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	Purpose:
	To provide understanding of the responsibility for Supervisors who have been approved for regular home based work by the Wahroonga After School Care Centre Inc Parent Committee.


 

Policy Statement
The Centre provides a safe and healthy place of work for all employees, including those who have approved working from home agreements.  The Centre recognises the benefits of flexible work arrangements to help to create a balance between home and work, which allows supervisors to be adaptable, skilled and responsive to achieve their optimal work levels. 
Procedure

Approval for Home-Based Work

In approving regular home based work, the Parent Committee needs to be satisfied that the arrangement meets the Working from Home Policy.  Under the Work Health and Safety Act 2011, an employer must provide a safe working environment and safe systems of work, as reasonably practicable for employees.  
Compliance with the Centre’s Health and Safety Consultation Statement is always required. The Supervisor must notify the Management Committee of any accidents or injuries that result from duties necessary to fulfil the requirements of the position.  Management will regularly review the home based working arrangements to ensure that it is working effectively.
A Working from Home Agreement must be completed and approved by a member of the Parent Committee.  A designated area in the home must be established as the work site.  A work station assessment should be completed before commencement of work.
Duties Suitable for Home Based Work

Duties suitable for home based work include:
· Definable tasks which are time specific and which are unlikely to cause risk to the Supervisors safety or health such as research, projects, policy writing, report writing and planning;
· Work requiring only a broad level of supervision utilising the Supervisors skills and knowledge to work autonomously without the need for close supervision from or interaction with other staff;
· Work performed by Supervisors requiring minimal access to files and resources located in the Centre.


The Work Environment
The Centre and the employee should identify the equipment required by the employee in order to undertake their work duties at the home-based site.  The Centre should then ensure that the employee has all the equipment needed to efficiently work from home.
The employee needs to assess their home work environment and sign off on a working from home agreement as attached.

Considerations:

	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r 155,
r156 
r170

	4
7
	· Work Health and Safety Act 2011.
· Privacy Act
· Privacy Policy 




















Wahroonga After School  Care Centre Inc 
Working from Home Agreement
I confirm I have read and understood Wahroonga After School Care Centre’s Working from Home Policy and the terms of this Agreement and I indicate my acceptance of the terms of the Policy and this Agreement by signing below.
	Employee Details:

	Name of Staff Member

	

	Position

	

	Home Office Details:

	Home Office Address

	

	Home Office Phone

	

	Email

	

	Home Based Work Arrangements Details:

	Details of work to be performed at home based worksite
	

	Health and Safety and Equipment Considerations:

	Attached completed and approved Working from Home Arrangement Self-Assessment Checklist
	
    Yes     /      No

	Asset / Equipment List belonging to the Centre:
Please record assets
	
  


	Asset / Equipment List belonging to the employee:
Please record assets
	

	Arrangements for the supply of stationery and consumables
	



· My home work environment is suitable for me to carry out the duties of my employment from home.
· I will take all reasonable steps to ensure that my responsibilities under the Work Health and Safety Act 2011 are complied with.
· I will notify my Committee of any changes of circumstances that may impact on the Working from Home Arrangement.
· I agree to notify my Committee of any illness or accident sustained in the performance of my duties.

	Signature of Employee

	

	Approval of Committee Signature
	

	Date
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Self-Assessment Checklist: Health & Safety and Other Consideration

	Workstation Environment:

	
	Y
	N
	Comment

	Is the floor space free from tripping hazards?
	
	
	

	Are floor coverings safe and non slip?
	
	
	

	Is lighting adequate for the tasks being performed?
	
	
	

	Is the room temperature comfortable – heating and cooling as required?
	
	
	

	Are there adequate power outlets to run the computer and other equipment?
	
	
	

	Are all electrical appliances safely secured?
	
	
	

	Is there a working smoke detector and readily accessible fire extinguisher?
	
	
	

	Is a basic first aid kit easily accessible?
	
	
	

	Workstation size / layout:

	Is the desk size suitable for the duties to be performed?
	
	
	

	Is there adequate leg space to allow free movement under the desk?
	
	
	

	Is the computer monitor adjustable to be free from glare, reflections and can be easily changed?
	
	
	

	Is a printer available?
	
	
	

	Is a telephone in easy to reach access?
	
	
	

	Are items used frequently within easy reach from the normal working position ? (folders, manuals)
	
	
	

	Is internet access available?
	
	
	

	If using a laptop, correct placement procedures must be followed at all times
	
	
	

	Is the chair suitable for use at the desk, does it have adequate support?
	
	
	

	Is the fabric and padding of the chair adequate?
	
	
	



Upon completion of this checklist, please discuss and address any concerns regarding your home office with the Committee.

	
Signature of Employee

	

	Date
	

	
Approval of Committee
Signature
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