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Telecommuting (Home-Based Work) Agreement
The purpose of this agreement is to outline the requirements of telecommuting (home-based work) for the telecommuter and their line manager.

This agreement is entered into between

	Employee name:
	
	Payroll ID/PAN:
	

	
Position title:
	
	
Work unit:
	

	
Contact number:
	
	
Email:
	




and

	
Line manager name:
	
	
	

	
Position title:
	
	
Work unit:
	

	
Contact number:
	
	
Email:
	



	

Location of telecommuting workplace:
	

	
Telecommuting commencement date:
	

	
Duration of agreement and end date:
	

	
Telecommuting review period:
	

	
Details of work to be performed (include attachments if necessary):

	

	


	


	


	


	


	








Fortnightly Telecommuting (Home-Based Work) Schedule
(Attach additional schedules where necessary)

	
	Telecommute location
	Primary workplace

	
	Work hours
	Meal breaks
	Work hours

	
	Start
	End
	Start
	End
	Start
	End

	Week 1 Commencement Date:
	

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Week 2

	Monday
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	



These arrangements may be varied provided there is mutual agreement by both parties and the amendments are included or attached in a revised agreement. The spread of hours, however, must be within the standard spread of working hours as stipulated under the relevant award or relevant agreement/arrangements. Telecommuters are still required to complete Attendance Variation and Allowance Claim (AVAC) form for any variation to their rostered hours.

Where the telecommuter identifies the need to work extra hours in addition to the above arrangements to be accrued as Time Off In Lieu (TOIL), prior approval from the manager is required before working the extra hours.














Telecommuting (Home-Based Work) Terms of Agreement
The principles outlined in Telecommuting guideline GL0258 are to be observed at all times.

1. The Agreement
1.1. Either party may terminate this agreement with notice of not less than two weeks being given in writing, unless both parties agree to waive the notice period. Where Gold Coast Health determines that significant risks exist in relation to the telecommuting (home-based work) arrangement, Gold Coast Health may terminate the arrangements in writing with less than two weeks notice.
2. Conditions of Employment
2.1. The telecommuter shall be subject to the same work responsibilities, policies, employment terms and conditions as defined in the applicable industrial instrument (e.g. Award) and all other legislation, regulations, directives, determinations, audits and Code of Conduct, etc. which are applicable at the primary workplace with any overtime to be authorised by the relevant line manager/delegate.
2.2. The employee may agree to vary their hours of work, within the standard spread of working hours as stipulated under the relevant award or agreement/arrangements, to be more conducive to telecommuting (home-based work). In such instances, details must be clearly stated in the Fortnightly Telecommuting (Home-Based Work) Schedule, which forms part of the telecommuting (home-based work) agreement.
3. Workplace Health and Safety
3.1. Home office environments must comply with ergonomics requirements per the Workplace Health and Safety Self-Assessment Checklist.
3.2. Workplace health and safety responsibilities for both Gold Coast Health and the employee apply as they would at the primary workplace. This includes:
· a workplace health and safety self-assessment being conducted on the designated workplace (e.g. home office);
· non-compliance with workplace health and safety requirements being rectified prior to the commencement of any telecommuting (home-based work) arrangements;
· ongoing audit/inspection access as required;
· the designated workplace being maintained by the telecommuter to a safe standard as required by legislation; and 
· maintenance of daily work.
3.3. The employee’s own furniture and equipment must meet minimum workplace health and safety standards and in particular, furniture must meet ergonomic requirements for the task/s.
3.4. Telecommuting (home-based work) employees will promptly notify their line manager of any work-related incident, accident, injury, or illness etc. while telecommuting (home-based work).







