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Working From Home Policy  

1.   Purpose 

The purpose of this policy is to establish procedures and guidelines for workers who wish to 

or are required to work from home.  

Entity Solutions acknowledges that working from home arrangements may be appropriate 

for certain positions and in certain circumstances. 

It is important that working from home arrangements are consistent with the needs of Entity 

Solutions and its Clients, and do not adversely affect other workers. 

2. Application 

This Policy applies to contractors of Entity Solutions collectively referred to in this Policy as 

‘worker’. Where the Client has a ‘Work From Home’ policy, the Worker is required to adhere 

to both policies and where in conflict with this policy, the Client’s ‘Work Home Policy’ shall 

hold precedence.  

3. Definitions  

‘Client’ is the client of Entity Solutions to whom the worker provides services. 

‘Home office’ is a designated space for a worker to work while at home. 

‘Working from home’ is working away from a worker’s ordinarily contracted place of work. 

Working from home involves working part of the time away from the normal contracted 

place of work. During the time any worker is working from home, contact is to be maintained 

with Entity Solutions and the Client via electronic means, such as email, hand-held 

communication device and telephone. 

Each working from home arrangement is a cooperative arrangement between Entity 

Solutions, the Client and the worker. Entity Solutions and/or the Client has the discretion 

to offer working from home to a worker where it is appropriate in the circumstances. 

Workers may also apply to work from home and Entity Solutions and the Client will consider 

all applications. Entity Solutions however reserves the right to refuse an application where 

it is inappropriate in the circumstances. 

4.     Eligibility 

Not all workers’ positions are suited to working from home arrangements. For this reason, 

workers will be offered working from home based on their suitability. 

Workers who apply to work from home should be prepared to show their suitability. 

The essential criteria for working from home includes (but is not limited to) the following: 

a) possession of computer literacy; 



 

© Entity Solutions Working From Home Policy (external) Page 2 of 6 

Next review: 31.01.2021 

b) the work is able to be performed off-site, for example: 

i. data entry; 

ii. research and development; 

iii. drafting; 

iv. computer design and programming; 

v. sales; 

c) the presence of the skills, ability and knowledge to work autonomously; and 

d) an appropriate and safe workspace at home. 

Working from home will generally not be considered suitable for the following types of 

positions: 

a) work that requires a high degree of supervision or monitoring; 

b) projects that involve a large amount of teamwork and daily face-to-face contact with  

        other workers; 

c) positions that carry responsibilities for training or supervising others; 

d) positions where the worker has little control over the flow of work; or 

e) tools and equipment are only available on-site. 

Other factors relevant to eligibility 

A worker must be able to demonstrate to Entity Solutions and the Client that: 

a) efficiency will be maintained or increased as a result of the arrangement; 

b) the productivity of a worker’s team or work group must not be adversely affected; 

c) the level of customer/client service will be maintained or increased; 

d) home commitments will not detract from the performance of the work. 

5.   Working from home part-time 

Where a working from home arrangement is approved by the Client, it will in most cases be 

on a part-time basis. Part of the arrangement will involve a worker and the relevant manager 

agreeing on the number of hours or days that the worker can spend away from the office. 

6.   Working from home is not an entitlement 

Workers should be aware that working from home is not a formal worker benefit or 

entitlement and that Entity Solutions and the Client always maintains the right to terminate 

a working from home arrangement. 

7.   Conditions of working from home 

The following conditions apply to workers who work from home: 

a) The worker must provide work reports and attendance records as proof of work  

          completed as and when required by Entity Solutions and the Client; 

b) The worker is to be contactable by Entity Solutions and the Client during their agreed  

          hours of work; 

c) Entity Solutions and the Client retains the right of access to the worker at home. 
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Subject to prior agreement, on-site visits or inspections by officers of Entity Solutions and the 

Client may be made for work-related matters, such as supervision, collection and delivery of 

work, equipment maintenance, security or workplace health and safety assessment, and 

retrieval of equipment. 

