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COVID-19 Working from Home Policy 
1. Introduction 

This COVID-19 Working from Home Policy is in place, so employees understand when working 
from home may be appropriate, and the expectations the business has of them.  

2. Application and Scope 
This COVID-19 Working from Home Policy applies to employees while the COVID-19 virus is 
disrupting business as usual.  
This policy does not form part of any employee’s contract of employment or a part of any other 
user’s contract for service. 
The business may vary the policy from time to time, for example, if there are changes in 
legislation. It may also terminate this policy once COVID-19 is no longer an ongoing threat.  

3. Responsibilities 
Management is responsible for: 

• Putting in place this policy. 

• Ensuring compliance with this policy in the workplace. 
Each employee who is working from home has a responsibility to: 

• Behave in accordance with this policy. Employees who don’t behave in accordance with 
this policy may be subject to disciplinary action, up to and including termination of 
employment. 

4. Policy  
The health and safety of employees is the business’s priority, and the business is taking the 
threat of COVID-19 seriously.  
During the current time with COVID-19 in Australia, management understands that some 
employees can work from home with minimum disruption to the business. This policy applies to 
those employees. Please note it will not be practical for all employees to work from home.  
Working from Home due to COVID-19 
Being able to Work from Home during periods of self-isolation or quarantine may be the most 
appropriate course of action for some employees. Circumstances where Working from Home 
might be appropriate include: 

• Recent international travel requiring self-isolation for 14 days. 

• Living in the same household as someone who is required to self-isolate. 

• Wanting to limit potential exposure to COVID-19 due to having a medical condition which 
may make you more susceptible to COVID-19 and its effects. 

• Living with, or regularly interacting with, vulnerable members of the community, including 
the elderly or immune-compromised. 

• Caring responsibilities, for example, if schools close. 
Please let management know if you would like to work from home and can do so effectively. 
Management approval will be required before you can commence working from home. 
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To be eligible to work from home you will need to complete the Working from Home Checklist 
and submit it to management. Furthermore, it is your responsibility to ensure that your 
workspace at home is safe each day before you start work.   
When working from home, the following principles apply:  

• Employees must adhere to agreed processes and mechanisms for communicating with 
the team, management, clients and other stakeholders. 

• Appropriate information technology and other resources are available at the home-based 
work site. 

• Employees must adhere to the business’s policies and procedures. 

• The arrangement is discretionary and may be altered or cancelled depending on business 
needs. 

• Appropriate security arrangements are put in place to ensure the confidentiality of 
documents and electronic files. 

• The business expects employees to be fit and healthy when working from home. If an 
employee is sick or has onerous caring responsibilities, then the expectation is that they 
take personal or carers leave. 

• Employees must adhere to WHS policies and guidelines. 

5. Discipline under this policy  
Management is responsible for overseeing this policy. Non-compliance with, or abuse, of this 
policy, may lead to disciplinary action. This action could range from a warning, the removal of 
working from home privileges or even up to termination of employment. 
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