with other team members and manager.

· clearly define the WHS responsibilities of the employee and the Synod. 

Where it is not practical to define specific hours of work, time periods during which work shall be performed shall be established (eg: weekdays between the hours of 8am and 10pm).  

Whilst provision for overtime may be made following prior written approval of the employee’s manager, no meal allowance would be applicable to overtime worked at the home based worked site.  

Up to date and accurate records must be maintained by the employee relating to hours worked and work breaks taken at the home based work site.  

Application of WHS, Workers Compensation/ Rehabilitation Legislation, Policy and System

Work Health and Safety and Workers Compensation/Rehabilitation legislation applies to work performed in an approved home based work environment.  Equally, Synod WHS and Rehabilitation Policy, System and related strategies are applicable to approved home based work.  

In the event of work or non-work related illness or injury, an appropriate rehabilitation plan will be established by the rehabilitation coordinator responsible for the workplace.  As part of the communication/induction process for home based working, employees shall be informed of the application of the rehabilitation programme to home based work. 

A description of how the requirements of WHS Policy/System will be implemented shall be established and reviewed annually.

Induction, Training and Communication 

Employees engaged in home based work activity should be informed and receive training relating to employee and Synod responsibilities relevant to the home based employment.  

Employees should participate in all relevant WHS training provided to employees performing similar tasks on Synod premises.  Additional emphasis should be placed on training in office ergonomics and home office safety.

Training plans for employees working in home based positions shall consider specific training requirements relevant to home based work.

The employee must be available for contact by their manager (and other relevant parties) during the specified hours of home based work.  Confidentiality of the employee’s home telephone number must be maintained and must only be provided to those with a justified need to know, following consultation and approval of the employee.  

Injury and Incident Reporting and Investigation

All injuries and incidents should be reported and investigated in accordance with injury and Incident procedures.  Where required by legislation, reporting of serious injuries or incidents arising from the performance of work at home should be reported to the relevant authorities.

Emergencies and First Aid

Comprehensive emergency plans and procedures must be established and communicated.  Instructions for accessing emergency services (eg. emergency services card) should be provided and a means of obtaining first aid advice through a nominated Synod occupational health service.  

A type ‘C’ First Aid Kit shall be supplied and kept at the home workplace and used solely for the purpose of work related injury.  Records should be kept by the employee following use and the kit maintained and replenished as required.  The contents of the first aid kit shall comply with requirements of relevant legislation (eg Type C kit in NSW).  Minimum contents shall be consistent with kits provided for Synod motor vehicles.

Drugs and Alcohol

Alcohol shall not be consumed during work periods or prior to work periods, where consumption of alcohol may impact upon work performance.  The possession or consumption of prohibited drugs is prohibited during work periods or prior to work periods, where there is a potential for impact on work performance.  

In relation to a home based workplace, it may not be reasonable or practical to prohibit storage or possession of alcohol or drugs in a person’s home.  However, any activities involving the use of drugs or alcohol during working hours or at a time when use of drugs or alcohol may cause impairment during working hours (eg. prior to commencement of work tasks) shall be prohibited.

5.  Agreement Relating to Workplace and Equipment

Prior to an employee commencing work at the home based workplace, an inventory of required equipment, furniture, materials and software etc., must be compiled and agreed jointly by the employee and manager.  The inventory should be compiled on a case by case basis, dependent on specific needs (must specify ownership of relevant items) and include an assessment of everything likely to be needed during the normal course of carrying out work at the home based work site.  

The employee must agree that all items supplied by the Synod and listed on the inventory (asset details and serial numbers to be recorded) are and will remain:

· only for use at the home based work site

· solely for use of the employee, for work directly within the scope of the employees Position Description and for the benefit of the Synod

· the property of the Synod (employee will provide access to the home based worksite during normal hours of work for service, repair, replacement or removal of equipment).  

The employee must agree:

· that they will only carry out work in the area designated as a ‘workplace’ and will not carry out work in any other part of the home.  

· to take all reasonable precautions to ensure the security and confidentiality of all soft and hard copy information stored on computers and/or in the home based workplace.    
The employee must be made aware that:
· insurance and maintenance costs pertaining to equipment owned and used by the employee at the home based work site remain the sole responsibility of the employee.

· because the home is a designated place of work, a NSW WorkCover Inspector has power of entry to the home, with the consent of the occupier, or in serious situations, with a search warrant.  

The employee should be advised to seek appropriate advice regarding taxation, public liability and third party issues as well as implications relating to home buildings/contents insurance, local government approvals, mortgage lending bodies and lease agreements.  Responsibility for maintaining adequate insurance rests solely with the employee.  
The employee’s understanding of the requirements of this procedure and the Home Based Employment WHS Plan must be confirmed in writing prior to commencement of home based employment.

Workplace Design, Provision, Use and Maintenance of Furniture and Equipment 
The nature and duration of work should be taken into account in determining the requirements and feasibility of modifications to the home based workplace or provision of furniture and equipment.  The manager shall assess the requirements for furniture and equipment and advise on the design and layout of the home workplace.