8.   Particular requirements for working from home 

Workers must designate a space for working while you are at home. This space could be a 

room (for example, a study) or a particular area of a room. The home office should have a 

desk and sufficient space to perform work. 

9.   Workers’ responsibilities in relation to workplace health    

  and safety  

Workers are responsible for ensuring a safe working environment. They must maintain the 

home office, including all equipment and other relevant areas (including entrance, bathroom 

and kitchen) in a safe condition at all times. Workers must allow a person, appointed by Entity 

Solutions, to have access to their home office and related areas to allow them to conduct 

safety inspections, if requested. 

Workers must take reasonable care for their own health and safety and the health and safety 

of other persons who enter their home during work hours. Workers must notify Entity 

Solutions and the Client immediately if they become aware of any change in their working 

conditions or arrangement, or any risk to health and safety. Notification should be made in 

accordance with the Entity Solutions Occupational Health and Safety Management Plan. 

10. Workplace Safety Induction Safety Inspection Form (WISI) 

A worker must complete a “WISI” form, which is a self-assessment of your workplace prior 

to commencing work from home.  A ‘Workplace Safety Assessment’ guide has been provided 

to assist you with the task. 

11. Adjustments required to make a home office safe 

Where the self-assessment of your workplace reveals that adjustments are required to a 

worker’s home for safety reasons, the worker must make necessary adjustments.  

Generally, a worker will be responsible for making adjustments to their home office and 

related areas. Entity Solutions or the Client will not reimburse the worker in part or in full for 

adjustments required to make their home safe in relation to compulsory working from home 

arrangements. 

12. Accident or injury while working from home 

If there is an accident or a worker is injured while working from home, the accident or injury 

must be immediately reported to Entity Solutions and the Client. Entity Solutions may 

investigate the accident or injury. The worker must allow a person, appointed by Entity 

Solutions, to access to their home for the purpose of conducting such investigation. 
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13. Equipment provided by the Client  

  The Client may provide the necessary equipment to allow the worker to perform work from 

home. The equipment required will depend on the needs of the worker, the equipment they 

currently have and their particular working from home arrangement. 

  Any equipment provided by the Client remains the property of the Client at all times. The 

worker must use the equipment for legitimate business purposes only. They must not use the 

Client’s property for private use and must not misuse or damage the Client’s property. The 

worker must return to the Client all equipment upon termination of the working from home 

arrangement with Entity Solutions and the Client. 

14. Responsibility for Client’s property  

If any repairs are necessary to the Client’s equipment, the worker must let Entity Solutions 

and the Client know as soon as possible. If the worker or another person at their home 

misuses or recklessly damages the Client’s property, the worker agrees to reimburse the 

Client for the reasonable cost of repair or replacement of the property. 

In relation to any PC provided by the Client, the worker must comply with any applicable 

Entity Solutions and Client policies or procedures relating to internet, email and computer 

usage, including any social media policies. The worker must also comply with the terms of 

any licence or software as well as computer virus and protection requirements. 

Entity Solutions and the Client is not responsible for any damage caused to the worker’s 

personal or real property while performing work at home. 

15. Terms and conditions of engagement when working from  

  home  

A worker’s terms and conditions of engagement remain the same when working from home. 

This includes hours of work and remuneration. A worker is required to perform their work 

duties effectively and efficiently, as if they were working in the office. Contracting out or 

delegating work duties to others without the express written permission of Entity Solutions 

and the Client is strictly prohibited. 

16. Reporting to manager 

Reporting is a critical part of any working from home arrangement. Entity Solutions and Client 

will, as far as possible, provide advice concerning the required reporting arrangements prior 

to commencement of the working from home arrangement. A worker must report to the Client 

what work has been completed while working from home and comply with any reporting 

requirements, for example providing written reports, compiling work sheets etc. If a worker 

does not comply with reporting requirements, the working from home arrangement may be 

terminated. 