4. WorkCover
4.1. The hours of work at the telecommuting (home-based work) workplace and recess periods must be documented in the Fortnightly Telecommuting (Home-Based Work) Schedule, which forms part of the telecommuting (home-based work) agreement.
4.2. The telecommuter is to maintain an accurate and up-to-date work diary. This diary will assist in the investigation of workers’ compensation claims.
4.3. Telecommuters are required to provide access to the telecommuting (home-based work) workplace for WorkCover Queensland officers for the purposes of investigating accidents, injuries and undertaking assessments and rehabilitation.
5. Communication Strategy
5.1. Contact and working arrangements will be agreed between the telecommuter and their manager with both parties ensuring regular opportunities for communication regarding aspects such as work management, work group information, team and client interaction and training and career development opportunities.
6. Performance
6.1. Management of outputs, outcomes and results measurement shall be agreed and documented on a regular basis by the line manager and telecommuter in line with both work requirements and GCHHS performance management and telecommuting (home-based work) policies.
6.2. All line managers, telecommuters and relevant work colleagues shall participate in pre and post-telecommuting (home-based work) surveys, where required.
7. Information Technology and Asset Loans
7.1. Privately owned computer equipment may be utilised for the purposes of telecommuting (home-based work) where the affected employee agrees for this to occur and where this computer equipment is considered appropriate for the work to be performed.
7.2. Where GCHHS accepts responsibility for the provision and maintenance of appropriate computer equipment to telecommuters for official use, this shall be undertaken in accordance with relevant corporate policies.
7.3. Where GCHHS provides and maintains registered assets from existing resources, telecommuters will be required to take reasonable care and responsibility for the equipment provided.
7.4. Decisions relating to the provision and maintenance of equipment and resources must be made in conjunction with the telecommuting (home-based work) self-assessment form. Consideration must also be given to the operational effectiveness, workplace efficiency and workplace health and safety aspects of the agreement.
7.5. Where remote access to GCHHS and Queensland Health computer systems is required, prior approval must be obtained in accordance with the Remote Access Service (the only recognised electronic security protocol for external access to information).
7.6. Other requirements/conditions







7.6.1. Security of equipment, assets, information, confidentiality and copyright is to be in accordance with relevant GCHHS and Queensland Health policies.
7.6.2. The telecommuter must take out public liability insurance (where work-related travel is part of the telecommuting arrangement) and ensure that the policy is maintained for the duration of the agreement. If the employee already has public liability insurance relating to their home, the employee must check with their insurance provider to determine whether their policy is still valid under telecommuting (home-based work) arrangements.
7.6.3. Telecommuters are responsible for ensuring adequate building and home contents insurance, including any privately owned computer equipment.
7.6.4. Upon termination of employment or the telecommuting (home-based work) arrangement, all GCHHS assets including equipment, software, furniture, supplies, files, etc. must be returned to the primary workplace by the effective date of termination.
7.6.5. GCHHS retains the right of reasonable contact and/or access to the telecommuter for work related purposes during their telecommute periods. Access to the telecommuting (home-based work) workplace may occur for work related issues subject to prior agreement with a notice period of 24 hours unless otherwise agreed.
7.6.6. Any expense to be claimed for reimbursement must have manager/delegate approval prior to incurring the expense. Claims for reimbursement of approved expenses must be supported by relevant and appropriate documents. For example, claims for reimbursement of telecommunications expenses must be supported by a record of the telecommunications and the relevant telecommunication provider’s account (e.g. telephone bill).
7.6.7. The telecommuter will be responsible for utility expenses incurred at the home based office. These include expenses associated with heating, electricity and water.
7.6.8. The telecommuter will be responsible for taxation and other insurance matters (not listed above) related to the telecommuting (home-based work) arrangement and are advised to seek independent financial advice relevant to their individual circumstances.
7.6.9. While telecommuting (home-based work) is not a substitute for dependant care, it can provide flexibility and the telecommuter is expected to manage their responsibilities in a way that allows them to successfully meet their work requirements.
7.6.10. If required, management will review any issues arising out of the implementation of telecommuting (home-based work) to enable organisational effectiveness and fair treatment.
7.6.11. Normal grievance processes apply.





Mandatory attachments to this agreement for management records (please tick to indicate documents attached)

· Communication strategy
· Work Management Strategy
· Workplace Health and Safety Self-Assessment Checklist
· Evidence of employee’s building and contents insurance
· Evidence public liability insurance is valid under telecommuting arrangement (if applicable)
· Additional (please detail):
	



Employee Certification
I have read, understand and accept the arrangements detailed in this agreement inclusive of requirements under Telecommuting guideline GL0258 and Gold Coast Health’s Flexible Work Arrangement policy POL1424. 

	Employee’s signature:
	
	Date:
	



Line Manager Certification
I support the arrangements detailed within this agreement inclusive of requirements under Telecommuting guideline GL0258 and Gold Coast Health’s Flexible Work Arrangement policy POL1424.
	
Line manager’s signature:
	
	
Date:
	



Senior Director/Delegate Use Only
	· Approved
	· Not Approved



	Name:
	
	Signature:
	

	

Position title:
	
	

Date:
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