In general, equipment or modifications to the home based workplace shall be limited to portable equipment or modifications which would not result in permanent modification to the employee’s home, or require repairs to the employee’s home following removal at the conclusion of the period of home based work.

In determining the requirements for the provision of furniture and equipment in the home workplace:

· an assessment shall be made of existing furniture and equipment within the employee's home to determine the suitability or appropriateness of use of that equipment for work on behalf of the Synod.  Insurance arrangements for the employee’s own furniture and equipment used in the course of Synod business shall be defined.  

· the Synod shall provide appropriate furniture or equipment if the use of existing furniture or equipment is considered to be inappropriate or unsuitable.  Office equipment provided by the Synod shall meet appropriate ergonomic standards.  The furniture and equipment supplied by the Synod shall be supported by Synod inspection and maintenance procedures.  Advice on appropriate insurance arrangements shall be sought from relevant Synod personnel. 

· the furniture and equipment supplied should wherever possible be able to be subsequently removed without requiring repair of the employee’s house (for example provision of free standing filing cabinets instead of wall mounted shelving).  

· where heavy furniture and equipment is supplied, the floor should be able to safely withstand additional loads. 

· the layout of furniture and equipment shall be arranged to minimise the risk of injury, provided that structural alteration would not be required or damage to the employee’s home would result.  

· removal of extraneous portable items may be required where those items would result in a significant risk to health and safety eg. toys, storage boxes etc.

· In general all electrical equipment directly used in the course of work eg. PCs faxes etc should be supplied and maintained by the Synod.  Ancillary equipment (eg. telephone, answering phone) should be supplied, if feasible, where use of existing equipment is inappropriate or unsuitable.  

Inspection and Maintenance of Equipment

Appropriate maintenance procedures shall be established for Synod supplied furniture and equipment.  Employees shall be encouraged to maintain appropriate awareness of the condition of supplied furniture and equipment and report requirements for maintenance to their manager.  Employees shall not undertake any maintenance repairs.  All repairs will be arranged by the relevant manager using a suitably qualified person.  Maintenance must be authorised by the manager either on a case by case basis or criteria established in advance.

FURTHER ASSISTANCE

	Contact:
	Workplace Safety Services

	Telephone:
	(02) 8267 4242 or (02) 8267 4467

	Email Address:
	wss@nsw.uca.org.au


VERSION CONTROL

	Procedure:
	Management Health Model Procedure: Working From Home Based Employment
	Version:
	3
	Approved by:
	WSS

	Creation Date:
	06/01/06
	Last Revised:
	24/10/10
	Revision Dates:
	31/07/09


MODEL PROCEDURE IMPLEMENTATION AUDIT
The purpose of this Implementation Audit is to:

1. ensure that all of the appropriate elements of this procedure have been communicated to relevant employees and/or other stakeholders and that their competency / understanding has been confirmed.

2. enable Managers to undertake an internal self assessment audit to confirm that the appropriate elements of this procedure have been implemented.   Should there be any remarks/notes relevant to the audit, these should be included at the bottom of the checklist in the space provided.

When completing this checklist, use a tick (() to indicate confirmation/compliance.

Management Model Procedure: Working from Home Based Employment 

	Site/Workplace Name
	
	Date
	     /       /


	Key Points
	Employee/Stakeholder Competency Confirmed
	Model Procedure Implementation

	01
	Has a Home Based Employment WHS Plan been established prior to commencement of working from home?
	
	

	02
	Has a pre-employment or job transfer health assessment been performed for all home workers with emphasis on conditions for lone and/or isolated workers?
	
	

	03
	Has an assessment of the suitability of the position being carried out from a home based workplace been conducted?
	
	

	04
	Has an assessment of the suitability of the employee prior to placement in home based employment been performed?
	
	

	05
	Has an assessment of the suitability of the home base been conducted to identify potential health and safety risks using the Home Based Workplace Inspection Checklist?
	
	

	06
	Have agreed working arrangements been specified in a Position Description and Employment Contract?
	
	

	07
	Has an inventory of required equipment been compiled and agreed?
	
	

	08
	Is the employee aware of their obligations and responsibilities in relation to insurance and maintenance?
	
	

	09
	Is the employee aware of their obligations and responsibilities in relation to security and confidentiality of work related information kept in the home based workplace?
	
	

	10
	Is the employee aware of their obligations and responsibilities in relation to WorkCover?
	
	

	11
	Is the Home Based Employment WHS Plan audited at yearly intervals?
	
	

	12
	Is induction training provided prior to commencement of working from home?
	
	

	13
	Has an ongoing program of training been established for each employee working from home?
	
	


	Internal Audit Remarks/Notes

	Key Point No
	Comments

	
	

	
	

	
	


	Completed by:

	Name
	
	Signature
	
	Date
	     /       /


HOME BASED WORKPLACE INSPECTION CHECKLIST

	Name
	

	Date of Inspection
	

	Position
	

	Manager
	

	Address of home based workplace
	

	Home workplace phone number
	

	Home workplace mobile phone number
	

	Home workplace fax number
	

	Home workplace email address
	

	Proposed Commencement Date
	

	Proposed No Days & Hours to be worked
	

	Home Based Work Arrangement
	   (   Permanent                 (  Temporary

	Details of proposed work and duties to be performed at home office location

	Task
	
	Time Spent
	

	Task
	
	Time Spent
	

	Task
	
	Time Spent
	

	Home Based Workplace scheduled re-inspection / review date
	


	ISSUE
	YES
	NO
	ACTION REQUIRED

	ENVIRONMENT
	
	
	

	Is there adequate lighting for the tasks performed?
	
