Remote Workplace Considerations Policy and Procedure
(HR5)

Policy Statement
The Remote Workplace Considerations Policy at Health United aims to outline the guidelines and expectations for employees who work from a location outside the main office. It ensures that all remote employees clearly understand what is expected of them and promotes a consistent, productive and secure work environment for all team members.

Scope
This policy applies to all Health United employees regarding their conduct and expectations when working remotely, either full-time or part-time.

Background
Health United appreciates the safety, dignity, and wellbeing of everyone in our care, which are paramount to our core values and objectives. We also acknowledge that as reasonably practicable, we are responsible and accountable for the safety of all our staff working. This applies not only when working in a Health United physical location but also when staff work from other non-Health United premises, from home or in a remote location.

Legislative Requirements
· Fair Work Act 2009
· Relevant industrial award agreements
· Privacy Act 1988
· Work Health and Safety Act 2011
· National Employment Standards (NES)


Principles that Inform Our Policy
The principles that guide this policy aim to ensure that Health United employees working remotely can do so productively, successfully and compliantly.
· Clarity: The policy should clearly define the expectations, guidelines and responsibilities of remote workers.
· Flexibility: A remote work policy should allow employees the flexibility to be productive and balance work and personal responsibilities.
· Trust: The policy should promote trust between employees and the organisation, recognising that remote workers are capable and responsible.
· Communication: The policy should emphasise the importance of regular and effective communication between remote workers and their teams.
· Productivity: The policy should encourage remote workers to be productive while also taking into account the unique challenges they may face while working from home.
· Support: The policy should provide remote workers with the support they need to be successful, including access to the necessary technology, resources and training.
· Inclusiveness: The policy should be inclusive, considering the needs of different employees and ensuring that remote work arrangements are available to all employees who may need them.

Key Terms
	Term
	Meaning
	Source

	Remote work
	Refers to the arrangement where employees work outside their office, such as from home or another remote location.
	https://www.telework.gov/guidance-legislation

	Telecommuting
	A type of remote work where employees work from a location outside of the office but are still connected to the office through technology.
	Health United

	Virtual office
	A type of remote work where employees work from a remote location but still have a professional office presence.
	Health United

	Flexible work
	Refers to a work arrangement that allows employees to have control over when, where and how they work. Remote work is a type of flexible work.
	Health United

	Work from home (WFH)
	Refers to the arrangement where employees work from their homes.
	Health United

	Collaboration tools
	Software and technology are used to facilitate communication, teamwork and information sharing between remote workers and their teams. Examples include video conferencing, project management tools and instant messaging apps.
	Health United

	Availability and responsiveness expectations
	Refers to the guidelines for remote workers regarding their availability and responsiveness to emails, phone calls and other forms of communication while they are working.
	Health United

	Time tracking
	The practice of tracking the amount of time employees spend working, including their time spent working remotely.
	Health United

	Reimbursement policy
	Guidelines for the reimbursement of expenses incurred by remote workers while working from home, such as internet and phone expenses
	Health United



Links to Other Policies and Documents
· Supervision and Delegation Policy and Procedure
· Inclusion and Diversity Policy and Procedure
· Code of Conduct Policy and Procedure
· Performance Management Policy and Procedure
· Performance Management Policy and Procedure
· Staff Health and Wellbeing Policy and Procedure

Induction and Ongoing Training
Health United requires that induction and ongoing training of all staff include the Remote Workplace Considerations Policy to enable staff to fulfil their roles effectively. In addition, the organisation promotes information sharing at staff meetings, sharing information received from industry trends or changes in legislation and consultation at policy review sessions.
Policy Created/Reviewed
	Policy Created/Reviewed
	Modifications
	Next Review Date

	Implemented January 2024
	New policy
	January 2025



Monitoring, Evaluation and Review
This policy will be reviewed annually and more regularly if changes are necessary. The Human Resource Manager is responsible for initiating the review and ensuring the policy’s amendment. Staff will be consulted to provide input during the policy review period, which will last 10 working days.

Remote Workplace Considerations Procedure

Eligibility Criteria for Remote Work
Health United employees are assessed against suitable criteria for working remotely. The criteria that they are measured against are:
1. 
1. Job requirements: Certain roles may be better suited for remote work, while others may require a more traditional in-office setup.
2. Performance: Employees with a strong track record of performance and who meet or exceed expectations may be eligible for remote work.
3. Communication and collaboration skills: Employees who can effectively communicate and collaborate with their teams, even remotely, are more likely to be eligible for remote work.
4. Technical skills: Employees who are comfortable using technology and have the necessary technical skills to work remotely may be eligible for remote work.
5. Attendance: Employees with a good attendance record and who are reliable are more likely to be eligible for remote work.


Types of Remote Work Arrangements
At Health United, employees may participate in a range of remote work arrangements. These include:
· Full-time remote work: Employees work entirely from a remote location, such as their home or another location, for most of their workweek.
· Part-time remote work: Employees work from a remote location for a portion of their workweek and may be required to be in the office for the rest of the time.
· Job sharing: Two employees share one full-time job and may work from different locations, including remote locations.
· Flexible hours: Employees can determine their own start and finish times and the hours they work each day and may work remotely as needed.
· Agile working: Employees can choose where they work, including remote locations, based on their needs and preferences.
· Compressed work week: Employees work longer hours over fewer days and may work remotely for some days.
· Casual remote work: Employees work remotely as needed and may not have a regular schedule or set hours.