17. Communication with workers  

Workers must inform Entity Solutions and the Client of the hours/days the working from home 

arrangement applies and appropriate contact details. If a worker is working from home 
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regularly, they must maintain regular communication with their manager and work team while 

working from home. It is a worker’s responsibility to ensure their Client work team can 

effectively communicate with them while working from home and that the worker is available 

to discuss work matters if required. 

18. Requirement to attend the office on the days you work from  

   home 

All workers working from home may be required to attend work from time to time. Even when 

a worker regularly works from home on designated days, they may be required to attend 

work on those days. In particular, workers may be required to attend staff meetings, 

announcements, client functions, employee training, in case of emergencies or where other 

work commitments arise. 

19. When a working from home arrangement is terminated or  

   ends 

If a worker is not happy with the working from home arrangement for whatever reason, Entity 

Solutions and the Client should be informed as soon as possible. 

The arrangement may be reviewed to address concerns or terminated where appropriate. 

Working from home arrangements will be reviewed on a regular basis to ensure they are 

operating effectively, meet the requirements of the business and do not adversely affect other 

workers. 

If Entity Solutions and the Client do not want to continue the working from home arrangement 

for whatever reason, they may review or terminate the arrangement at any time. Entity 

Solutions and the Client do not require a worker’s agreement to terminate a working from 

home arrangement.  

If working from home arrangement is terminated or ends for any reason (including at the end 

of a trial period) the worker must return all Client equipment immediately.  

20. Security of information and property 

As a remote user, a worker may be provided with access to and use of the Client’s property, 

equipment and information, including the Client’s network. By accepting and using remote 

access privileges, a worker has a shared responsibility with the Client to protect the Client’s 

property, equipment and information against theft, unauthorised access and destruction. 

Workers must take all reasonable precautions to secure the Client’s property, equipment and 

information (both paper and electronic) within their home. This includes workers taking all 

reasonable precautions to prevent unauthorised access and use of such property, equipment 

and information. 

A worker’s obligation to maintain confidentiality in relation to Entity Solutions and the Client’s 

information continues while working from home, is the same as if working in the office. 

However, given the potential security issues, a worker must take extra care to ensure 

confidential information is properly protected. 
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21. Steps to secure Client’s/Entity Solutions’ property, 

equipment and information  

Firstly, workers must ensure they properly secure their home. Depending on the amount and 

nature of Entity Solutions’ and/or Client’s information, equipment and property stored in your 

home, it may be necessary to install a security system in the home. Accordingly, if requested 

by Entity Solutions and the Client, a worker must allow a person, appointed by Entity Solutions 

and the Client, to access their home and conduct a security assessment. If possible, the home 

office should also be lockable.  

Secondly, a worker must secure all Entity Solutions’ and Client’s documents and portable 

equipment in a lockable filing cabinet and secure the key. A worker must not provide the key 

to unauthorised persons, including family or household members. 

Finally, a worker must ensure appropriate security systems are in place on their PC (such as 

passwords) in accordance with Entity Solution’s and the Client’s requirements. Workers must 

not disclose their password to any person, including family or household members. 

22. Breach of policy and/or procedure 

When working from home, a worker must comply with the terms and conditions contained in 

this Policy.  

In the case of employees of Entity Solutions who are found to have breached this Policy, they 

may be subjected to disciplinary action in accordance with relevant Entity Solutions policies. 

The type and severity of the disciplinary action will depend upon the circumstances of the case 

and the seriousness of the breach. In serious cases, this may include termination of 

employment. 

Entity Solutions may amend and vary this policy from time to time.  

23. Related policies  

Where the Client has a “Work From Home” policy, you are required to comply with both this 

policy and the Client’s policy. Where in conflict, Client’s policy will hold precedence. 

24. Further information  

For further advice, please contact your appointed Customer Delivery Manager at Entity 

Solutions or the Client Representative. 