	
	

	Is there excessive noise?
	
	
	

	Is there sufficient ventilation, airflow, temperature?
	
	
	

	WORKSTATION
	
	
	

	Is the workspace clean and well maintained? 
	
	
	

	Does the layout of the workspace allow for easy access to furniture and equipment?
	
	
	

	LAYOUT
	
	
	

	Are all often-used items within easy reach? (They should be within normal arm reach with a minium trunk movement.)
	
	
	

	Is there sufficient space for large documents, completed work or writing?
	
	
	

	Is there sufficient space for furniture, equipment and hardcopy materials?
	
	
	

	Is a document holder provided for computer work, that supports all source documents adequately?
	
	
	

	CHAIR
	
	
	

	Is there a quality ergonomic chair? (adjustable height, lumbar support and removable/ adjustable armrests for key board operation).  Is the Chair easily adjusted from a seated position?
	
	
	

	Is the chair stable with a five star base?
	
	
	

	Can the user get close to the workstation without impediment? (Check that the desktop is thin, chair arms are not in the way and there is clear legroom.)
	
	
	

	Is the seat height adjusted so that the user’s thighs are parallel to the floor with feet resting on the floor or on a footrest?
	
	
	

	Is the backrest height and angle adjusted to fit into the small of the users back and adequately support the spine? 
	
	
	

	FOOTREST
	
	
	

	Is there a footrest available where required?
	
	
	

	DESK
	
	
	

	Is there an appropriate desk in good condition?
	
	
	

	Is there appropriate space for working independently of computer when required?
	
	
	

	KEYBOARD
	
	
	

	Is the keyboard positioned in front of the user?
	
	
	

	If a laptop is used, is there a separate keyboard available?
	
	
	

	SCREEN
	
	
	

	Is the top of the screen at eye level?
	
	
	

	Is the screen free from glare?
	
	
	

	Are all characters in the display easily legible and is the image stable without flicker?
	
	
	

	Can brightness, contrast and position of the screen be adjusted by the user?
	
	
	

	TELEPHONE OPERATIONS & HEADSETS
	
	
	

	Is there a headset available for continuous telephone operations?
	
	
	

	SAFETY
	
	
	

	Are there any trip, slip and fall hazards and if so, what is their nature?
	
	
	

	Can filing cabinets or furniture tip?
	
	
	

	Are bookshelves secure?
	
	
	

	Are Hazardous Substances, chemicals or combustible materials present in the work area?
	
	
	

	EMERGENCIES & FIRST AID
	
	
	

	Have comprehensive emergency procedures been established, displayed and communicated.  
	
	
	

	Is there an adequate first aid kit?
	
	
	

	Is there a smoke detector?
	
	
	

	Are there adequate exits in case of fire?
	
	
	

	Is the work area equipped with an appropriate fire extinguisher?
	
	
	

	ELECTRICAL
	
	
	

	Are power/communications cables adequately protected against damage?
	
	
	

	Is electrical equipment to be used during the course of work covered by residual current devices (including equipment reasonably used in work breaks eg., coffee maker)?
	
	
	

	Are electrical/cables in good order and repair?
	
	
	

	Are there sufficient power points to ensure that double adapters or power boards (without overload protectors) are not in permanent use?
	
	
	

	Have procedures and recording mechanisms been established to ensure scheduled maintenance of all electrical equipment supplied by the Synod is inspected and tagged by an approved contractor at defined periods?
	
	
	

	Has the potential for electrical isolation of relevant power circuit outlets been tested?
	
	
	

	SECURITY
	
	
	

	Is the area adequately secure?
	
	
	

	Is there secure storage for all documents?
	
	
	

	MAINTENANCE
	
	
	

	Have procedures and recording mechanisms been established to ensure scheduled maintenance of equipment supplied by the Synod is inspected at defined periods by qualified persons?
	
	
	

	SPACE, ACCESS AND AMENITIES
	
	
	

	Is the proposed designated work area dedicated for its proposed use and appropriate and adequate in terms of space and location within the home, for work to be performed efficiently?  
	
	
	

	Are the routes from the bathroom to workplace appropriate, adequate and clear?
	
	
	

	Are the routes from kitchen to workplace appropriate adequate and clear?
	
	
	

	Is the bathroom satisfactory and hazard free?
	
	
	

	Is the kitchen satisfactory and hazard free?
	
	
	

	Is ingress/ egress between street and workplace appropriate, adequate and clear?
	
	
	


	Action required prior to commencement of home based work?

	

	Employee Signature
	
	Date
	

	Manager completing inspection
	

	Manager Signature
	
	Date
	

	Employee Signature
	

	Action Completed
	(   Yes                  (   No
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