Communication and Collaboration Expectations
When working remotely, it is important to have clear communication and collaboration expectations to ensure everyone is on the same page and can effectively work together. Here are some key communication and collaboration expectations when working remotely at Health United:
· Availability: Remote workers should be available during their regular working hours and respond promptly to emails, instant messages and phone calls.
· Communication methods: Remote workers should be familiar with their team’s communication methods and should be available on these platforms during their working hours.
· Regular check-ins: Remote workers should have regular check-ins with their supervisor or manager to ensure they are on track and discuss concerns or questions.
· Collaboration tools: Remote workers should be familiar with the collaboration tools used by their team, such as project management software and video conferencing tools, and should use these tools to communicate and collaborate effectively.
· Documentation and reporting: Remote workers should document their tasks and report their progress regularly to ensure their team and supervisors are aware of their work and progress.
· Responsiveness: Remote workers should be responsive to their team members and respond to requests for information or help in a timely manner.
· Feedback: Remote workers should regularly seek feedback from their team and supervisor to ensure they are on track and identify areas for improvement.
Managers will ensure the following:
· Ensure communication and collaboration expectations are clearly communicated to all remote workers prior to commencement.
· Ensure employees have the necessary technology and tools to support remote work.
· Promote a culture whereby effectively collaborating with their team is upheld even when working remotely.

Security and Privacy Guidelines
Following security and privacy guidelines to protect sensitive information and prevent data breaches at Health United is important. There are the security and privacy guidelines for working remotely:
· Password protection: Remote workers should use strong passwords for all their devices and accounts and update their passwords regularly.
· Device security: Remote workers should use secure devices and ensure they are protected with firewalls, antivirus software and encryption.
· Network security: Remote workers should connect to secure networks and avoid using public Wi-Fi when accessing sensitive information.
· Data storage: Remote workers should store sensitive information in secure cloud storage or encrypted devices and avoid storing sensitive information on unsecured devices.
· Physical security: Remote workers should ensure that their devices are secured when not in use and take measures to protect them from theft or damage.
· Data disposal: Remote workers should securely dispose of sensitive information and not leave sensitive information on unsecured devices or networks.
· Privacy: Remote workers should be mindful of privacy when working remotely and avoid accessing or sharing sensitive information in public places.
By following these security and privacy guidelines, remote workers can protect sensitive information and prevent data breaches when working remotely. Health United will provide regular training on security and privacy to ensure that all remote workers are aware of these guidelines and can follow them.

Technology and Equipment Requirements
When working remotely, it is important that all Health United remote employees have the necessary technology and equipment to support remote work and ensure that they can work effectively.
· Reliable internet connection: Remote workers should have a reliable and fast internet connection to access company resources and communicate with their team.
· Computer or laptop: Remote workers will be provided with a Health United computer or laptop with enough processing power and memory to run the necessary software and applications.
· Video conferencing tools: Remote workers should have access to video conferencing tools to participate in virtual meetings and collaborate with their team.
· Communication tools: Remote workers should have access to communication tools, such as email, instant messaging and voice calls, to communicate with their team.
· Project management tools: Remote workers should have access to project management tools to track their work, collaborate with their team and report their progress.
· Office software: Remote workers should have access to office software, such as word processing, spreadsheet and presentation software, to complete their tasks.
· Mobile device: Remote workers may require a mobile device to stay connected and work on the go.
Health United will provide remote workers with the necessary technology and equipment to support remote work. It will regularly assess the technology and equipment requirements to ensure that the company remains up-to-date and appropriate. With the necessary technology and equipment, remote workers can work effectively and efficiently, even remotely.

Time Tracking and Reporting Requirements
When working remotely at Health United, it is important to have clear time tracking and reporting requirements to ensure remote workers are accountable for their work and maintain accurate records. The key time tracking and reporting requirements for working remotely at Health United:
· Time tracking software: Remote workers must use Health United’s time tracking software to log their working hours and time spent on different tasks.
· Accurate record-keeping: Remote workers must keep accurate records of their working hours and log their time accurately and consistently.
· Regular reporting: Health United remote workers must report their time to their supervisor by 4:00 p.m. each Friday via email.
· Availability: Remote workers must be available during their regular working hours and track their time accurately, even when working outside of regular hours.
· Overtime: Remote workers should be mindful of their overtime hours, track their overtime accurately and report it as required.

Home Office Setup and Ergonomics
A home office setup and ergonomic work environment are important for the health and wellbeing of remote workers at Health United and will ensure that staff can work effectively and efficiently. The key home office setup and ergonomics requirements for our remote workers are:
· Workspace: Remote workers should have a designated workspace separate from their living space and free from distractions.
· Ergonomic chair: Remote workers should have a comfortable and adjustable chair that supports good posture and reduces the risk of injury.
· Ergonomic keyboard and mouse: Remote workers should have ergonomic keyboard and mouse to reduce the risk of repetitive strain injuries.
· Adequate lighting: Remote workers should have adequate lighting in their workspace to reduce eye strain and ensure they can work comfortably.
· Proper screen placement: Remote workers should place their screens at the correct height and distance to reduce eye strain and maintain good posture.
· Equipment placement: Remote workers should place their equipment, such as their computer, keyboard and mouse, in a comfortable and ergonomic position to reduce the risk of injury.

Reimbursement Policy for Home Office Expenses
A reimbursement policy for home office expenses outlines the expenses that are eligible for reimbursement and the process for claiming these expenses at Health United.
· Eligible expenses: Items eligible for reimbursement at Health United include but are not limited to computers, office equipment, office furniture, internet and telephone services, and electricity. A detailed eligibility list of expense items is issued to staff upon employment in a remote working role.
· Reimbursement process: Health United remote workers eligible for reimbursement are required to upload tax invoices to the intranet within 14 days of purchase.

